
BCIS 3615:  Business Communication for 
Information Technology Professionals 
Spring 2026

[bookmark: _Hlk79393453]Instructor:	Dr. Ronnie Jia
Office: 	BLB 365E
E-mail: 	Ronnie.Jia@unt.edu	
Office Hours: 	Virtual. By appointment on Zoom or Teams
Zoom Link:	https://unt.zoom.us/j/2993312031
COURSE Description
Provides students with the knowledge and skills necessary for effective oral and written communication with the focus on communicating technical information about information technologies to business and technical audiences, integrating emerging technologies in business communication, and developing effective communication strategies for technology teams in domestic and international professional settings.
Course Objectives
Upon successful completion of this course, students should be able to:
1. Understand foundational principles of communication—including key concepts, processes, and theories—and apply them to professional settings. 
2. Develop communication skills by producing clear, concise, and engaging written and oral messages for diverse technical and non-technical audiences.
3. Apply emerging communication technologies (e.g., artificial intelligence, collaboration platforms, multimedia tools) to enhance clarity, engagement, and efficiency in professional interactions.
4. Understand the auditory, cognitive, and emotion processing mechanisms that underlie communication and apply these insights to improve workplace communication.
TEXTBOOKS
· Guffey, M. E., & Loewy, D. (2023). Essentials of Business Communication, 12th ed., Cengage. ISBN: 9780357714973
· Wood, J., & Hains, R. (2022). Communication in Our Lives, 9th ed., Cengage. ISBN: 9780357656853

[bookmark: OLE_LINK1]COURSE SITE:	Canvas
GRADing:	A = 90.0-100.0%, B = 80.0-89.9%, C = 70.0-79.9%, D = 60.0-69.9%, F = 0-60.0%
Presentations
There will be three individual presentations: two live, in-class presentations (topics and dates to be announced on Canvas) and one video presentation, in which students will record a “two-minute elevator pitch” and upload it online (e.g., GitHub, YouTube set to Unlisted). 
Assignments
· Homework.  Students will complete several homework assignments. Some assignments (e.g., readings) will require no submission but will be assessed through in-class quizzes. Others will involve deliverables (e.g., a résumé) submitted on Canvas. 
· In-class work.  There will be for-credit, in-class activities (e.g., quizzes, exercises) in nearly every class session. Quizzes will draw on material from the previous class and/or the assigned readings. 
COMMUNICATION STYLE ASSESSMENTS
Students will complete hands-on assessments and activities designed to help them identify and understand their individual communication style and characteristics. These experiences will offer valuable insights into how they interact with others and support the development of more effective communication strategies.

LATE SUBMISSION & MAKEUP POLICY
Punctuality is essential for all coursework and class activities. Late submissions will not be accepted. Missed assignments and assessments cannot be made up except in cases of documented illness or emergency. This policy also applies to presentations, which must be delivered on the scheduled date unless a documented illness or emergency prevents it.

ATTENDANCE AND CLASS PARTICIPATION
Regular and punctual attendance for the full class period is expected. Students who are absent—including those who arrive late or leave early—are fully responsible for any materials, assignments, and announcements they miss.

Students are expected to come to class prepared to participate. Class participation involves engaged listening and involvement in exercises and proactive sharing of constructive thought during discussions. Based on one’s quantity as well as quality of participation in discussions, the instructor may adjust the student’s final course grade by one letter grade.

CLASS COMMUNICATION POLICY 
Students are encouraged to ask questions or provide feedback in person or via UNT email. (Students wishing to do so anonymously can slide a note under the instructor’s office door, BLB 365E.) Students are responsible for checking UNT email and Canvas frequently for announcements and updates. 

UNT mail is the best way to contact the instructor electronically. Microsoft Teams and the messaging system in Canvas are not checked every day and may lead to a delay in response.  

PROFESSIONAL CONDUCT
The instructor is committed to creating a positive environment that is conducive to learning. Students are expected to conduct themselves in a professional manner. Student behavior that interferes with the instructor’s ability to conduct a class or other students' opportunity to learn is unacceptable and disruptive and will not be tolerated. Professional conduct includes but is not limited to the following: 
1. Arrive at class on time. Late arrivals disrupt class.  
2. Silence cell phones and other electronic devices. 
3. Be respectful toward your instructor and classmates.
4. Refrain from having side conversations during class.
5. Refrain from asking for extra credit or “begging” for grades – it is *unprofessional* and **unethical** 
6. Use proper etiquette in emails. Otherwise, they will be ignored or returned without comment.
a. Note your full name, course and section numbers in the subject line. 
b. Use a professional greeting: Dr. Jia or Prof. Jia, rather than “Hey,” “Mr. Jia,” or “@Jia, Ronnie”
c. Include a signature line at the end of your message. 
d. Use proper spelling, grammar, punctuation, and capitalization. 
e. Acknowledge receipt of the instructor’s response (and optionally express appreciation).

Unprofessional conduct may, at the instructor’s discretion, lead to a deduction of course grade. Students engaging in unacceptable behavior will be asked to leave the room, and the instructor may refer the student to the Dean of Students to consider whether the student's conduct violated the Code of Student Conduct. 

