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COURSE DESCRIPTION:
Communication and Technical Writing is offered at level three to the students of UMT, enrolled in different disciplines at the undergraduate level. It is an advanced level English module that aims to train the students to write and speak accurately and effectively in the business world and in daily life conversation. The course contents are selected after careful speculation to cater the needs of our students in the market. This module will help in building up the students’ interpersonal and intrapersonal communication skills through different assignments and activities, which include, writing efficient business messages; with formal arguments and persuasive tone, according to the context, speaking with appropriate body language with convincing and logical reasoning to convey messages to an audience, designing reports and composing emails and reviews. Moreover English III has specifically focused on certain grammatical components along with intensive reading to enhance their written and spoken discourse in general.  
Aim 

The aim of this course is to make our participants, effective speaker and writer of English through different contextualized material according to their needs.
Course Objectives:
At the end of this module, participants will be able to: 

1. Explain the concept of good communication 
2. Demonstrate communication skills through class discussion and activities 
3. Use different expression in their writing and verbal speech, according to the needs of audience to convey message 
4. Develop argumentative and persuasive messages according to the purpose and topic 
5. Give an effective presentation with appropriate use of body language 
6. Write effective business messages in the form of formal emails, letters, applications and memos
7. Write error free sentences, especially correct use conditional sentences and articles
8. Appear in a formal interview 
9. Propose and analyze elements of good and bad interview through demonstration 
Course Weekly Schedule

	Week


	Topics
	Learning Outcomes

	Week One
	 Icebreaker

Orientation
Introduction to the Course Outline
Introduction to Reader III
Introduction to Communication

Placement of correct forms of verbs
Conjuntions

	Peer familiarization

Familiarization with course contents

Assessment of students’ current proficiency level

Understanding of communication and its global importance
Overview of Tenses

	Week  Two
	Writing Skills
Review Writing

Write a review on the basis of a newspaper report. 

Grammar: Error Analysis I
Reader III

Essay: The Simplest Way to be Happy
Speaking skills:Activity


	The students will be able to:

· Make a newspaper report analysis,

· Discuss the basic issues in the news report,
· Know about the common errors in English grammar. 



	Week Three
	Writing an Argumentative Essay

Develop an essay to support ideas on any topic with the help of logical devices / arguments 
Grammar: Type I conditional sentences
Documentary Listening Activity

Reader III

Essay: To Err is Human

Novel: (discussion)

	The students will be able to:

· Write argumentative essays,

· Develop logical arguments to convince or motivate the readers
· Learn & practice 1st conditional sentences.

	Week Four
	Introduction to Persuasive Writing

Writing Persuasive Letters and Essays

Difference between Argumentative and Persuasive Writing.
Diffrence between argumentative and persuasive writing

Grammar: Use of Articles
Sentnce correction

Listening Activity 

Reader III:  His First Flight
Novel: (characters, theme, symbolism)

	The students will be able to:

· Develop persuasive skills,
· Use persuasive devices in the essays,
· Write persuasive Letters,

· Correct usage of articles in the sentences.

	Week Five
	Application and Letter Writing 
Letters

Formal Letters

Letter Formats

Applications
University wide Applications 

Reading Comprehension activities
Speaking skills activity
Newspaper activity 
Reader III

The Devoted Friend
Novel: (discussion on its time and setting, major issues)


	The students will be able to:

· Understand the effective principles in writing,  

· Write formal messages with precision and clarity,
· Writing at Macro and Micro Level,

· Organize and arrange audience oriented messages,
· Convince the readers logically.


	Week 

Six
	Employability Skills
Covers all the stages required for the application process: 

· Cover Letter

· Job Application Letter
Emails writing 
Grammar: Error Analysis II
Reader III

Essay: My Tailor (Student’s Presentation)

Short Story: The Last Leaf


	The students will be able to:

· Write effective and persuasive application letter,
· Learn the techniques to apply for a job,

· Overcome common errors in a cover letter, application letter & CV,
· Solve exercises on error analysis.


	Week Seven
	Public speaking and Presentation Skills

Effective Presentations

Audience Analysis
Verbal and Nonverbal communication techniques

News Article: Reading :Comprehension
Grammar: Type II conditional sentences  
Reader III

Poem: The White Birds

Novel: discussion

	The students will be able to:

· Use appropriate body language 

· Give oral presentation 

· Handle questions from the audience



	Week  Eight


	Mid Term Examination


	The goal of this assessment is to practice locating and identifying information about different aspects of writing skills. 

	Week Nine
	Interview Skills

Role Play
Conducting interviews in classes
Listening Activity

Newspaper Activity on the bases of Listening skills
Grammar: Error Analysis III 
Poem: Bright Star

Novel: ( reading and discussion)
	The students will be able to:

· Learn effective interviewing skills,

· Practice exercises on error analysis,

· Learn the techniques of finding the key words. 


	Week Ten
	Presentations

Contextualized use of Presentations 

Reading Comprehension based on a newspaper report
Speaking Activity
Grammar: Error Analysis III
Reader III

Short Story: The Last Lesson (Student’s Presentation)


	The students will be able to:

· Give impromptu presentations, 

· Understand the significance of the Presentation Skills
· Develop their presentation skills, 

· Be conscious of different types of errors.


