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	COLLEGE SENATE OFFICE

RESOLUTION PROPOSAL COVER PAGE
	**Routing Number
	#32 07-08 UC

	
	Replaces Resolution
	#

	**Routing # assigned by Senate Office

DEADLINE FOR SUBMISSIONS:    FEBRUARY 28

Incomplete proposals or proposals received after the deadline may not be reviewed until next semester.


INSTRUCTIONS – please, no multiple attachments – each proposal must be submitted as one document:

· Submit only complete proposals. Include support letters from department chair and dean.

· Proposals must be prepared individually in Word format using committee guidelines (guidelines online).

· Fill out this cover page for each proposal and insert it electronically as the front page of your document. (available online at www.brockport.edu/collegesenate)

· Email whole proposal with cover page as one attachment to senate@brockport.edu and facprez@brockport.edu .
· All updates must be resubmitted to the Senate office with the original cover page including routing number.

· Questions?  Call the Senate office at 395-2586 or the appropriate committee chairperson.

1. PROPOSAL TITLE:  Please be somewhat descriptive, ie.  Graduate Probation/Dismissal Proposal  rather than Graduate Proposal.

	Revision of the Management Specialization Track of the Business Administration Degree


2. BRIEF DESCRIPTION OF PROPOSAL:

	1) Re-title a Course, 2) Revise Required and Elective Course List, 3) Add a 1 cr. Professional Development Seminar


	3. ANTICIPATED EFFECTIVE DATE:
	Fall 2009


4. SUBMISSION & REVISION DATES: PLEASE PUT A DATE ON ALL UPDATED DOCUMENTS TO AVOID CONFUSION.
	First Submission
	Updated on
	Updated on
	Updated on

	2/29/08
	
	
	


5. SUBMITTED BY: (contact person)

	Name
	Department
	Phone
	Email

	Dr. William Dresnack 
	Business Admin
	X5532
	wdresnac@brockport.edu


6. COMMITTEES TO COPY: (Senate office use only)

	Standing Committee
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	Date

	__ Enrollment Planning & Policies
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	3/7/08

	__ Faculty & Professional Staff Policies
	Committee Chair Sign Here When Passed
	

	_   General Education & Curriculum Policies *
	To Executive Committee 
	4/14/08

	__ Graduate Curriculum & Policies
	GED to Vice Provost 
	na

	__ Student Policies
	To Senate 
	4/21/08 vote 5/5/08

	XX Undergraduate Curriculum & Policies
	To College President 
	5/8/08

	* follow special Gen Ed procedures for submission of General Education proposals at “How to Submit Proposals” on our Website.
	REJECTED -WITHDRAWN
	


**Use routing number and title in all reference to this proposal.

Proposal to Revise Management Specialization of the Business Administration Degree

Department of Business Administration and Economics

SUNY Brockport

395-2623

Introduction: The governance policies of the Departments of Business Administration and Economics require the periodic review of the core and specialization curricula of the Department’s programs.  Said review is intended to ensure that the Department’s curricula are contemporary, competitive, responsive to the needs of stakeholders, and compliant with Association for the Advancement of Collegiate Schools of Business (AACSB) International accreditation standards.

The faculty that oversee the Management Specialty Track of the Business Administration Degree have completed their review of the management curriculum and have proposed the changes described within.  The proposed changes, made in consultation with the Department’s Business and Alumni Advisory boards, included the following inputs:

1. A competitive review of ten peer and aspiration schools;

2. Feedback from alumni concerning opportunities to improve the curriculum;

3. Feedback from employers on our existing programs and business programs in general;

4. Feedback form the Department’s Council of Students;

The proposed changes are also made in consideration of the new accreditation standards adopted AACSB after the Department’s initial accreditation in Fall 2002.  In particular, compliance with the new Assurance of Learning (AoL) standards is an important consideration in development of this proposal.

