
SPCH 23: Business & Professional Communication

(Cross-Cultural Perspectives)
Brooklyn College, The City University of New York

Study Abroad in China Program
Instructor:  Shuming Lu, Ph.D. (or, another communication professor to be appointed)

Required Text
Adler, R. & Elmhorst, J. M. (2008).  Communicating at work: Principles and practices for business and the professions, 9th ed. New York, NY: McGraw-Hill.   ISBN: 0073511889
Course Description
This course will introduce the student to some key theoretical and practical communication issues in business and professional settings from cross-cultural perspectives.  Issues to be discussed in this course include cultural diversity, listening, verbal and nonverbal communication, group communication, leadership, interpersonal skills, conflict management, interviewing and business presentation skills.  Students will learn to analyze cases of intercultural contacts in business and professional settings and apply knowledge of culture and communication to life in a multicultural business world.
Course Outcomes
This course, by discussing communication issues in multicultural business and professional settings, will help students achieve the following outcomes:
1. Students will be able to understand  the role of communication in corporations and major theoretical frameworks of communication in multiple business and professional communication;
2. Students will develop communication skills necessary to function effectively in a corporation and in individual and group problem solving;
3. Students will be able to develop and refine fundamental communication and presentational skills, in order to effectively interact in varied corporate situations;

4. Students will able to address intricate relationships between culture and communication in business and professional interactions; 
5. Students will be able to conduct research in areas of business, cross-cultural and organizational communication; and

6. Students will be able to evaluate their career goals as a member of a corporation in a diverse setting.
Class Format
Because this class is part of the study abroad in China program, students are encouraged to experience the Chinese culture and business communication as much as they can while in China.  Students are required to keep journals to record their observations and analyze their cultural experiences during the trip. In addition to class meetings, online discussion will be arranged on the blackboard system for chapters of the textbook.
If you are a CUNY student, a Blackboard account has been reserved for you. Before using it, you must first set the account up. You need to create an account in Blackboard at http://portal.cuny.edu.  If you have problems with the Blackboard site or portal, call the ITS for help at 718-677-6180. You are required to complete the above process one week before our departure for China. Discussion questions are made available on the class blackboard website under “Assignments.”
Written Submission
All written submissions must be typed and documented in accordance with the instructor's requirements. Written submissions will be evaluated by the instructor for responsiveness to the assignment, theoretical sophistication, rigor, coherence, and ingenuity of the position developed, organization, and correctness as well as clarity of expression.  As regards evaluation of the mechanics of expressive correctness, students are advised that for every ten errors in spelling, grammar (including capitalization and punctuation), and documentation, the overall evaluation of a submission will be lowered by one grade; Submissions with large number of errors will be returned ungraded.

All submissions are due as specified in the syllabus at the beginning of the class, and late submissions will be penalized with one grade lowered for each day late.

Evaluation

1. Trip/class participation 
10% 

2. Journal reports 

20% 

3. online discussion

20%
4. Final exam

30%

5. Course paper

20%

Non-Brooklyn College students are required to keep a course portfolio of all work and assignment submissions for this course, to be evaluated by the appropriate office and committee for equivalent credits at their home institution.

Class Meetings

At least 15 class sessions will be scheduled, with each session for 3 hours. Most formal class sessions are scheduled to be conducted during our three-week stay in Nanjing, but a few (2-3) sessions may take place while the group is visiting the first two cities of Beijing and Xi’an.  The class may meet on weekend and evenings if necessary.  Class sessions are mostly conducted in actual classroom settings although a few will take place on site visits and/or online at the blackboard website.
Schedule of the class meetings and the location may not be announced until the group’s arrival in China and may be subject to change, sometimes at short notice.  The instructor reserves the right to make necessary adjustments in the class schedule and evaluation in response to the changing situation during the course of the program in China.

If we occasionally choose to meet in a café, you are to note: (1) when the class is in session, all must turn off the internet access (unless otherwise instructed); and (2) each is expected to purchase a meal/snack (about $5).

