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English 321: Writing for the Engineering Professions 

formerly known as English 321: Writing for Engineers or Engineering 320: Technical Communication

NDSU, Fall 2006--3 credit hours

Instructor: Linda Fricker



Email: Linda.Fricker@ndsu.nodak.edu

Office: South Engineering 318E



Phone: 231-8768 (voice mail)

Office hours: Office Hours: MWF 12-12:45, TR 9-10:45
Mailboxes: Minard 320 (open 8-5 M-F); SE 318 (open sporadically)

Course Description: 
“Application of written and oral aspects of technical communication geared especially toward the engineering profession. Students create documents and presentations for a variety of purposes” (NDSU Bulletin).

Course Objectives: 

· Working alone and collaboratively, students will analyze and write documents that are accessible, usable and relevant for a variety of audiences and purposes. 

· Students will use a variety of research tools, including general publications, professional research journals, and primary research such as interviews. 

· Specific assignments will include memos, letters, proposals, descriptions, and reports.

Special Needs: 
Any student with disabilities or other special needs, who needs special accommodations in this course, is invited to share these concerns or requests with the instructor as soon as possible.

Academic Honesty: 
All work in this course must be completed in a manner consistent with NDSU University Senate Policy, ‹http://www.ndsu.nodak.edu/policy/335.htm› (Section 335: Code of Responsibility and Conduct).  Specifically, a student must not hand in work handed in by another student in the past. Statistics, ideas or opinions from a source must be appropriately cited. 

Student Code of Behavior

Attendance and class participation is expected from all students. All interactions in this course will be civil and show respect for others. Student conduct at NDSU is governed by the Code of Student Behavior available at <http://www.ndsu.edu/ndsu/vpsa/code>.

Text: 
Lannon, John M.. Technical Communication, 10th edition. Pearson/Longman, 2006.

Collaborative Assignments:

Some assignments will require collaboration with classmates. All group members will receive the same grade unless members request a lower grade for partially participating group members or a failing grade for non-participating group members.
Course Requirements:
	ASSIGNMENT
	POINTS

POSSIBLE

	Unit 1: Applying For Employment
	

	Looking for Jobs
	   10

	Analyzing Your Skills
	   10

	Analyzing Your Employer
	   20

	Letter/Scannable Resume
	 150

	Text File Resume
	   50

	Unit 2: Audience and Ethics
	

	Critique
	   10

	Codes of Conduct (in class)
	   10

	Audience Analysis I
	   25

	Audience Analysis II
	   25

	Unit 3: Recommending Potential Employers
	

	Table
	   20

	Email or Memo Proposal
	   10

	Graph
	   20

	Data Analysis Report
	 200

	Unit 4: Technical Description
	

	Technical Description I  (in class)
	   10

	Technical Description II (in class)
	   20

	Unit 5: Fun and Games
	

	Proposal
	   25

	Research Analysis
	   50

	Progress Reports
	   15

	Formal Recommendation Report
	 200

	Presentation 
	   50

	Miscellaneous


	

	Other Class Activities and Exercises 
	    20

	Final Exam
	    50

	TOTAL
	1,000


Grade Scale: 

A: 91-100%; B: 81-90%; C: 71-80%; D: 61-70%; F: <60%
Daily Schedule: Subject to change. Changes will be announced in class and/or posted on Blackboard. Students are responsible for being aware of all changes. All page numbers refer to Lannon's Technical Communication, 10th edition
W 8/23: Introduction to the class; getting to know each other.
Getting Acquainted—due Friday, Aug. 25

Part 1: Interview a classmate and write a half-page introduction. You will introduce your classmate to the rest of the class and then hand in what you have written.

Part 2: Send an email to your instructor with a piece of information about yourself that you did not share in your interview. 

