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'M‘ il "‘ mnbmtfmh ymlr Iemunul dhml,g thc mqm:mr nmi provide a portfolio of written work. Show

--‘“‘l!|i‘”“.| il lu"“ .Il“w I‘wm; you lea hhtﬂ 1h I?lusinehm tl‘uhimumémbm create a set of writing samples that can be used if
o 'q‘-“ N‘H mquénﬁédf r job dpﬂmpnmm amlym; ymlr uwm c:mmnumcnﬂon, and set goals for future
W pmféss'nlmmlﬁ.mmmum&mihn' A
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| il i ||“u. il i i 'ﬂ 'Whﬂlﬁn Wﬂlﬂd he‘cdmﬂmﬂy BmughW Im hn mlemew that focuses on communication and
\“\Hw“\l'lﬂ.ll le i nwnhng ﬂuih In that' wm‘nl‘ﬁppﬁmimﬁm ‘pﬁnfdlm tmd:tmnal elements include a hook, a bio
e j \H"ndtal;nmmt und.éampﬂe:hpl n.%rkh b ". i |

ment |
étpdn to anhdq t‘nhmnnlmtlm and l’mfeuiunalis-

.::UWJ N‘I
‘l‘ i the material covered in class. Unlike a portfolio brought to a job, you will also demonstrate your
TR “d’nur ana!vs:s or “critical approach” should focus on the “why" and the *how™ (Hoger, 1998, p.

MR A | Il I .
i w"l"u i mm.lamm Ctmmplm a pmmnulmm smmmr-lmg pmfolm project intended fo infegrate
il IR \ | |
(R EEED) ‘N It
“‘l‘l_' \‘.|‘ i “ "‘\‘ 'Iw. i anhlysns of ;mur coknmmmcat\lm skills. Both goodand| bad‘ communication have a lot to analyz:

!|; | =||“"‘{_ ﬁd—ﬁﬂ The portfolio should reflect your self-wqcmmmt of your writing and presentation skﬂls
A |’ nm:l }*nurcnmmumcmmn plans for the future. |

: .

Eadl portfalm will be individualized to each smdem‘ 'mm 1o consider how vou can  demonstrate. || e

L _expertise on your field (e.g., marketing, acemmnng, ﬁmmct‘ etc.) in what vou mme and the ﬂwnilﬂ TR
',:yousetfarynmeif b WO | g

 Contents. Use activities, writing, and exercises fmm the n]‘ass Y ou should revise drafts l'mm Lo ‘
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i Tell yonr stﬁfy of vour growth as a communicator M&htM‘mﬁfnhe The format is a wnnm |

. document and should demonstrate excellence in business communication. Think of presenting a

| report on your work in this class during the semester to a supervisor or another professor. You

| owill prove what you have leamed and talk about how you have improved or plan to improve.

. Peerreview will take place for several of the written documents. Use the peer review feedback as

_ you revise for a final draft. Also, it is recommended you also take your documents to the Writing

| Center or Business Communication Center for feedback and run them through Grammarly

{hawwef you are still reaaomaabie for pmofrmdmg the cbmema on your own as well).

;mnns assug:mcn: will be ame:m-d on ycmr dummc:ﬂ 1ayum as well. Think carefully
‘ nbbpi pow you can make the poﬁfolm a cohesive qlocummt with a logical. visual flow. How will
ou gain the mdws n;ﬁ_lenn‘qﬂ [hmt | 'bn;_glngu ng,fpmﬁrssmnal cover pagr.l"‘ How will _gnu make

dei ".ﬂm undl'wh?rdz lhcy are ﬂhms headmgs and page numhetsi‘?
hﬁ{-}é cl uMm soma hnks to tummis in this document.

en

&uﬁtm! to, n].enmmg as one cnmpsied document.
i .“' unmneﬁed documents (as we imm in
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l‘oﬁfolin\laior‘%cctions‘ ‘:' Y

REMEMBER: C omph:n. cach ucm. ty to gu llcdback on its editing from others, and mcludc it

in the portfolio. Each item should shm\ a stg.mﬁcam time investment and attention to dcmll All
aspects should be polished, with careful, thcughtful editing. i

