MANHATTAN COLLEGE

SCHOOL OF CONTINUING AND PROFESSIONAL STUDIES

COURSE SYLLABUS 

Organizational Communication

TERM:


MEETING DAY:


PROFESSOR:


PHONE:



EMAIL:


AVAILABILITY:

COURSE DESCRIPTION 

This course investigates the role of interpersonal relationship building in creating a productive organizational environment. It aids adult learners in developing and strengthening their communication skills by focusing on self-assessment, reflection, and interpersonal skills.

Effective interpersonal relationships are central to personal and organizational effectiveness. This course is designed to analyze the nature of communication and its application within personal and professional relationships. In the first stage of the module, adult learners will begin the process of looking within themselves to analyze their strengths and weaknesses and gain a better understanding of their personal perceptions, views, beliefs, and work style.

In the next stage adult learners move to interpersonal skills, or interacting with others through verbal communication, feedback, and working with diverse teams.

The third stage of this course focuses on more advanced interpersonal skills such as negotiation, networking, coaching, and mentoring.
Adult learners will develop and demonstrate their knowledge through practical experiential learning. This application of learning will come through exercises in interpersonal dyad and triad work and observation.

TEXTS:

Required
DeJanasz, S. Dowd, K. and Schneder, B. (2011). Interpersonal Skills in Organizations 


2nd edition. New York: McGraw-Hill Inc.

Recommended

American Psychological Association. (2010). Publication manual of the American 


Psychological Association (6th ed.). Washington, DC: American Psychological 


Association.

LEARNING OUTCOMES

1. Understand the importance of effective interpersonal relationships in their personal and professional lives.

2. Identify and analyze facilitating and hindering forces in effective communications and identify opportunities for personal growth.

3. Understand the characteristics of and challenges in giving and receiving effective feedback.
4. Appreciate the role of verbal and non-verbal messages and how to use them effectively.

5. Recognize and appreciate differences in communication style based on gender and culture.

6. Understand theory and practice of networking, coaching, conflict resolution, negotiation, and problem solving.

Method of Assessment:

	ASSIGNMENT
	WEIGHT

	Attendance
	Mandatory

	Participation (in-class & Moodle)
	20%

	Individual/Team assignments
	35%

	Final Paper
	45%


Evaluation:

Class attendance is required to complete the module. Unlike traditional courses, degree completion programs rely heavily on the dynamics of cohort interaction and group processing to integrate and apply the learning of academic content. In practical terms, one module session is equivalent to three weeks of traditional semester course work. The cohort model also emphasizes the development and practice of interpersonal communication skills and teamwork (e.g., group problem solving and negotiation). Therefore, adult learners are expected to engage in classroom discussions and demonstrate an ability to handle module content with a degree of proficiency. Participation is evaluated according to quality, not quantity.

Additional Classroom Policies:
Attendance Policy

Participants are expected to attend all classes. TWO or more absences will result in a full letter grade deduction. TWO or more lateness will result in a full letter grade reduction for the course. Learners have until 5:15 p.m. to arrive in class without penalization. 
A 15 minute break will be offered to learners during class.
Extra-Credit

No extra credit assignments are permitted under any circumstances.
Late-Submissions, Make-up Assignments, and Resubmissions
Learners will lose 10% per day for late assignments up to 3 days. After 3 days, assignments will not be accepted, and a zero will be recorded. Technology issues do not constitute valid grounds for late assignment submission. If a learner misses a regularly scheduled class, it is the learner’s responsibility to contact the professor regarding missed assignments and to e-mail assignments the night before class. No make-up assignment will be available without approval of Professor Zwecher at least one class session prior to the date of the assignment.  If an emergency occurs that disables the learner shortly before the assignment is scheduled, the learner must notify Professor Zwecher as soon as possible after assignment.  Approval for make-up assignments will be granted only in cases of extreme hardship and/or necessity with appropriate documentation. There are no resubmissions for assignments unless the professor offers the opportunity to the class.
Classroom Etiquette

PLEASE NOTE THAT CELL PHONES ARE NOT ALLOWED TO BE USED IN CLASS AND SHOULD BE TURNED OFF OR PLACED ON SILENT MODE DURING THE DURATION OF THE COURSE.
Policy on Academic Integrity 

The mission of Manhattan College is to provide a contemporary, person-centered educational experience characterized by high academic standards, reflection on faith, values and ethics and lifelong career preparation.