Academic Integrity POLICY
According to UNT Policy 06.003, Student Academic Integrity, academic dishonesty occurs when students engage in behaviors including, but not limited to cheating, fabrication, facilitating academic dishonesty, forgery, plagiarism, and sabotage. It will result in a zero for the test, quiz or assignment, or an “F” grade for the course, notification of the Department, and/or referral to the Dean of Students, which may impose further sanctions. Any incident of academic dishonesty will not be tolerated and will lead to sanctions for *all* parties involved. 

It is the students’ responsibility to know what constitutes academic misconduct. Students are expected to read UNT’s Student Standards of Academic Integrity which defines academic dishonesty and sets out the consequences for unethical academic behavior. (https://policy.unt.edu/policy/06-003)
Cheating is defined as: The use of unauthorized assistance in an academic exercise, including but not limited to: 
1. Use of any unauthorized assistance to take exams, tests, quizzes, or other assessments; 
2. Dependence upon the aid of sources beyond those authorized by the instructor in writing papers, preparing reports, solving problems or carrying out other assignments; 
3. Acquisition, without permission, of tests, notes, or other academic materials belonging to a faculty or staff member of the University; 
4. Dual submission of a paper or project, or re-submission of a paper or project to a different class without express permission from the instructor; 
5. Any other activities designed to give a student an unfair advantage on an academic assignment. 
Plagiarism is defined as the “Use of another’s thoughts or words without proper attribution in any academic exercise, regardless of the student’s intent, including but not limited to: 
1. The knowing or negligent use by paraphrase or direct quotation of the published or unpublished work of another person without full and clear acknowledgment or citation. 
2. The knowing or negligent unacknowledged use of materials prepared by another person or by an agency engaged in selling term papers or other academic materials. 
Common examples of academic dishonesty in an ITDS class include: 
· Copying answers from another person’s paper
· Using notes during a closed book exam
· Copying computer code from another person’s work 
· Having someone else complete your assignments or take tests on your behalf
· Stealing code printouts, software, or exams
· Recycling assignments submitted by others in prior or current semesters as your own
· Copying the words or ideas of others from books, articles, reports, presentations, etc. as your own thoughts without proper attribution (i.e., plagiarism).
You are also reminded that:
· Course assignments, quizzes, and tests are intellectual property and cannot be shared or posted without instructor’s permission.
· Copying, photographing, or circulating quiz or test materials constitutes academic dishonesty.
The ITDS Department believes it is very important to protect honest students from unfair competition with anyone trying to gain an advantage through academic dishonesty. By logging into this class site and attending this course, students acknowledge the responsibility to read the UNT academic dishonesty policy and the Student Standards of Academic Integrity (https://policy.unt.edu/policy/06-003); and attest that you have read and understood the statements in this document and agree to behave ethically in this class.
CLASS RECORDINGS & STUDENT LIKENESSES
Class recordings are the intellectual property of the university or instructor and are reserved for use only by students in this class and only for educational purposes. Students may not post or otherwise share the recordings outside the class, or outside the Canvas Learning Management System, in any form. Failing to follow this restriction is a violation of the UNT Code of Student Conduct and could lead to disciplinary action.
STUDENTS WITH DISABILITIES
UNT makes reasonable academic accommodation for students with disabilities. Students seeking accommodation must first register with the Office of Disability Accommodation (ODA) to verify their eligibility. If a disability is verified, the ODA will provide a student with an accommodation letter to be delivered to faculty to begin a private discussion regarding one’s specific course needs. Students may request accommodations at any time, however, ODA notices of accommodation should be provided as early as possible in the semester to avoid any delay in implementation. Note that students must obtain a new letter of accommodation for every semester and must meet with each faculty member prior to implementation in each class. For additional information see the ODA website at disability.unt.edu.
Prohibition of Discrimination, Harassment, and Retaliation (Policy 16.004)
UNT prohibits discrimination and harassment because of race, color, national origin, religion, sex, sexual orientation, gender identity, gender expression, age, disability, genetic information, veteran status, or any other characteristic protected under applicable federal or state law in its application and admission processes; educational programs and activities; employment policies, procedures, and processes; and university facilities. UNT takes active measures to prevent such conduct and investigates and takes remedial action when appropriate.
Emergency Notification & Procedures
UNT uses a system called Eagle Alert to quickly notify students with critical information in the event of an emergency (i.e., severe weather, campus closing, and health and public safety emergencies like chemical spills, fires, or violence). In the event of a university closure, please refer to Canvas for contingency plans for covering course materials.

Tentative Schedule

	Week
	Topic
	Presentation

	1
	Syllabus
Course Introduction 
	

	2
	Foundations of communication 
	

	3
	Communication, Identity, and Perception
	

	4
	Listening
	

	5
	Verbal Communication 
	

	6
	Nonverbal Communication
	Personal Experience: Communication
Success and Failures

	7
	Emotions and Communication
	

	8
	Managing Conflict
	

	9
	Spring Break
	

	10
	The Writing Process in the Digital Era 
	

	11
	Employment Communication 
	

	12
	Professionalism, Teamwork, and Meetings 
	Speaking to a Non-technical Audience

	13
	Workplace Communication I 
	

	14
	Workplace Communication II 
	

	15
	Communication and the IT Profession I
	

	16
	Communication and the IT Profession II
	

	17
	Communication style assessments feedback
	



See the Canvas course site for the latest updates.