. Title Page
. Table of Contents . :
. A short self-analysis of your business communication skills and an m:mductnon (could bc a
version of your LinkedIn “About M¢” )
Writing Section. The documents in this section should be error- frcc and polished. ll' a
document was peer-reviewed, it should be revised from your initial submumon for peer.
review, Elements in the wnting section:
a. 1/210 273 of a page (single-spaced) reflection about your, umnng c.lulls Th:s amy
introduccs the writing section.
b. Report (Gary recommendation) ;
c. Email 2143 : LRG|
d. Comets to the Corc essay | | ‘
. At least 2 other documents that you have written thnc.— semester that cou]d prove your
competence as a communicator. Please do not cubmn a ‘document from a jobor |
internship if you are under a non-disclosure agn:cmcm (\'DA)
i, Provide a short introductory paragraph of backgoum! aﬁ to how cach documcm
reflects your communication competence. |||
ii. How many documents should you mcludc" .-‘\ Ina.h-qua]ny portfolio would show a
variety of 5+ documents. |
iii. This could include texts or emails cxch:mt.od mtb a supervisor or coworker,
 communication with classmates, or a cover letter sent for an internship. You could
include creative work here suchas website design, a blog or social media post, 2
newspaper column, etc. Please do not include pdpcra from other classes.
iv. Ifyou feel uncomfortable sharing documents here are two alternatives to this section:
1. Vaguely discuss the communication you do at work (so as to not violate the
NDA) and focus on the communication skills you use. I care about the
commumcatmn. not the subject matter in the pmfcssmnal exchange. You do not
 have to have a 1pcc1f ¢ example/document or talk about a work project explicitly
- but, for mst.mcc Thow ymuxhlbll professionalism via texting or email. You couid
~ talk about nnslakcs you've learned from, ete.
'Find c\muplcs of btmncqe communication and analyze them. You could look at
corporate marketing, annual reports, etc, Include examples (portions of them if
they are long) and cxplain the quality of each document.
- X Ornl & Visual Communication S¢ction. This section showcases your development as a
spLaLu(mtc:pcrsnn.llly publicly, etc.)
a. 1121023 0fa page (single-spaced) reflection of your speaking skills. This introduces the
oral communication section,
b. LinkedIn Screenshots: Portions o !'yutir portfolio with an explanation of why they are
effective. You can also include what you intend to improve afier the course.
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BCOM Assignment 1 ol ‘ I‘ | It G, ": s Portfolno

Intreduction to Business |Commun|cahon and Profcsslonahsm A e gf i E L i
“\"“\I JAT e e
¢ Prmcmatmn Rcﬂeme l (‘) have already comp]cied reﬂccnon tables for this class based: R !
on your prcsbm:mom his reflection qcctlon. provide a short analysis of YO /s i M
' performance and that of the nmub with a primary focus on lessons learned and future |l
| goals in prusémauons (can mention :rﬁpmmon from othcr groups that prcsemcd)
d ‘Shides (mdmdu:ﬂl} prepan:d not your éroup slides) AL il
| At least 2 other documems or reflections that demonstrale your spmkmg skills. For it
i e:mmple thn could include a discussion of a pvrcsentanon in another class this semester.
" Nou could talk about an interview you had for a job or internship. You could talk about
W your ability to video conference ‘or do prescmanons onlme i
6. Addmonal Development SccnorL This section mcorporales other clemems of dev elopment
' bevond writing and speakmﬁ it
1210 2/3 ofa page (5mgle—spaced) reflection of your skill development based on the |
' topics in this section. |
b. Feedback and lecxsm. Offten, it is difficult to cnnque others. But that is something you
have been asked to do throughout your peer reviews and presentation feedback. What
have vou learned from giving and receiving feedback? How do these experiences (and
 other experiences of feedback beyond this class) impact how you will give and receive
feedback/critique in the future? If you'd like, you could dlq:)lay this analys:s ina SWOT
format.
c. Lab Reflection: Review the major lessons leamcd in the lab What was most valuable
What was least valuable? You can format this as a review.
7. A short conclusion with communication goals Spec:f ic to your field and future e.oals
‘8. Anappendix i
a. Optional it | |
b. Could include other things you want to show eﬂ' from this semester

