PERCER

County Community College
COURSE OUTLINE
CMN122 ORGANIZATIONAL COMMUNICATION
Course Number Course Title
3 N/A 15 Weeks
Credits Laboratory Work Course Length,

Hours (15 Weeks, 10 Weeks, etc.)

Catalog Description:

Study of the knowledge, skills, sensitivity, and values associated with the variety of communications
within and between organizations. An exploration of various methods, channels, and audiences of
organizational communication in the corporate world.

Prerequisites: ENG 101 Co-requisites: None

Required Textbook(s): Fundamentals of Organizational Communication; 6™ Edition, 2006
By Pamela Shockley-Zalabak;
Pearson/Allyn & Bacon, Boston, MA.

Required Material(s):
N/A

Handouts:
Numerous reprints of articles, self-assessments, case studies, and role-plays.

Latest Review: 2008

Course Coordinator: Monique Simoén, ext. 3413, e-mail: siménm@mccc.edu
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Course Objectives:

Define “communication competence” with reference to six variables: process, people,
messages, meaning, purpose, and ethics.

Describe the influence of four “schools” of organizational communication: Scientific
Management, Human Behavior, Integrated Perspectives, and Cultural Approaches.

Identify the communication needs that are satisfied by employers: Maslow’s hierarchy,
Herzberg’s “hygiene theory,” and Skinner’s “reinforcement theory.”

Describe the major types of groups in an organization with regard to their goals, roles, norms,
leadership, stages of development, and dissolution.

Compare leaders and managers with regard to their traits, styles, names, situations, and
transformations.

Describe management communication, using a five-stage system model and distinguishing
between wishes, activities, goals, objectives, standards, and quotas.

lllustrate via examples the problem-solving and the decision-making processes, using a decision
matrix and assigning weights to the “desirables” and the “options.”

Identify the five positions on a conflict grid and describe at least half of the 12 negotiation
strategies and their outcomes (“zero sum” vs. “everyone’s a winner”).

Define public relations with regard to the public, the gatekeepers, the internal and external
activities, and the evaluation of impact.

Describe the communication functions of advertising, the components of an ad, the benefits of
an agency and of an internal department, and the skills required at each stage of ad
preparation.

Compare and practice different types of interviews: directive, non-directive, and behavioral,
including their preparation, execution, and summarization.

Define the roles of human resources development (HRD) as everyone’s job: recruitment,
training, coaching, counseling, appraising, disciplining, and mentoring.

State the communication guidelines for conducting effective meetings and presentations: roles,
objectives, agendas, timing, location, participation, closure, follow-up, and control.

Prepare written internal and external documents (letters, memos, reports), applying the “six C’s”
(clarity, conciseness, etc.), the three Flesch readability guidelines, the density ratio, Hayakawa’s
abstraction ladder, and solid editing.

Apply sound communication ethics in all transactions, as discussed in the 14 ethical dilemmas
examined in class.
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Detailed Topical Outline

The following outline of content and process is divided into fifteen units. All text references are
to Fundamentals of Organizational Communication by Pamela Shockley-Zalabak, © 2006 by
Allyn & Bacon, Boston, MA.

Unit 1: Introduction to Organizational Communication

Identify the five stages of organizational growth and change from Industrial to Information Age,
understand the communication model, recognize the impact of technology on organizations, describe
the organization in terms of process, people, messages, meaning, and purpose.

Unit 2: Communication Implications of Organizational Behavior
Examine and compare/contrast the Scientific Management theory, the Human Behavior School,
integrated perspectives, and recent cultural approaches.

Unit 3: Communication Theories of the Individual and the Organization
Examine and compare/contrast Malsow’s Hierarchy of Needs, theories of motivation, McGregor’s
Theory X and Theory Y, Skinner’s reinforcement theory, and subgroups within the organization.

Unit 4;: Team Based Communication in Organizations Communications

List different types of groups (teams, task forces, committees, focus groups, and social support groups),
understanding task roles and maintenance roles within groups, discuss how to deal with negative group
behavior, and critique a videotape showing a group at work.

Unit 5: Leadership and Management Communications
Differentiate between leadership skills and characteristics, list and explain the four approaches to
leadership (traits, style, situation and transformational), describe the sources of power.

Unit 6: Goal Setting and Communication by Objectives

Describe the focused approach, why it works, and why it fails to be effective; distinguish between
setting goals and standards; list twelve guidelines for using goals to motivate; critique and analyze a
management situation on videotape.

