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Professional Writing 

ENC 3250, Fall 2011 

 

Class location: SOC 384/151 Days/Time: T/R 800-915 & 930-1045 am 
 
Instructor:  Kendra N. Bryant E-Mail Address:  knbryant@mail.usf.edu 
Office Location:  CPR 328 www.linkedin.com/pub/kendra-nicole/18/500/54  
Office Hours:  T: 11-1 /R: 11-12  knbryant.wordpress.com 

  
Course Description 

Although this course is an introduction to the techniques and types of professional writing—
including correspondence and reports most often found in office and online business communities—
students will be introduced to expressivist writing techniques in an attempt to help them dis-cover 
their voices through professional writing.  This course is designed to help students to develop and 
strengthen skills of effective business and professional communication in both oral and written 
modes, while assisting them in maintaining their voices.  
 
Professional writing is a form of communication that involves writers (speakers) and readers 
(audience members) who respond to one another.  Professional documents developed for various 
businesses use description, explanation, style, and voice in order to persuade readers to take action. 
(Note: Action is not limited to boycotting or rioting.  Action can be as simple as being sympathetic.) 
Consequently, effective professional writers in the business world must have: 
 

 A clear understanding of the subject matter 
 A thorough awareness of the intended audience(s) 
 A strong mastery of the required business writing forms 
 A strong mastery of the rules to grammar, syntax, and punctuation 
 A strong voice 

 
Course Objectives 

Through class meetings and out-of-class preparation, students should expect to do the following:  
 

1. Understand the process of communication from the position of “receiver” and “sender” in a 
variety of business and professional contexts. 
 

2. Apply specific reasoned, practical, and ethical communication principles to composing and 
delivering typical business and professional messages. 
 

3. Practice business communication skills in both independent and collaborative situations. 
 

4. Develop a professional online presence. 
 
Note: This course is a part of the University of South Florida’s Foundations of Knowledge and 
Learning Core Curriculum. It is certified as a Gordon Rule 6A Communication Course fulfilling the 
following dimensions: Critical Thinking, Inquiry-based Learning, and Written Language Competency. 

 
Course Outcomes 

At the end of the course, students should be able to: 
 

 Analyze and evaluate audience/purpose/situation as they apply to business writing 
contexts. 

 Produce clear, concise, effective audience and purpose-specific business rhetoric. 

 Plan and participate in a collaborative project. 
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 Incorporate process (research, invention, writing, revision, and editing) into writing tasks. 

 Analyze multiple writings from business professions, particularly their own business 
interests. 

 Adapt tone and style for appropriate rhetorical business professions. 

 Conduct primary and secondary research relevant to topic and incorporate appropriate 
documentation style. 

 Give and receive constructive criticism. 

 Use various technologies to design accurate and visually appealing written and oral reports. 

 Develop strategies to facilitate communication across ethnic and/or business cultures. 
 Assert their personhood in professional documents. 

 
 

Prerequisites 
ENC 1101 and ENC 1102 or Honors English (or equivalent)  

 
Required Textbook 

Courtland Bovée and John Thill, Business Communication Essentials, 4th edition, ISBN 978-
0136084419.  Note: Any version of the 5th edition is allowable for this course, including digital, 
unbound, or used copies.  Students may wish to use http://www.bookfinder.com/ to help them find the 
cheapest copy available. 

 
Method of Instruction 

 
 Lecture and Discussions: Students will regularly be assigned readings from the text, as well 

as from various handouts.  At the start of most class meetings, we will review key concepts 
from the assigned readings and discuss any homework assignment and/or project in 
relation to those readings.  Students are strongly encouraged to ask questions, as this will be 
the time to clear up any misunderstandings.  During class lecture and discussion, students 
are also encouraged to take notes, for this will also be the time when I use student papers to 
teach students about various formats and styles, grammar, syntax, and punctuation 
concerns, as well as project recommendations. 

 Group Work: Students will usually be working on a major project that spreads out over a 
number of weeks.  Often, we will use class time as a workshop environment where students 
can work on their individual or group project with my and/or their classmates’ help. 

 
Major Assignments 

 
 Personal Portfolio Project: This assignment enables students to write and collect 

professional documents that will make up their personal portfolios.  Personal portfolios are 
often used during the interview process, and therefore, should reflect students’ personal 
interest.  Student portfolios will include a résumé, a cover letter, letters of recommendation, 
personal statement, and other professionally written documents.   