To summarize, the management faculty have proposed changing:

1. Which management-track courses will be designated as required;

2. Which courses will satisfy management-track elective requirements;

3. The role of experiential learning (internship) in satisfying elective requirements;

4. The title of one course, to more accurately reflect the evolution of course content.

The addition of a required one credit hour professional development seminar is also proposed.

The changes proposed by the management faculty have been reviewed and approved by Department’s Curriculum Committee and by the Department’s faculty at-large.  Supporting letters from the Department Chair and Dean of the School of Professions are attached.

Side-By-Side Comparison of the Existing and Proposed Curriculum
(italics in proposed curriculum column indicates a change in requirments)

	Current Curriculum
	Credits
	Proposed Curriculum
	Credits

	Business Degree Corequisite Courses
	9
	Business Degree Corequisite Courses
	9

	   ENL308: Business Writing

   ECN304: Intermediate Statistics

   BUS317 MIS or BUS461 POM
	
	   ENL308: Business Writing

   ECN304: Intermediate Statistics

   BUS317: Management Information Systems
	

	Business Degree Core Courses
	21
	Business Degree Core Courses
	21

	   BUS325, 335, 345, 366, 375, 378, 478
	
	   BUS325, 335, 345, 366, 375, 378, 478
	

	Management Specialty Required Courses

   BUS368 Management Skills

   BUS 369 Management Topics
	6
	Management Specialty Required Courses

   BUS260 Professional Skills & Acumen (1 cr)

   BUS461 Production & Operations Mngt.

   BUS465 Human Resource Management
	7

	Management Specialty Elective Courses (students must select 2)
BUS 317 MIS (if not used as corequisite)
BUS 461 POM (if not used as corequisite)
BUS 415 Data Management

BUS 417 Systems Analysis & Design

BUS 418 Advanced MIS

BUS 462 Quality Systems

BUS 463 Small Business Management

BUS 464 Electronic Commerce

BUS 465 Human Resource Management

BUS 467 Employment Law

BUS 468 Advanced HRM

ECN361 Labor Market Analysis
	6
	Management Specialty Elective Courses (students must select 2) 
BUS368 Project Management 

BUS369 Management Topics 

BUS415 Data Management

BUS417 Systems Analysis & Design

BUS418 Advanced MIS

BUS462 Quality Systems

BUS463 Small Business Management

BUS464 Electronic Commerce
ACC388 Cost Accounting

BUS467 Employment Law

BUS468 Advanced HRM
ECN361 Labor Market Analysis

BUS432 Sales Management 

or BUS 438 Supply Chain Management


BUS490 Research Colloquium

BUS498 Internship (3 hr)
	6

	Total Credits Required
	42
	Total Credits Required 
	43


Rationale for Changes:  The management curriculum was last revised effective Fall 1998 and has remained unchanged since.  Business practice and employer expectations have changed in the intervening decade.  A primary goal motivating this proposal is to ensure a contemporary and relevant curriculum that best meets stakeholder needs. The proposal is also made in the context of the Department’s continuing efforts to strategically position and differentiate its programs. 

In the 1998 revision of the management curriculum, a primary goal was to differentiate our management curriculum vis-à-vis other business programs.  In that era, our business students had an average SAT score of 925.  As such, it was basically impossible to establish a niche based on the academic strength of our students.  Rather, we attempted to establish a reputation for producing students with strong “soft skills” e.g. presentation skills, who were more knowledgeable about emerging and “in-the-news” business topics.  This was the genesis of the BUS368/369 sequence (management skills, management topics).  Course names were carefully selected to support the “brand” were attempting to convey.

Our operating environment and program reputation has changed markedly since 1998.  First, the College has been able to attract a much stronger business student.  Second, the Department’s AACSB accreditation has helped us convey a persona of quality and academic strength.  Our assessment protocols have allowed us to enhance this persona with assessment data, including results that place our students and program in the top 10% nationally on the last two administrations of the ETS Major Field Exam in Business.