	Week Eleven
	Report Writing 
Types of Reports:
· Informational Report

· Analytical Report

· Feasibility Report

Memo & Business letter format  

Sample of Reports
Listening Activity

Grammar: Narration 
Short Story: Luck (Student’s Presentation) 
Novel: (presentations on the novel)
	The students will be able to:

· Understand technical writing

· Learn the format and techniques of writing reports, memos and business letters,

· Learn and use of Direct and Indirect Speech. 

	Week Twelve
	Introduction to Long Reports
Major parts of Long Reports:
· Letter of Transmittal

· Title page
Contents
Table of Contents
Executive Summary
Body of the report
Recommendations / Conclusion
Appendix

· A bibliography and/or an index may be required in a large-scale report
· Reading Comprehension

Assignment / Project on Long Reports
	The students will be able to:

· Define the criteria for a quality business document

· Identify the business impact of the problem 
· Demonstrate the value of confronting the situation

	Week Thirteen
	Writing News  Articles

Class Activity: Make a newspaper report on some situation assigned by the resource person.
Précis Writing
Use of one word substitution

Writing in 1/3

Writing in own words

	The students will be able to:

· Analyze newspaper reports

· Write precisely 

· Learn correct usage of words

· Practice synonyms and antonyms 



	Week

Fourteen
	Listening Activity
Movie, most desirable on the recommended novel / short stories from Reader III.
Writing a review on the Documentary or on the movie. 
Contextualized use of Communication 

Reading Comprehensions / Case Studies

Reader III

Poem: Shall I Compare thee to a Summer’s day?

Novel: The Time Machine (Discussion)
	The students will be able to:

· Learn the key concepts of Communication,

· Know the value of learning communication skills, 

· Solve communication activities enhancing reading, writing, speaking and listening skills.  

	Week

Fifteen
	Presentations

Discussion 

Reader III: Poem: A Poison Tree
	This piece of assessment gives Participants the opportunity to persuasively communicate meaning through verbal and nonverbal communication strategies using soundly constructed arguments.



	Week 

Sixteen
	Examination
	Final Examination


Essential Readings:
Williams, T., Clift, M., Harris, J., Tandy, J., Wayne, D., Sacker, H., & HarperCollins (Firm). (1991). The Glass Menagerie. New York: HarperCollins Publishers.
Wells, H. G. (2005). The Time Machine New York: Berkley, nd.

Theobald, T. (2011). Develop your presentation skills. London ; Philadelphia: Kogan Page.
Azar, B. S., & Hagen, S. A. (2009). Understanding and using English grammar. White Plains, NY: Pearson Longman.

Bromberg, M., Liebb, J., & Traiger, A. (2005). 504 Absolutely Essential Words (5th ed.). Hauppahe, N.Y.: Barron's Educational.

 Gueffy,M,E (2007)  Essentials of Business Communication - New York - South-Western College Pub - 7th Ed. - ISBN: 0-324-31392-6

Reader III, ICCS
Course Format

Teaching Methods:

The teaching techniques followed would enable the participants to develop an understanding of personality, link the communication process, and identify the critical parts involved in it. The session would follow the following teaching techniques

· Power Point slides presentation

· Lecture 

· Group discussion 

· Worksheet activities and 

· Panel discussions

· Question and answer session

· Students’ participation
· In-class / session discussion 

· Observations

· Case studies 

· In- class Assignment

· Personal contracts

· Debates

· Demonstrations followed by Reports of group discussions

· Role play
· Special reports

· Participants -produced material 

· Group or individual projects

Assessment Scheme
Passing Grade

50%

· Quizzes


10%

· Assignments

10%

· Presentation

10%

· Class Participation
05%

· Midterm Exam

30%

· Final Exam

35%

Academic Honesty and Plagiarism 
Academic dishonesty means one’s acts of cheating, fraud, swindle and plagiarism, the theft of idea, which is one’s intellectual property. Following points must be strictly followed throughout the semester:

· Acceptance of late class work will be left to the instructor’s discretion (in most cases you will lose ten percent of grade for each day)

· Class participation is mandatory. Beware! 10% of your course marks is based on your performance in class

· Instructor reserves his right to exercise his discretionary power for tardiness or late attendance (Most of the times, you will lose ten percent of attendance grade for coming late the third time) 

· Academic honesty is assumed. All work you submit must be your own. 

Plagiarism includes copying or paraphrasing another’s words, ideas, or facts without crediting the source; submitting a paper written by someone else, either in whole or in part, as one’s own work; or submitting work previously submitted for another course or Resource Person. Plagiarism, cheating, or other forms of academic dishonesty on any assignment will result in failure (a grade of zero) for that assignment and may result in further disciplinary action. Participants are encouraged to present their innovative ideas about the assigned topic. Following point must be strictly followed throughout the semester: 

· Avoid Plagiarism. All the cases of plagiarism will be referred to controller’s office. Please click the link given below for university policy on plagiarism.   (http://www.uvas.edu.pk/news/HEC_PLIAGERISM_POLICY.pdf)


