
Mohawk Valley Community College Utica & Rome, New York

Course Outline
EN 110 - Oral & Written Communication 
Course Description
"This course covers the effective oral and written contexts of occupational communications. It includes practice in oral presentations, business letters, resumes, memos, instructional materials and reports, and visual aids. It is designed specifically for A.O.S. degree programs. Prerequisites: An appropriate placement test result; or successful completion of EN090 Basic Writing Skills, SL116 ESL4: Advanced Composition or SL145 ESOL Advanced Composition.
Student Learning Outcomes
 

Upon successful completion of this course, the student will be able to:
· Demonstrate coherent college-level communication (written and oral) that informs, persuades, or otherwise engages with an audience.a
· Deliver effective oral presentations.
· Compose clear, concise memos, letters, and short reports.
· Write an effective job application letter and resume.
· Utilize visual aids in oral and written presentations.
· Develop well-reasoned (logical) arguments to form judgments and/or draw conclusionsb
· Compose a full-length technical report that includes researching a topic,
developing and clearly articulating an issue or problem, and organizing supporting details.ab
· Evaluate communication for substance, limitations such as perspective and bias, and intended effect.ab
· Identify, analyze, and evaluate ideas, data, and arguments as they occur in their own or others' work.b
· Demonstrate the ability to revise and improve written and oral communication.a
· Locate technical information effectively using appropriate tools and evaluate this information with an awareness of authority, validity, and bias.c
· Demonstrate an understanding of the ethical dimensions of information use,
creation, and dissemination.c
· Describe the historical and contemporary societal factors that shape the identity of their occupation including race, class, and gender.d
· Analyze the role that complex networks of social structures and systems play in
the creation and perpetuation of the dynamics of power, privilege, oppression, and opportunity in the workplace.d
· Apply the principles of rights, access, equity, and autonomous participation to
creating inclusive workplace communications.d

a 	SUNY General Education learning outcome for the Communication (Written and Oral) knowledge area







b SUNY General Education learning outcome for the Critical Thinking competency
{applied only to AOS programs)
c 	SUNY General Education learning outcome for the Information Literacy competency {applied only to AOS programs)
d SUNY General Education learning outcome for the Diversity, Equity, Inclusion, and Social Justice knowledge area {applied only to AOS programs)
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· Oral presentations
· Key points in preparing and giving oral presentations
· Evaluation of oral presentations
· Written communications
· Understanding purpose, audience, tone, and ethics
· Ways to make communications more inclusive
· Key ethical issues in information use
· Business letters
· Reports and memos
· Research based report
· Locating and evaluating information
· Developing arguments to draw a conclusion
· Clearly developing and organizing issues
· Proposals
· Identify and evaluate arguments for bias and intended effect
· Visual aids
· Appropriate choices of visual aids
· Inclusive Workplaces

· Describing and analyzing factors relating to the identity and dynamics of the workplace
· Job Application Process and Materials
· Letter
· Resume
· Interview
· Creation of advertising flyers and materials
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SUNY General Education learning outcome for the Critical Thinking competency
{applied only to AOS programs)
· Develop well-reasoned (logical) arguments to form judgments and/or draw conclusionsb
· Recommendation reports in Week 5 
· Compose a full-length technical report that includes researching a topic, developing and clearly articulating an issue or problem, and organizing supporting details.ab
· Evaluate communication for substance, limitations such as perspective and bias, and intended effect.ab
· Identify, analyze, and evaluate ideas, data, and arguments as they occur in their own or others' work.b

SUNY General Education learning outcome for the Information Literacy competency
{applied only to AOS programs)
· Locate technical information effectively using appropriate tools and evaluate this information with an awareness of authority, validity, and bias.c
· Covered in Week 9, assessed in birthday report and final technical report
· Demonstrate an understanding of the ethical dimensions of information use, creation, and dissemination.c
· Covered under "Ethics" in Week 3 

SUNY General Education learning outcome for the Diversity, Equity, Inclusion, and Social Justice knowledge area {applied only to AOS programs)
· Describe the historical and contemporary societal factors that shape the identity of their occupation including race, class, and gender.
· Analyze the role that complex networks of social structures and systems play in the creation and perpetuation of the dynamics of power, privilege, oppression, and opportunity in the workplace.
· Apply the principles of rights, access, equity, and autonomous participation to creating inclusive workplace communications.
· Audience/Tone in Week 3
· Tone correction assignment
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