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PROFESSIONAL COMMUNICATION 318, A Blended/Online Course 
FALL 2014 
SYLLABUS 

STUDENTS, I VALUE YOUR VOICE, DIVERSE THOUGHTS, RESPECT, COMMUNITY ATMOSPHERE, AND 
PARTICIPATION!  

Professor: Dr. Tara B. Perry 
Class Location: CF 224  
Class Time: 10:00-11:50 
Office Hours: Tues/Thurs 12:15-1:15; Wednesday 1:05-3:05 
Office Phone: 650-2202 
Office Location: CF 285 
Email: tara.perry@wwu.edu           
CANVAS Course: Students are required to check Canvas regularly  
Website: http://taraperrywwu.wordpress.com/ 

“Success in business requires training and discipline and hard work. But if you’re not frightened by 
these things, the opportunities are just as great today as they ever were,” David Rockefeller. 

Communication Channel: The most efficient way to communicate with Dr. Perry is face-to-face (i.e. 
during office hours, appointment, and class time). There will be no drop-ins outside of office hours 
without a scheduled appointment. Please do not rely on email for all communication (please see course 
policy for email professional etiquette).  

COURSE BIG IDEAS 
What are the big ideas for my course? 

• Professional communication is essential to prepare for the ever-changing diverse workplace
• How do I get a job?
• What is professionalism
• Effective communication is  the central component for workplace relationships
• How does a professional online presence differ from a personal online presence?
• How to communicate professionally using social media?
• How do I work effectively with people from diverse cultures?
• Professionalism is key to establishing positive relationships at work
• To prepare for a future career, one must know how to job search, interview, and maintain the

job
• Work with others through building a rapport, team building, decision-making, problem-solving,

etc.
• A self-directed leader can work independently with little supervision
• How to deliver professional presentations?
• How does one transition from student to professional
• Become a professional communication consultant by working with a client
• Present professionally through interviewing, social media development, consulting, and class

presentations

COURSE PURPOSE 
The purpose of this course is to provide students with professional communication concepts, theories, 
knowledge/ ideas to prepare for the ever-changing diverse and competitive workplace.  

mailto:tara.perry@wwu.edu
http://taraperrywwu.wordpress.com/
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COURSE DESCRIPTION  
This course will give students the opportunity to learn how to conduct a job search process, become a 
professional communication consultant to clients through service-learning, deliver attention-grabbing 
 presentations, learn effective business writing skills, and develop a professional online presence using 
social media. The professor utilizes a team self-directed approach where students are given the 
opportunity to take the initiative to develop their professional skills individually and in a team. The course 
allows students to practice the learn theories and skills in class and with community organizations. 
Service-learning is a key component of this course. It provides students with immediate application of 
course content; it is a pedagogy that is integrated throughout the course. Students will be encouraged to 
develop a partnership with each other and a community agency of their choice. 

REQUIRED TEXT 
• Adler, R.  B., Elmhorst, J. M., & Lucas, K. (2013).  Communicating at work: Strategies for success in

business and the professions. (11th Ed.).  New York, NY: McGraw-Hill. 
• Bolles, R. N. (2015). What color is your parachute? New York, NY: 10 Ten Speed Press
• Additional class readings will be provided via CANVAS and WWU library.
• Note: All class assignments must be completed in APA 6th edition. Points will be subtracted for

incorrect formatting.

SUGGESTED MATERIALS FOR CLASS 
• Publication manual of the American psychological association (6th Ed). (2010). Washington, DC:

American Psychological Association. (This text is located in the library. All papers must be in APA 
6th edition format). 

REQUIRED FOR CLASS 
• 1 day planner (book format, electronic format in print). Students are required to bring a planner to

class daily and to all team meetings.
• 2,  two-pocket folders for class presentations and projects.
• Notebook for class lectures, etc.
• CANVAS: Course content will be available via CANVAS. Please stay current. There will be no make-up

for missed assignments. Pay close attention to how each assignment is submitted.
• Mock Interview attire: Professional business attire is required for all mock interview presentation

(this will be presented in class).
• Semi-professional attire is required for specific in-class presentations noted by the professor.
• Email Accounts:

o WWU email account is required for sending and receiving emails via Canvas and Outlook. In
most cases, non-WWU emails are not recognized by WWU.

o Access to Gmail is required for team collaboration. Gmail is used for linking team business
writing to Canvas (see me if you have concerns)

• Business card paper (students will create a professional business card)
• Students are expected to demonstrate personal growth throughout the quarter. Integrating feedback

from peers, professionals, and the professor is essential in this course.
• Ability to use Canvas. Please contact ATUS for questions and troubleshooting.
• Positive Attitude.

DIVERSITY AT WORK CONNECTION 
 In order for students to understand their peers, community partners, professors, service-learning 
student-leaders, audience members, and potential employers, it is critical to develop knowledge of 
diversity. This course provides hands-on experience and concepts examining notions of difference. All 
students should be prepared to examine and challenge their current personal perspectives of how 
diversity influences the workplace. This knowledge and discussion of various experiences should provide 
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an opportunity for growth. Engaging in teamwork, service-learning, reflection, reading, and ongoing class 
discussion will allow us to address this topic. 