The development of “soft skills”, including communication and teamwork skills, remains crucial for our program.  However, our competitive analysis of other business schools and discussions with employers and alumni has convinced us to adjust the strategic positioning of the management specialty towards one that better reflects the emerging emphasis on business as a system, both within the organization and across the supply chain.  As such, the courses required of management students will now include courses addressing information systems (BUS317), service and production systems (BUS461), and human resource systems (BUS465).  Said another way, our core focus will be the management of information, business processes, and people.

With this focus, we will maintain BUS368 (management skills) and BUS369 (management topics) as worthwhile electives.  However, given their diminished role in supporting our core focus, we choose to rename and refocus BUS368 at this time.  The new name (project management) better reflects what has been a major portion of the course content; this name is also more clear and meaningful to employers.

The one-credit hour seminar BUS260: Professional Skills and Acumen is critical component in this proposal and, we believe, worthy of the incremental resource requirement.  BUS260 is proposed with many goals in mind.  It maintains, for employers reviewing our curriculum or a student’s transcript, a visible commitment to developing skills that are crucial to a business student’s placement, early career success, and to professional advancement.  Employers, advisory boards, and alumni were uniform and adamant in identifying various skill deficits common among newly minted management graduates at SUNY Brockport and other colleges. The course is intended to provide focused, consistent, and purposeful training and skill development in cross-functional teams, oral communication, written communication, leadership, motivation, time management and professional conduct not found elsewhere in the curriculum.  While many of our courses require presentations and team work, it is important to have a definitive place where we actually teach presentation and teamwork skills.

Our earlier attempt to embed this content in BUS368 (Management Skills) has proven over time not to be a good model, both in terms of consistency and effectiveness of skills development (across sections and instructors).  This model also has not worked well in terms of timing.  Students, especially transfers, often do not take BUS368 until their senior year, when there is little opportunity to reinforce what is taught in their remaining courses.  By numbering and describing the course as a sophomore level (or first semester transfer) course, we intend to convey expectations for all courses in the management track and then to reinforce skills development throughout the management track curriculum.

The Department has had good success with the one credit seminar model.  Approximately five years ago, the Department added a one credit career development and planning seminar to our core curriculum.  We have found this model to be successful beyond our most optimistic expectations, as is evident from feedback from recruiters, alumni, and on exit surveys.  Consider, for example, results from the Educational Benchmarking Institute (EBI) Business School Exit Survey program.  Our program moved from near the bottom to 5th among the 69 schools in our Carnegie class and 15th among the 163 schools participating in the EBI program with respect to student satisfaction with “assistance for preparation for permanent job search”.  We believe that the content of BUS260 lends itself well to the one credit seminar format.

Another important goal in proposing the BUS260 seminar has to do with meeting the new AACSB assurance of learning (AoL) standards.  These standards call for direct assessment of learning outcomes (as opposed to opinions of learning on exit and alumni surveys).  While our Department’s assessment protocols are very strong with regard to direct assessment of academic subjects, we still struggle to directly assess improvement in writing skills, presentation skills, and teamwork skills.  The proposed BUS260 course will provide a platform for us to establish “pre-treatment” benchmark to establish the skill level of our students at program entry.  We can then establish direct “post-treatment” measures in several upper level management elective courses.  This will greatly strengthen our compliance with the new AoL standards.

We will need to staff three (3) one hour sections of this course per semester.  It is envisioned that one individual will staff all three sections, equivalent to a single three credit hour course.  It is envisioned that we will follow a MWF single-timeslot format in one semester, and a TR format plus an evening section in the other semester.
The other notable change being proposed is the addition of several additional elective courses to the track.  These are not new courses; they are staffed regularly to support other tracks of the business program.  With regard to the addition of several electives to the list of available electives, there are a number of motivations.  

1. As enrollment in the management track continue to climb, the presence of additional electives will relieve some of the overcrowding that is occurring in some management electives.  Additional electives will also provide our students with enhanced flexibility in creating their schedules, an important consideration as an increasing number of students work an increasing number of hours outside of school.