In keeping with this Mission, Manhattan College has devoted itself to fostering a climate of academic trust and integrity, so that our students master their disciplines through their own hard work and manifest their respect for their own work and the work of others through openness and honesty.  Our students accept the Academic Code of Honor and pledge that they will not cheat lie or steal or tolerate others who do.  Academic integrity is at the heart of the Manhattan College learning experience.

Academic integrity means that every member of the academic community accepts the responsibility to be honest, truthful, ethical and accountable for all intellectual efforts, for all access to and presentation of data, facts, information and opinions, and for all access to and use of data or other files (printed, oral, audio, video or digital) related in any way to students, faculty, staff or administration.

· Cheating – Receiving or providing unapproved help in any academic task, test or treatise. Cheating includes the attempt to use or the actual use of any unauthorized information, educational material, or learning aid in a test or assignment. Cheating includes multiple submission of any academic exercise more than once for credit without prior authorization and approval of the instructor. 
· Plagiarism – Presenting someone else’s work as if it were your own. In an academic community the use of words, ideas, or discoveries of another person without explicit, formal acknowledgement constitutes an act of theft or plagiarism. In order to avoid the charge of plagiarism, students must engage in standard academic practices such as putting quotation marks around words that are not their own, employing the appropriate documentation or citation, and including a formal acknowledgement of the source in the proper format. 
· Fabrication – Inventing or falsifying any data, information, or records. 
· Obstruction – Impeding the ability of another student to perform assigned work. 
· Collusion – Assisting any of the above situations or performing work that another student presents as his or her own.
Moodle Participation

1. All assignments must be submitted electronically and a hardcopy submitted in-person.

2. Learners should post a minimum of two substantive messages on 2 out of 7 days and a reflection by day 7. A substantive post should:

· 100 word minimum (check word count in the upper left corner of the OLS window)

· Integrate theory, research, and/or professional experience

· Include specific examples and/or substantiating evidence

· Include in-text citations and references in APA format

· Stay on topic and address the course objectives

· Demonstrate proper spelling, grammar, and scholarly tone

The following items do not count toward participation: 

· Initial responses to Discussion Questions (DQs)

· Initial responses to Weekly Reflections threads

· Formal assignments (Individual)

· Posts that merely state agreement or reiterate a previous post

· Posts to the learner's Individual forum

· Notes sent to the facilitator's email address

Reflection:

Create a 75-word statement describing how the week's learning has affected your thought processes, development, and professional disposition. This statement should reflect your personal learning process challenges, moments of discovery, life experiences, and interactions. Post your Weekly Reflection as a reply to the appropriate thread in the Main forum (no attachments, please).
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Abstract


The 18-century marked the Enlightenment period that introduced unique change to education. Murphy (2006) posited, “The Enlightenment period was an intellectual movement in Western Europe that also had repercussions in society, politics, religion, science, and education” (p. 159). Schools were a place for students to enjoy learning. The idea of democracy began manifesting. Throughout Europe, academic institutions expanded and became a place for students to express and debate on his or her thoughts and beliefs (Murphy, 2006).


