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LEARNING OBJECTIVES / GOALS / OUTCOMES/ LEARNING OUTCOMES:
1. To learn the forms and purposes of common reports.
2. To learn the form and purpose of a proposal.
3. To learn primary research methodology and development of research instruments (e.g., questionnaires).
4. To learn techniques of document design and format such as spacing, use of headings and listing.
5. To learn techniques of using illustrations effectively within a document.
6. To learn interview preparation and techniques.
7. To develop an effective job search strategy, including letter of application and resume.

METHODS:

Lectures, individual and group work. Students are evaluated through written exercises, final drafts, quizzes (in some
sections), a term project and two oral presentations.

PRIOR LEARNING ASSESSMENT RECOGNITION (PLAR):

Credit can be awarded for this course through PLAR  YES           NO             

METHODS OF OBTAINING PLAR:

TEXTBOOKS, REFERENCES, MATERIALS:

Solving Problems Through Technical & Professional Writing, Kennedy & Montgomery
The Writer's Reference or The Canadian Writer's Reference, Diana Hacker
Gage Canadian Dictionary

SUPPLIES / MATERIALS:

STUDENT EVALUATION:

Note:  The following exercises are the minimum required. The instructor may change the order and weighting according to
the needs of the class.

Exercises: 20%

  — library assignment - govt. pubs
  — memos (trip and progress)
  — copy editing
  — summary
  — literature reviews
  — logic
  — use of data

Term Project 30%
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STUDENT EVALUATION:    (contd.)

Final Drafts 30%

  — 3 short reports
  — report proposal
  — documentation
  — job search package

  — job ad/description
  — letter of application
  — resume

Oral Reports 10%

  — minimum of 2 (with 1 on the term project)

CMNS DEPARTMENT LETTER GRADE/PERCENTAGE EQUIVALENTS:

A+ = 94  — 100%
A = 89  —  93%
A- = 86  —  88%
B+ = 82  —  85%
B = 78  —  81%
B- = 75  —  77%
C+ = 71  —  74%
C = 66  —  70%
C- = 63  —  65%
P = 60  —  62%

COURSE CONTENT:

Unit Outline:

1. Introduction to course, department policies, course objectives.

2. Planning a research project that incorporates primary sources.

3. Research methods and documentation of data.

4. Report writing — from short and informal to formal reports

5. Graphic aids.

6. The interview.

7. Job-application package:  letter of application and resume.

8. Oral reports.


