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Communications I is a survey of the oral and written communication skills necessary for success in 
modern businesses as well as many trades and career paths. Executives from all levels and types of 
professional establishments list the ability to communicate as the most important factor in job 
success. By teaching the forms of oral and written communication demanded by modern businesses 
and technologies, this course will help prepare students for the workforce. 

This course introduces the principles of expository writing and public speaking through practice and 
development of communication skills.  

ACCUPLACER Reading Comp 056 and ACCUPLACER Sentence Skills 058 or New ACCUPLACER 
Reading Comp 235 and New ACCUPLACER Sentence Skills 235 or COMPANION Reading 056 and 
COMPANION Sentence Skills 058 or SAT Critical Reading 380 or ACT English 12 and ACT Reading 
14 or Credit level ENG 101 Minimum Grade of C or Credit level ENG 101 Minimum Grade of TC or 
Credit level ENG 100 Minimum Grade of C* or Credit level ENG 032 Minimum Grade of C* or Multiple 
Measures English 1 

Thill and Bovée.  Excellence in Business Communication. 13th Edition.  Pearson, 2019.  
ISBN-13: 978-0135227831 
ISBN-10: 0135227836 

http://hortec.bncollege.com/webapp/wcs/stores/servlet/TBWizardView?catalogId=10001&langId=-1&storeId=51560
http://hortec.bncollege.com/webapp/wcs/stores/servlet/TBWizardView?catalogId=10001&langId=-1&storeId=51560
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I. Communication Theory 
 
Materials used: course textbook, Chapters 1-3 
 
Possible assessment may include: quizzes/tests, scenario/case assignment, group project or 
presentation. 
 
Learning outcomes: The student will be able to identify and explain: 
 

• The importance of analyzing the situation, conducting an audience analysis, identifying 
barriers to communication, and planning messages 

• The importance of understanding obvious and hidden challenges when communicating across 
cultures.  

• The importance of clear communication in electronic and web-based mediums, as well as 
some of the benefits and challenges such communication presents. 

 
II. Written Communication 
 
Materials used: course textbook, Chapters 4-16 
 
Possible assessment may include: scenario/case assignment, group project or presentation, 
informative, collaborative or persuasive messages in a text-based medium. 
 
Learning outcomes: In written assignments, the student will be able to: 
 

• Craft messages for specific audiences that value clarity, accuracy, professionalism and 
conciseness 

• Write in a variety of mediums, applying the conventions and features unique to the medium 

• Adapt to a variety of situations and purposes, which may include, but are not limited to routine 
informative messages, persuasive requests, messages of negative news, reports, proposals, 
resumes and cover letters 

• Demonstrate a basic command of standard written English and basic grammar conventions 

 
   
III.   Oral Communication 
 
Materials used: course textbook, Chapters 4-16 
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Possible assessment may include: scenario/case assignment, group project or presentation, 
informative, collaborative or persuasive messages in an oral medium. 
 
Learning outcomes: In oral assignments, the student will be able to: 
 

• Plan, draft and deliver verbal messages for a variety of audiences and purposes that may 
include informative and persuasive communications 

• Speak with clarity and professionalism with instructor and classmates in the classroom 
environment  

• Demonstrate positive non-verbal communication including posture, facial expression, eye 
contact, and tone of voice in an individual or group presentation setting 

• Offer and receive constructive criticism in a collaborative setting 
 
*Students – please refer to the Instructor’s Course Information sheet for specific information 
on assessments and due dates. 
 

 Oral     30%  
 Written     40%  
 Exams/Final    30%  
      100% 
 
Point values may vary by instructor.  The instructor may make additional assignments and adjust the 
point total accordingly. 
 
Students who demonstrate deficiencies in sentence structure, punctuation, grammar, and spelling 
may be referred to the Writing Center at the Student Success and Technology Center. 

State the College’s or departmental grading system as delineated in the Catalog.  Please note the 
College adheres to a 10 point grading scale A = 100 – 90, B = 89- 80, C = 79 – 70, D = 69 – 60, F = 
59 and below.  You must have your Dean’s approval if changes in the scale are made. 
 
Grades earned in courses impact academic progression and financial aid status.  Before withdrawing 
from a course, be sure to talk with your instructor and financial aid counselor about the implications of 
that course of action.  Ds, Fs, Ws, WFs and Is also negatively impact academic progression and 
financial aid status. 
 
The Add/Drop Period is the first 5 days of the semester for full term classes.  Add/Drop periods are 
shorter for accelerated format courses.  Please refer to the academic calendar for deadlines for 
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add/drop (ACADEMIC CALENDAR).   You must attend at least one meeting of all of your classes 
during that period.  If you do not, you will be dropped from the course(s) and your Financial Aid will be 
reduced accordingly. 

 

 

https://www.hgtc.edu/academics/academiccalendars.html
https://www.hgtc.edu/academics/academiccalendars.html
http://www.hgtc.edu/sstc
http://www.hgtc.edu/sstc
http://libguides.hgtc.edu/sstc
http://libguides.hgtc.edu/sstc
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http://libguides.hgtc.edu/wavenetcentral
http://libguides.hgtc.edu/wavenetcentral
http://www.hgtc.edu/wavenetcentral
http://www.hgtc.edu/wavenetcentral
http://www.hgtc.edu/admissions/testing_center/
http://www.hgtc.edu/admissions/testing_center/
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