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English for Professional Communication 

Spring 2017 

(Preliminary syllabus) 

 

Instructor: Mohammed Ahmed (E-mail: mkahmed@iuj.ac.jp; tel: x422) 

Classes: Tuesdays & Thursdays (18:00-19:30, 6th period) 

 

Important Note 

 

This course will be open to students in all the programs in both GSIR and GSIM. It will 

be very useful for IUJ students as they prepare for or move forward in their professional 

careers after graduating from IUJ. Students with both developed and less-developed 

skills in written English will find this course useful.  

 

There will be a class size limit following the policy of the English Language Program. 

Please see the note on the last page of this preliminary syllabus.  

 

To ensure your enrollment in the course, please be sure to do the pre-registration. 

 

 

Course Description 

In today’s globalized, fast-paced, and technologically advanced world, we need to 

communicate our messages in a clear, simple, and focused way. We need to be sensitive 

to multiple channels of communication. In this context, effective writing skills for 

professional communication have become increasingly important.  

 

This course will help students develop a clear understanding of the strategic importance 

of written communication for professional purposes. Students will learn about principles 

and characteristics of communication in professional settings. They will also develop 

skills for grammatical accuracy, precise vocabulary, clear style, and appropriate tone for 

formal professional communication.   

 

The design of the course is suitable for students with specific professional 

communication needs. While the class discussions and exercises will cover key 

characteristics of major types of writing for professional communication, students will 

also be working on their individual writing projects based on their own professional 

contexts throughout the course.  
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Course goals 

1. Students will be able to develop a clear understanding of: 

○ Audience, purpose, message, and communication channels in professional 

communication; 

○ Document design, formatting, and organization of information; 

○ Logical flow, style, tone, precision, and accuracy.  

2. Based on these understandings, students will be able to effectively write: e-mails & 

memos, letters, and reports.  

3. Students will be able to effectively prepare documents related to their final project. 

 

Activities 

1. Practicing writing continuously 

The most effective way to develop writing skills is by writing. This course will provide 

opportunities to students to do a series of short writing assignments. Through instructor 

and peer feedback, students will be able to continuously develop their writing skills. 

There will be in-class writing exercises, too.  

 

2. Analyzing professional context 

At the beginning of the course, students will analyze their individual professional 

contexts with their professional careers in mind. This will be a short written analysis 

following instructor’s guidelines. Based on this analysis, students will have individual 

discussions with the instructor to determine their final writing projects. If a student in 

not clear about his/her professional context, the course will provide suitable 

professional scenarios to work on. Students will have the opportunity to receive 

consultation/ coaching support from the instructor regarding their professional contexts 

and final projects.  

 

3. Developing conceptual understanding 

Through in-class discussions based on selected readings and examples, students will 

develop a clear understanding of what professional communication is and what its 

strategies are in terms of goals, audience, message, channels, and culture. Macro-

features of writing (such as document design, logical organization, and paragraphs or 

sections) and micro-features (precision, style, and accuracy) will be discussed with 

concrete examples. 

 

4. Writing e-mails, memos, and letters according to specific goals 

Students will understand a variety of communication goals in their professional 

contexts. Based on these goals, they will write e-mails, memos, and letters. They will 

learn how to format their documents (emails & memos, letters), how to organize 

information, and how to write clearly, appropriately, precisely, and accurately.  
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5. Preparing documents related to final writing project 

Each student will be working on an individual writing project. As part of this project, 

students will prepare documents. The documents will be covered in class discussions 

during the course.  

 

Students will work on their final project throughout the course. Multiple in-class 

guidelines & discussions and individual tutorials with the instructor will help them 

effectively complete their project.   

 

The following lists the options for the final project:  

 

(1) A specific case situation in their current professional setting: A student with 

this option will write a short report with an executive summary;  

 

(2) Anticipated promotion or reassignment in their current employment after 

graduating from IUJ: A student with this option will prepare a resume and 

write a cover letter; 

  

(3) Job search: A student with this option will prepare a resume and write a 

cover letter: This option will benefit students who are going to look, or 

already looking, for jobs upon graduating from IUJ.  

 

(4) A case scenario provided by the instructor: A student choosing this option 

will prepare a short report with an executive summary. This option will be 

suitable for a student who may not find options 1-3 suitable. 

  

(5) A new or updated professional profile on LinkedIn: This option will be 

useful for students who may not be able to choose options 1-4.  

 

6. Getting customized feedback through individual discussions  

Students will meet with the instructor in three individual discussions sessions. In these 

sessions, students will be able to discuss their professional contexts and review their 

written communication skills. They will be able to discuss their strengths and areas of 

further development in their writing skills. E-mails, memos, letters, and other 

documents prepared in the class will be the basis for these individual discussions.   
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Assessment framework 

Students will do a series of short writing assignments leading to the completion of their 

final writing project. The following assessment framework is based on this approach.  