 Marketing (Social Enterprise) Project: You will prepare marketing materials for your 
social enterprise project—which will include a formal report, formal proposal, formal 
outline, as well as a website.  

 Weekly Blog Posts: Using Wordpress, students will be required to create a web presence 
for themselves by posting a weekly blog about their professional interests.  Students will 
come up with their own weekly blog topics in response to recent news/updates in their 
field(s) of interest.  Blogs must be at least 250 words in length, be posted to Wordpress by 
Tuesday of each class, and also be submitted to me (typed, double-spaced, 12-pt font, with 

http://www.bookfinder.com/
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title) at the start of each Tuesday class.  (Note: Blogs should reflect the professional person 
that students are creating for themselves via their professional writing documents.  In other 
words, weekly blogs should resemble the personhood that students showcase in their resume, 
personal statement, and other personal documents.)   

 LinkedIn: Students will be required to create a LinkedIn account wherein they will post a 
final resume, as well as retrieve one letter of recommendation from one of their peer 
classmates to post to their profile.   

 Daily Quote: For this assignment, one student will be responsible for writing an 
inspirational quote of his/her choosing on the board for his/her classmates at the beginning 
of each class period.  During the last five-ten minutes of class, each student will then read 
his/her quote aloud and offer the class an explanation of the significance of his/her quote to 
his/her life.  If time permits, students will then discuss the quote’s meaning(s) together.  
Note: This assignment is an A or F grade.  Either students participate or they don’t.  

 Notebook:  Students are required to keep a class notebook that they should maintain and 
bring to class every day.  The first page of student notebooks should be a title page that 
includes student name, class title, location, semester and year, as well as my name and office 
number.  The class syllabus should follow it. Notebooks should also include the following 
sections: Social Enterprise, Personal Portfolio, Weekly Blogs, Memorandums, Various 
Handouts, Quote of the Day, and Notes. 

 Final Exam: The final exam is required and will be given at the designated time per 
University regulations.  Most likely the final exam will be a typed-written 
personal/professional document in response to some business scenario.  

 
Specific details for most assignments will be placed on Blackboard and/or distributed in class via 
memorandums.  However, it will behoove students to come to class so that they can receive personal 
direction.  
 

Blackboard 
Students are strongly encouraged to check Blackboard on a daily basis.  Here, students can find the 
details for what they’re expected to bring to each class period on Blackboard under 
ANNOUNCEMENTS (with details for each class announced by the previous Tuesday/Thursday 
morning).  In addition, class syllabus, some memorandums and handouts, as well as some assignment 
instructions will also be posted on Blackboard.  Finally, I will use Blackboard to inform students of 
any unforeseen class cancellations.    

 
Grading 

Final grades will be based on the following weights: 
 

Assignment Category Percent of Total Grade 

Personal Portfolio and Presentation 30% 
Word Press Blog Assignment 25% 

Social Enterprise Project 20% 

LinkedIn Project 10% 
Final Exam 10% 
Notebook 5% 

 
Grading Criteria 

Students will be given a rubric that will provide the grading criteria for each of the above major 
projects.  Rubrics will differ according to project and will be distributed to students before their final 
projects are due.  With the exception of final projects that will be given final letter grades, daily 
assignments will receive only comments and editing suggestions; therefore, students will not be 
receiving letter grades on every assignment that they submit.  Note: I will inform students if I feel that 
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they are in danger of receiving a poor grade by midterm’s approach.  However, my comments and 
suggestions should give students an idea of their status.  Moreover, students will be responsible for 
completing each assignment as well as they can. Once submitted, it will be commented on and 
returned by the following week of class.    

 
Disabilities 

Students with a disability and thus requiring accommodations are encouraged to consult with the 
instructor during the first week of class to discuss accommodations. See Student Responsibilities: 
http://www.sds.usf.edu/Students.htm. Each student making this request must bring a current 
Memorandum of Accommodations from the office of student Disabilities Services.  

 
Deadlines 

Deadline for submitting written work will be strictly observed.  I do not, and I will not, comment on 
late work.  Students who are absent from class for whatever reason must submit their work to me 
through any means necessary—except via email.  Note: Students can submit work to me in my office 
up until the end of my designated office hours. Due dates for all assignments and projects are TBA. 
 