2. Performance on the Accounting subscale of the ETS major field exam, while very good for the program as a whole, is somewhat weak for students in the management track.  By adding ACC388 (Cost Accounting) to the elective list, we hope to encourage at least some management students to take more accounting and we hope to convey that it is important for managers to understand accounting information.  

3. The relevance of BUS432 Sales Management and BUS 438 Supply Chain Management, to management majors, is self evident.  However, given that a) both courses are marketing electives, and b) marketing enrollments have also increased, we are restricting students to taking only one of these courses.

4. All of our Advisory Boards suggest that internships should be mandatory for business majors.  While we do not, at this time, have the resources necessary to support such a requirement, we do wish to encourage more of our students to complete internships.  As such, we are allowing student to fulfill one of their electives with internship credit.

5. Exposure to the Department’s Research Seminar may entice some students to pursue graduate or doctoral studies.  As a Department, we would like to encourage more of our student pursue this avenue.  Student feedback suggests that including this course on the elective list may encourage enrollment.

Description of any new courses

A course registration form and draft course guide for BUS260 are attached.

Staffing Issues

The incremental teaching resource required is one three hour course-equivalent section per semester (Three, one hour sections).  It anticipated that staffing will be by a specialized adjunct faculty with demonstrated experience in teaching management skills, perhaps as a consultant or trainer.  One or more members of the management faculty may staff the initial sections of the course on a pilot basis in order to finalize course development.

Dean Christine Murray has reviewed the proposal.  Her letter of support is attached.

Academic Administration Commentary

N/A

Letter of Recommendation from Department Chair

February 27, 2008

To:
Undergraduate Curriculum and Policies Committee 
Dr. Charles Edwards, Chair

From:
Dr. William Dresnack


Chair, Department of Business Administration and Economics

Re:
Proposal for Changes to the Management Track of the Business Administration Degree

Dear Colleagues,

I have reviewed the attached proposal for changes to the Management specialty track of the Business Administration degree.  I recommend this well-researched proposal to you on behalf of our faculty and students ask that you offer your support as well.  The proposal is responsive both to the College mission of student success and to the feedback received from our stakeholders.  The proposal will strengthen and focus our management curriculum as well as facilitate our ability to comply with the new AACSB assurance of learning standards.

If you have questions about the proposal, please contact me at 395-5532 or wdresnac@brockport.edu
Letter of Recommendation from Dean of School

[image: image2.png]SUNY BROCKPORT

Dean, School of Professions

February 28, 2008

TO:  College Senate Executive Comittee
FR:  Christine E. Murray. Dean, School of Professions Close ”‘*‘}

RE:  Management Area Curriculum Revisions

Thave reviewed the proposal fo revise the BS in Business Administration management area
curriculum and fully support this program revision. The faculty have done an excellent job in
researching current trends in the field and this proposal will enable Brockport students to be
better prepared to be competitive in their future careers.
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Resources, facilities that may be needed to implement the program

One adjunct-equivalent section per semester.

Letters of support from cooperating agencies, ITS, library or other units

N/A

College Course Registration Form

This form is used to register all courses. It must be signed by the department chair and the school dean who will send it forward to the Registrar’s Office. Registration of General Education courses requires an additional Supplemental Course Registration Form and  the appropriate Student Learning Outcomes Checklist. Approval by the Faculty Senate’s General Education Committee is necessary for all General Education courses. 

Data entry fields are shaded. Some fields have limits on numbers and spaces that can be entered. Some areas have drop-down menus with options that can be selected by clicking your choice. Save the blank form before using it and then save each course form with an individual file name. Go back to the saved blank for each new form but save with a different name after filling in data.  