F 8/25:  Getting Acquainted exercise due;" Introduction to Technical Communication" 1-12.
M 8/28: "Preparing an Effective Document" 14-25.
W 8/30: "Editing for Readable Style" 243-285.
F 9/1: "Designing Pages and Documents" 339-363.
M 9/4: Labor Day--No Class

W 9/6: Finding a Job, Letter Formats 410-418.
F 9/8: Letter of Application and Resumes 425-457; Part 1: Applying for Employment due .
M 9/11: Scannable Resumes; Part 2: Applying for Employment due.
W 9/13: Scannable and Text Resumes; Part 3: Applying for Employment due.
F 9/15: Draft of Scannable Resume and Letter due for Peer Review.
M 9/18: Meet with instructor at scheduled time in SE 318 E. Send text resume before meeting; bring scannable resume and letter to conference.
W 9/20: Meet with instructor at scheduled time in SE 318 E. Send text resume before meeting; bring scannable resume and letter to conference.
F 9/22: Meet with instructor at scheduled time in SE 318 E. Send text resume before meeting; bring scannable resume and letter to conference.
M 9/25: Resumes/Letter due; "Memo Reports and Electronic Mail" 384-406.
W 9/27: No Class: Attend Engineering Expo at FargoDome (open 10-3) to complete critique assignment or do Exercise 22 on page 285, including a critique of the site.
F 9/29: Critiques from 9/27 due; "Delivering Essential Information" 27-40.

M 10/2: "Summarizing and Abstracting Information" 197-212; "Elements of Usable Web Site" 466-478.
W 10/4: Weighing Ethical Issues" 73-93; bring copy of code of conduct or ethics from a professional organization to which you belong or are likely to join, or from a business or organization for which you would like to work.
F 10/6: Audience Analysis I due; "Thinking Critically about the Research Process" 118-126.
M 10/9: Audience Analysis II due; "Visual, Design, Usability Elements" 286-335.
W 10/11: "Evaluating and Interpreting Information" 164-194; Appendix A: pages 68-717.
F 10/13: Part 1: Recommending Potential Employers due; "Formal Analytical Reports"605-640; "Front Matter/End Matter" 642-652.
M 10/16: Part 2: Recommending Potential Employers due; "Making a Persuasive Case" 43-69.
W 10/18: Part 3: Recommending Potential Employers due; "Organizing for Users" 218-241.
F 10/20: Draft of Potential Employers Report due for Peer Review.
M 10/23: "Working in Teams" 96-114; Recommending Potential Employers Report due. 
W 10/25: "Technical Descriptions" 502-527; Technical Description I in class.
F 10/27: Technical Description II in class.
M 10/30: "Technical Definitions" 480-498; 
W 11/1: "Proposal" 567-601.
F 11/3: Work on Proposal with group.
M 11/6: Proposal due; "Exploring Electronic and Hard Copy Sources" 128-146.
W 11/8: Work on Research Analysis with group.

F 11/10: Veterans Day--No Class.
M 11/13: Research Analysis  due; "Oral Presentations" 653-675.
W 11/15: Work on Fun and Games Report with Group; Progress Report due.
F 11/17: Work on Fun and Games Report with Group; Progress Report due.
M 11/20: Draft of Fun and Games Report Due for Peer Review; Bring at least three copies per group.
W 11/22: Fun and Games Report Due. 
F 11/24: Thanksgiving Break--No Class

M 11/27: No class--Work on Presentation with Group.
W 11/29: No class--Work on Presentation with Group.

F 12/1: Presentaions.
M 12/4: Presentations.
W 12/6: Presentations; course evaluations. Last day of class.
F 12/8:  No class due to English Department Assessment of First-Year program. 
The final exam will be available on Blackboard during Finals Week.

WRITING ASSIGNMENTS
APPLYING FOR EMPLOYMENT UNIT
Part 1: Use at least two sources (such the Career Center’s web site or monster.com) to find at least six job listings for which you are qualified or will be when you graduate. Each listing should be with a different organization and should be in varying geographic regions. Send an email or write a memo to your instructor listing the two sources used and the six organizations advertising a position. Print the six job listings and keep them for use in a future assignment.

