
Writing Business and Government Organizations | Spring 2015 
ENG 145.13 Section 008 - TR 12:35-1:50 | STV 250B 

Instructor: Mike Shier  
Office: STV 424G  
Phone: 309.438.2080  
Email: smshier@ilstu.edu  
Office Hours: TR: 2:00-3:30 and by appointment 

Course Description: 
In this class, we will be analyzing the rhetorical modes and strategies of various business- 
related communications—from resumes to formal reports. We will follow the trajectory of a job- 
hunter, looking through job listings, creating our own resumes and cover letters, then finally 
creating the kinds of communications that proliferate there, working to understand the contexts 
in which they exist. 

Required: 
• Grassroots Writing Research Journal, Issue 5.2 
• Access to Reggienet 
• Email access 
• Flash drive/Dropbox/a method of saving and accessing your in-class work 

Course Overview: 
 Unit 1 - The Job Hunt 
In our job hunt unit, you will take on the role of a person in need of a job. We will start with job 
listings (how to acquire them, how they differ from medium to medium, intended audiences) 
and then put together an application packet for our chosen jobs. We will analyze the genres of 
the résumé (or curriculum vita, as the case may be) and the cover letter, consider how their  
forms are dictated by their functions, and create our own examples of each.  

 Unit 2 - Communicating on the Job 
Once we get our jobs, we’re going to have to learn how to communicate in our new business 
setting. We will research various kinds of business communications (letters, memos, e-mails, 
flyers, signs) and consider which kinds of communications are appropriate for which workplace 
situations and why.  

 Unit 3 - Communicating for your Job 
There are some kinds of documents you may create in a workplace setting, such as short or 
formal reports, that are meant to communicate findings to your business audience. In this unit, 
we will identify workplace issues and compose short reports on our findings. Then we will team 
up and do longer formal reports on some of these issues. We will also analyze and create visual 
presentations to go along with our formal reports.  



Responsibilities: 
 Attendance 
Come to class regularly and on-time. We will be doing in-class work that will be contributing to 
your unit projects every day, and our time together in class is the only way to get this work 
done. You are allowed two absences during the semester without your grade being negatively 
impacted. Every absence after the second will result in the lowering of your final grade by 1/3 
of a letter. Once you reach ten absences in the class, passing would be a mathematical 
impossibility (even if you have a grade of 100%) and as a result you will immediately fail. 
Habitual tardiness will count toward your absences (I will confer with you if your tardiness gets 
to this point). I do not need notes or documentation of your absences, as this policy makes no 
distinction between “excused” and “unexcused” absences. 

Etiquette 
Respectful behavior towards the instructor as well as each other is paramount in a class where 
we will be engaging in discussions on a daily basis—we must all respect each other for this 
class to work. Do not talk over one another, carry on private conversations, or be otherwise 
unengaged in class. We will be working often on the laptops in class, but when we are not the 
lids should be closed and your attention should be on the activity we are currently conducting. 
Don’t use your phones to text/tweet/whatever. I assure you that you’re not as covert as you 
think you are. There will be class activities where I ask/allow you to use your phones, so you can 
use them then. Sometimes I may even ask you to tweet or look at Facebook. Respect in this 
class is contextual; so long as you are participating in our class activities (including having 
completed any readings for in-class discussions) appropriately and being engaged, your 
behavior is considered respectful. Class disruptions will be noted and considered in your 
participation grade. 

Assignments 
It is your responsibility to turn your work in on-time. If your assignments are missing it is not my 
responsibility to remind you to turn them in. Late work will not be accepted, but extensions 
may be granted on a case-by-case basis. A good rule of thumb is to be proactive and 
communicative. If you’re going to have a problem completing an assignment on time (for any 
reason) let me know about it and we can work together on a solution. I anticipate that all 
assignments will be submitted digitally. 

 Academic Honesty 
Plagiarism means different things to different people. For the purposes of this class, plagiarism 
is attempting to pass off someone else’s work as your own. We will discuss citation and 
attribution for each unit and how to assess plagiarism so there is no confusion when it is time 
for final submissions. Largely, you will be researching in this class—in that case, attribution is 
expected. There is nothing wrong with citing a source for your findings or giving credit for 
someone else’s ideas—part of the work in this class is going out and finding supporting 
information for your ideas. Please do not hesitate to consult with me any time you are uncertain 



about an issue of academic honesty prior to the submission of an assignment. For a complete 
list of violations and possible penalties, see ISU’s Code of Conduct/Academic Dishonesty.  

Accommodations 
If you have a documented disability and require any kind of special accommodation, please 
contact Disability Concerns at 350 Fell Hall, 438-5853 (voice), 438-8620 (TTY). I will then be 
contacted by them with the details of your required accommodations.  

Grades: 

Breakdown 
Participation/Discussion: 10% 
Unit 1:    25% 
Unit 2:    30% 
Unit 3:    35% 

90-100 = A 
80-89 = B 
70-79 = C 
60-69 = D 
0-59 = F 

(note no + or - grades) 