Unit 7: Developing Critical Organizational Communications Competencies
Develop an action plan, list the eight-step problem-solving process; discover how to collect and
evaluate evidence; describe how to use a decision matrix; analyze a case study.

Unit 8: Negotiation and Conflict Resolution

Define conflict; examine the sources of conflict; list and discuss the five stages of conflict; review
several techniques for escalating, avoiding, maintaining, and reducing conflict; describe and evaluate
desirable outcomes of negotiation; forms of negotiation; interpret the ethics of negotiation; analyze a
case study.

Unit 9: Communicating with your many Publics

Define (traditional and more recent) public relations; list characteristics of the many publics of an
organization; describe and identify typical public relations activities; develop a crisis management plan;
analyze a case study.
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Unit 10: Advertising as a Communication Tool

Define the role of advertising in an organization; list and describe the five functions of the ad; examine
the benefits and disadvantages of both internal and external advertising agencies; list the functions of
advertising; suggest how to target an audience; define and list example of positioning; list and describe
two measures of success.

Unit 11: Interviewing and Surveying

Realize when to interview and when to survey; create some directive and non-directive interview
guestions; discuss the guidelines for survey questionnaire preparation; list guidelines for scheduling
and conducting interviews.

Unit 12: Training and Development of Human Resources

Examine why training is essential, identify when to use professional trainers and when to use
supervisors for training; list the three stages of instruction; describe the B.F. Skinner model; critique a
script of a training session.

Unit 13: Conducting Meetings and Making Presentations

Identify when to hold a meeting; explain how to prepare objectives and agendas’ identify roles to be
filled; list and evaluate several guidelines for meeting planners; list and evaluate several guidelines for
participating in meetings.

Unit 14: Structuring the Message

List and identify the six C’s of effective written communication; create examples of effective writing; list
Flesch’s three guidelines on readability; evaluate and identify several criteria for editing and self-
evaluation of writing.

Unit 15: Values and Ethical Communication Behaviors

Compare and contrast values, ethics, and law; differentiate between terminal and instrumental values;
list and describe five values that influence our lives at work; list and describe four guidelines for
evaluating the ethics of an organization; analyze Wilbur Schramm’s 25 cases of violation of journalistic
ethics.

*The exams, which are short answer and essay in nature, occur at the mid semester and during exam
week.

Evaluation of Student Learning: Describe general guidelines for examinations, required work, course
work, assignments, and tests. Explain how assignments evaluate student achievement of course
objectives. Multiple measures (quizzes, tests, essays, projects, portfolios, practicum’s, etc.) are the
most effective way to evaluate student learning. See the Syllabus for specific evaluation information.

Student progress will be evaluated based on participation

Method of Instruction: The course will be taught using a variety of methods, including lecture, paired
work, small group work, case study analysis, critique of written work, and oral presentations.
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General Education Goals and Objectives.

Check
all
that

apply

General Education Goals and Objectives

Activities, projects, assignments, and
examinations that will evaluate student
learning of the goal or objective

1. Communication -- English Language: Students will
communicate effectively in both speech and writing.

1.1. Students will comprehend and evaluate what they read,
hear and see.

All Units

1.2. Students will state and evaluate the views and findings
of others.

Units 2, 3

1.3. Students will write and speak clearly and effectively in
standard American English.

Unit 13, Unit 14

1.4. Students will logically and persuasively state and

support orally and in writing their points of view or findings.

Unit 7, Unit 11

< < < <& <

1.5. Students will evaluate, revise and edit their
communication.

Unit 7, Unit 14

an

1.6. Students will develop an understanding of sensory
communication and other forms of non-verbal
communication.

Unit 3,5, 8

2. Communication -- Foreign Language
Students will have the opportunity to develop
competence in a Foreign Language.

Students will learn basic vocabulary, grammar and everyday
conversation in a foreign language.

Students will recognize the uniqueness of foreign countries,
their people and their cultures.

Students will gain a measure of facility at interaction in a
foreign language on topics involving that language's history,
its cultural and historical context, and current issues of
interest to native speakers of the language.

3. Critical thinking, problem solving and information
literacy: Students will use critical thinking and problem
solving skills in analyzing information gathered through
different media and from a variety of sources.

3.1. Students will identify a problem and analyze it in terms

of its significant parts and the information needed to solve it.