5 CREDIT HOURS EXPECTATIONS DEVELOPED BY WWU 
Students are expected to study a minimum of two hours outside of class time per credit hour. This means, 
each student is required to study for Interpersonal Communication at least 10 hours per week outside of 
class time (readings, writing, team meetings, developing assignments, communicating with the professor, 
studying, etc). Five credit formula: 10 hours a week x 10 weeks in the quarter= 100 hours outside of class 
time per quarter. “Western Washington University has established the following credit load for 
undergraduate students: (a) the standard load per quarter for undergraduates is 15 credits…; (b) an 
employed student is expected to reduce his or her academic program and credit load accordingly” (WWU 
Catalog, 2007-2008, University  Academic Policies, pp. 34-35). If you believe you will be unable to meet 
these study hour requirements, consider taking this class during a more suitable quarter. 

BLENDED COURSE STRUCTURE 
This course will integrate a blended format which means we will be using online and face-to-face 
components. As a result, you will need access to Canvas on a daily basis. Chapter and article reading notes 
will be posted online for students to complete prior to class. We will utilize class time to further discuss 
and apply the course concepts and theories. Lecture notes will be provided after students have read the 
chapter and completed prompts. A number of class days will be used to conduct digital work and out of 
class face-to-face time. The goal is to come to class prepared and ready to further understand the course 
material. 

ARRANGED 5TH HOUR  
This class consists of five credits with four contact hours spent in class lecture. In addition to the four 
hours spent in lecture per week (summer class meets for 6 weeks instead of  10 weeks so the hours are 
different), Dr. Perry will arrange the remaining hour of class time. For students to earn the full five credits, 
an additional hour is assigned outside of class. To satisfy the fifth contact hour, students will be required 
to complete 10 of their 25 hours of service-learning (SL) (summer hour requirement is 15 hours). These 
hours will include consultant workshop meetings (e.g. face-to-face meetings with community partners, SL 
visits, staff observational meetings) out of class time with the selected service-learning community 
partner. Each student will keep a log of his or her 5th hour time (a full description of the 5th is located on 
the student log hour form). “A student cannot pass the course without satisfactorily completing the entire 
fifth-hour arranged portion of the course,” Professor, Jennifer Karchmer.  More specific guidelines 
discussing the 5th hour will be addressed in class. 
According to WWU, the activity for this additional hour “must be structured and occur at regular or 
periodic intervals throughout the course, and faculty must supervise and evaluate students' work in this 
activity.”  

DR. PERRY’S SERVICE-LEARNING RATIONALE 
Service-learning is a pedagogy that permits students to critically think about course theory through 
practice and ongoing reflection in and out of the classroom. Students and professionals from the local 
community will all develop a reciprocal partnership so that they can effectively communicate and serve 
each other in a professional manner.  
I am using SL in Professional Communication 318 because I have observed through teaching that students 
acquire and retain course theories best by directly applying the concepts to real life situations.  The use of 
service-learning gives students the ability to critically engage in dialogue and reflection of their real life 
experiences.  Service-learning in Professional Communication 318 also serves as a résumé builder in the 
area of proficient communication skills, leadership, professional development, and civic responsibility to 
the community. In addition, the class prepares students to deliver a workshop to an audience consisting 
of professionals in the Bellingham community and gain work skills. With the increasingly diverse 
workplace community, this pedagogy allows students to understand, value, and contribute their 
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experiences to the different people they meet/encounter.  The integration of service-learning meets 
Western Washington University’s mission. 
 
COURSE LEARNING OBJECTIVES: 

1. Develop critical thinking skills through reflection: To achieve understanding, evaluate 
alternative view points, solve problems, provide justification for arguments. “Evaluate, choose, 
and integrate ideas from others into one’s own perspective. Articulate clear lines of reasoning to 
explain and illustrate one’s own perspective and multiple sources” (WAAWG at WWU, 2006). 

 
2. Awareness of diversity & cross cultural communication beyond tolerance: To develop an 

inclusive environment. To improve communication skills and become “multicultural community 
builders, able to sensitively interact with diverse populations” (CSU Monterey Bay, Service 
Learning Institute, http://service.csumb.edu). Understand the opportunities available to different 
social groups. 

 
3. Articulate and apply concepts, theories, and ideas of professional communication: To illustrate 

understanding by applying course theories to real life settings. 
 

4. Practice Professionalism (ethical behavior in the workplace): To demonstrate appropriate 
behavior suitable for an online classroom/professional environment (e.g. positive attitude, 
professional word choice, email etiquette, inclusive language, teamwork, conduct oneself with 
respect, etc.).  

