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English 113: Technical Communication -- Winter Semester 2022
Instructor:
Dr. Ray Lacina

Phone:
 ‪(989) 492-0865 
Virtual Office Hours: M-TR 1:00-2:00, FR 3:00-4:00 (but see below)
E-mail:
raymondlacina@delta.edu
Zoom/Virtual Classroom conferences available (call, message or e-mail to schedule).

INTRODUCTION

I’m assuming you’re here at Delta to prepare for a career. One of the things those of us who teach general education courses – like writing – face is the feeling among many students that our courses are kind of add-ons, things you’re forced to study that you’ll never use again.
This is a terrible misconception. While your core studies might be focused on the skillset you need to perform your job, there’s a whole array of skills you need to get a job and stay employed. These include interpersonal and presentation skills, time management, critical thinking, teamwork, reading, math and – you guessed it – writing.
In this particular section, we’ll add one more: Global Competence. We’ll be taking part in a pilot project to help introduce key skills needed to excel in an increasingly connected world. If there was ever any doubt of that, the supply-chain issues we’ve seen in 2021 should put it to rest! We’ll explore those skills bit by bit in our first unit, then dive in and explore how our own chosen professions are impacted by what’s happening around the world. All of this will, of course, align with the outcomes and objectives of our course. 
OUTCOMES AND OBJECTIVES
1. Demonstrate the ability to produce professional correspondence and documents appropriate for a professional setting. 

A. Construct a business letter.

B. Construct a memo.

C. Construct a professional researched technical report.

D. Construct electronic messages.

E. Incorporate graphic aids appropriately.

2. Compose effectively for a professional audience and setting. 

A. Use the writing process: pre-write, write, revise, edit.

B. Write with clarity.

C. Write with efficiency.

D. Select, organize and present necessary details to support a main idea.

3. Produce an employment portfolio. 

A. Construct a resume and other employment correspondence.

B. Prepare for a professional interview process.

4. Demonstrate the critical thinking skills required of a professional.

5. Demonstrate the basic speaking skills required of a professional. 

A. Prepare and deliver an oral presentation.

B. Give extended oral explanations of work done.

6. Demonstrate professional conduct. 

A. Exemplify appropriate ethical behavior.

B. Identify professional liability concerns.

LEARNING ONLINE
If you took this course online because you thought it would be easy – or at least easier than taking it in a classroom – now would be a good time to head for the hills.

Online classes are not easy.  If anything, they require more focus, more discipline and possibly even more time than face-to-face classes.

Instead of listening to me lecturing in a traditional classroom setting, you will actively engage your subject through reading, reflection and writing. 

I will be there throughout the course to offer suggestions, answer questions and provide guidance, and you should call, write or e-mail me whenever you need help.

You will, however, take the over much of the initiative in your learning. You'll decide when to do your work and when to drop by and participate in group discussions. You'll also be able to look ahead to upcoming assignments and lectures.

That said, assignments and discussion board posts do have fixed due dates. While you can generate your essays according to your own schedule, they must be submitted on time.

The result could be a much deeper involvement with the work you’re doing, and, it is expected, a much deeper understanding of your subject once you’ve completed this course. Throughout you will rely on this course guide to direct your studies, and will complete several essays in order to deepen your analysis of the literature you’re reading (and to give the professor something with which to evaluate you).

REALLY, REALLY IMPORTANT NOTES (REALLY!):
In order to succeed, you'll need to check into the course regularly -- at least every other day or so -- and check your Delta Webmail account regularly as well. Do not use our course site to send/receive e-mail. Although D2L will let you send a message, it doesn't receive e-mail -- which means if you e-mail me from D2L, you'll never hear back! My response (or anyone else's, for that matter) will be forwarded automatically to your Delta Webmail.

Be sure when you check in to read the Announcements carefully. Any additions or changes to our schedule will be posted there. I'll also outline what's coming up and go into greater detail about anything with which some of you might be struggling. Nothing annoys me more someone asking me a question I've just answered in great detail in the announcements. Well, maybe a poke in the eye with a sharp stick. But it's close.

Finally, and most importantly: if you're feeling lost or confused, contact me.  Call. E-mail. Post to the Help!!! forum. But don't wait! It's very easy to slip behind -- and sometimes very hard to catch up. I'm here if you need me. Don't forget it.
Note on office hours: I’ve included virtual office hours above, because we’re required to have fixed office hours. So these are times I’ll be available for a text, e-mail, phone-call or Zoom call.

But. I’m actually available a lot more than that. If you have a question or want to schedule a call, Zoom or Virtual Classroom meeting, just drop me a line!
EXPECTATIONS

There are a few things I expect from you, and, in turn, there are things you can expect from me.  

Your job will be to: 

· Check into the course regularly throughout the week.  You’ll notice that there are usually two deadlines each week – one about midweek (usually Thursday) for initial discussion posts, and one on Sunday for responses and any other work that’s been assigned.  We’ll also be doing group work, which requires even more regular check-ins.  If you cannot commit to checking in daily or (at the very least) every other day, you may want to consider dropping the course.
· Read.  Your text is, to a large extent, the “lecture” portion of this online course.  You can’t skim by without reading it – trust me.

