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Unit Outline 2016
Faculty of Business, Government and Law 
Unit Title: Business Communication and Context G
Unit Number: 9499
This Unit Outline must be read in conjunction with:

a) UC Student Guide to Policies, which sets out University-wide policies and procedures, including information on matters such as plagiarism, grade descriptors, moderation, feedback and deferred exams, and is available at (scroll to bottom of page)
http://www.canberra.edu.au/student-services
b) UC Guide to Student Services, and is available at (scroll to bottom of page) http://www.canberra.edu.au/student-services
c) Any additional information e.g. specified in section 6.

1.
Core unit details
1a
Unit title: Business Communication and Context 
1b
Unit number: 9499 
1c
Teaching Period and year offered: Term 1, 2016
1d
Credit point value: 3
1e
Unit level: G
1f
Name of Unit Convener and contact details

Dr Pam Faulks

Email: pam.faulks@canberra.edu.au
1g
Administrative contact details (including name, location, telephone and email)

Yan Wang


Offshore Program Liaison Officer


Office: 11 C34

Email: yan.wang@canberra.edu.au
Student Consultation Hours
Monday-Friday 4:30-5:30pm 
2.
Academic Content

Unit description
Masters level programs require students to have highly developed skills in communication, analysis, teamwork, and negotiation. These skills are essential for managers when dealing with vaguely defined problems where the relevant information is ambiguous or incomplete. This unit is designed to ensure students have a strong foundation in communication skills and students will be required to use a variety of writing styles, sometimes for a technical audience, sometimes for a lay audience. Students will also be required to develop their presentation and negotiation skills, as well their critical thinking skills through analysing and applying complex material. Finally, this unit will introduce students to a range of statistical techniques often used by managers when solving problems.
Learning outcomes
On successful completion of this unit, students will be able to demonstrate they have strong foundations in the following areas:

1. Communication - students will be able to present information and express their opinions effectively within and across cultural boundaries
2. Analysis - students will be able to identify what information they need, what information is missing and where to locate that information. They will also be able to evaluate the quality and limitations of information they collect and analyse
3. Problem solving - students will be able to apply problems-solving processes in novel situations. They will also develop the skills to deal with vaguely defined problems and incomplete information sets
4. Working independently and with others - students will be able to plan their own work and, when appropriate, develop their team-building skills.

Graduate attributes
1. UC graduates are professional - communicate effectively

1. UC graduates are professional - display initiative and drive, and use their organisation skills to plan and manage their workload

1. UC graduates are professional - use creativity, critical thinking, analysis and research skills to solve theoretical and real-world problems

2. UC graduates are global citizens - adopt an informed and balanced approach across professional and international boundaries

2. UC graduates are global citizens - communicate effectively in diverse cultural and social settings

2. UC graduates are global citizens - make creative use of technology in their learning and professional lives

3. UC graduates are lifelong learners - evaluate and adopt new technology

3. UC graduates are lifelong learners - reflect on their own practice, updating and adapting their knowledge and skills for continual professional and academic development

Personal attributes
As students of the University they will develop the qualities of critical thinking, curiosity and reflective practice. They will use foresight, initiative and leadership, and be open to alternative perspectives. As graduates, they will continue to learn and thrive in environments of complexity, ambiguity and change.

Prerequisite

None.

Co-requisite

None.

Business Communication in Today's World

Business communication is a key part of every organisation and every individual within the organisation needs to have well defined communication skills.  Business communication can incorporate corporate communications and management communication, thus expanding the principles and concepts beyond commercial enterprises into government agencies and not for profit organisations, but with a different emphasis.

Communication in the corporate world includes both verbal and written forms and, more and more, includes communicating in a constantly online world. Globalisation has made cultural and language issues of significance in communicating across international boundaries. Corporate social responsibility and community relations also play an important role in how organisations communicate with their stakeholders, government and the public. Much of this communication has a ‘marketing’ emphasis where promotion of products and ideas and persuasion of others play a key role.

This unit aims to provide students with an in-depth understanding of the principles and practice of communicating in the modern corporate world. This is not a ‘writing’ or ‘speaking’ course but the course will involve considerable practice in writing and orally presenting information. It will include individual writing exercises, individual presentations and group work, designed to encourage the development of communicating and producing communication materials in a team environment.