Action concerns a new course

Discipline BUS
Number
260
Action concerns an existing course:
Discipline 

Course Submitted by: William Dresnack






Department: Business Administration and Economics
Chairperson’s Approval: ____________________________________
Date:         




Dean’s Approval:           ____________________________________
Date:         

1.
Action requested:

 FORMCHECKBOX 
 
Registration of new course


 FORMCHECKBOX 

Revision of content for existing course


 FORMCHECKBOX 

Registration of general course listing under which related titles can be taught (umbrella courses)


 FORMCHECKBOX 

Registration of topics course for specific semester (if checked, complete item 2 below)


 FORMCHECKBOX 

Change of course title  – Previous Title:      

 FORMCHECKBOX 

Inactivation of existing course registration (course will not be taught in near future)

 FORMCHECKBOX 
 
Other – Describe: Revision of prerequisites to admission to the course.
2. Complete for registration of topics courses or umbrella courses:


a.
General course registration:

Discipline: 
b. General registration title: 
c. Specific course title for semester offered (topics course title):      
d. Topics course registration is for:
    Year: 
3.
a.
 FORMCHECKBOX 

Undergraduate listing: 

Discipline: BUS
Number: 260

b.
 FORMCHECKBOX 

Graduate listing:


Discipline:    
Number:    
4.
a.
Official course title: Professional Skills and Acumen

b.
Course start date:  FORMDROPDOWN 
    SEMESTER   

YEAR: 2009
5. Abbreviated course title (restricted to 16 spaces) Pro Skill Acumen
6.
a. 
Semester hours of credit assigned to course (invariable): 
1 

b
Can course have variable credit?  FORMCHECKBOX 
 No   FORMCHECKBOX 
 Yes
Credit range    to     semester hours

c.
Is this course is repeatable for multiple credit? 
 FORMCHECKBOX 
  No
 FORMCHECKBOX 
  Yes  -  Credit Max =   


7.
Type of Course:
 FORMDROPDOWN 




8. General Education Information: (Complete only for General Education courses) 

a.
General Education Knowledge Area (choose one if applicable):
   FORMDROPDOWN 




 b.
Additional student learning outcomes: (check all codes that are currently approved)


 FORMCHECKBOX 

Contemporary Issues (I)

 FORMCHECKBOX 

Upper Level Writing (U)

 FORMCHECKBOX 

Both Contemporary Issues and Upper Level Writing (J) 


 FORMCHECKBOX 

Scholarship on Women (W)
 FORMCHECKBOX 

Diversity (D)

 FORMCHECKBOX 

Science & Technology (E)
 FORMCHECKBOX 

Other World Civilizations (O)

9. If cross-listed in another discipline(s), give discipline(s)/number(s):      
If there are pre-requisites that are enforced, give discipline(s)/number(s): CIS106

If there are co-requisites, give discipline(s)/number(s): ENL308

10.
a.
Approximate total number of seats/semester expected: 60 


b.
How many sections do you expect to offer per semester: 3


11.
Sections of this course are (check one): taught by one instructor
 FORMCHECKBOX 

taught by a team  FORMCHECKBOX 

12.
Planned frequency of offering:

 FORMDROPDOWN 

13. Grading (check any that apply):



 FORMCHECKBOX 

Letter grade
 FORMCHECKBOX 

Pass/Fail (S/U) ONLY      FORMCHECKBOX 

Approved for IP grade


 FORMCHECKBOX 

Course requires a minimum grade of    for General Education or the major

14.
If this course requires any special scheduling arrangements with regard to time or room/space, please comment on this in the space provided: 


15.
If this course is required for any degrees/programs, please list them below:

 
Management Track of Business Administration Degree

16.
Write a brief course description for the College Catalogs. Reflect content as accurately as possible using 65 words or less (about 500 characters. Use action verbs and omit “This course covers...” and similar phrases.


Discusses and develops skills that are key to success as a manager, including leadership, time management, workload management, communication, team work, interaction with collegues and customers, presentation and writing skills, and professional comportment. This one credit, 15-week course is required of all students in the management track of the business degree and establishes expectations for writing, presentation, and team excercises in all management track courses.