Unit7,8,9, 12

3.2. Students will use appropriate library tools such as
cataloging systems to access information in reference
publications, periodicals, bibliographies and databases.

3.3. Students will use computers to access, analyze or
present information, solve problems, and communicate with
others.

3.4. Students will formulate and evaluate possible solutions
to problems, and select and defend the chosen solutions.

Unit4,7,9

3.5. Students will recognize weaknesses in arguments, such
as the use of false or disputable premises, suppression of
contrary evidence, faulty reasoning, and emotional loading.

Unit 4

4. Ethical dimension: Students will recognize, analyze
and assess ethical issues and situations.

4.1. Students will identify ethical implications of an issue or
a situation.

Unit 15

4.2. Students will analyze and evaluate the strengths and
weaknesses of different perspectives on an ethical issue or a
situation.

Unit 15

4.3. Students will integrate their knowledge, take a position
on an ethical issue or a situation, and defend it with logical
arguments.
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Check Activities, projects, assignments, and
all examinations that will evaluate student
thalt General Education Goals and Objectives learning of the goal or objective
apply

5. Quantitative skills: Students will apply appropriate
mathematical and statistical concepts and operations to
interpret data and to solve problems.

5.1. Students will translate quantifiable problems into
mathematical terms and solve these problems using
mathematical or statistical operations.

5.2. Students will construct graphs and charts, interpret
them, and draw appropriate conclusions.

6. Science and technology: Students will apply the
scientific method of inquiry to draw conclusions based
on verifiable evidence, use scientific theories and
knowledge to understand the natural world, and explain
the impact of scientific theories, discoveries and
technological changes on society.

6.1. Students will identify and recall scientific information
and theories, and, integrating and applying this knowledge,
will use the scientific method to solve problems and draw
conclusions from data.

6.2. Students will distinguish between scientific theory and
scientific discovery, will distinguish between science and its
technological application, and will explain the impact of
science and technology on society.

6.3. Students will demonstrate a working knowledge of the
subject matter of one of the physical or biological sciences.

6.4. Students will demonstrate a working knowledge of a
major domain of technological application.

7. Society and human behavior: Students will use social
science theories and concepts to analyze human behavior
and social and political institutions.

7.1. Students will analyze and discuss behavioral or societal
issues using theories and concepts from a social science.

7.2. Students will explain how social institutions and
organizations influence individual behavior.

7.3. Students will describe how social scientists gather and
analyze data, integrate knowledge, and draw conclusions,
and will engage themselves in these processes.

8. Aesthetic perspective: Students will analyze works of
the literary, visual or performing arts.

8.1. Students will describe commonly used approaches and
criteria for analyzing a work of art.

8.2. Students will recognize, analyze and assess works of art
with commonly used approaches and criteria.

8.3. Students will develop their ability to create and
communicate through personal artistic/aesthetic expression.

9. Historical perspective: Students will analyze historical
events and movements in western or non-western
societies and assess their subseqguent significance.

9.1. Students will state the causes of a major historical event
and analyze the impact of that event on a nation or
civilization.

9.2. Students will show how writers' interpretations of
historical events are influenced by their time, culture and
perspective.

9.3. Students will discuss a major idea, movement, invention
or discovery, and how it affected the world or American
society.
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Check Activities, projects, assignments, and
all examinations that will evaluate student
thalt General Education Goals and Objectives learning of the goal or objective
apply

10. Diversity and global perspective: Students will
analyze the implications of commonalties and differences
among culturally diverse peoples.

10.1. Students will link cultural practices and perspectives
with the geographical and/or historical conditions from
which they arose.

10.2. Students will explain why an understanding of
differences in people's backgrounds is particularly important
to American society.

10.3. Students will recognize and explain the consequences
of prejudicial attitudes and discriminatory actions.

10.4. Students will recognize the needs and concerns
common to culturally diverse peoples.

10.5. Students will recognize contributions made by people
from various nations and cultures.

Academic Inteqgrity Statement:

Students are expected to comply with the college-wide requirements for academic integrity.

Mercer County Community College is committed to Academic Integrity—the honest, fair, and
continuing pursuit of knowledge, free from fraud or deception. This implies that students are
expected to be responsible for their own work. Presenting another individual’s work as one’s
own and receiving excessive help from another individual will qualify as a violation of academic

Integrity. The entire policy on Academic Integrity is located in the Student handbook and is
found on the college website (http://www.mccc.edu/admissions_policies_integrity.shtml).
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