 
5. Plan and deliver various types of professional presentations: To deliver and develop high level 

public speaking presentations supported by communication theory, PowerPoint, and current 
research. 

 
6. Develop business writing: To write, research, and articulate high level organized written 

business documents and research projects. Understands writing as a recursive process that 
involves drafting, re-thinking, editing, re-conceptualizing” (composing process) (Tag, S., 2003). 

 
7. Build teamwork skills: To be able to work together as a cohesive group. 

 
8. Learn how to use social media in a professional manner. 

 
COMMUNICATION STUDIES Learning OUTCOMES SPECIFIC TO THIS COURSE:  

1. Speech: Students are able to speak proficiently in context. 
2. Writing: Students are able to write proficiently at college level  
3. Concepts: Students are able to apply communication concepts  
4. Critical Thinking: Students are able to employ critical thinking skills 
5. Teamwork: Students are able to work cooperatively in groups. 
6. Ethics: Students are able to reflect on the ethical dimensions of actions. 

ACADEMIC DISHONESTY POLICY AND PROCEDURE 
Academic dishonesty at Western Washington University is a serious infraction dealt with severely. Students 
shall not claim as their own the achievements, work or arguments of others, nor shall they be a party to 
such claims. It is the instructor’s responsibility to confront a student and to take appropriate action if 
academic dishonesty, in the instructor’s judgment, has occurred (Read Appendix D, Western Washington 
University). WWU academic dishonesty policy and procedures will be enforced. Consult the instructor for 
questions. 
 

 

http://service.csumb.edu/
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PLAGIARISM 
“Plagiarism is presenting someone else’ own work in whole or in part the argument, language, creations, 
conclusions, or scientific data of another without explicit acknowledgement. Examples include but are not 
limited to: (1) Using another person's written or spoken words. (2) Using information from a World Wide 
Web site, CD-ROM or other electronic sources. (3) Using statistics, graphs, charts and facts without 
acknowledging the source of the ideas. (4) Paraphrasing, which is using someone else’s argument without 
acknowledging the source by imitating the argument using other words” (Appendix D, WWU, Library, 
http://www.library.wwu.edu/ref/plagiarism.html). Students are required to use the APA 6th edition manual 
to make certain that she/he has not violated plagiarism rules for any written or oral assignment.*Students 
who violate this policy will fail the assignment and course. 
 
RECORDINGS:  Students are not allowed to audio record or visual record content discussed by Dr. Perry 
without her written permission. Class content may be reviewed on-line but cannot be altered in any way.  
Please review WWU copyright, intellectual property, and plagiarism. 

 
PROFESSOR COURSE POLICIES 
*A discussion regarding course policies is provided for all students on the professor’s CANVAS page. All 
students are responsible for reading each policy noted.  

 
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES 
Reasonable accommodations are available for students who have a documented disability. Please notify the 
instructor and Office of Student Life during the first week of class of any accommodation(s) needed for the 
course. Late notification may cause the requested accommodations to be unavailable. All accommodations 
must be approved by the Director of Disability Resources. The office is located in Student Support Services, 
Old Main 110. Office Phone: 650-3083. E-mail and Website: drs@wwu.edu, 
http://www.wwu.edu/depts/drs/.  
 
COMM. MAJORS ONLY: “If you have not yet taken or are currently taking Comm. 498, then you should 
know that Comm. 498 has implemented a video element into your final capstone project as “evidence” that 
you know how to eloquently present a speech by the end of your WWU experience. I suggest that you 
record your class presentations. You may ask a peer in the audience to record you. If you are presenting as a 
team, have the videographer zoom the camera while you present. On the day of your final presentation in 
this class, be sure to bring a camera and tripod (digital cameras and Smartphones that take videos work too) 
and make sure that it will be good enough quality to put on a DVD,” Dr. Karen Stout. 

 
 

EVALUATION CRITERIA & ASSESSMENT:  
 
GRADING 
All assignments given to the professor must be stapled or paper-clipped. The professor will not be 
responsible for unstapled papers. It is the students’ responsibility to keep extra copies of all turned-in and 
graded assignments. Most assignments are accompanied by an evaluation form that students need to 
retrieve from the professor’s CANVAS Website. Students will not be able to complete assignments 
without forms or descriptions of assignments posted. Points will be subtracted for spelling, grammatical 
errors, uncorrected rough drafts, failure to use APA, etc.   
 
