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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. Define the communication process, listening skills, non-verbal communication and workforce diversity issues.
	Means: 10 multiple choice/true false/fill-in questions. 
Criteria: 70% of students will answer 7 or more correctly.
	 
	

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

Criteria:  70% of students will demonstrate a score of 80% according to department rubric.
	
	

	
	3. Identify the proper type of message, 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 tests throughout the semester. 
Criteria: 70% of students will answer 49 or more correctly.

	
	

	
	4. Prepare reports involving various workplace data and prepare for meetings, telephone interactions, etc.
	Means: 30 multiple choice/true false/fill-in questions embedded in tests throughout the semester on understanding report basics, assorted business reports, minutes, summaries; guidelines for developing proposals and formal/informal reports; and preparing for meetings.
Criteria: 70% of students will answer 21 or more correctly.
	
	

	
	5. Develop speaking skills.
	Means: 10 multiple choice/true false/fill-in questions on 
presentation preparation, organizing content, audience rapport, visual aids, and polishing delivery.
Criteria: 70% of students will answer 7 or more correctly.
	
	

	
	6. Demonstrate job search and interviewing skills to use in the business environment.
	Means: Evaluate job qualifications, 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.
	
	

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

Criteria: 70% of students will answer 28 correctly. 
	
	


