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[bookmark: _Ref115692052][bookmark: _Toc182557949]A. General information about the course:
1. Course Identification
	1. Credit hours: (3)

	

	2. Course type

	A.
	☐ University 
	☐ College
	☒ Department
	☐ Track
	☐ Others

	B.
	☒ Required
	☐ Elective

	3. Level/year at which this course is offered: (Semester 6 - Year 3)

	4. Course General Description:

	ENG311-3 Writing for Specific Purposes serves as a focused exploration into the realm of specialized written communication. The course covers a broad spectrum of writing forms and practices, with particular attention to business communication, and includes detailed examination of various documents such as business letters, memos, emails, meeting documents, résumés, cover letters, and job application forms. In addition, students will engage with autobiographies, book reports, and bibliographies, learning the distinct terminologies and structural considerations of each form. Practical in orientation, the course emphasizes the development of writing skills tailored to meet specific communicative needs within the professional and academic contexts.

	5. Pre-requirements for this course (if any):

	ENG217-2 Writing 4

	[bookmark: _Hlk511560069]6. Co-requisites for this course (if any):

	N/A

	7. Course Main Objective(s):

	The primary objective of ENG311-3 Writing for Specific Purposes is to impart an extensive understanding of the various forms and nuances of specialized writing, especially within the business sphere. Through a structured approach, students will be guided to compose and analyze different types of documents essential to modern professional and academic life. The course seeks to cultivate the ability to create well-structured and effective written materials, from autobiographies and book reports to business documents and job applications. By fostering these specialized writing skills, the course aims to prepare students for diverse real-world scenarios, equipping them with the competency to communicate clearly, efficiently, and persuasively in writing across various specific purposes and fields.
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2. Teaching mode (mark all that apply)
	No
	Mode of Instruction
	Contact Hours
	Percentage

	1
	Traditional classroom
	45
	100%

	2
	E-learning
	-
	-

	3
	Hybrid
· Traditional classroom
· E-learning
	-
	-

	4
	Distance learning
	-
	-


[bookmark: _Ref115691960]
3. Contact Hours (based on the academic semester)
	No
	Activity
	Contact Hours

	1. 
	Lectures
	45

	2. 
	Laboratory/Studio
	-

	3. 
	Field
	-

	4. 
	Tutorial  
	-

	5. 
	Others (specify)
	-

	Total
	45
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[bookmark: _Toc182557950]B. Course Learning Outcomes (CLOs), Teaching Strategies and Assessment Methods
	Code
	Course Learning Outcomes
	Code of PLOs aligned with the program
	Teaching Strategies
	Assessment Methods

	1.0
	Knowledge and understanding

	1.1
	Explain business communication, its structure, and its salient features
	K3
	Explore business communication by emphasizing a nuanced teaching strategy that meticulously unpacks its structure and salient features through interactive lectures, case studies, and real-world examples.
	Formative Assessment 1 (5 Marks)

	1.2
	Describe terminologies used in business documents, meetings documents, résumés, cover letters, job application forms, autobiographies, book reports, and bibliographies  
	K3
	Analyze specialized terminologies through a focused teaching approach that employs various methodologies such as glossary creation and context-driven exercises, fostering an in-depth understanding of terms used in a wide array of professional documents.
	
Formative Assessment 2 (5 Marks)

	2.0
	Skills

	2.1
	Craft autobiographical narratives and formal inquiries to academic institutions for specific information
	S4
	Guide students in crafting autobiographical narratives and formal inquiries by using simple templates, familiar examples, and step-by-step instructions that align with the context of communicating with academic institutions.
	Midterm Exam (30 Marks)
Assignment 1 (5 Marks)

	2.2
	Construct a comprehensive book analysis and corresponding bibliography
	S4
	Facilitate the construction of book analyses and bibliographies by providing easy-to-follow outlines, clear examples, and accessible resources that assist students in summarizing key themes and referencing sources properly.
	Assignment 2 (5 Marks)

	2.3
	Formulate business-related documents, including those required for meetings
	S4
	Assist in formulating business documents by employing basic templates, visual guides, and collaborative activities that enable students to practice creating standard business materials, such as meeting documents.
	Quiz (10 Marks)

	2.4
	Acquire and hone competencies essential for composing formal business correspondence, including memos, emails, fax transmissions, notices/agendas, and the documentation of meeting minutes
	S5
	Teach formal business correspondence through interactive lessons, clear demonstrations, and hands-on exercises that allow students to acquire and practice essential skills in composing memos, emails, notices, and other business documents.
	Quiz (10 Marks)