EVALUATION CRITERIA  
All students will be held to the outlined academic performance standard provided. To be evaluated is an 
important way to improve one’s performance. For students’ future success, my aim is to assign the grade 
that was earned. For example, a below average performance does not result in an average grade, an 
average performance will not result in above average grade, etc. If students aim to meet the minimum 
criteria, the grade would result in a C. If students aim to exceed the basic/minimum requirements, a B 

http://www.library.wwu.edu/ref/plagiarism.html
mailto:drs@wwu.edu
http://www.wwu.edu/depts/drs/
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may be earned, and so forth. The scale is to assist students in clearly understanding my evaluation 
process. Overall, the grading standard for performance evaluation: 

A: is for outstanding performance - significantly exceeded all basic/minimum criteria. 
B: is for above average performance - exceeded basic/minimum criteria in some way. 
C: is for average performance - met basic/minimum criteria. **A “C” is not a failing grade or a 
punishment. This grade indicates the student has met the basic criteria and performed at an 
average/acceptable level. 
D: is for below average performance - failed to meet some basic criteria. 
F: is given for unsatisfactory performance - failed to meet any criteria. Did not follow or reach the 
assignment guidelines or requirements. 
GRADE DISTRIBUTION  (TOTAL POSSIBLE POINTS ) 
A= 350-333 (100%-95%) A-=332-315 (94%-90%) 
B+=314-305 (89%-87%) B=304-294 (86%-84%) B-=293-280 (83%-80%) 
C+=279-270 (79%-77%) C=269-259 (76%-74%) C-=258-245 (73%-70%) 
D+=244-235 (69%-67%) D=234-224 (64%-66%) D-=223-210 (63%-60%) 
F= 209-0 (59% and below) 

35 
20 
10 
20 
25 

EVALUATED ASSIGNMENTS 
Online quizzes  
Online Bolles discussion leader presentation  
Online Bolles audience participation  
LinkedIn professional digital profile 
Daily online and video responses Participation, 
some examples noted below  25 

In-class participation (will be discussed) 
Attendance 
Homework/preparedness  
Career tip presentation 
Guest speaker presentations 
Career Fair 

Job Search Preparation & Mock Interview 47 
Job search assignment/mission statement (15) 
Mock interview performance (10) 
Resume/all drafts (5) 
Cover Letter/all drafts (5) 
Mock interview role (5) 
Business card & About.me web presence (7) 

Service-learning Professional Project 88 
SL Team Formation: Contract, individual skills, hopes (5) 
SL progress report presentation (10) 
SL workshop rough draft  (10) 
SL final in-class reflection presentation (10)  
SL community partner business writing wiki page (10) 
Community partner overall evaluation of each student (8) 
SL final project (35) 

Comprehensive Exam 80 
Total Points: 350 

GRADE APPEAL POLICY 
Please check the grade appeal policy form at the end of the course policies regarding instructions for 
disputing grades.  
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GENERAL COURSE POLICIES  

A discussion regarding course policies and online communication is provided for all students via CANVAS 
(TBA). The instructor reserves the right to make reasonable changes to the syllabus and course content as 
necessary to strengthen the quality of the course during the academic quarter. Changes are dependent on 
circumstances beyond our control. Students will be notified of changes. It is important to review CANVAS 
announcements and content regularly. All students are required by WWU to be available throughout the 
quarter and finals week. The professor will not give students assignments or exams in advance to satisfy a 
personal departure on scheduled due dates. For questions, please contact the Office of Student Life. (See 
CANVAS) 

 
FORMAT FOR WRITTEN WORK 

All assignments given to the professor must be stapled or paper-clipped, and follow APA 6th edition. The 
professor will not be responsible for unattached papers.  It is the student’s responsibility to keep extra 
copies of all turned-in and graded assignments. (Review course policies and individual assignment 
guidelines). 
 

ASSIGNMENTS/DESCRIPTIONS 
Please see description of class assignments and individual forms developed by the professor for more 
descriptive guidelines. There are no make-up assignments. All assignments are available via CANVAS. 
*Student may lose points for not following assignment direction and content. In addition to CANVAS, 
some important class updates will be emailed to students therefore please be sure to check your WWU 
email account. 
 
Group Member Issues 
Peer Dismissal/Fire 
Teams are responsible to adjust to group issues just as you would in any class/job environment, but if a 
particular member(s) continues to be a problem and/or social loafer please notify the professor 
immediately.  If the problem continues after the issue has been discussed with the member, conduct a 
meeting with the professor, team, and member. Teams may fire a member if he/she has violated the 
team contract as well as course guidelines. A team member may not be fired in the last two weeks of the 
quarter.    
The goal is to contact the Dr. Perry in as soon as possible. Read the team member fire policy process 
before contacting Dr. Perry. (See CANVAS). 
 
Dismissal by Community Partner 
According to the guidelines above, the community partner can also dismiss a student who is not 
contributing to the project or has been disrespectful to the organization due to misconduct, poor 
performance, etc.  If this is the case, the student may fail the service-learning project, drop the class, or 
begin a new project. If the student is in serious violation of conduct he/she will fail the SL component.   
 
