TCOM 2020 – INTRODUCTION TO PROFESSIONAL AND TECHNICAL COMMUNICATION
SPRING 2013
TTH
Instructor – Cheryl Shinall

Contact information
cshinall@spsu.edu
678-915-7236

Office hours
M/W – 1:00-2:00
T/TH – 12:00-1:00
By appointment

Room  J - 344
Text: Coming Alive From Nine to Five in a 24/7 World. 7th ED. Michelozzi, Surrell, & Cobez.    To succeed in this course, it is very important that you complete all 
assigned reading as outlined on the syllabus. Chapter quizzes are a part of course evaluation. 
Course Description 
Introduction to technical communication through a survey of the field's evolution and current status; its theoretical foundations, key concerns and issues, core competencies and specializations, and the technologies and societal trends that will impact the work of technical communicators in the future. Emphasis is placed on developing a strong professional identity and in beginning the process of career planning.

Course Learning Outcomes
Upon successful completion of this course, students will: 
	•
	be able to describe the various career paths open to technical communicators;

	•
	be able to identify the range of artifacts technical communicators create; and

	•
	understand their own communication skills and work preferences.


Class Attendance and Participation
Attendance is mandatory. Every absence after five absences may result in a full letter grade deduction from your final grade. Class participation is encouraged and will help facilitate learning. Attendance and participation will impact your course grade.
Assignments
All writing assignments must be submitted word processed, with standard type size and margins. For each day (including weekends) an assignment is late, it will be graded down one grade step (for example, a “B” paper that is two days late becomes a “C+”).
SPSU Honor Code 

As a member of the Southern Polytechnic State University community of scholars, I understand that my actions are not only a reflection on myself, but also a reflection on the University and the larger body of scholars of which it is a part. Acting unethically, no matter how minor the offense, will be detrimental to my academic progress and self-image. It will also adversely affect all students, faculty, staff, the reputation of this University, and the value of the degrees it awards. Whether on campus or online, I understand that it is not only my personal responsibility, but also a duty to the entire SPSU community that I act in a manner consistent with the highest level of academic integrity. Therefore, I promise that as a member of the Southern Polytechnic State University community, I will not participate in any form of academic misconduct. I also understand that it is my responsibility to hold others to these same standards by addressing actions that deviate from the University-wide commitment to working, living, and learning in an environment conducive to a quality education. Thus, I affirm and adopt this honor code of Southern Polytechnic State University. 

Adopted by the Student Government Association: August 24, 2010
Adopted by the SPSU Faculty: October 28, 2010
Plagiarism
Plagiarism is the representation of another person’s ideas or words as one’s own. The penalty for plagiarism, or other acts of dishonesty, may be course failure.

Students with Disabilities
Students with disabilities who believe that they may need accommodations in this class are encouraged to contact the counselor working with disabilities at (770) 528-7226 as soon as possible to better ensure that such accommodations are implemented in a timely fashion.

Cell Phones Use is prohibited in the classroom.
Grading
Project assignments will receive letter grades with the following equivalents. Final grades will appear as letter grades (A, B, C, D, or F).
GRADING 

(Letter and number equivalent)

A       90-100

B         80-89

C         70-79

D         60-69

F    Below 60

Project Assignments and Percentage of Grade
Each student must submit six graded assignments and class participation and attendance will influence final grade.

	Project #1 – Self Assessment
	10%

	Project #2 – Workplace/Style/Time Assessment
	15%

	Project #3 – BA/BS Program Match Assessment
	15%

	Team Project & Presentations – PTC Career Fields Exploration
	15%

	Final Project – Individual PTC Career Development Plan
	25%

	Oral/Power Point  Presentation on Final Project
	10%

	Class Participation, Quizzes, Practice Exercises, & Attendance
	10%

	TOTAL
	100%


       TENTATIVE COURSE SCHEDULE & DAILY ASSIGNMENTS
WEEK # 1

January 8
Course Introduction

Review Syllabus

Assignments:

Read: Chapter 1 – Needs, Wants, Values
January 10
Discussion – C1-Just a Job or a Career? Overview of Professional and Technical Communications (PTC)
Class Exercise – Self Assessment Exercises p29;
Assignments:

Read:  Chapters 2- Personality & Performance
WEEK # 2
January 15
Discussion – C1- Continued

Class Exercise - Needs, Wants, & Values: Spotlighting You p314 
January 17
Discussion – C2 - A Look at your Personal Style and Careers in PTC 
Class Exercise - Personality Types/Transferable Skills
Read: C3-The Career Connection 
WEEK # 3
January 22
Discussion – C3-Finding Your Job Satisfiers
Class Exercise – Career Focus: Job Chart Inventory p76; C2&3-Personality & Job Satisfiers p316
Assignments:
Project #1 – Self Assessment
Read:  Chapter 4-Work: Challenges, Options, & Opportunities 
January 24
Discussion – C4-Charting Your Future Within PTC
Class Exercise – Exploring Career Options; Work: Challenges, Options & Opportunities p318
Assignments:

Read:  Chapter 5-Work places/Work styles
WEEK # 4

January 29
Discussion - Chapter 5-Your Workplace Preferences-Seven Categories of Workplace for PTC Professionals
Class Exercise – Where Do You Fit p167
January 31
Discussion – C5 Work Place Diversity p154
Assignments:

Team Project & Presentations – PTC Career Fields Exploration

Read:  Chapter 6-Time Styles/Work Styles
WEEK # 5

February 5
Discussion - Chapter 6 – Your Workplace Preferences- Fulltime Alternatives in PTC Professions
Class Exercise – Examining Careers that are FT-Researching Workplaces in the Profession p200 
Assignments:
DUE - Project #1 – Self Assessment
Project #2 – Workplace/Style/Time Assessment
February 7
Discussion – Chapter 6 – Computer Commuters & The Contractor in PTC
Class Exercise –Examining Contractor & Part Time Careers – Identifying Alternative Work styles p199
WEEK # 6

February 12
In-Class Teamwork on Team Project
February 14
In-Class Teamwork on Team Project

WEEK # 7

February 19
Team Project Oral Reports on – PTC in Business/Industry Public/Private Companies
February 21
Team Project Oral Reports on – PTC in Government & Military Institutions
Assignments:
DUE: Project #2 – Workplace/Style/Time Assessment

Project #3 – BA/BS Program Match Assessment

WEEK # 8

February 26
Team Project Oral Reports on – PTC in Non Profits
February 28
Team Project Oral Reports on – PTC in Education & Health
Assignments:

Read:  Chapter 7- The Job Hunt
SPRING BREAK March 4-8
WEEK # 9

March 12
Discussion – Chapter 7-Developing Job Search Objectives: Strategies & Tactics
Class Exercise – Researching Jobs in PTC (Full-time, Part-time, Coop, Internships)
Assignments:
DUE:  Team Project – PTC Career Fields Exploration Paper
March 14
Discussion - Chapter 7 – Tools for the Job Search: Resume, Cover Letter, Letters of Reference
Assignments:

DUE - Project #3 – BA/BS Program Match Assessment
Assign Final Project – Individual PTC Career Development Plan
WEEK # 10

March 19
Discussion – Continue  C7 – Tools of Job Search: Application Forms, The Interview, Electronic Communications/Scanners & the Internet
Assignments:

March 21
Class Exercise – The Job Interview
Assignments:

DUE: Topic Memo for PTC Career Development Plan
Read: Chapter 8 – Decisions
WEEK # 11
March 26
Discussion – C8 – Decision Making in 4 Phases p292
Class Exercise – Selecting & Weighing Career Alternatives p306
March 28
Discussion – Importance of Public Speaking to Success in PTC
Assignments:
Assign - Oral/Power Point Presentation on Final Project  

WEEK # 12

April 2
Class Exercise – Two Minute Drills
April 4
Student Conferences
WEEK # 13

April 9
Student Conferences

April 11
Student Conferences
WEEK # 14
April 16
Begin Oral/Power Point Presentations on Final Project
DUE - Final Project – Individual PTC Career Development Plan
April 18
Continue Oral/Power Point Presentations on Final Project
WEEK # 15
April 23
Continue Oral/Power Point Presentations on Final Project
April 25
Continue Oral/Power Point Presentations on Final Project
Semester Wrap-up

C. Shinall 
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