Part 2:  Choose one of the job listings you located in Part 1. In a memo to your instructor, use two columns to show the ad’s requirements and SPECIFIC examples (classes, job experience, etc.) to show how you meet each requirement.
Part 3: Visit your potential employer’s website and try to find newspaper, magazine or journal articles about your potential employer. If possible, locate their mission statement. Overall, what sort of image does the company or organization seem to portray? What image do the magazine or journal articles portray? Write a memo to your instructor relaying these images, as well as why you would, or would not, want to actually work there.
Writing Assignment: Write a letter of application and two resumes in response to the ad you have chosen. The letter and resumes should be neatly typed with a professional appearance.  The resumes will include the same information, but will be a scannable resume and a text file resume.  You will hand in paper copies of your letter and scannable resume; you will send your text file resume as an attachment to an email as if you were sending it to an employer.                                                                                                   
THE LETTER:  The letter of application should be no longer than one typed page.  The letter should be addressed to the person listed in the ad. The letter is likely to be the first knowledge a potential employer has of you. It should be well written; it should be clear, concise, and error free.  The letter should be organized with a clear beginning, middle, and ending.  It should identify and show evidence of skills, qualities, educational background, and experience required for the job: how well do you match their ad and how can you be an asset for them?

THE RESUMES: Like the letter, the resumes should be clear, concise, and error free.  They should be organized so they are easy to read quickly.  They must include the following: name, address, phone number, educational background, work experience (including relevant volunteer experience and/or military service). Resumes may also include a career or job objective, a summary, special skills, hobbies, etc.--especially if they are relevant to the job, and a list of references (usually three).  They should not include personal information such as height, weight, marital status, religion, political affiliation, etc. unless it is required for a specific job and you are certain it will help, not hurt, your employment chances. 

Using the guidelines on the next page, in our text, and discussed in class, you will create a scannable resume and a text file resume.

SEE NEXT PAGE FOR POSSIBLE KEY WORDS AND FOR MORE INFORMATION ON RESUMES

Key Words

In your letter and resume, you might want to make use of some of the following keywords most often requested by employers, as compiled by one company that provides software to scan resumes:

ability to delegate

self-accountable

ability to train

ability to set priorities

aggressive worker

team building

communication skills

willing to travel

customer oriented

problem solving

ethical

follow through

multitasking


safety conscious 

ability to plan

adaptable

take initiative

assertive

tenacious

creative

public speaking

empowering others

organizational skills

follow instructions

follow up

leadership


ability to implement

self-managing

accurate

analytical ability

team player

competitive

results oriented

detail minded

persuasive

flexible

open minded

innovative

high energy

Scannable Resumes: 
· Don’t use multiple columns. Columns might get scanned as unreadable gibberish.

· Your name should be the first line of the page.  Don’t use fancy layouts that may not scan. 

· Use 12 point type in a readable font that does not have letters that touch. 
· Don’t underline or use italics.

· Use only familiar abbreviations.
· Use smooth white paper and black ink on a laser printer. 

· Don't staple or use paper clips. Don’t fold; use a large envelope.

Note for future use: If an employer requests a resume via fax, Arial is a good font choice.

Text File or ASCII Resumes: This is a file that can be read by any computer and is therefore good to use when applying for jobs online or as an email attachment. This resume does not contain columns, indented bullets, or any other styles added by a text-editing command.  

It is basic and bland--you can use upper and lower case for distinctions between heading and text, and you can insert blank lines between sections.  You can manually add a hyphen or asterisk to indicate a bullet if needed. ALL LINES SHOULD START AT THE LEFT MARGIN.

To save a Word document as a text file document, choose SAVE AS and then "Text Only” or a similar option, but NOT “Rich Text.”

**You will need to go to where the file was saved to open it. Its icon looks like a small notebook with a spiral on top.


CRITIQUE:

Option 1: Attend the Engineering Expo on Wednesday 9/27. Write at least two paragraphs summarizing what you did at the Expo and at least two paragraphs offering a critique: Had you attended before? Was it user friendly? Was it useful? Was it what you expected? Your critique should be approximately ½-1 page.

Option 2: Do Exercise 22 on page 285. In addition to the summary required in the exercise,  add a critique of the site you visited. Your summary and critique should be approximately 1/2-1 typed page.


 
AUDIENCE AND ETHICS UNIT

CODES OF CONDUCT:

Bring a copy of a code of conduct or code of ethics from a professional association, organization, or business appropriate for your major to class. You will compare and contrast what you have found with what classmates found. You will receive additional instructions for this exercise in class.



AUDIENCE ANALYSIS I:
Do Exercise #4 on page 41 of our text. 