According to Tehie (2007) during the Colonial-era, education was not available to Native Americans and slaves. The Colonial-era is a period European colonies controlled nations through imposing centralized government and education systems in nations without regard to native culture in place. Education during this time was based on reading, writing, and mathematics. Wealthy families sent their children to higher education institutions at this time.
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United States of America

Current Status

According to the Central Intelligence Agency (2011), in the United States of America the population as of 2010 was 310,232,863, which ranked the third largest population of one country worldwide. Of this population, “79.96% are White, 12.85% are Black, 4.43% Asian” (para. 17), 15.1% are Hispanic, but are included in the percentages of White, Black, and Asian. The religious origin consists of 51.3% Protestant and 23.9% Roman Catholic. The native language English is spoken by 82.1% and 10.7% Spanish. The literacy rate for the total population is 99%. The schooling education expectancy is 16 years for the total population, 15 years for males and 17 years for females. As of 2007 the education expenditure was 5.5% of GDP, which was ranked 46 in comparison to countries worldwide. The government type is democratic and constitutionally based. As of 2010 the unemployment rate was 9.6% ranking 107 in comparison to countries worldwide (Central Intelligence Agency, 2011). 

Benefits

According to Education (2008), equality initiatives have grown in the United States of America. Equality has grown in relation to wealth, region, sex, age, mental, and physical disabilities, nationality, and race. The gains and benefits for minority students have grown substantially from the oppressive periods in the 19th century and more than half of the 20th century in the United States of America. 
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Due Date Explanation:
Day One= Tuesday at 5 p.m. (during class)

Day Seven= Monday evening at 11:49 p.m. (evening before class)
My teammates (name & contact info): 
1) ______________________________

2) ______________________________

3) ______________________________
	Week One: SELF-AWARENESS, SELF-DISCLOSURE & TRUST, AND GOAL SETTING

	
	Details
	Due

	Readings
	Read Chapters 1, 2, & 3  in de Janasz text.

	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual

	1) Select five key terms and define using real world examples.

2) Complete the Myers-Briggs Type Indicator Jungian Typology Instrument http://www.humanmetrics.com/cgi-win/JTypes2.asp
3) Write a 250-350 word paper (one-page minimum) on how your Type influences the way you communicate and how your type prefers to communicate. Be prepared to discuss your results during week one class. 
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Two: SELF-MANAGEMENT AND DIVERSITY

	
	Details
	Due

	Readings
	Read Ch. 4 & 5.

	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted

	Individual

	1) Select five key terms and define using real world examples.

2) Write a 250-350 word paper (one-page minimum) defining emotional intelligence using an additional credible source and incorporating a real world example of emotional intelligence in the workplace. Use APA style formatting.
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Three: LISTENING & COMMUNICATING EFFECTIVELY

	
	Details
	Due

	Readings
	Read Ch. 6 & 7.
	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual


	1) Select five key terms and define using real world examples.

2) Identify a recent (last five years) scholarly article related to gender communication, cross-cultural communication, or diversity.  Submit a 750 word summary of the key ideas which the author presents and your reaction/response to those ideas.  Be prepared to discuss in class. Tie in with information provided in the text. 


	Day 1

	Individual

Weekly Reflection 
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Four: PERSUASION, NEGOTIATION, AND BUILDING TEAMS

	
	Details
	Due

	Readings
	Read Ch. 8, 9, & 10.
	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual 
	Select five key terms and define using real world examples.
	Day 1

	Team

	Power Point assignment- Read Exercise 10-E on page 236. Based on your team’s responses to questions 1-5 develop a 10-13 slide presentation. Also identify benefits and challenges working in a team. Include: types of teams, limitations, and one theory. Use real world examples. Two source minimum.
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Five: MANAGING CONFLICT AND BUSINESS RESULTS IN EFFECTIVE MEETINGS

	
	Details
	Due

	Readings
	Read Ch. 11 & 12.
	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual
	Select five key terms and define using real world examples.
	Day 1

	Team

	Power Point assignment case study: Read case distributed and answer questions 1-5 on page 259 Exercise 11-F. Develop a 10-13 slide presentation. Additionally define the main sources of interpersonal conflict within the assigned case study. What strategies would you suggest to improve the situation?  Use real world examples. Two source minimum.
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Six: TEAM SUCCESS, DECISION-MAKING, COACHING, AND FEEDBACK

	
	Details
	Due

	Readings
	Review Ch. 13, 14, & 17.

