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Course Code and Number: CMNS 125 Number of Credits: 3 Course credit policy (105) 

Course Full Title: Introduction to Professional Communication 

Course Short Title: Professional Communication 

Faculty: Faculty of Humanities Department (or program if no department): School of Communication 

Calendar Description:  

Students learn the theory and practice of professional communication for academic and workplace audiences. Topics include the 
communication process, informative and persuasive messages and presentations, research skills, citation/documentation styles, 
document design, and digital messaging. Indigenous resources are integrated throughout, and course topics are contextualized in a 
variety of cultural and professional settings.  

Prerequisites (or NONE):  One of the following: (C+ or better in English Studies 12, English First Peoples 12, or 
English 12), CPT score of 48, or evidence of any test score or course grade listed under 
the Degree/diploma-level English language proficiency standards in the UFV academic 
calendar at www.ufv.ca/calendar/current/General/EnglishProficiency.htm. 

Corequisites (if applicable, or NONE):  NONE 

Pre/corequisites (if applicable, or NONE):  NONE 

Antirequisite Courses (Cannot be taken for additional credit.) 

Former course code/number:       

Cross-listed with:       

Equivalent course(s): CMNS 155 

(If offered in the previous five years, antirequisite course(s) will be 
included in the calendar description as a note that students with credit 
for the antirequisite course(s) cannot take this course for further credit.) 

Course Details 

Special Topics course: No 

(If yes, the course will be offered under different letter 
designations representing different topics.)  

Directed Study course: No 

(See policy 207 for more information.) 

Grading System: Letter grades 

Delivery Mode: May be offered in multiple delivery modes  

Expected frequency: Every semester 

Maximum enrolment (for information only): 26 

Typical Structure of Instructional Hours 

Lecture/seminar 30 

Tutorials/workshops 15 

        

        

        

Total hours 45 
 

Prior Learning Assessment and Recognition (PLAR) 

PLAR is available for this course. 

      

Transfer Credit (See bctransferguide.ca.) 

Transfer credit already exists: Yes 

Submit outline for (re)articulation: No  

(If yes, fill in transfer credit form.) 

Scheduled Laboratory Hours 

Labs to be scheduled independent of lecture hours:  No    Yes 

Department approval Date of meeting:  April 26, 2024 

Faculty Council approval Date of meeting:  May 31, 2024 

Undergraduate Education Committee (UEC) approval Date of meeting:  February 28, 2025 
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Learning Outcomes (These should contribute to students’ ability to meet program outcomes and thus Institutional Learning Outcomes.) 

Upon successful completion of this course, students will be able to: 

1. Create messages for specific purposes and diverse audiences. 
2. Apply the writing process, including planning, drafting, revising, editing, and proofing. 
3. Write informative and persuasive messages in a variety of lengths and formats. 
4. Use research skills, including locating sources, summarizing, paraphrasing, and citing for a professional or academic 

audience. 
5. Responsibly research, cite, and discuss Indigenous sources. 
6. Use source material and digital writing aids ethically in written communication. 
7. Apply the basic techniques of document design. 
8. Develop and deliver effective and professional presentations. 

 

Recommended Evaluation Methods and Weighting (Evaluation should align to learning outcomes.) 

Assignments:  100%        %        % 

       %        %        % 

Details: 

Practice exercises (e.g. rough drafts, quizzes, case-studies):  10% 
Workplace writing assignments (letters, memos/emails, postings):  50% 
 Direct messages (requests, replies, claims, adjustments) 
 Indirect messages 
 Persuasive/sales messages 
Research writing assignment (Lit. review, position paper, short report)    25% 
Oral presentations: 15% 
 

NOTE: The following sections may vary by instructor. Please see course syllabus available from the instructor. 

Typical Instructional Methods (Guest lecturers, presentations, online instruction, field trips, etc.) 

Reading and discussing examples of effective workplace writing  
Lectures 
Practice exercises and simulations 
Collaborative exercises 
Computer lab activities 
Online activities 
Analyze instructor-provided examples of messaging to and from Indigenous audiences 
 

Texts and Resource Materials (Include online resources and Indigenous knowledge sources. Open Educational Resources (OER) 
should be included whenever possible. If more space is required, use the Supplemental Texts and Resource Materials form.) 

 Type Author or description  Title and publication/access details Year 

1. Textbook  Meyer, C. Communicating for Results, 5th ed. 2020 

2. OER book   Wilson, K. & Hodgson, C. Pulling Together: Foundations Guide  2018 

3. OER book  UN United Nations Declaration of the Rights of Indigenous Peoples Act  2007 

4.                    

5.                    
 

Required Additional Supplies and Materials (Software, hardware, tools, specialized clothing, etc.) 

 

Course Content and Topics 

1. Elements of technical and professional writing. Comparison with academic writing. 
2. Using language correctly for the audience. Drafting, revising, editing, proofing. 
3. Using language effectively in the workplace. Purpose/audience analysis. 
4. Direct messages, email/memo format, communicating using digital platforms. 
5. Indirect messages, letter format, document design. 
6. Using academic databases, workplace research, summary and paraphrasing, citation methods. 
7. Indigenous sources: responsible use, citation practices, discussion. 
8. Incorporating research into a written assignment for an academic or professional audience. 
9. Principles of professional oral presentations. 
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