AUDIENCE ANALYSIS II:

Choose a technical issue, invention, or other topic related to your major area. Some ideas for other topics include solar or electric cars, air pollution, or the World Trade Center collapse. You might want to consider one of the topics listed in Exercise 5 on page 41 of our text.
Locate two published articles that are written about the same general topic.  One article should be written for a general audience and published in a general magazine (Time, Newsweek, Popular Science, etc.) and the other must come from a journal such as a professional society journal.  Read the two articles and write an audience analysis, following the criteria below.

Identify each article and answer the following questions for each article in separate sections of your analysis. You should include specific examples from each article as support:

· What is each article’s purpose?

· What kind of audience did each author have in mind? How do you know this? What audience characteristics did he or she assume?

· Looking at the following can help determine the writer’s intended audience and purpose:

Diction. Does the writer use words that a general audience would understand? Does the writer use jargon (the language of a particular group)?

Examples. Does the writer use examples to help the reader better understand a concept? The lens of a camera might be compared to an eye, for example.

Details. Is it general or specific? What is put in and what is left out?

Length. 

Another section of your analysis should answer the following questions:
· How useful for you was the information in the general magazine?

· How useful was the information in the professional journal? Was there anything that you did not understand?

· What information, if any, did both articles include?

· What were the biggest differences between the two articles?

Your analysis should be logically organized, with appropriate headings, subheading, and bibliographic information. It should show evidence of editing to eliminate errors in spelling, punctuation, and grammar.



RECOMMENDING POTENTIAL EMPLOYERS UNIT

Part 1: Choose four of the organizations identified in Part 1 of the Applying for Employment unit. Use at least three sources to find information about each of these organizations such as Informal business information, articles about your chosen articles in Informal, each organization’s web site and/or annual report. Create a table to present some of the information you have located. Your table must have at least four columns and at least four rows, and must include information about four organizations.

Part 2: Choose three of the organizations from Part 1, above, which you will focus on in your recommendation report. Send an email or write a memo to your instructor, informing her on your choice of the three organizations, six current and reliable sources you plan to use in your report, and the academic format your will use to document your sources (APA, MLA, CBE, etc.)
Part 3: In addition to the comparison table you completed in Part 1, your client, described below, has requested that you create a graph that shows correlation or lack of correlation between two aspects you have researched. For example, is there a correlation between city size and salary? Between population and average city temperature? Assume that your client has requested a correlation between two specific aspects. Your graph will show that correlation and your report will include an explanation of whether or not the correlation is valid. Pay attention to the data analysis pitfalls listed below and those discussed in our textbook and in class.

DATA ANALYSIS PITFALLS

1. Don’t go out on a limb: don’t make claims not supported by the data. 

2. Don’t just verbalize.  Sometimes, when we are confronted with a lot of information, either in text or table form, we are overwhelmed by the detail and start to verbalize the data. For example, in a case involving a fast food restaurant evaluation, the table of results looked (partially) like this:

Time Service Food Waiting time (minutes)

10:00 a.m. Excellent OK 1

10:30 Excellent OK 2

11:00 OK Poor 5

11:30 OK Poor 7

Verbalizing the data could take the following form:

At ten o’clock, the service was excellent, the food was OK, and waiting time was one minutes. At 10:30, service was excellent, food was OK, waiting time was two minutes, …

This is NOT analysis of the data. Analysis should clarify the data, not merely repeat it. Devise some way to present the information WITHOUT merely repeating (verbalizing) it. Be creative!!! Think!!!

3. Don’t mislead. Mark Twain once wrote that there are lies, damn lies, and statistics. Statistics can often be used to show more than one result from the same data. 

4. Be clear about what you are showing and why. If we’re not sure what you’re showing or why you’re showing it, we really can’t make informed decisions regarding the information you have presented.

Data Analysis Assignment:

Two NDSU students in your major, Ms. Ima Clone or Mr. Yuri Likeme, saw the table you created and are  interested in further information about three of those potential employers. Coincidentally, each has received offers from three of the four organizations listed on your table and is wondering which to accept. You agree to Ms. Clone’s or Mr. Likeme’s terms to prepare a potential recommendation report .