SL Team Progress Report Presentation: Students will present a professional service-learning progress 
report about plans for the upcoming final SL consultant workshop. Students will be required to 
demonstrate how professional communication concepts and theories relate to their service-learning 
project. The key purpose of the progress report is to review the project’s purpose, discuss the 
team/individuals’ current status of the project, identify issues and problems, and describe your next step. 
(See CANVAS) 
 
Participation: The class relies heavily on collaborative learning therefore students MUST take part in daily 
discussions, verbal/written constructive feedback (give love), past & personal experiences relating to the 
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content (theories and concepts), activities, etc. Due to the nature of this class, punctual attendance is 
important both in and out-of-class meetings. Read the participation evaluation rubric. (See CANVAS) 
 
 
Team Participation: In addition participation will be evaluated by team updates via email and CANVAS 
online business writing (individual and team). Dr. Perry will ask for updates regarding the team SL project 
and observe student contribution to the team process. Such progress reports will be completed through 
various communication mediums. The team contact person will be required to respond within 24-48 
hours of the email. (See CANVAS) 
 
Quizzes & Exam:  Students will be required to take a comprehensive exam and quiz. The exam will consist 
of course readings, video clips (on a single exam, students may not use a video clip more than once to 
support their answer), class discussions, and other course content (e.g. handouts, syllabus, chapter 
readings, guest speakers presentations, etc.). At no time will an exam be made up, therefore please be 
sure to come to class.  
 
Job Search Preparation and Mock Interview:  Students will complete a budget plan, research a career 
position that is of interest, and take part in a mock interview as an interviewee and interviewer.  Students 
will be required to locate an available position, research the position and company, mission statement, 
experience/skills required, organizational structure, literature on the organization, etc.  Individual 
business cards, résumés and cover letters will be developed to fit the job.  Professional business attire is 
required. (See CANVAS) 
 
Team Chapter Presentation: Each team will be asked to deliver an online discussion regarding a 
professional communication topic from the textbook. This presentation will prepare students for the 
service-learning workshop and a future career. (See CANVAS) 
 
LinkedIn Profile:  Each student will develop a digital profile on one of the most well developed social 
media WebPages.  Selected business writing documents/content will be integrated on the student’s 
profile. This online portfolio will serve as a showcase where students share business writing, mission 
statement, resume, skills, and other information that will interest future employers.  (See CANVAS) 
 
Service-Learning Consultant Presentation/Workshop: Students will act as professional communication 
consultants who will develop a partnership with a client from the local community. Students will work on 
a professional communication project and deliver the outcome in a summary presentation or workshop 
format for the community members. This project permits students to apply the concepts and theories to a 
real life professional setting. At no time may students borrow or use other professor’s lecture notes or 
materials for class assignments. Students must develop their own unique workshop. (See CANVAS) 
 
Final Service-Learning Prezi Reflective Presentation: Each team will deliver a final reflective presentation 
that combines the overall SL experience. This is one of the most creative presentations. (See CANVAS) 
 
Daily Online Critical Chapter Questions & Discussion:  Typed critical chapter and video reflections are due 
daily. Each student is required to critically reflect on assigned chapter reading from the textbooks and 
complete daily responses via CANVAS. Students will respond to questions noted by the professor. 
Students are encouraged to take their own notes during lectures/class discussions. Students are also 
required to read assigned articles which may be announced and posted via CANVAS. Lecture notes may be 
posted at the end or beginning of the next week (after students have read the chapter) but keep in mind 
that it is the student’s responsibility to take their own notes.  
Dr. Perry will not accept late responses. Two points from your overall grade will be subtracted for each 
missed chapter reflection. (See CANVAS) 
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Online Discussions: Students will be asked to have online discussions regarding class readings. Each 
student will reflect on a given question and respond to other peers in class. These discussions will take 
place via online. (See CANVAS) 
 
*COURSE OUTLINE: It is the students’ responsibility to review and bring all assignments to class, review 
the syllabus, and check updated notes on CANVAS. Keep in mind that chapters are not read in order. Pay 
close attention to detail. Please turn off or silence your cell phones before entering the classroom. 
Students are not permitted to use cell phones during the class period.  
 
Class Readings: Read assigned chapters/articles before class. Additional readings, video viewings, and 
course content will be assigned and posted via CANVAS. Students are required to have read all course 
materials by dates indicated in the syllabus and via CANVAS.  
 
Class Assignments and Presentations: All assignments are due at the beginning of the class period. This 
includes the correct evaluation forms, chapter reflections, etc. Any assignment that is printed and turned 
in after the class begins, will receive a zero. The professor will not bring extra forms to class, therefore 
please be sure to download the appropriate assignments. Therefore, give yourself enough time to print 
your work.  
 
“This syllabus is subject to change as necessary to adapt to class size, student performance, and 
unexpected circumstances” (Stout, 2007, p. 3 syllabus). In addition CANVAS content may be subject to 
change.  
 
**THE COURSE SCHEDULE, POLICES, AND SYLLABUS MAY BE REVIEWED AND/OR DOWNLOADED FROM 
CANVAS. 
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FALL 2014 
COMMUNICATION 318 

COURSE SCHEDULE 
 

 Assignments Due 
 

Begin Assignments/Homework 
Suggestions for beginning class assignments 

Discussion Topics/Themes 
Topics for discussion 

WEEK 1 
 9/25(R) 
 
 

� No items due 
� Note:  Videos are 

provided for each 
chapter and/or 
reading. Students are 
required to have 
read, viewed, and 
responded to online 
questions.  