	2.5
	Articulate and tailor résumés and cover letters to specific professional applications
	S5
	Encourage students to articulate and tailor résumés and cover letters by using adaptable templates, real-world examples, and peer reviews that guide them in personalizing documents for various professional opportunities.
	Final Exam (40 Marks)

	2.6
	Execute the meticulous completion of employment applications
	S5
	Support students in completing employment applications by providing clear instructions, sample forms, and one-on-one guidance to ensure accuracy and attention to detail in this important aspect of the job-seeking process.
	Final Exam (40 Marks)

	3.0
	Values, autonomy, and responsibility

	3.1
	Cultivate an appreciation for professional ethics through group discourse
	V1
	Organize structured group discussions centered on ethical scenarios in professional communication, guiding students to reflect on and debate the principles involved.
	The course coordinator will decide the specific details of this assessment, including the format, criteria for evaluation, and how the results are measured.

	3.2
	Develop autonomy in crafting individualized professional documents
	V2
	Facilitate group discussions where students share and critique individual projects of tailored professional documents (e.g., résumés, cover letters), encouraging self-directed learning through peer feedback.
	The course coordinator will decide the specific details of this assessment, including the format, criteria for evaluation, and how the results are measured.

	3.3
	Cultivate responsibility in managing and organizing professional correspondence
	V3
	Implement group discussions that simulate a business environment. Have students present and discuss their methods of managing various forms of correspondence, including emails, memos, and agendas.
	The course coordinator will decide the specific details of this assessment, including the format, criteria for evaluation, and how the results are measured.















[bookmark: _Ref115691971][bookmark: _Toc182557951]C. Course Content
	No
	List of Topics
	Contact Hours

	1. 
	Unit 1 (Pages 1 to 27)
	An introduction to:
1. The Formal Communication
2. The Elements of a Formal Letter
3. The Elements of a Memo
4. The Elements of Fax Message and Email.
5. How to write a Formal Letter, memo, an Email, and a Fax Message.

	2. 
	Unit 1 (Pages 1 to 27)
	An introduction to:
1. Formal Communication
2. The Elements of a Formal Letter 3. How to write a Formal Letter, memo, an Email, and a Fax Message.

	3.
	Unit 2 (Pages 28 to 44)
	10 Steps to Good Business Writing

	4.
	Unit 3 (Pages 45 to 54)
	Meeting Documentation

	5.
	Unit 4 (Pages 55 to 84)
	Writing an Application, Resume, Cover Letter, and Bio Data

	6.
	Unit 4 (Pages 119 to 122)
	College Application
Writing an Autobiography

	7.
	Unit 4 (Pages 147 to 161)
	Writing a Book Report and Writing a Bibliography

	Total
	45
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[bookmark: _Toc182557952]D. Students Assessment Activities
	No
	Assessment Activities * 
	Assessment timing
(in week no)
	Percentage of Total Assessment Score

	1. 
	Formative Assessment 1 (5 Marks)
1.1 Explain business communication, its structure, and salient features.
Reasoning: This assessment focuses on CLO 1.1, evaluating students' understanding of business communication, including its structure and key features. It includes comprehensive content up to this point in the course, ensuring a broad understanding of business communication principles.
	Mentioned in the new  Course Syllabus
	5%

	2. 
	Formative Assessment 2 (5 Marks)
1.2 Describe terminologies used in various business and professional documents.
Reasoning: Aligned with CLO 1.2, this assessment tests students' knowledge of terminologies in business documents and other professional writings. It encompasses comprehensive content up to this point in the course, offering an integrative approach to business terminology.
	Mentioned in the new  Course Syllabus
	5%

	3. 
	Assignment 1 (5 Marks)
2.1 Craft autobiographical narratives and formal inquiries.
Reasoning: Focusing on CLO 2.1, this assignment assesses students’ ability to write autobiographical narratives and formal inquiries. It includes comprehensive content up to this point in the course, providing a detailed evaluation of students' narrative and formal writing skills.
	Mentioned in the new  Course Syllabus
	5%

	4.
	Assignment 2 (5 Marks)
2.2 Construct book analyses and bibliographies.
Reasoning: Targeting CLO 2.2, this assignment tests students' skills in creating comprehensive book analyses and bibliographies. It incorporates comprehensive content from the course, reflecting the cumulative nature of literary analysis skills.
	Mentioned in the new  Course Syllabus
	5%