3.
Timetable of activities
This course is delivered in a one-week intensive format, which requires on-campus attendance for five days full-time, from Monday 1 February to Friday 5 February 2016.  

Classes will run from 9.30am to 4.30pm daily and will include a combination of lectures, group and individual exercises, discussions and debate sessions and student presentations. 
	Day/date
	Activities (This is a guide only and subject to change)

	Monday 
1 February
	Introduction 
Module 1: Business communication 
Module 2: Nonverbal communication


	Tuesday 
2 February
	Module 3: Written communication – Writing in Plain English

Module 4: Written communication – Reports and proposals

Module 5: Written communication – Document design and graphic communication


	Wednesday 3 February 
	Module 6: Oral communication

Module 7: Developing business presentations


	Thursday 
4 February 
	Module 8: Interpersonal communication
Module 9: Team communication

Module 10: Intercultural communication


	Friday 
5 February 
	Module 11: Electronic communication

Module 12: Corporate communication




4.
Unit Resources

4a
Lists of required texts/readings
Recommended text
· Eunsen B. (2015) Communicating in the 21st Century (4th Ed), Wiley
E-Text available for purchase at http://www.wileydirect.com.au/buy/c21-communicating-in-the-21st-century-4th-edition/ 
· Management Communication is provided on this unit’s Moodle site as a PDF and is available under a Creative Commons Attribution-NonCommercial-ShareAlike 3.0 License which allows it to be freely distribute.
4b
Materials and equipment

Other readings to support this unit are available on various websites and in electronic journals and the library. 
4c Unit Website:

To find your unit website online, login to LearnOnline (Moodle) using your student ID.

Note that LearnOnline (Moodle) has a profile page that displays your name and email address for the benefit of other students. If you prefer to hide your email address, click here for instructions.

Background materials, online assignments and key messages will be sent through the Moodle site. All assignments are to be submitted electronically through the Moodle site, as will feedback to students on their work.

5a.
Assessment item details
Overview

	Assessment item 
	Due date of assignments
	Weighting
	Addresses learning outcome(s)
	Related graduate attributes

	1. Oral communication
	1/2/16 - 5/2/16
	20%
	1, 2, 3, 4
	1, 2, 3

	2. Reflective Journal 
	Wednesday 10/2/16
	40%
	1, 4
	1, 2, 3

	3. Report
	Friday 19/2/2016
	40%
	1, 2, 3, 4
	1,2, 3


5b Details of each assessment item  
Note: Further detail re these assessments is provided online and will also be provided during class. 

1. Oral communication

Value: 20%

Instructions: Throughout this 5-day intensive course students will be required to demonstrate their oral communication skills through a variety of activities, such as presentations and discussions.

Marking criteria:

· Demonstration of a sound understanding of course material

· Ability to communicate appropriately for different audiences and purposes

2. Reflective Journal

Value: 40% 

Instructions: The purpose of the reflective journal is to have students progressively examine and demonstrate an understanding of all the material covered in this unit. Unless otherwise specified it is expected that students will provide 1-2 paragraphs for each journal exercise or topic. 
As a student it is CRITICAL that you complete the journal tasks progressively. When done progressively these will assist you in understanding the material you have just watched/read and activities you have participated in, and will assist you to develop the skills needed to successfully complete the other assessment tasks in this unit.   

The reflective journal will be submitted electronically through the unit Moodle site as a single .doc file, which will include the daily entries, as well as a final summary reflecting on the whole week.

Marking Criteria 

· Demonstration of a sound understanding of course material  

· Demonstration of reflection on learnings, as well as gaps in knowledge and understanding

3. Report

Value: 40% 

Topic: The use of social media by businesses in the 21st century.

Word length: 2500 – 3000 words (excluding tables, graphs, images and bibliography)

Instructions: Social media is an essential part of communication in the 21st century, but brings with it both benefits and risks for businesses. Provide details about these risks and benefits, drawing on real life examples as well as academic and business sources.