� Take note of days and 
times that 
assignments are due 
(it varies based on 
the assignment type). 

� Read and prepare week 1 and week 1.0 
module 

� Individual hopes and concerns 
� Individual schedule sheet  
� Service-learning skills & priorities 

(Review SL project description, visit 
their websites, select your top 3 
choices) 

� Read SL selected articles, review video 
clips, and respond to questions. 

� Adler Ch 8 online responses/video 
� Bring planner to class daily 
� Select a student photo to upload to 

CANVAS 
 

� Course introduction, norms, blended 
course 

� SL forms 
� Service-learning selected readings 
� Laptop day (volunteers bring 6 laptops) 
� Begin to read and prep Adler Ch 8 

responses/videos 
� *Make a face-to-face appointment 

with Career Services Center, Diane 
Flores to have your mock interview 
resume evaluated before week 5. 
Contact Diane in week 1 or 2 (no later). 
Minus 5 points for late sign ups. Please 
have the CSC representative date, sign, 
and print his/her name on your 
resume) 
 

WEEK 2 
9/30 (T) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� Ch 8 Adler 
response/videos due 
by 9:30 a.m. 

� Have read SL articles 
� SL individual 

response/video due 
by 9:30 a.m. 

� Individual hopes and 
concerns  

� Individual schedule 
sheet  

� SL response to peers 
(two) due Wed, Oct 
1, by 5:00 p.m.. 

� Selected a student 
photo to upload to 
CANVAS 

� Bring planner to class 
daily 

� 6 volunteers bring 
Laptop 

� Send a memo and 
agenda to your SL 
community partner 

� Sign up for an About.me account 
� Sign up for a LinkedIn account and begin 

to seek professional references 
� Sign up for Gmail account 
� SL teams meet to prepare and review SL 

links regarding first community partner 
meeting. Review individual hopes and 
concerns as a team, individual SL hour 
log hours, consultant project, and begin  
team contract 

� Review syllabus, policies, and Canvas  
� Begin to review mock interview job 

search  
 
 
 

� Course introduction & norms 
� Camtasia account 
� 6 volunteers to bring a laptop 
� SL Project descriptions  
� Ch 8 Effective meetings & business 

writing, SL introduction 
� SL team formation  
� Laptop session: Send agenda and email 

to community partner 
� Collect student assignment 
� *Make a face-to-face appointment 

with Career Services Center, Diane 
Flores to have your mock interview 
resume evaluated before week 5. 
Contact Diane in week 1 or 2 (no later). 
Minus 5 points for late sign ups. Please 
have the CSC representative date, sign, 
and print his/her name on your 
resume). 

� Class signups: Career tip, Team Bolles 
online discussion, mock, final 
presentations, etc. 
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by 4:00 p.m., 9/30  
 
 
 

WEEK 2 Assignments Due 
 

Begin Assignments/Homework Discussion Topics/Themes 
 

10/2 (R) � Ch 1 Adler 
response/videos due 
by 9:30 a.m. 

� Bring copies of the 
community partner 
meeting agenda for 
team members, 
community partner, 
and Dr. Perry. 

� SL community 
partner in-class 
meeting  

� Have read all SL 
preparation  

� Contact person send 
the community 
partner a thank you 
email and the 
meeting minutes by 
10/3, 3:00 p.m. (cc 
Dr. Perry the email) 
 

� Continue team contract 
� Review the job search assignment  
� Review Career tip and begin 
� Partnership agreement 
� Time management readings 
� Plan to meet with your SL community 

partner during week 3 and complete the 
partnership agreement form 
 
 

� Laptop session: SL community partner 
meeting and orientation 

� SL consultant project, partnership 
agreement/team contract, role of 
contact person, log hours, etc. 

� Ch 8 Adler, application 
� Last day to request a resume 

evaluation appointment via the Career 
Services Center. 

� Plan to meet with your SL community 
partner during week 3 and complete 
the partnership agreement form 

� SL hour log hour/Time 
 
 

WEEK 3 
10/7 (T) 

� Ch 2 Adler 
response/videos due 
by 9:30 a.m. 

� Time management 
response/video 

� Post all account 
addresses via Canvas 
(LinkedIn, About.me, 
and Gmail) 

� All business writing 
by team members 
are due every Friday 
by 4:00 p.m. (starting 
week 3) 

� Begin to fill-out individual hour log 
� Review SL consultant project 
� Continue to develop team contract  
� Prepare for Quiz 1 
� Prepare career tip 
� Review WWU Career Services website 

and bring question/comments  
� Begin the job search assignment  

 

� SL consultant project 
� Team contract  
� Team wiki page & Gmail link: Plan to 

post weekly business writing such as 
agendas, memos, and minutes by 4:00 
p.m. every Friday for week 3,5,7,8,9, (-
2 points for each missed assignment) 

� Ch 1 Adler Comm. at Work 
� Ch 2 Adler Culture 
� Class norms & diversity teambuilding 
� Career tip 
� *Team Bolles presentation and sign up 

 

10/9 (R) 
 
 
 
 
 
 
 
 
 

� Online Quiz #1 (Ch 8, 
module week 1, 1.0) 
due Friday, Oct 10 by 
5:00 p.m.) 

