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English 204—Spring 2008

 Tuesdays 4:00-4:50 in 130 Dana Hall

Instructor:

Meggi Schöngen

Phone:


203-283-3706

Email:


mschonge@bridgeport.edu
Office Hours:

By appointment 

Course web site:
www.meggi.org
Required Text

John M. Lannon. Technical Communication. 10th ed. New York: Pearson, Longman, 2006. ISBN: 0-321-27076-2

Other Required Items

• Access to a computer and the Web/email outside the classroom
• (At least) Microsoft Office XP (Win) or Microsoft Office X (Mac)

Course Description and Objectives

The goal of this course is to help you communicate effectively within the technical professions, both in writing and in oral settings. As an advanced course in writing and Technical Communication, it will familiarize you with the discourse practices common in your future institutional communities within mono- as well as multi-cultural settings and aide you in applying them to your own work. 

Course Requirements

1) Four Major Portfolios, each consisting of several individual assignments. Each project requires several drafts to be work-shopped in class. 

2) Research Proposal for Technical Research Project

3) In-class Power Point presentation, based on your Technical Research Project

4) In-class workshops, writings, and participation in class

The Four Portfolios:

• Project # 1: Job Applications



• Résumé (draft, group comments, and final)



• Sample application letter (draft, group comments, and final)



• Audience analysis memo and job ad

• Project  # 2: Document Design: Collaborative Development of Web Home Page



• Group home page



• Audience analysis memo

• Project  # 3:  Instructions/Manual:Individual Page  Linked to Group Home Page



• Web site linked to group home page



• Audience analysis memo

• Project  # 4: Technical Research Project



• Proposal for research project



• Draft of project and group comments



• Final, polished version of research project



• Audience analysis memo



• Power Point Presentation slides and notes

Class Discussion

In class we will discuss various situations and problems within the world of technical professions and interweave discussions of texts and their techniques of writing with our own writing projects. We will also analyze each other’s writings as well as workshop our projects. Since the success of our class depends on your active participation, I expect you to take part in class discussion.

Attendance

Attendance is required, since workshopping and discussion form an integral part of the course. More than 2 absences will result in a lowered grade (half a letter grade per absence over the allowed minimum), up to and including “F.” Two late arrivals to class will be considered one absence, as will two early “departures” or leaving and returning to class while it is in session. Arriving to class more than 20 minutes late will be considered one absence. If you have to miss any class, you are responsible for all materials covered and all assignments due that day. In-class work cannot be made up.

Plagiarism

Plagiarism is the act of passing off somebody else’s work as your own, whether it is literally “stealing” somebody else’s work word-for-word or using somebody else’s ideas without acknowledging so, even if you put them in your own words, or relying too heavily on an outside editing source. Plagiarism demonstrates contempt for ethical standards, your instructor, and your peers. Thus, if you hand in plagiarized work, you will receive zero credit for the assignment and risk failing the course.

Grading

• Portfolio # 1: 


20 %

• Portfolio # 2:



10 %

• Portfolio # 3:



10 %

• Portfolio # 4:



30 %

• Power Point Presentation:

10 %

• Peer Edits & Class Participation: 
20 %

Have Fun in our Class!!!!
English 204—Syllabus, Spring 2008 (subject to change)

Note: all assignments highlighted in green have to be emailed by 8 p.m. the day before we have class 

Tues., Jan. 15:

• Introduction to class 





• Letter of Introduction describing professional interests 

Tues., Jan. 22:

• ASSIGNMENTS: 





* Guffey, “Communicating for Employment” (excerpted handout)





* Bring job ads to class





• Résumés and formal cover letters





• Sarah Ramer, “It’s More than the Economy, Stupid” (handout)





• How to read job ads

Tues., Jan. 29:

• ASSIGNMENTS:





* Read: Lannon, “Résumés and Job Applications,” p. 425-441

* EMAIL by Mon., 8 p.m: Reaction to two sample résumés in Lannon—can they be effectively scanned in 15 seconds? 






• Carlos Lobo, “Résumé Reading 101” (handout)





• Sample student work; successful résumés and cover letters

Tues., Feb. 5:
• ASSIGNMENTS:
* DRAFTS OF RESUME AND COVER LETTER DUE (don’t forget to bring your job ad)





• Peer edit and collaborative revision: workshop





• Formation of groups for Portfolio # 2

Tues., Feb. 12:

• ASSIGNMENTS:

* PORTFOLIO # 1 DUE 
* Read: Lannon, “Web Pages and Other Electronic Documents,” p. 459-479

* EMAIL by Mon, 8 p.m.: Look at the so-called “FritzBox” home page—how user-friendly do you think it is, considering its audience? 





• Overview: Document Design

Tues., Feb. 19:

• ASSIGNMENTS:

* Read: Lannon, “Working in Teams,” p. 96-115 and “Delivering the Essential Information,” p. 27-42 (AUDIENCE!!!!!!—DON’T SKIP!)

* EMAIL by Mon., 8 p.m.: Briefly describe your past experiences with working in teams





• Collaborative work on document design/home page

Tues., Feb. 26:

• Collaborative work on document design/home page

Tues., Mar. 4:


• ASSIGNMENTS:

* DRAFT OF DOCUMENT DESIGN DUE

• Peer assessment of group home pages; workshop

SPRING BREAK: MARCH 10-16
Tues., Mar. 18:

• ASSIGNMENTS:

* PORTFOLIO # 2 DUE




* Read: Lannon, “Instructions and Procedures,” p. 532-562

* EMAIL by Mon., 8 p.m.: Evaluate the “Wireless Network Instructions” section on the “FritzBox” website for an audience that has limited experience with computers and is over 50

• Overview: Instructions and Audience
Tues., Mar. 25:

• ASSIGNMENTS:

* DRAFT OF INSTRUCTIONS/MANUAL DUE





• Peer edit and collaborative revision: workshop

Tues., Apr. 1:


• ASSIGNMENTS:

* PORTFOLIO # 3 DUE

* Read: Lannon, “Research Proposals, “ p. 575-577, “Formal Analytical Reports, “ p. 605-640, and “ The Research Process,” p. 116-194





* EMAIL by Mon., 8 p.m.: Previous Experiences with Research Papers





• Overview: Proposals, Research Projects
Tues., Apr. 8:


• ASSIGNMENTS:
* Read: Lannon, “Designing Visual Information,” p. 286-332) and “Oral Presentations,” p. 653-673) 

* EMAIL by Mon., 5 p.m. (Change of Time!!!!): Proposal for Technical Research Project




• Overview: Research





• Overview: Effective Power Point Presentations





• Movie: Designing and Delivering Effective Presentations 

Tues., Apr. 15:

• ASSIGNMENTS:

* DRAFT OF TECHNICAL RESEARCH PROJECT DUE





• Peer edit and collaborative revision: workshop

Tues., Apr. 22:

• PROFESSIONAL PRESENTATIONS 

Tues., Apr. 29:

• ASSIGNMENTS:

* PORTFOLIO # 4 DUE

• PROFESSIONAL PRESENTATIONS 