This unit uses the Harvard referencing and citation style. An abridged guide to this system is at http://www.canberra.edu.au/studyskills/writing/sources   

Marking Criteria:

Content: 

· Understanding of topic 
· Inclusion of key issues/concepts

· Evidence of research

· Acknowledgment of sources
· Analysis and consideration of different points of view

· Use of logic and clarity of thought 

Writing:

· Clear writing style

· Use of ‘Plain English’
· Correct spelling, punctuation, grammar and sentence structure
Referencing:

· Appropriate in-text referencing (Harvard style)

· Inclusion of bibliography

Presentation: 
· Appropriate report presentation, including a title page, automated table of contents, heading styles and page numbering
5b.
Assessment requirements
Submission of assessment items:

Where possible, all assessment items will be submitted online via the LearnOnline (Moodle) unit site. The first page of each assessment item should include the following information:

Student ID:

Assessment Name:

Word Count (if applicable):

Students should note that names are not to be included on any assessment tasks/submissions. Only Student ID numbers should be included (as per the Assessment Policy and Procedures).
Extensions

Students can apply for an extension to the submission due date for an assessment item through extenuating, evidenced circumstances (specific details are found through the Assessment Policy and Procedures. Section 9.12). Extensions must be applied for before the due date. Documentary evidence (e.g. medical certificate) will be expected for an extension to be granted, however this will not guarantee that the application will be successful. The Unit Convener or relevant Discipline Convener will decide whether to grant an extension and the length of the extension.

An Assignment Extension form is available from the Student Forms page.

Late submission of assignments without an approved extension will result in a penalty of 5% reduced marks from the total available, per calendar day late. An assignment submitted over 7 days late will not be accepted.
Special Assessment Requirements:

Information on extensions and special consideration for assessments can be found in the Student Guide to Policies.

Supplementary assessment information 
Refer to the Assessment Policy and Procedures.
Academic Integrity

Students have a responsibility to uphold University standards on ethical scholarship.  Good scholarship involves building on the work of others and use of others’ work must be acknowledged with proper attribution made. Cheating, plagiarism, and falsification of data are dishonest practices that contravene academic values. Please see UC's Academic Integrity Policy.
To enhance understanding of academic integrity, it is expected that all students will complete the LearnOnline Academic Integrity Module (AIM) at least once during their course of study.  The module is automatically available as a listed site when students log into LearnOnline.
Use of text-matching software
The University of Canberra has available, through LearnOnline (Moodle), text-matching software that helps students and staff reduce plagiarism and improve understandings of academic integrity. Known as URKUND, the software matches submitted text in student assignments against material from various sources: the internet, published books and journals, and previously submitted student texts. Click here for further information on the URKUND text-matching software.
6:
Student Responsibility

6a
Workload

The amount of time you will need to spend on study in this unit will depend on a number of factors including your prior knowledge, learning skill level and learning style. Nevertheless, in planning your time commitments you should note that for a 3cp unit the total notional workload over the semester or term is assumed to be 150 hours. These hours include time spent in classes. The total workload for units of different credit point value should vary proportionally. For example, for a 6cp unit the total notional workload over a semester or term is assumed to be 300 hours. 

6b
Inclusion and Welfare
It is strongly recommended that students who need assistance in undertaking the unit because of disability or an ongoing health condition register with the Inclusion and Welfare Service as soon as possible so that reasonable adjustment arrangements can be made.
6c
Participation requirements

It is advised that students attend all seminars. 
6d
Withdrawal
If you are planning to withdraw please discuss with your unit convener. Please see Withdrawal of Units for further information on deadlines.

6e 
Required IT skills
None.
6f
In-Unit Costs

Note: 
To calculate your unit fees see: How do I calculate my fees? 

The online UC Co-op Textbook Search is available for purchasing text books.
6g
Work placements, internships or practicums
None

7:
Student Feedback

All students enrolled in this unit will have an opportunity to provide anonymous feedback on the unit at the end of the Semester via the Unit Satisfaction Survey (USS) which you can access by logging into MyUC via the UC homepage: http://www.canberra.edu.au/home/. Your lecturer or tutor may also invite you to provide more detailed feedback on their teaching through an anonymous questionnaire.
8:
Authority of this Unit Outline

Any change to the information contained in Section 2 (Academic content), and Section 5 (Assessment) of this document, will only be made by the Unit Convener if the written agreement of Head of Discipline and a majority of students has been obtained; and if written advice of the change is then provided on the unit site in the learning management system. If this is not possible, written advice of the change must be then forwarded to each student enrolled in the unit at their registered term address.  Any individual student who believes him/herself to be disadvantaged by a change is encouraged to discuss the matter with the Unit Convener.
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