
 

 

MCOM 380:  Advanced Professional Communication 
Fall 2017  

Wednesdays, 6-8:45 p.m. 
Professor Drew Morton   

E-mail:  DMorton@tamut.edu 
Office Hours:  Tuesday and Thursday (12:15-1:00 p.m.), Wednesday (4-6 p.m.), UC228   

 
COURSE DESCRIPTION AND OBJECTIVES: 

This hybrid class is a primer for a professional career.  As students progress to the world outside 
of college, advanced communication, public speaking, and presentation skills will be essential to 
success.  This advanced communications course will help students prepare and give several 
presentations of different types typical of governmental, business, educational, and civic settings 
and situations.    
 
Students will learn to improve verbal and non-verbal public communication skills; manage 
presentation anxiety; develop critical and analytical skills as applied to public presentation; 
comprehend and apply advanced rhetorical and communication theory to oral presentations; 
adapt presentations to specific audiences, occasions and logistics; participate effectively in a 
program of collaborative learning in achieving goals of the course. 
 
Due to the hybrid status of the class and the expedited course schedule, students are expected to 
stay current on both the material and assignments online and face to face.   
 
Before the conclusion of this course, students should be able to:   
 

1. Exhibit an understanding of the various fields of advanced professional communication 
(mastery will be assessed by the objective midterm and final exams).   

2. Exhibit an understanding of resume and cover letter structure and best practices (mastery 
will be assessed by via a professional writing portfolio).   

3. Exhibit an understanding of the basic principles of public speaking and presentation in a 
professional environment (mastery will be assessed through public speaking 
assignments).   

4. Exhibit an understanding of the basic tenets of professional interpersonal communication 
(mastery will be assessed through a mock job interview).   

 
REQUIRED TEXT: 

Dodd, Carley.  Managing Business and Professional Communication. (Pearson, 3rd Edition).  
 
Other required readings will be distributed in PDF format (via electronic distribution) or in 
photocopy form.   
 

SCHEDULE: 
Note:  This class only takes place between August 28nd and October 20th – Face to Face 
classes will largely be utilized for public speaking presentations and mock job interviews.  
Online resources like Blackboard, e-mail, Google Drive, and Dropbox will be utilized for 
everything else.   



 

 

 
The deadline for all online assignments (quizzes, e-mail responses, portfolio items) is 5 p.m. 
each Friday.   

 
WEEK ONE 
 
August 30 (In Class): Introduction, Job Application Assignment Overview.   
 
WEEK TWO 
 
September 6 (In Class): Workshop on Cover Letters/Resumes, Job Interview Prep.   
 
September 8 (Online): Dodd, Chapters, 1-4.  Online quiz on chapters due.  E-mail your 
cover letter, resume, and job post to Dr. Mor ton.   
 
WEEK THREE 
 
September 13 (In Class): Mock Job Interviews (You are expected to interview for your job 
and assist in interviewing another student.)   
 
September 15 (Online): Dodd, Chapters 5-7, 10, and 12.  Online quiz on chapters due.  E-
mail Dr. Mor ton a topic for a five minute informative speech to be delivered in Week Five.   
 
WEEK FOUR 
 
September 20 (In Class):  Midterm Exam   
 
September 22 (Online): E-mail Dr. Mor ton a professional memo on how class is going so far  
and how it has addressed your weaknesses in the field of Advanced Professional 
Communication 
 
WEEK FIVE 
 
September 27 (In Class): Informative Speeches    
 
September 29 (Online): Dodd, Chapters 8-9 and 11 and 13.  Online quiz on chapters due.  
E-mail Dr. Mor ton a topic for your persuasive presentation.   
 
WEEK SIX 
 
October 4 (In Class): Workshop on Persuasive Presentations, Overview of Letter  of 
Recommendation Assignment.   
 
October 7 (Online): E-mail Dr. Mor ton your outline for your persuasive presentation and 
your letter  of recommendation for your nominee for Texarkana Citizen of the Year.   
 