� Reviewed WWU 
Career Services 
website  

� Ch 6 Adler 
response/videos due 
by 9:30 a.m. 

� Plagiarism reading and response 
� Job Search 

 
 
 
 
 
 
 
 

� Team discussion presentation 
� Career Services Center  
� Time management 
� Ch 6 Principles of Interviewing 
� Mock interview prep 
� Plagiarism reading and response 
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WEEK 4 

 
Assignments Due 
 

 
Begin Assignments/Homework 

 
Discussion Topics/Themes 
 

10/14 (T) 
 
 
 
 

� Ch7 Adler, responses 
and video by 9:30 am 

� Career tip posted and 
presentations begin 

� Plagiarism reading 
and response 

� *Ch 4 Bolles team 
post content by 9:30 
a.m.. 

� Team contract  
 

� Mock prep 
� Review plagiarism policy 
� Plan community partner face-to-face 

midterm evaluation meeting during 
week 5  
 

 
 
 

� Job search assignment 
� Team discussion presentation 
� Begin career tips 
� Ch7 Leading and Working in Teams 

Adler 
� Mock interview prep 
� Plagiarism 

 

10/16 (R) � *Ch 4 Bolles blended 
time (Class begins 
10:40 a.m.) 

� *Ch 4 Bolles all 
audience responses 
due by 5:00 p.m. 

� SL partnership 
agreement  

� Send peers reviewers 
resume & cover letter 
by 10/21 by 9:30 
a.m.) 
 

� Work on developing your aboutme 
profile, resume and cover letter for the 
mock interview and Career Fair. 

� Develop business card (use professional 
paper) 

� Review impromptu speaking in your text 
� Plan community partner face-to-face 

midterm evaluation meeting week5 
 

� *Ch 4 Bolles blended time  
� Business card development and 

about.me due at mock interview 
� Continue mock lecture 
� Plan community partner face-to-face 

midterm evaluation meeting during 
week 5 (content TBA) 

� Mock interview prep & folder 
� Impromptu speaking, elevator speech 

 
 

WEEK 5 
10/21 (T) 

� *Peer review resume & 
cover letter, blended 
time (Class dismissed at 
10:50 a.m.) 

� Peer review resume & 
cover letter due by 5:00 
p.m. 

� Ch 2 Bolles team post 
content by 9:30 a.m.. 

� Mock Job Search 
assignment  

� Results of what you 
learned about 
impromptu speaking 

� Begin to brainstorm your SL team and 
individual performance thus far 

� Review community partner and student 
team face-to-face midterm evaluation 

� Guest speaker: About.me profile 
(10:00) 

� *Peer reviews blended time 
� SL consultant project (rough draft) 
� Mock job search outcome 
� Prepare for Career Fair, documents 

(Nov 6, 1-5) 

10/23 (R) 
 
 
 
 
 
 
 
 
 
 
 

� Quiz #2 (1,7,5, articles 
due 10/24 by 5:00pm ) 

� Ch 5 Adler, responses 
and video by 9:30 am 

� *Ch 2 Bolles blended 
time (class begins at 
10:40  a.m.) 

� *Ch 2 Bolles all 
audience responses due 
by 5:00 p.m 

� All resumes have been 
reviewed by the CSC  

� Community partner 

 
 
 
 
 
 
 
 
 
 
 
 

� Review SL consultant project (rough 
and final drafts) 

� Ch 5 Interpersonal Strategic Skills  
� *Ch 2 Bolles blended time  
� Finalize mock interview prep 
� Introduce LinkedIn 
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WEEK 6 
 

mid-evaluation 
 
Assignments Due 

 
 
Begin Assignments/Homework 

 

 
 
Discussion Topics/Themes 

 
 
 

10/28 (T) � Mock interview 
teams  A &B, roles 

� Ch 1 Bolles responses 
to questions provided 
by Dr. Perry are due 
by 9:30 a.m. 

� Mock package due: 
all resume and cover 
letter drafts, business 
card, about.me 
profile, and folders. 

� Send minutes from 
community partner 
evaluation 

� *Individuals work on 
LinkedIn profile. 
Blended time 10-
11:50 a.m. 

� LinkedIn Development 
� Work on SL rough draft 
� Team SL progress report 
� Read Chapter 9-10 Adler  

 

 
� Mock interview  
� Ch 1 Bolles 
� *Individuals work on LinkedIn 

profile. Blended time. 