1
TN

In addition to featuring work and reflections from tius semester, consider how llus portfolio mll 1 ‘
showcase your skills in document design? How can you make the portfoli io (1) easy to md. (2)
visually interesting, and (3) feel like a cohesive document” )

| ‘ :'
Resources to help with formatting in Word: il H‘ll !
Images: A
e Inserting images: https:/www linkedin.com/ 1eanuni'.4\mrd-’(llﬁ—essenml-
training’illustrating-with-pictures-and- sh.z_npc.s"u—'ml‘)ﬂl.'_'ﬁ

o Positioning and sizing images: https: /'www. linkedin. mmkammgw\mnl-‘ﬂ [ 6-essential-

training/positioning-rotating-and-sizing-pictures’ 2u=70198226
e Wrapping text around your images: hitps:/www, linkedin. com Jeaming 'word-20 16-essential-

tramning/ \srammg'tt:tt -around -L@gtycs 2u=70198 ""b i
‘ | ‘I‘ |
Headers, footers, and page numbers: hitps:/www. linkedin. com leaming /word-2016-essential-
training using -headers- fomgrs-and m;,emmlbcnngz_u -70198226
| | | ‘ ‘

iTable af Contents: hips:/www. Imkedm com'lt:armmé \mrd-@nck -tips ‘create-a-table-of-
contents-in-word?u=70198226 | Lo
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Incomplete (F)

Fair ()

Fait e excetem(a) . |
Your supervisor would Your supervisor wouldbe | | Your supervisor would ask you to Your supervisor would send this
3\ consider the poor quality of | troubled bl\nhe poo; qua!itf of Irevise and edit before allowing document with minor editing. document or approve the work

5 E work, missing sections, lack | work You do not fhnionstra:e' people outsde of your You had very few errors and without any changes. Exceeds
Ct4 | of analysis and/or your personal reflection and/or an department to see the document. | showed significant consideration | criteria, provides deep insight,
‘3‘:5 doppiness as a sign that understanding of business 1y Thesections are either of professional communication. and gives the reader a holistic
g you may need to be ! communication. Your sections incomplete, lack in-depth Your work would “get the job understanding of their
f.’_!ﬁ%' replaced. This section have significant errors, stylistic | || reflection, or display of just the done” as it meets the strengths, weaknesses, and

z =) | shows a misunderstanding ' | issues, and content choice issues. minimum of communication expectations of professional abilty to communicate. No

g =4 | of communication basics, ' | Thesection must be rewritten knowledge. There are many writing. Documents meet all easily noticeable errors and

= % and conventions. iy before being sent or distributed errors, stylistic issues, and content | criteria, and with few exceptions, | signficantconsideration of

8 = Management would look | ‘within or outside of your choice issues. Management would | exceed expectations, audience. Management would

E . for someone else todo this | | department. Management may be dissatisfied and have tospend | Managementwould be satisfied | be impressed and remember

-9 job. jil el || feel time hasbeen wasted onthe | some time smgeidq,g editsand and have to spend minimal time | your work when a promotion is
! i part of you or your supervisor. revisions. R suggesting any edits. discussed.

Incomplete (F) } Poor (D) =

5 o ek
Your supervsor would Your supervisor would be Your supervisor would ask you to Your supervisor would send this | Your supervisor would send this
consider the poor qualiti of | troubled by the poor quality of revise and edit bpfore'albwirg document with minor editing. document or approve the work
work, missing sections work. Revision and editing are people outside of your department | You had very few errors and without any changes. Exceeds
and/for your doppiness asa | essential. Parts of this section to see the document. The showed signfficant expectations of professional
<ign that you may need to show no improvement. You do documents demonstrate little consideration of audience. Your | writing. No easily noticeable
be replaced. This section not demonstrate an improvement and meet minimum work would “get the job done” errors and signficant

3| shows amisunderstanding | understanding of professional expectations of professional as it meets the expectations of consideration of audience.