Journal Report Assignment

1. You will keep journals throughout the trip, starting with Day One, in which to record and reflect on all cultural differences or communication difficulties in any of your business encounters/observations during the trip, including, but not limited to, service people on the flights, at airports, from travel agencies (tour guides, drivers), shops and stores, train stations, hotels, restaurants, etc.
2. You will submit two journal reports (at least 2 pages in length). Each journal report should first describe the interaction or observation in detail, and then use concepts from the book chapters to analyze.  Each of the journal reports should focus on different phenomena. Each report must be accompanied by three journal entries that you think are the best.
3. The first journal report is due at 5:00 pm on the 2nd day after our arrival in Nanjing and the second due at 5:00 pm on the 9th day after our arrival in Nanjing.
Course Paper Assignment

1. You will submit a paper, at least five pages in length, in which to discuss the relationship between culture and business/professional communication as experienced in this course through the study abroad in China program. You can choose to focus on any aspects you judge to be relevant and appropriate, as long as they fall within the purview of this course and address the relationship between culture and business/professional communication.

2. Relevant concepts from the textbooks and the lectures should be used to explain. Examples from your journals and observations should be cited to support your discussion and analysis. Most of the content in the journal reports should not be repeated in this course paper.

3. The paper should be at least 5 pages in length. It is due 10:00 pm the day before the group departs Nanjing.
Schedules and Topics of Class Activities
1. Introduction to Course: Business Communication and Globalization
2. Chapter 1: Communication at Work
3. Culture and Business Communication--How to study the two?
4. Chapter 2: Communication, Culture and Work
5. Chapter 3: Listening
6. Journal Report #1
7. Chapter 4: Verbal and Non-verbal Messages
8. Culture and Verbal & Non-verbal Messages
9. Chapter 5: Interpersonal Skills
10. Chapter 6: Principles of Interviewing
11. Chapter 7: Types of Interviews
12. Culture and Interviewing
13. Chapter 8: Working in Teams
14. Culture and Group Communication at Work
15. Chapter 9: Effective meetings
16. Culture and Meeting Effectiveness
17. Journal Report #2
18. Chapter 10: Developing and Organizing the Presentation
19. Chapter 11: Verbal and Visual Support in Presentation
20. Chapter 12: Delivering the Presentation
21. Chapter 13: Informative, Group, and Special-Occasion Presentations
22. Chapter 14: Persuasive Presentations
23. Culture and Communication Competence in Business Presentations
24. Discussion of topics for the course paper
25. Summary & review
26. Final examination
Some of the chapter topics in the text will be put up for class discussion on blackboard. For effective management of the discussions, the class will be divided into four small groups, with 3-4 students in each.

Chapter Discussion Questions

This assignment is important in shaping class discussions and increasing knowledge about how communication works in a business/professional setting. Each student will need to answer a select number of questions related to several textbook chapters. The chapters are 3, 4, 5, 8, 9, 12, & 14.  The discussion questions for the selected chapters will be provided on the course blackboard under “assignments.”
Each question is to be answered completely and with as much detail as possible. Grades will be based on depth of answers and critical thinking of terms/concepts.  Each answer to one question is to be one short essay (1-2 pages). All the members in the group will answer the same question(s) assigned for the group.  This is an individual assignment. Do not share or review answers with other classmates before class. 

Chapter discussion questions will be assigned to groups as follows:

Question(s) 1 & 5 for Group 1

Question(s) 2 & 6 for Group 2

Question(s) 3 & 7 for Group 3

Question(s) 4 & 8 for Group 4

The answers will be submitted on the blackboard website by 10 pm on the night prior to the day when the chapter is to be discussed.
Please note: Chapters are based on 9th edition of the textbook.  Numbers of the chapters may be a bit different in previous editions of the book, but you just look for the content of the chapter.

Chapter 3: Discussion Questions
1. You have been asked to give a speech in class on the major reasons why people listen poorly.  You only have a few minutes to point out the major causes for poor listening.  Give the three most important reasons why people listen poorly.  Using information in the text and your own experiences, defend your choice of these three; that is, why are they the most important causes of poor listening?

2. Choose six different barriers to listening that you have personally experienced.  Describe and give a specific example of each.  Then, for each type, suggest one strategy you could use to help yourself overcome this listening barrier.