Your client wants more than just information about each company, however. He/She is also requesting cost of living comparisons. In addition to information in sentence/paragraph form, your client is also requesting that at least one table or graph be included. Your report will include the use of at least eight current and reliable sources. The use of all sources must be evident in your report and on a list of sources using the documentation style you identified in Part 3. 

This report will be graded on the appropriateness of the information presented. Your recommendation should be clear based on the information presented. Your report should follow the above guidelines and formats; it should be free from spelling, punctuation, and grammatical errors. Because it is a formal report, your report will include the following:

· Transmittal memo addressed to Ms. Ima Clone or Mr. Yuri Likeme

Front matter (paged using lower case Roman numerals: i, ii, iii, iv…)

· Cover (does not have a page number)

· Title Page (considered page “i" but is not numbered)

· # Executive Summary

· # Table of Contents

Body (paged using Arabic numbers: 1, 2, 3, 4...; this section should be a minimum of six pages)

· # Introduction

· Information about your chosen organizations—use an appropriate heading and subheading

· # Conclusion and Recommendation

Back Matter
· List of sources as appropriate for your chosen documentation style



TECHNICAL DESCRIPTION UNIT
Technical Description: Part 1
During one class period, you will work with a classmate to describe a device that has at least one moving part. You are describing its parts and how it works, not how to use it. Your description will be similar to the one shown on pages 510-512 of our text, and must contain the following elements:

1. A title

2. A definition (first sentence) containing the term, class, and features. 

3. A general description of what this item does and how it works. Be careful! This is not as simple as it may seem. (Remember, how it works, not how to work it!)

4. A list of the item’s component parts.  This may be incorporated into the description.

5. A simple line diagram of your device with the major parts labeled. 

Technical Description: Part 2
During one class period, you will describe a device that has at least one moving part. You are describing its parts and how it works, not how to use it. Your description will be similar to the one shown on pages 510-512 of our text, must contain the following elements:
1. A title

2. A definition (first sentence) containing the term, class, and features. 

3. A general description of what this item does and how it works. Be careful! This is not as simple as it may seem. (Remember, how it works, not how to work it!)

4. A list of the item’s component parts.  This may be incorporated into the description.

5. A simple line diagram of your device with the major parts labeled. 

FUN AND GAMES UNIT
For this assignment, we will assume the following scenario:  Our company, Researchers R Us, has been recently bought out by Mr. Rich Anfamous and his business partners, Ms. Ima Techie (a recent NDSU College of Engineering graduate) and Mr. Billy Handsome (a former high school science teacher). Mr. Anfamous is well known for buying out companies (large and small), and with the help of his assistants, improving the company's products. He has previously focused on electronics but is now thinking of focusing his buyouts on toy and game companies. This focus was prompted by Mr. Handsome's idea for a new television show starring Handsome--a weekly "Bill Ney the Science Guy" type of series that would focus on the science behind toys or games that would not only educate kids, but would also make them want to buy a new toy or game each week, thereby increasing sales for the companies owned by Anfamous, Techie, and Handsome. 
As our company's new CEO, Mr. Anfamous wants several reports, each on a different toy or game that will provide information useful to all three partners: Anfamous is particularly interested in the product's history and popularity; Techie is interested in the product description and your recommendation regarding whether it should remain as is or be changed; and Handsome is interested in the science behind the product, what makes it work.   
As the company's CEO, Mr. Anfamous is too busy to handle the details of his request and has therefore named your instructor as the manager of this project. For this unit, you will work in groups of two or three. Each group will choose one game or toy that meets the following criteria:

· is suitable for children 8-12 years old 

· has at least one moving part

· can be explained by one or more scientific/engineering principle/law/theory

Each group must use a different game or toy; the group that first requests it will be allowed to use it. Your group should inform your instructor (boss) of your choice before you submit your proposal. You can talk to her in class, send her an email, stop by her office, or call her office. 
All assignments in this unit should be completed as a group. Assignments include the following:

1. Research Proposal

2. Research Analysis

3. Progress Report

4. Report

5. Presentation/Demonstration
RESEARCH PROPOSAL:

This is a collaborative memo to your instructor (your boss at Researchers R Us) from your group. Each of the following should be identified with an appropriate heading:

· a list of group members and a way to contact each group member (email and/or phone)

· your chosen topic and why you feel it is appropriate for the age group specified

· the scientific/engineering principle/law/theory associated with the game; if there is more than one, which is likely to be your focus for the Research Analysis?