10/30 (R) 
 

� Mock interview team 
C & D, roles 

� Ch 1 Bolles, 
individuals respond  
to three peers by 
9:30 a.m. 

� Mock package due: 
all resume and cover 
letter drafts, business 
card, about.me 
profile, and folders. 

� *Individuals work on 
LinkedIn profile. 
Blended time 10-
11:50 a.m.. 

� LinkedIn Development 
� Work on SL rough draft 
� Prepare for Career Fair 
� Team SL progress report 

 
 

 
 
 
 
 
 
 
 

� Mock interview 
� *Individuals work on LinkedIn 

profile. Blended time. 
 
 
 
 
 
 
 
 

WEEK 7 
11/4 (T) 

� Mock interview team 
E & F, roles 

� Ch 6 Bolles responses 
provided by Dr. Perry 
are due by 9:30 a.m. 

� Mock package due: 
all resume and cover 
letter drafts, business 
card, about.me 
profile, and folders. 

� *Work on LinkedIn 
profile. Blended time 
10-11:00 a.m.  

� LinkedIn Development 
� Work on SL rough draft 
� Prepare for Career Fair 
� Team SL progress report 
� Read chapters 11-12 Alder 

 
 

� Ch 6 Bolles 
� Finalize mock interview 
� Review SL workshop 
� Team SL progress report 
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Return to class,11:15 a.m. 
 

 
WEEK 7 
11/6 (R) 

 
� Ch 5 Bolles team post 

content by 9:30 a.m.. 
� SL rough draft sent to 

community partner 
and Dr. Perry by 
10:00 a.m. late or 
incomplete drafts to 
the community 
partner will receive -
10 points from 
overall SL grade 

� Rough draft thank 
you letter about the 
community partner 
due to Dr. Perry. 

� Have read Ch 9-12 
Adler. 

� *Google activity and 
team progress report 
development 
(Blended time to be 
discussed) 

� Attend Career Fair 1-
5 p.m.) 
 

 
� SL consultant project 
� LinkedIn profile  
� Team progress report 
� Read Chapters 9 and 10(a workshop on 

chapters 9-12 will be delivered) 
� Social media reading 
 

 
 
 
 

 
� Google activity 
� Team progress report development 
� Social media reading 

 
 
 

WEEK 8 
11/11 (T) 
 

� No School, Veterans 
Day 
 

 
 
 

 

11/13 (R) � *Ch 5 Bolles blended 
time (Class begins 
10:40 a.m.) 

� *Ch 5 Bolles all 
audience responses 
due by 5:00 p.m. 

� Team SL progress 
report presentation 

� Social media readings 
� Prezi Final SL Presentation 

 
 

� Ch 5 Bolles blended time 
� Team SL progress report presentation 
� Prezi Final SL Presentation 
 

WEEK 9 
11/18 (T) 

� Ch 8 Bolles team post 
content by 9:30 a.m.. 

� Social media 
responses by 9:30 am 

� Wrap-up team 
progress report 
presentations 

� LinkedIn 
Presentations 

 
� Prezi Final SL Presentation 
 
 
 
 
 

� Social media discussion 
� LinkedIn Presentations 
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WEEK 9 
11/20 (R) 

 
 

� *Ch 8 Bolles blended 
time (Class begins 
10:40 a.m.) 

� *Ch 8 Bolles all 
audience responses 
due by 5:00 p.m. 

� LinkedIn 
Presentations 

� Ch 4 Adler responses 
and video by 9:30 am 

� Ch 11 Bolles team 
post content by 9:30 
a.m.. 
 

 
 

� Social media reading, viewing 
� Prezi Final SL Presentation 

 
 

 
 

� Ch 4 Verbal and Nonverbal Messages  
� Ch 8 Bolles blended time 
� Prezi Final SL Presentation 

 
 

WEEK 10  
11/25 (T) 

� *Ch 11 Bolles 
blended time  

� *Ch 8 Bolles all 
audience responses 
due by 5:00 p.m. by 
Wednesday, Nov 
26th. 

� SL community 
workshop or 
summary 
presentation. 
Students are in the 
field. 
 

� Prezi Final SL Presentation 
 

� Ch 11 Bolles blended time 
� Students are in the field (community) 

 

11/27 (R) No School   

WEEK 11 
12/2 (T) 

� Ch 7 Bolles responses 
provided by Dr. Perry 
are due by 9:30 a.m. 

� SL final team 
reflective Prezi 
presentations 

� Mandatory Day (-8 
points for absent) 

 
 

� SL final team reflective Prezi 
presentations 

� Ch 7 Bolles 

12/ 4 (R) 
 

� SL final team 
reflective Prezi 
presentations 

� Mandatory Day (-8 
points for absent) 

 � SL final team reflective Prezi 
presentations  

WEEK 12 
FINAL 
EXAM 

� Final  Comprehensive 
� See registrar’s office 

schedule. 

 � All students are required to be present 
for the final exam according to WWU 
policy. 
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