17. For all courses, please attach the following: [SEE COURSE GUIDE ATTACHED]

(a) a list of major course objectives

(b) a topical outline of course

(c) a list of methods used to evaluate student performance

(d) a list of instructional materials used – give bibliographic citations of texts, critical readings, films, e

(e) a current course syllabus, if possible

(f) a brief statement detailing the additional work required of graduate students in a “swing course.”

 For General Education courses only, attach also: 

(g) Supplemental General Education Course Registration Form 
(h) Student Learning Outcomes Checklist (for specific codes requested).
Department of Business Administration and Economics

Course Guide

Course Number:
BUS 260 




Revised:  February 2008

Course Title:

Developing Professional Skills and Acumen

Coordinator:

Breslawski

Description:
Discusses and develops skills that are key to success as a manager, including leadership, professional communication,  team work, interaction with collegues and customers, presentation and writing skills, professional comportment and mentoring.  Developes approaches to managing time, workload, conflict., and meetings. This one credit, 15-week course is required of all students in the management track of the business degree and establishes expectations for writing, presentation, and team excercises in all management track courses.   (Format is a 1-credit, 15-week course, to be capped at 20, given the need for one-on-one skill development and feedback in a once/week class format.)
Prerequisites:

CIS 106                            Corequisiste: ENL308
Course Objectives
:


1. To provide students with a sense of the range of skills they will need to succeed as managers (SLO3)

2. To give students the opportunity to develop enhanced oral presentation skills (SLO11)

3. To give students the opportunity to develop enhanced team building and team work skills (SLO10)

4. To give students the opportunity to develop enhanced professional comportment and expressive skills (SLO12)

5. Develop students’ understanding and appreciation of expectations for professional staff in a business environment, including etiquette and proper attire.  
6. Develop expectations for written, oral presentation, and team oriented work in upper-level management courses.
Representative Texts:  (several text plus ancillary reading will be assigned)
Maister, True Professionalism, Simon & Schuster

Blanchard & Parisi-Carew , One Minute Manager Builds High Performing Teams, Harper Collins Blanchard & Johnson, The One Minute Manager, William Morrow & Company

Lyles, Winning Ways, Berkley Pub Group

Senge, The Fifth Discipline, Currency Publishing 

De Bono,  Six Thinking Hats, JMW Group

Courses Supported:
All Management specialty courses.

Indicate whether this course is specifically targeted to develop the following:

	Indicate whether this course is specifically targeted to develop the following:
	

	Skill
	
	Remarks

	Library/Research Skills
	YES
	Library/research skills will be necessary to conduct research that will supplement a topic discussed in class or assigned as reading, such as an executive summary on professional networking sites such as LinkedIn.com.

	Computer Skills
	YES
	Each student must deliver at least one presentation that utilizes Microsoft PowerPoint.  All written assignments will be word processed. 

	Writing Skills
	YES
	Assignment responses will be written, and students will receive constructive feedback on multiple assignments.  Course will be used to establish an assessment baseline for writing skills.

	Presentation Skills
	YES
	Each student is required to deliver presentations, and demonstrating concepts taught in class concerning style and content.  Presentations will include individual and team-based presentations.  Course will be used to establish an assessment baseline for presentation skills.

	Team Skills
	YES
	Teamwork will be emphasized. One of the primary objectives of the class is to learn how to build teams and manage them effectively.

	Persuasive Argument Skills
	YES
	At least one of the required presentations will develop persuasive argument skills. 


Detailed Course Content
	#
	Topical Area
	Knowledge Outcomes
	Skill Outcomes
	Approx Time Allocated

	1. 
	Teambuilding and working in teams.
	· How teams differ from groups, 

· What factors influence team effectiveness, 

· How to optimize the effectiveness of any work team,
· Ways in which team diversity impacts team productivity and the quality of decisions,

· How to organize a team, 

· How to agree upon rules of engagement,

· Helpful team behaviors,
· How to select team members, 

· How to facilitate integration of individual contributions and deliverables,

· How to evaluate performance.
	· For a team-oriented scenario (case), student will be able to:

· Specify team approach to be used

· Establish milestones
· Assign responsibilities for deliverables.

