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	Institutional Mission & Goals
	Course Intended Outcomes
	Means of Assessment and Criteria for Success
	Summary of Data Collected
	Use of Results

	1
	1. Define the communication process, including non-verbal communication and effective listening. Understand the benefits of workforce diversity.
	Means: 10 multiple choice/true false/fill-in questions. 
Criteria: 70% of students will answer 7 or more correctly.
	 75% of students answered 7 or more correctly.  All students participated.
	Instructional methods are effective.

	1
	2. Write, proofread, and revise business communications.
	Means:  Compose a clear and effective memoranda and personal business letter.

Criteria:  70% of students will demonstrate a score of 80% according to department rubric.
	90% of participating students demonstrated a score of 80% or more. Participation was at 80% for the memo and 75% for the letter.
	Requirement for advance, draft copies is very effective in the learning process.  Additional methods are necessary to increase participation.

	1
	3. Identify proper types of messages, the purpose for writing, steps in the writing process, how to adapt to the audience, and the best delivery mode
	Means: 70 multiple choice/true false/fill-in questions embedded in 7 tests throughout the semester. 
Criteria: 70% of students will answer 7 or more correctly on each 10 question test.
	81% of participating students answered 7 or more correctly.  Participation was at 97% overall.
	Instructional methods are effective.

	1
	4. Learn report basics involving workplace data: formal and informal reports, meeting minutes, proposals, and summaries. Develop skills to prepare for meetings and to interact via telephone.
	Means: 30 multiple choice/true false/fill-in questions embedded in 3 tests throughout the semester.
Criteria: 70% of students will answer 7 or more correctly on each 10 question test.
	83% of participating students answered 7 or more correctly. Participation was at 90% overall.
	Instructional methods are effective.

	1
	5. Develop speaking skills, including preparation of presentations and visual aids, organizing content, building audience rapport and polishing delivery. 
	Means: 10 multiple choice/true false/fill-in questions.
Criteria: 70% of students will answer 7 or more correctly.
	90% of participating students answered 7 or more correctly. Participation was at 90%.
	Instructional methods are effective.

	1
	6. Develop skills to communicate for employment.
	Means: 30 multiple choice/true false/fill-in questions.
Criteria: 70% of students will answer 21 or more correctly.
	75% of students answered 21 or more correctly. Participation was at 100%.
	Instructional methods are effective.

	3
	7. Demonstrate job search and interviewing skills to use in the business environment.
	Means: Prepare a job qualification summary, compose a resume and cover letter, and develop an interview preparation sheet.

Criteria: 70% of students will demonstrate a score of 80% according to department rubric.
	99% of participating students demonstrated a score of 80% or more. Participation was at 91% overall.
	Requirement for advance, draft copies is very effective in the learning process.

	1
	8. Recognize and utilize proper punctuation and grammar.
	50 multiple choice/true false/fill-in questions on parts of speech, punctuation and sentence structure.

Criteria: 70% of students will answer 35 correctly. 
	30% or students answered 35 or more correctly.  Participation was at 100%.
	Instructional methods are ineffective.  More emphasis must be placed on structured review and practice of punctuation and grammar.