 

 

WEEK SEVEN 
 
October 11 (In Class): Persuasive Presentations   
 
October 13 (Online): Dodd, Chapter 14.  Online quiz on chapter due.     
 
WEEK EIGHT 
 
October 18 (In Class): Final Exam    
 

GRADE BREAKDOWN: 
Informative Presentation:  5%   
Persuasive Presentation:  10%   
Quizzes: 10%   
Professional Portfolio (Resume, Cover Letter, Memo, Letter of Reference):  25%   
Mock Job Interview:  20%   
Exams:  30%  
 
Students will submit a written resume, cover letter, letter of reference, and office memos. All 
assignments must be typed. 

 
Students will give two, 3-5 minute, presentations during the semester—Informative (educational) 
and Persuasive (civic setting).  Presentations must include handouts.  The Persuasive 
presentation must include PowerPoint or comparable slide show.  Assessment of presentations 
will include a rubric.  Class members will assess other students' presentations as well.  
 
Students will be asked to take part in a brief mock job interview as both an interviewer and 
interviewee utilizing the skills outlined in the course texts and lesson plans.   
 

COURSE POLICIES: 
I typically do not take attendance in my courses.  However, since this is a seven week 
hybrid class with an expedited schedule, I cannot be as relaxed in this policy.  Students will 
be allowed ONE absence from the F2F course.  However, unless a doctor’s note is provided, 
late assignments will not be accepted.  Therefore, if you miss a job interview or 
presentation without a medical excuse, you will receive a 0 for that assignment.   

 
Be sure to complete your reading and assignments on the date they are scheduled on the syllabus.   
 
Late assignments are not accepted.   
 
In accordance with the University’s academic integrity policy (see below), students who violate 
the policy will earn an automatic F for the course. 
 
Cell phones are to be set on vibrate and not to be used during class.   
 
Be sure to bring all your course materials to class each day we meet.   



 

 

 
Finally, please allow a 24-48 hour turn-around time for any e-mails.  Due to this policy, be sure 
not to leave any major concerns/questions about assignments for the last minute!     
 
I reserve the right to alter this syllabus.   
 

TAMUT POLICIES: 
Disability Accommodations: Students with disabilities may request reasonable accommodations 

through the A&M-Texarkana Disability Services Office by calling 903-223-3062. 
Academic Integrity: Academic honesty is expected of students enrolled in this course. Cheating 

on examinations, unauthorized collaboration, falsification of research data, plagiarism, 
and undocumented use of materials from any source constitute academic dishonesty and 
may be grounds for a grade of ‘F’ in the course and/or disciplinary actions.  For 
additional information, see the university catalog. 

A&M-Texarkana Email Address: Upon application to Texas A&M University-Texarkana an 
individual will be assigned an A&M-Texarkana email account. This email account will be 
used to deliver official university correspondence. Each individual is responsible for 
information sent and received via the university email account and is expected to check 
the official A&M-Texarkana email account on a frequent and consistent basis. Faculty 
and students are required to utilize the university email account when communicating 
about coursework. 

Drop Policy: Beginning with the first class day of the semester, faculty should report to the 
Registrar’s Office via the preliminary class roster and/or email communication, by a date 
established by the Registrar’s Office, any student who is not attending their class or who 
has not logged into Blackboard for an online class. 

 Faculty members shall automatically initiate an administrative drop for any student who 
has not been in attendance (face to face class) or has not reported in (web or web 
enhanced class) by the due date of  the preliminary class roster as established by the 
Registrar’s Office. The Registrar’s Office will notify students by certified mail and/or 
email that the instructor has initiated the drop process and will instruct them to contact 
the instructor immediately. If the instructor does not rescind the request in writing within 
seven (7) days of documentable receipt of the notification, the Registrar’s Office will drop 
the student from the class.  Faculty who fail to submit an administrative drop by the 
established deadline, must record the grade earned by the student at the end of the 
semester.  Faculty submitting a grade of F for a student will be required to enter the last 
date of attendance during the grading cycle. 

 Subsequent to the census date final roster, all drops during the semester must be  
 student initiated. 

 