=31 of communication basies writing. There are significant writing. There are many errors, professional writing. Documents demonstrate clear

" and conventions. errors, stylistic ssues, and content | stylistic issues, and content choice | Documents demonstrate improvement. Management
Management would look choice issues. Thesection must be | issues. Management would be improvement and meet would be impressed and
for someone else todo this | rewritten before being sent or dissatisfied and have to spend expectations demfusbnal remember your work when a
job. distributed wiﬂin or outside of some time suggesting edits and wrting. Management wouldbe | promotion is discussed.

your department. Management revisions on some of the satisfied and have to spend
may feel time has been wasted on | documents minimal time suggesting any
shikd the part of you of your supervisor. _ledits, B . L
Incomplete (F) | “Poor (D Rair{C ood [B) IS Sk
Your supervisor would Your supervisor would be Your supervisor would ask youto Your supervisor would send this | Your supervisor would send this
consider the poor quality of | troubled by the poor quality of revise and edit before allbbwing document with minor editing. document or approve the work
work, missing sections work You do nat demonstratean | people outside of your department | You had very few errors and without any changes. Exceeds
and/or your doppiness asa | understanding of professicnal and | to see the document. The showed signfficant criteria and demonstrates well-
_sign that you may need to pubkc speaking Your reflections documents are either incomplete, | consideration of professional thought-out reflection/analysis

;m

BCOM Assignment

Portfolio
Introduction to Business Communication and Professionalism
be replaced. This section have significant errors, stylistic lack in-depthreflection, or display | and public speaking. Your work | of professional and public
shows a misunderstanding | issues, and content choice issues. | of just the minimum of oral would "get the job done” asit speaking. No easily noticeable
of speaking basics and The section must be rewritten communication knowledge. There

tonventions. Manage ment
vould look for someone
‘ eke to do this job.

meets the expectations of
professional writing.
Documents meet al criteria,
and with few exceptions, exceed | impressed and remember your

expectations. Management work when a promotion is
would be satisfied and have to discussed.
spend minimal time suggesting

before being sent or distributed
within or outside of your

errors and significant
consideration of audience.
Management would be

are many errors, stylisticissues,
and content choice issues.
department. Management may Management would be dissatisfied
feel time has been wasted onthe | and have to spend some time
part of you or your supervisor. suggesting edits and revisions.
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'| ' Documents meet all eriteria, |

e:pemuons Manapment ‘
would be satisfied and have to

&pend minimal time suggesting
any edits.

and with few exceptions, exceed

/| and public speaking. Your work . | of professional and public
would “get the job done” asit speaking. No easily noticeable
meets the expectations of | efrors and signfficant
‘professional writing.

consideration of audience.
' | Management would be
impressed and remember your

wortk when a promotion is
discussed. |

be replaced. This section have significant errors, st\'clist‘x: | lack in-depth reflection, of display.
| shows a misunderstanding | issues, and content choice issues. || of just the minimum of oral |
‘t of speaking basics and Thesection must be rewritten | communication knowleche There |
t conventions. Management | before being sent or distributed are many errors, stylnmcissue 5 il
| would look for someone within or outside of your and content choice issues.
\ eke to do this job. department. Management may Management would be dssamﬁed
. feel time hasbeenwasted onthe | and have to spend some time
| part of you of your supervisor. suggesting edits and revisions. |
]
.
\ Submission was upbadedasa | Direct contradictions can be Various submissions were
series of documents, and quickly and easly dentfied. uploaded as a single uniform
O virtually no effort wasmade to | Little effort put toward
2] ensure consistency between

17 sections.Missing materials.

presenting various analyses asa

single unified submission.

Missing materials or dficult to

find matenials.

document with limited |
contradictions, errors, or
unexplained decisions. All basic
materials indudef:li

Virtually no contradict- ions exist
within the subrmssbn.and
some level of explanauon for
decisions that may appear
unrelated or at-odds. All
materials included and

i eMectively introduced

‘| such asinduding evidence of

Analyss and communication
decisions made clearly based on
career aspirations. All materials
included. Portfolio goes "above
and beyond™ on some sections

communication ability.
Unreadable (F) : = eadatile | (a1 D '-J*”-“-‘*C-} i 23
Significant portions of the Althou:h the subrmssinnwas Design was simple, and in no Submission wasnot only legible | Designwas consistent
asignment were ilegible legble, it was confusingand/for | way inhibited the reader from and well-organized, but it was throughout the submission, and
because of format, design, difficult to read because of font | understanding any portion of also structured in away that expressed the author's
and/or use of a prohibited file size, use of color, or overall the submission. Organization placed the reader’s experience personality and message ina
format (.pages, .numbers, etc) | organization. issues were minor, | as a priority. professional and creative way.
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