· how you will divide up responsibilities for the research analysis, progress report, the main report, and the oral presentation/demonstration (who will do what when?)

· how you will deal with any costs associated with the project (Researchers R Us can't even pay its employees, so it certainly can't pay for any research costs)
· how you will deal with non-participating and partially participating group members while the assignment is being completed and after it is finished

Bullets, tables, or other visuals can be used to present your information in a format that is easy to read. Your memo should be logically organized and show evidence of editing to eliminate spelling, punctuation, and grammatical errors. Each member of the group should have a copy of this proposal.


RESEARCH ANALYSIS:

This is a collaborative assignment, with each group member trying to find information on the same general topic: the scientific/engineering principle/law/theory associated with your game. However, to aid in future research at Researchers R Us, your boss has decided to do an analysis on research sources available at our research headquarters, NDSU's Library. 

To complete this analysis, your group might have each group member look at a different category, or some categories might be subdivided between more than one group member. You will then compare and contrast what each group member found. Try some or all of these categories, or those available as Engineering Resources (or other appropriate resources) from NDSU’s Library: 

· Subject directories or Search engines

· Online databases such as EBSCO.  

· Print or online indexes such as The General Science Index, or the Applied Science and Technology Index 
· Reference materials: bibliographies, encyclopedias, dictionaries, etc. 

· Book Index 

· Technical Report Indexes or Patent Indexes

· US Government Publications

How many sources did each group member find? Who is the audience for the sources (general public, engineers, youth)? How long did it take?  

Your goal is to find the most time effective way to find sources appropriate for engineering students at NDSU. For example, you might find that books are easy to find but take a long time to read. In contrast, Google might be the fastest but most of its sources might be appropriate for elementary school students.  

You will hand in at least one written page recommendations for the best sources for your topic and a one-page chart of what your group members found. 



PROGRESS REPORTS:

A progress report should be sent for each class day of the syllabus designated as a day to work on your Fun and Games report. Your group should send one email to your instructor (boss) with the following information:

· What did you accomplish in your group meeting today and what still needs to be done? 
· Who attended and did not attend your group meeting? 
· What problems need to be solved before your report can be completed? 

· Other information or questions appropriate for your group
All group members should receive a copy of this progress report.



RECOMMENDATION REPORT: 

Your report will be in the form of a memo, addressed to your audience (NOT your instructor/boss). It will include the following information:

· Introduction: Required information--the game or toy, the company that makes it, its appropriate age group, sales numbers (if available), how long it’s been around, its history/etymology, whether it has its own web site(s), club(s) or other groups, etc.

· Description (include subheadings): What the game consists of—its parts, pieces and what they are made of; how it works; a line drawing 

· Definition (include subheadings): Why it works—History, background, etymology (as appropriate) of the scientific or mechanical principle or law that makes it work; Why it might not work sometimes; 

· Recommendations: Is the game or toy the "best it can be" or how could it be changed to make it better? Is this toy or game and its company a good buy for your audience?

· Bibliography: Any sources that you have used or that might be useful for your audience. Within your report, sources should be referred to informally; do not use formal academic documentation for this assignment.


PRESENTATIONS:

This presentation will be used to show the class what you found while completing your Fun and Games Report. It should be presented as if the class is your intended audience of Mr. Anfamous, Ms. Techie, and Mr. Handsome.  Your presentation must be at least five minutes and not more than ten minutes.
All members of the group must be introduced and must participate in the presentation. The presentation should include a introduction that clearly states your topic, a middle that provides information to support your claims, and a conclusion that provides your listeners with a clear sense of closure. It should include a demonstration of your topic, either on video or live as appropriate. 

Although it is not necessary to use PowerPoint or another audio/visual computer program, you should consider what will present the most professional image of your group and the information you are presenting.
Your presentation will be graded by your classmates as well as by your instructor; the group will receive the mean average of all grades received.  


FINAL EXAM:

The final exam will be available on Blackboard during Finals week. You will receive an email message to let you know when it is available.
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