3. Which of the listening style preferences described in the book do you fit most closely?  Identify the major characteristics of this style.  In what types of situations is this style most useful?  In what types of situations might this style be a drawback? 

4. The text mentions five different ways you can respond when you are “listening to help”?  Describe at least three of these responses in detail.  For each, give some guidelines that describe when this style is and is not helpful.  What cautions would you suggest to persons using each response?

Chapter 4 - Discussion Questions 
1. Explain the difference between specific and abstract language.  Give three examples that illustrate how and why an abstract term can be made more specific.

2. Describe the advantages to an organization of having employees who are competent and flexible enough to be able to be fluent in using both rapport and report talk.  When would each be the advantage?  Use specific examples to show how each style benefits the organization. 

3. Choose four different categories of nonverbal behavior.  Describe how you could apply what you've learned about each to communicate to a new employer that you are reliable, competent, and responsible.  Use specific examples of what you would do within each of the four categories to demonstrate these traits.

4. Edward T. Hall describes the day in the 1930s when, as a supervisor of a Dineh (Navajo) work crew, he learned how to learn about cultural appropriateness.  Read the passage.  Relate it to at least two nonverbal concepts and describe what business communicators can learn from this passage:

"My tutorial with Sam Yazzie began the first time the two of us climbed into our truck.  After I slammed my ill-fitting door, he turned around, looked at his door, and pulled it quietly shut.  After I had slammed my door a couple of more times and he had pulled his shut quietly, I began to get the point."  [from Edward T. Hall, West of the Thirties, p. 80]

CHAPTER 5  DISCUSSION QUESTIONS 

1. Describe a situation in which you had to work with someone who communicated in an unpleasant way (see Table 5-1).  What effect did this have on you?  on other co-workers? on the productivity of the organization?  Explain your answers.

2. If someone tells you that the climate at work is very supportive, what pictures or mental images come to mind for you? What attitudes and behaviors do you associate with a supportive work climate? What can one person in a negative, disconfirming environment do to create a more confirming climate?


3. Is it possible to maintain a supportive climate when you disagree strongly with another person’s ideas?  when you have a personality clash with another person?  If not, why not?  If so, how might you go about maintaining a supportive climate? Why do you believe that criticism is often so difficult for individuals to hear? What strategies do you use when you give criticism to others?   

4. One of the keys to leadership is the ability to empower subordinates.  Can you empower employees through praise?  How?  Is it possible to give too much praise?  or to praise ineffectively?  If so, how can you differentiate between constructive and nonconstructive praise?

5. Think of at least three times when you have responded defensively to criticism.  What were the consequences?  Based on your examples, try to figure out which social situations or relational circumstances tend to make you feel defensive.  Think through how you could use the guidelines from this chapter to respond more constructively to similar situations in the future.

6. What would be the probable results for an employee who tries to eliminate all conflict on the job? Is this a realistic goal? Why or why not? Of all the conflict styles, which do you think has the potential to be the most damaging to a career? Why? How would you rank-order them from potentially the most to least damaging?

7. Besides what is discussed in the text, can you think of times when avoiding, accommodating, or competing would be the BEST choice of conflict style? Have you ever experienced negative consequences when you tried to use the compromising approach to conflict? Describe your experience.  How might you have prevented the negative consequences?

8. Predict the impact on specific work situations if all parties approached negotiation from a win-win perspective. What is the most difficult aspect about choosing which negotiating or conflict style to use and when? What kinds of situations make these choices particularly difficult?

CHAPTER 8: DISCUSSION QUESTIONS 

1. What was the most productive work or community group you were ever part of?  What made it so?  Try to identify the factors that contributed to its productivity.

2. What was the most ineffective work or community group you were ever part of?  Why was it so bad? Can you identify factors that made it ineffective?


3. Suggest five tasks that would be best suited for group work and five tasks that would be best suited for individual work.  Have you ever participated in a group that was attempting to accomplish a task that would have been better suited for an individual?  What happened? 

4. Think of a group you’ve been a member of that did not function well as a team.  Which characteristics of a team did it lack?  Suggest how you might have helped the group develop those team characteristics.

