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2.2.5: Listening and Reading for Understanding
2.2.6: Additional Resources

2.3: Revising and Presenting Your Writing

2.3.1: General Revision Points to Consider
2.3.2: Specific Revision Points to Consider
2.3.3: Style Revisions
2.3.4: Evaluating the Work of Others
2.3.5: Proofreading and Design Evaluation
2.3.6: Additional Resources

2.4: Writing in Business

2.4.1: Clarity
2.4.2: Parallel Construction
2.4.3: Emphasis
2.4.4: Introduction to the Three-Part Writing Process
2.4.5: Planning Business Messages
2.4.6: Writing Business Messages
2.4.7: Revising Business Messages
2.4.8: Introduction to Word Processing Software
2.4.9: Formatting Business Writing
2.4.10: Microsoft Word
2.4.11: Why It Matters- Writing in Business
2.4.12: Google Docs
2.4.13: Putting It Together- Writing in Business
2.4.14: Assignment- Writing In Business- The Sushi Memo
2.4.15: Assignment- Writing In Business- Analyzing a Memo
2.4.16: Introduction to Writing the Right Message
2.4.17: Audience
2.4.18: The Right Message
2.4.19: Introduction to Word Choice and Tone
2.4.20: Writing for the Reader
2.4.21: Language as an Obstacle
2.4.22: Bias-Free Writing
2.4.23: Concise Writing

2.5: Written Communication

2.5.1: Email Chains and Listserv
2.5.2: Instant Messaging and Text
2.5.3: Multimedia Platforms and Social Media
2.5.4: Introduction to External Communication
2.5.5: Types of External Emails
2.5.6: Customer Emails
2.5.7: Introduction to Using the Right Communication Channel
2.5.8: Using the Right Communication Channel
2.5.9: Putting It Together- Written Communication
2.5.10: Assignment- Written Communication
2.5.11: Why It Matters- Written Communication
2.5.12: Introduction to Changing Communication Channels
2.5.13: Modernizing Business Messages
2.5.14: Digital versus Traditional Communication
2.5.15: Introduction to Internal Emails and Memos
2.5.16: Internal Business Communication
2.5.17: Internal Emails
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2.5.18: Memos
2.5.19: Introduction to Other Internal Communications

2.6: Gap

3: Business Messages, Technology, and Social Media
3.1: Business Writing in Action

3.1.1: Text, E-mail, and Netiquette
3.1.2: Memorandums and Letters
3.1.3: Business Proposal
3.1.4: Report
3.1.5: Résumé
3.1.6: Sales Message
3.1.7: Additional Resources

3.2: Negative Messages and Crisis Communication

3.2.1: Delivering a Negative News Message
3.2.2: Eliciting Negative News
3.2.3: Crisis Communication Plan
3.2.4: Press Conferences
3.2.5: Additional Resources

3.3: Communicating Through Technology

3.3.1: Using Scheduling Platforms
3.3.2: Introduction to Scheduling Remote Meetings
3.3.3: Using Technology for Meetings
3.3.4: Scheduling Remote Meetings
3.3.5: Introduction to Audio Conferences
3.3.6: Using Audio in Business
3.3.7: Stages of a Telephone Call
3.3.8: One-on-One Audio Calls
3.3.9: Group Audio Calls
3.3.10: Audio Meetings
3.3.11: Why It Matters- Communicating Through Technology
3.3.12: Introduction to Video Conferences
3.3.13: Using Video in Business
3.3.14: One-on-One Video Calls
3.3.15: Group Video Calls
3.3.16: Video Meetings
3.3.17: Introduction to Web Sharing
3.3.18: Using Web Sharing in Business
3.3.19: One-on-One Web Sharing Calls
3.3.20: Group Web Sharing Calls
3.3.21: Web Sharing Meetings
3.3.22: Introduction to Communication Tools
3.3.23: Putting It Together- Communicating through Technology
3.3.24: Assignment- Communicating Through Technology
3.3.25: Audio Communication
3.3.26: Video Communication
3.3.27: Online Communication
3.3.28: Comparing Communication Tools
3.3.29: Introduction to Scheduling a Meeting
3.3.30: Polling Tools
3.3.31: Scheduling Tools
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3.4: Social Media

3.4.1: Snapchat
3.4.2: Google Plus
3.4.3: Introduction to Selling Your Products
3.4.4: Product Launch
3.4.5: Spotlight Products
3.4.6: Sales and Events
3.4.7: Introduction to Building Your Brand
3.4.8: Cultivate Community
3.4.9: Create a Sense of Affinity
3.4.10: Company News
3.4.11: Why It Matters- Social Media
3.4.12: Putting It Together- Social Media
3.4.13: Assignment- Social Media
3.4.14: Introduction to Common Social Media Platforms
3.4.15: Facebook
3.4.16: Instagram
3.4.17: Twitter
3.4.18: YouTube
3.4.19: Introduction to Additional Social Media Platforms
3.4.20: LinkedIn
3.4.21: Pinterest