	5.
	Quiz (10 Marks)
2.3 Formulate business-related documents. 
2.4 Compose formal business correspondence.
Reasoning: This quiz, aligned with CLOs 2.3 and 2.4, assesses students' ability to create business documents and formal correspondence. It covers comprehensive content up to this point in the course, providing a broad assessment of business writing skills.
	Mentioned in the new  Course Syllabus
	10%

	6.
	Midterm Exam (30 Marks)
While aligned with a specific CLO for measurement purposes, this comprehensive exam covers all course materials and assesses the knowledge, understanding, and skills up until this point in time.
2.1 Craft autobiographical narratives and formal inquiries.
Reasoning: The midterm exam, focusing on CLO 2.1, evaluates the construction of autobiographical narratives and formal inquiries. It includes comprehensive content from the entire course up to this point, ensuring a broad-based assessment of narrative and inquiry writing skills.
	Mentioned in the new  Course Syllabus
	30%

	7.
	Final Exam (40 Marks)
Although aligned with certain CLOs for measurement purposes, this comprehensive final exam evaluates the knowledge, understanding, and skills across all topics covered throughout the course.
2.5 Tailor résumés and cover letters for professional applications.
 2.6 Complete employment applications meticulously.
Reasoning: Aligned with CLOs 2.5 and 2.6, the final exam tests students' proficiency in creating résumés, cover letters, and completing job applications. The exam encompasses comprehensive content from the entire course, offering a cumulative assessment of professional writing skills.
	Mentioned in the new  Course Syllabus
	40%
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[bookmark: _Ref115691986]1. References and Learning Resources
	Required Textbooks
	The Department of English has compiled this book, encompassing various topics essential for this course.

	Essential References
	Scheraga, Mona (1998) Practical English Writing Skills: A Handbook with Practice. Lincolnwood: National Textbook Company.
Taylor, Shirley (2004) Model Business Letters, Emails & Other Business Documents. Sixth edition. London: Prentice Hall
Kolin, P. C. (2016). Successful Writing at Work (11th ed.). Cengage Learning. c. Taylor, S. (2012). 

	Electronic Materials
	Websites Designed for Crafting Formal Letters, CVs, and Resumes.

	Other Learning Materials
	https://www.open.edu/openlearn/education-development/employability-hub/how-write-cv
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2. Required Facilities and equipment
	Items
	Resources

	FACILITIES
	• STANDARD CLASSROOM (CAPACITY 25-30 STUDENTS) 
• ADEQUATE LIGHTING AND VENTILATION 
• SUITABLE SEATING ARRANGEMENTS 
• WHITEBOARD

	TECHNOLOGY EQUIPMENT
	• COMPUTER AND INTERNET CONNECTION FOR INSTRUCTOR 
• DATA PROJECTOR 
• SPEAKERS 
• OPTIONAL: SMART BOARD

	OTHER EQUIPMENT
	• MARKERS AND ERASERS 
• NOTICE BOARD

	ADDITIONAL RESOURCES
	• OPTIONAL: LANGUAGE LAB FACILITIES 
• OPTIONAL: AUDIO EQUIPMENT 
• OPTIONAL: MOBILE CHARGING STATION
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[bookmark: _Toc182557954]F. Assessment of Course Quality 
	Assessment Areas/Issues  
	Assessor
	Assessment Methods

	[bookmark: _Hlk513021635]EFFECTIVENESS OF TEACHING
	• Students 
• Peer Reviewers 
• Program Leaders
	• Direct: Classroom observations 
• Indirect: Student course evaluation surveys 
• Indirect: Faculty self-evaluation reports

	EFFECTIVENESS OF STUDENT ASSESSMENT
	• Faculty 
• Program Leaders 
• External Reviewers
	• Direct: Analysis of grade distributions 
• Direct: Review of assessment tools
• Indirect: Student feedback surveys

	QUALITY OF LEARNING RESOURCES
	• Students 
• Faculty 
• Library Staff
	• Direct: Resource utilization reports 
• Indirect: Student satisfaction surveys 
• Indirect: Faculty feedback on resource adequacy

	THE EXTENT TO WHICH CLOs HAVE BEEN ACHIEVED
	• Course Instructor 
• Department Head 
• Quality Committee
	• Direct: Analysis of all course assessment results (quizzes, midterms, assignments, final exam) 
• Indirect: End-of-course student surveys
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	COUNCIL /COMMITTEE
	COLLEGE COUNCIL

	REFERENCE NO.
	15

	DATE
	FEBRUARY 12, 2023
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