Religious Holidays 
You are excused from class for major observances of your religion, which need to be brought to my 
attention by the second week of class.    
 

Plagiarism 
See http://www.ugs.usf.edu/catalogs/0809/adadap.htm for the USF Undergraduate Catalog’s 
definitions and policy, and consult with me if you have any questions.  Plagiarism is especially 
difficult to define in business settings, where we at time will adapt text written largely by others (as I 
am doing with this syllabus, for example) and where we will do a great deal of group work.  However, 
even though I recognize the possibility of confusion, I will not tolerate any unethical behavior, which 
includes using material from sources without proper citation and collaboration beyond the 
boundaries of what I have stated is acceptable. 
 

Notes and Tapes of Lectures 
It is not permitted to sell notes or tapes of class lectures. 
 

Course Policies 
This course is designed to function as a workshop. To create and maintain this environment, there 
are certain guidelines that must be adhered to: 
  

 Disruptive behavior will not be tolerated. What does that mean?  Basically, please respect 
differences of opinion, religion, dress, ethnicity, and demeanor.  We are a community of 
learners, and we will fellowship with loving-kindness. 

 All cell phones must be turned to vibrate or silent.  I expect the same etiquette one might 
use at a business meeting.  If students must use their cell phones, please step outside.  
Similarly, be wise about laptop use.  While I don’t mind if students bring their laptops to 
class, (I actually encourage it), I expect students to pay attention during class lecture or class 
discussion.   

 Attendance is mandatory; however, students are permitted two absences which cover 
sickness, special holidays, and documented emergencies. Students are encouraged to email 
or phone their classmates to find out what happened in class on the days that they are 
absent.  Note: I do not reteach lessons just because a student was absent.  In addition, I do not 
respond to emails that ask that I do so.  Finally, an email explaining student absences is 
unnecessary.    

 Preparation: Please come prepared to class.  Have something to write with and write on.  
Bring your text book and your organized notebook.  Bring any due assignments.  Bring your 

http://www.sds.usf.edu/Students.htm
http://www.ugs.usf.edu/catalogs/0809/adadap.htm


Bryant, Kendra Nicole   ENC 3250  p. 5 

 

voice—your opinions, your confusions, your questions, your successes.  Be awake.  Be 
present.   

 Participation: Remember that the class is a workshop. There are individual and group tasks 
that must be done. There are no “spectator” roles—at least not all of the time. Students are 
expected to be active participants in all of their work, which include actively reading and 
actively listening. 

 Timely Completion: Part of being successful in a business environment involves being 
responsible for timely completion of assigned tasks. If students fall behind schedule, they are 
encouraged to meet with me to resolve the problem before it is too late to do anything about 
it. 
 

 Emails: I am available to receive emails 24/7.  However, I will respond to them only Tuesday 
through Friday between the hours of noon and 5:00 p.m.  I will not respond to emails over 
the weekend or any time before noon or after 5 p.m. because I will not be on Black Board 
during those times—EVER.  Also, all emails should be formally and thoroughly written to 
include a greeting, a body, as well as a proper closing.  Emails that are not professionally 
written will not receive my response.  

 
Writing Centers 

USF has two excellent free tutoring centers available for anyone who would like help with any aspect 
of writing: 

 The USF Writing Center (www.usf.edu/learning/writing) “offers assistance to any student 
who wants to improve his or her writing skills. Our services are free and available to 
enrolled students, faculty members, and active staff. The Writing Center is a place for writers 
of all skill levels to take chances, ask questions, and develop their abilities.” 

 The Business Communications Center (http://coba.usf.edu/bizcom/index.html) “offers 
help to business majors —undergraduate students as well as graduate students — in all 
phases of writing. We are a resource for students who want to improve their written, oral, 
presentation, and email communication skills.” 

 
Emergency Plans 

In the event of an emergency, it may be necessary for USF to suspend normal operations.  During this 
time, USF may opt to continue delivery of instruction through methods that include but are not 
limited to: Blackboard, Elluminate, Skype, and email messaging and/or an alternate schedule. It’s the 
responsibility of the student to monitor Blackboard site for each class for course specific 
communication, and the main USF, College, and department websites, emails, and MoBull messages 
for important general information.  
 
 

 

http://www.usf.edu/learning/writing
http://coba.usf.edu/bizcom/index.html