· Propose a schedule of work

· Establish a scheme for integration of individual contributions and deliverables.

· Propose a scheme for evaluation of the team work-product.

· Manage an underperforming team member.


	2

	2. 
	Presentations
	· Types of presentations (tutorial, progress report, large vs. small audience, impromptu, etc.) 

· How one organizes a presentation for optimal communicative value,

· How one can create the best environment for communication using the oral presentation as a medium

· Effective beginnings and ends to presentations

· Methods of organizing presentations.

· Presentation aids and support.
	· Deliver a presentation that is:

· Situation Appropriate

· Effective in its content

· Professional in its layout and construction

· Consistent with course guidelines.

· The use of PowerPoint software

· How to use flip charts, other visual aids and media

· How to control voice for optimal effectiveness in public speaking

· Maintain eye contact and develop rapport with your audience

· Give an effective impromptu speech
	3

	3. 
	Leadership and motivation


	· How to motivate others

· Understand others’ work behaviors, work styles
	· Identify others’ work styles and how to communicate with and motivate others’ behaviors
	2

	4. 
	Time management
	· How to manage time, keep a calendar

· How to run an effective meeting a meeting, set an agenda, record minutes, action items, and deliverables, start and end the meeting on time

· Calendaring and scheduling.
	· Prepare meeting agenda

· Conduct a meeting

· Calendaring software examples might include: Excel calendar templates, WebCalendar, Angel calendar, Outlook Calendar and schedule
	2

	5. 
	Communication
	· Report introductions, exhibits, conclusions, and packaging.

· E-mail use and etiquette

· Telephone and interpersonal communication
· Use and content of missives

· Progress reports

· Listening skills

· Assertiveness

· Managing conflict
	· Create an effective missive for a report.

· Create a report demonstrating components of an effective introduction, exhibits, and conclusion.

· Demonstrate an ability to communicate that someone is not performing to expectations and communicating expected behavior.
	4

	6. 
	Professional conduct and business etiquette
	· How to carry yourself as a professional and fit into the professional realm

· Professional dress (professional and business casual)
· Behaviors in professional settings (meetings, professional events, business social occasions)

· Giving and receiving recognition and awards 
	· Professionally greet someone

· Effectively introduce someone

· Articulate rules of etiquette for various professional events.

	2

	Total Time = 15 hours

	Ref. #
	KEY LEARNING OUTCOMES

	1. 
	Students know how to optimize effectiveness of team.

	2. 
	Students can organize team work and develop rules of engagement.

	3. 
	Student can deal appropriately with an underperforming team member.

	4. 
	Students understand how to motivate others’ behaviors.

	5. 
	Students understand how to conduct a meeting.

	6. 
	Students learn and practice calendaring software approaches.

	7. 
	Students understand situation-specific professional comportment.

	8. 
	Students understand professional expectations for telephone, email & interpersonal communications.

	9. 
	Students understand expectations for preparing written assignments for management courses.

	10. 
	Students understand expectations for team-oriented assignments given in management courses.

	11. 
	Students understand expectations for presentations made in management courses.

	12. 
	Students can articulate different presentation types and consequences for preparation and delivery.

	13. 
	Students can develop an effective PowerPoint presentation.

	14. 
	Students demonstrate effective use of flip charts, other visual aids and media.

	15. 
	Students demonstrate effective voice control for public speaking.

	16. 
	Students give effective impromptu speech.

	17. 
	Students can properly organize a presentation.

	18. 
	Students demonstrate attention to issues of professionalisms including reasonable font sizes, consistency of capitalization, punctuation, alignment, etc. in their presentation slides.

















� Labels in parenthesis indicate departmental Student Learning Outcomes (SLOs) supported by objective. 
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