 

Analysis of individual professional context (1) 10% 

E-mails/memos (3), letter (1)   20% 

Final project documents   30% 

In-class quizzes (2) 20% 

Attendance in classes and individual tutorial sessions 10% 

Preparation for & participation in classes and tutorial sessions 10% 

 

Notes:  

 

o The number within parentheses refers to the number of documents in that 

category that the students will be required to prepare. For example,         

“E-mails/memos (3), letter (1)” in the above table means students will be 

required to write three emails/memos and one letter. All of these will be short 

writing assignments.  

 

o There will two final project documents (except for the LinkedIn Profile option). 

See the options for the final writing project listed above.  

 

o It may be possible for a student to connect one or more emails/memos to the 

final project documents in consultation with the instructor.  

 

o The two in-class quizzes (mid-term & final) will focus on language-related 

exercises done in the class.   

 

o More details will be given in the course orientation on the first day of classes 

(Tuesday, April 4). 

 

Text materials 

Selected materials from the following texts will be used for class discussion, practice 

activities, and model samples. Students are encouraged to buy the main text (Essentials 

of Business Communication). This text will continue to be useful in the future as a 

standard reference and/or for self-study. All these materials will be available as course 

reserved materials in MLIC during the spring term.  

 

In addition, the instructor will refer to and prepare handouts based on online resources 

available with easy and open access.  
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Main text 

Essentials of Business Communication (9th edition), by Mary Ellen Guffey and Dana 

Loewy. Thomson, 2012. 

 

Supporting text 

Guide to Managerial Communication (10th Edition), by Mary Munter and Lynn 

Hamilton. Prentice Hall, 2013.   

 

 

Additional texts 

English for Emails, by Rebecca Chapman. Oxford University Press, 2016 

Email English (2nd Edition), by Paul Emerson. MacMillan, 2013.  

Cambridge English for Job-Hunting, by Colm Downes. Cambridge University Press, 

2009.  

ESL Guide to Business English, by Andrea B. Geffner. Barron’s 1998. 

How to Write a Killer LinkedIn Profile, by Brenda Bernstein. Wise Media Group, 2016. 

Model Business Letters, Emails, and Other Business Documents (7th edition),        

by Shirely Taylor. FT Press, 2012.  

 

Online resources:  

○ The Purdue Online Writing Lab (OWL) at: https://owl.english.purdue.edu/ 

○ Selected sources for LinkedIn providing useful tips 

 

Course policies 

○ Attend classes regularly and punctually. In case of an emergency absence, 

inform the instructor promptly by email.   

○ Prepare for class by completing any assigned homework.  

○ Participate actively in class discussions.  

○ Follow due dates for all assignments. 

 

Photocopying charges 

There will be a photopying charge for the materials the instructor will prepare for the 

class. More details will be provided in the course orientation session on the first day of 

classes (Tuesday, April 4)  

 

 

 

 

 

https://owl.english.purdue.edu/
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Weekly schedule (outline) 

The following outlines the classes in terms of the topics and documents to be covered.  

A detailed version of the weekly schedule will be provided at the course orientation 

session on the first day of classes, Tuesday, April 4). 

 

Week One  

 Course Introduction 

 Macro-issues in professional writing 

 Emails & memos: Organization & formatting 

 [Email/Memo assignment 1] 

 

Week Two 

 Micro-issues in writing 

 Emails & memos: Style, tone, precision 

 [Email/memo assignment 2] 

 

Week Three 

 Sharing professional contexts of students taking the course 

 Final Project documents (Guidelines I) 

Letters 

 

Week Four 

 Letters (contd.); [Letter writing assignment] 

 Cross-cultural dimensions of business letters 

 

Week Five 

` Review & catch-up 

Final Project documents (Guidelines II) 

 

Week Six 

 Report & executive summary; [Email/memo assignment 3] 

 

Week Seven 

 Resume & cover letter 

Final Project documents (Guidelines III) 

 

Week Eight: Professional profile: Linked-in 

 

Week Nine: In-class preview of the Final Project documents 
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Week Ten: Wrap-up 

IMPORTANT NOTE 

 

Class size limit in English Language Program (ELP) courses during the regular 

terms: Program statement 

The ELP maintains a class size of around 15 for its regular term English language courses. 

The development of language skills, particularly the development of academic language 

skills, involves training and practice as well as knowledge transfer. The training and 

practice require opportunities for individual students to participate and interact in the 

classroom and receive a substantial amount of customized feedback. Individual tutorial 

sessions with the instructors provide opportunities for the discussion and revision of 

academic writing assignments. By maintaining a class size of around 15, the English 

language courses provide effective opportunities to students for individual training, 

practice, and revision. 

 