3.5: Communicating Different Messages

3.5.1: Introduction to Professional Criticism
3.5.2: Types of Criticism
3.5.3: Criticism of Other Businesses
3.5.4: Criticism of Customers
3.5.5: Criticism of Employees
3.5.6: Criticism of Colleagues
3.5.7: Introduction to Responding to Criticism
3.5.8: How Do You Respond to Criticism?
3.5.9: Remaining Professional When You’re Frustrated
3.5.10: Short Responses to Criticism
3.5.11: Why It Matters- Communicating Different Messages
3.5.12: Long Responses to Criticism
3.5.13: Putting It Together- Communicating Different Messages
3.5.14: Assignment- Communicating Different Messages
3.5.15: Introduction to Informative Business Messages
3.5.16: What is an Informative Message?
3.5.17: Short Informative Messages
3.5.18: Long Informative Messages
3.5.19: Introduction to Team-Focused Messages
3.5.20: What is a Team-Focused Message?
3.5.21: Short Team-Focused Message
3.5.22: Long Team-Focused Message

3.6: Gap

4: Research, Business Reports, and Business Presentations
4.1: Feedback in the Writing Process

4.1.1: Diverse Forms of Feedback
4.1.2: Qualitative and Quantitative Research
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4.1.3: Feedback as an Opportunity
4.1.4: Additional Resources

4.2: Developing Business Presentations

4.2.1: Before You Choose a Topic
4.2.2: Choosing a Topic
4.2.3: Finding Resources
4.2.4: Myths and Realities of Public Speaking
4.2.5: Overcoming Obstacles in Your Presentation
4.2.6: Additional Resources

4.3: Presentations to Inform

4.3.1: Functions of the Presentation to Inform
4.3.2: Types of Presentations to Inform
4.3.3: Adapting Your Presentation to Teach
4.3.4: Diverse Types of Intelligence and Learning Styles
4.3.5: Preparing Your Speech to Inform
4.3.6: Creating an Informative Presentation
4.3.7: Additional Resources

4.4: Presentations to Persuade

4.4.1: What Is Persuasion?
4.4.2: Principles of Persuasion
4.4.3: Functions of the Presentation to Persuade
4.4.4: Meeting the Listener’s Basic Needs
4.4.5: Making an Argument
4.4.6: Speaking Ethically and Avoiding Fallacies
4.4.7: Sample Persuasive Speech
4.4.8: Elevator Speech
4.4.9: Additional Resources

4.5: Business Presentations in Action

4.5.1: Sound Bites and Quotables
4.5.2: Telephone/VoIP Communication
4.5.3: Meetings
4.5.4: Celebrations - Toasts and Roasts
4.5.5: Media Interviews
4.5.6: Introducing a Speaker
4.5.7: Presenting or Accepting an Award
4.5.8: Serving as Master of Ceremonies
4.5.9: Viral Messages
4.5.10: Additional Resources

4.6: Research

4.6.1: Introduction to Finding Secondary Sources
4.6.2: Preliminary Research Strategies
4.6.3: Finding Sources
4.6.4: Using Databases
4.6.5: Introduction to Source Analysis
4.6.6: Information Literacy
4.6.7: Evaluating Sources
4.6.8: CRAAP Analysis
4.6.9: Case Study- News Media Today
4.6.10: Synthesizing Sources
4.6.11: Why It Matters- Research
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5: Job Search, Interview, and Recruiting
5.1: Intrapersonal and Interpersonal Business Communication

5.1.1: Intrapersonal Communication
5.1.2: Self-Concept and Dimensions of Self
5.1.3: Interpersonal Needs
5.1.4: Social Penetration Theory
5.1.5: Rituals of Conversation and Interviews
5.1.6: Conflict in the Work Environment
5.1.7: Additional Resources

5.2: Finding a Job

5.2.1: The Purpose of Résumés
5.2.2: Writing Effective Résumés
5.2.3: Creating a Customized Résumé
5.2.4: Writing Effective Cover Letters
5.2.5: Introduction to Interviewing
5.2.6: Preparing For a Job Interview
5.2.7: Interview Types and Techniques
5.2.8: Interview Questions
5.2.9: Putting It Together- Finding a Job
5.2.10: Assignment- Finding a Job
5.2.11: Why It Matters- Finding a Job
5.2.12: Introduction to Professional Skill Building
5.2.13: Skills for a Career
5.2.14: Transferable Skills
5.2.15: Acquiring Necessary Skills
5.2.16: Stages of Career Development
5.2.17: Introduction to Networking
5.2.18: Strategies for Networking
5.2.19: Introduction to Résumés and Cover Letters

5.3: Recruiting and Selecting New Employees

5.3.1: Asking Questions
5.3.2: Phone Interviewing
5.3.3: Face-to-Face Interviewing
5.3.4: Introduction to Selecting a Candidate
5.3.5: Selection
5.3.6: The Job Offer
5.3.7: Putting It Together- Recruiting and Selecting Employees
5.3.8: Assignment- Recruiting and Selecting New Employees
5.3.9: Assignment- Additional Assignments for Job Candidates
5.3.10: Why It Matters- Recruiting and Selecting New Employees
5.3.11: Introduction to Finding Qualified Job Applicants
5.3.12: Writing a Job Advertisement
5.3.13: Finding Potential Employees
5.3.14: Bias and Protections in Hiring
5.3.15: Screening Applicants
5.3.16: Portfolios, Practice Projects, Etc.
5.3.17: Introduction to Interviewing
5.3.18: Who’s in an Interview

5.4: Gap
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