· Engage actively in your learning process.  Read the book carefully, and reflect on what you read.  Participate fully in group and class activities.  Write and rewrite your essays, so that what I and your peers see is really your best effort.  

· Listen carefully to the advice of your peers and your instructor, and don’t be afraid to ask questions if that advice is unclear. 

· Take an active role in all discussions and group activities.  These are mandatory – skipping them is like not showing up for a face-to-face class.

My job is to help you improve your writing.  I can’t, in the traditional sense, teach you.  I can introduce you to methods and techniques used by effective writers.  I can share my own experiences as a writer and reader (and a long-time student) with you.  I can also offer you informed advice about your own writing – a sort of writing “coach.”  

COURSE POLICIES

Take some time to carefully review the Student Resources and Responsibilities document linked to in the same module as this syllabus.  Below are a few additions from the English Division and from me. 
From the English Division:

Instructor Initiated Drop for Lack of Attendance

Your English Division instructor will drop you from this course if you miss, for any reason, in excess of 2/15 of your classes for this course.  For this particular course this semester (or term) that means not taking part in two weeks’ worth of activities or not logging in for two weeks.  This is an English Division policy.

And a few of my own:

Late work:  Discussion board posts cannot be made up – they are due the week they are due.  Late papers will drop one grade for each day they are late.
Academic Integrity: There are two types of plagiarism – both serious, but one I will grant a bit of wiggle room on. The first is accidental plagiarism, which happens when you don’t cite a source properly, or fail to paraphrase or summarize effectively. These will have a significant impact on the grade of the assignment, but do not result in automatic failure. If I offer revisions on that particular exercise, you’ll still be able to revise to fix your errors.

The second is far more serious – intentionally trying to pass someone else’s work off as your own. I reserve the right to make the call on which type of plagiarism is at work in any given assignment. If it looks to me like a student has intentionally stolen source material for an assignment, that specific assignment will receive an automatic “F”, with no opportunity for revision, and I will notify my Division Chair of the plagiarism.
WHAT YOU’LL NEED

REQUIRED TEXTS

Technical Communication: Revel Access Code
Our text this term is wholly online – you’ll access it on the Pearson Revel website. This is a terrific resource – as you read, it will test your knowledge with mini-quizzes that will help highlight the main ideas for you. If you don’t have the access card at the start of the semester, you can create a trial account using the link in the Week 1 module, and then enter your access code when it arrives. You do need an access code – the trial only lasts a few weeks.
Computer:  your computer presumably meets the minimum system requirements laid out by the eLearning Office.  You also need to have a backup system somewhere – here at Delta, at a friend’s house, at the local library.  Problems with your home system do not excuse extended absences from the course.  

GRADING
We will be using a weighted grading system for the course. This means activities will be divided into categories, and each category will contribute a fixed percentage to the final course grade.  D2L will automatically adjust your grade based on the total points we’ve actually completed. This leaves us some wiggle room to adjust assignments as we go along – for example, to add in reading quizzes if need be (which will contribute to the percentage of the score coming from weekly work).
20% Quizzes on Reading
20% Weekly Discussions
30% Technical Report

30% Individual Assignments. These could include: 
· Resume/Letter of Application
· Memo or Business Letter

· Presentation
· Instructions 
COURSE OUTLINE

Unit One: Your Reader, Your Customer (Weeks 1-4)
Our first unit will focus on the core principles of business communication, culminating in the writing of a targeted cover letter and resume, aimed at a specific job in your specific industry. We’ll also reflect on ways in which your industry impacts – and is impacted by – the rest of the world.  The unit title sums up one of the core concept not just of this unit, but of communicating in the workplace: your reader is your customer. You need to tailor your message for their needs, or your communication won’t accomplish what you need it to! 
We’ll also explore the global nature of today’s work world, as you prepare a letter of inquiry investigating an international internship in your field.

Unit Two: Group Exercise (Weeks 5-6)

Our second unit will have you practicing your teamwork, collaborating with a small group in preparing a document in response to a specific, real-world scenario. After exploring the foundations of global competence in the workforce, your team will prepare a training video for colleagues in a work environment of your choice, not just explaining the concepts, but explaining how they’re relevant to your audience.
Unit Three: The Technical Report (Weeks 7-11)

Our third unit has you tackling the largest project in the course – the analytical technical report. You’ll exercise your critical thinking skills, learn how to find, assess and incorporate sources and draw conclusions based on the application of specific analytical tools. 
Your report will also include a reflection on the global impact of and on your subject.

Unit Four: Absolute Beginners (Weeks 12-15)

The final unit will have you preparing a set of instructions for a specific – one that will require you to consider what strategies will translate well across cultures – and which might muddle your meaning.