	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual
	1) Select five key terms and define using real world examples.

2) Written assignment:  In 500 to 750 words (2-3 pages); typewritten pages, describe a situation (personal or work) where you need to provide constructive feedback.  Use concepts from the reading to discuss how to provide the feedback as helpfully as possible.
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	Week Seven: NETWORKING AND MENTORING

	
	Details
	Due

	Readings
	Review Ch. 16.
	Day 1

	Participation
	Participate in class discussion in-person and on Moodle.
	7 days 

	Discussion Questions
	Respond to weekly discussion questions in Moodle.
	Each DQ has its due date posted 

	Individual

	1.          Select five key terms and define using real world examples.
2.          Complete final written assignment.
3.          Oral presentation using Power Point= 10-15 minutes.
FINAL PAPER  (45 points)  

A. Select a final paper topic and get approval by Professor Zwecher.  

B. Writing the final paper: Must be 2,000 words (excluding cover page and references) or 8 pages double-spaced/Times New Roman font and formatted according to APA style as outlined in Publication Manual of the American Psychological Association 6th Edition. Note: Cover (title) page, abstract, and reference list do not count as part of the 8 pages of the paper.
Must include an introductory paragraph and conclude with a summary paragraph in addition to the abstract page.

Use the reading and class activities and discussions as a foundation for paper illustrating how you have applied or will apply the concepts reviewed in your business and personal life. You may also include applications for the classroom environment, and/or how the concepts might be applied or have been applied in a broader organizational environment.

Use specific examples from or applications to your experience. It is expected you will use the first person (I, we, my, our). The final page must be a reference list that is completed according APA style.
	Day 1

	Individual

Weekly Reflection
	Create a reflective and applied statement describing how this week's learning has affected your thought process regarding communication. In this statement you may choose to discuss your learning process as related to specific course content, moments of discovery, and research questions that occurred to you during the week. You may also include questions for the course facilitator regarding material that may still be unclear in your reflection. 

Format any citations and references in your reflective statement consistent with APA guidelines.

Reply to the thread designated for Weekly Reflections, and post your response in the body of the post, not as an attachment.
	Day 7


	FINAL PAPER GRADING METHOD

	A
	The paper is clear, engaging, original, and focused; ideas and content are richly developed with details and examples. Organization and form enhance the central idea and theme; ideas are presented coherently to move the reader through the text. The voice of the writer is compelling and conveys the writer’s meaning through effective sentence structure and precise word choices. The adult learner successfully moves the paper through academic constructs and experiential documentation to critical analysis. The paper demonstrates a clear balance of these three components.

	B
	The paper is reasonably clear, focused, and well supported; ideas are adequately developed through details and examples. Organization and form are appropriate, and ideas are generally presented coherently. The voice of the writer contributes to the writer’s meaning through appropriate and varied sentence structure and word choices. Surface features do not interfere with understanding or distract from meaning. The adult learner has clearly brought the reader through properly cited academic constructs and experiential documentation, but has not fully developed the area of critical analysis.

	C
	The paper has some focus and support; ideas and content may be developed with limited details and examples. The writing may be somewhat disorganized or too obviously structured. The voice of the writer is generally absent; basic sentence structure and limited vocabulary convey a simple message. Surface feature errors may reduce understanding and interfere with meaning. The content areas of academic constructs are limited, and large generalizations are made. Critical analysis is all but absent from the paper.

	D (incomplete)
	The paper has little focus and development; ideas and content are supported by few details and examples. There is little discernible shape and no direction. The writer’s tone is flat. Awkward sentence structure and inadequate vocabulary interfere with understanding. Limited control of surface features makes paper difficult to read. Demonstrated critical analysis is absent, and long portions of the paper are given to rambling of life experience without academic context.


INSTRUMENTS:


Jung Typology Test http://www.humanmetrics.com/cgi-win/JTypes2.asp   

Additional Resources

· APA Style tutorial http://www.apastyle.org/learn/tutorials/basics-tutorial.aspx
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