5. How does leadership emerge in a group that has no history together? Give examples from groups you've been part of or observed.  Can you think of situations where leadership didn't follow the norms presented in the text? Who is the best leader you've ever worked for or observed? What kind of leadership did that person employ? What made that person effective? 

6. How does your perception of power vary or coincide with the description in the book? Describe different types of power you have in different groups you belong to and explain why you classify your powers as you do.  


7. From your own experiences, give examples of each of the seven steps of problem solving described in the text. Analyze a decision-making group that you’ve been a member of.  Did it work through all four stages of decision emergence as described in the text?  If so, describe what occurred in each stage.  If not, explain how your group varied from the explanations in the text. 

8. What impact is created when a group member violates one of the group’s norms?  Suggest productive ways to manage this impact.

Chapter 9--DISCUSSION QUESTIONS 

1. Explain the differences between a group and a meeting.  Can a group exist if it doesn’t meet?  Can a meeting occur if the attendees are not part of a group? Talk to someone who works in a job that you are interested in.  Ask them to describe the purposes, types, and importance of meetings they participate in.  

2. When have you felt most satisfied with a meeting you attended? Why? When have you felt most dissatisfied with a meeting you attended? Why?

3. How would you complete the following: I [usually, almost always, often, almost never, never] enjoy meetings that I attend. Identify reasons for your answer. Under what circumstances should a meeting be avoided and the problem solved by some other form of communication? Can you give some examples?

4. How many meetings that you attend have printed agendas? Do you always or ever have printed agendas days in advance of the meeting? What is the effect of having or not having an agenda? In your experience, what should a leader do to start a meeting off on the right foot? Can you recall some exemplary beginnings? What made them so? Can you think of meetings that started off poorly? Why? What could/should have been done differently?

5. Have you ever attended a meeting that was run according to Parliamentary Procedure?  What type of meeting was it? Were you able to understand the procedures?  Did the procedures seem to help or hinder the flow and effectiveness of the meeting?  Explain.


6. How can people be encouraged to participate in a meeting, especially when they do not want to? What works for others to encourage you to participate? What do people do to discourage others from participating in meetings?  What things really discourage you from participating?

7. What are the most important things a leader can do to keep a discussion on target? In your opinion, what should a leader never do? If, starting tomorrow, all guidelines in the text for calling and conducting meetings were followed, what immediate changes would occur in your life? in the organizations you belong to?

8. What do you think you, as a participant, can/should do when the group's work isn't done but the scheduled time for the meeting is up? What do you think is the responsibility of the leader? of each participant?

Chapter 12-DISCUSSION QUESTIONS 

1. What is the most effective use of visual aids you've ever seen in a presentation? What made it so effective?

2. What is the most ineffective or bungled use of visual aids you've ever seen in a presentation? What made it so?

3. In addition to the different types of verbal support material discussed in the textbook, are there others you know of or have used?

4. In Chapter 3, you learned the value of using low-level abstractions to explain your ideas clearly.  How can you apply this concept to your use of supporting materials in your speeches?

5. If you were to come up with a simple general rule for selecting the most appropriate medium to visually support your presentation, what would it be?

6. You have probably all seen speeches accompanied by software presentations that illustrate the “Dangers of Presentation Software” described in your text.  Why do so many speakers violate the guidelines for effective visual aids when they use presentation software?  Should you go along with the crowd, or is it better to dare to be different and to create simple, concise, uncluttered visuals?   Will they be too boring?

7. What is the “Rule of Seven”?  Why is this an important rule to remember?

8. What advice would you give to the students in this class for using visual aids?

Chapter 14-DISCUSSION QUESTIONS 

1. Select one type of informative presentation described in the text. Choose a topic you are knowledgeable about and, using the text’s guidelines for your chosen format, explain how you would present your topic. 

2. When have you felt that you have been the object of someone's persuasion? Someone's coercion? Someone's manipulation? What is the difference in your mind? Is the difference in what that someone was doing or in how you perceived it? What do you think distinguishes an ethical from an unethical attempt to persuade? Do you agree or disagree with the text? Why?

3. What things will most help you identify the audience's needs so you can address them in your presentation?

4. What kinds of evidence are most persuasive to you? Which is least persuasive? Does it vary with the claim and the context? With the speaker? Explain.
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