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Course Syllabus
Course code: MGMT2003M
Course: Management Communication
Credits: 2.0    Weekly Class Hours: 2.0-0.0    
Total Class Hours: 32
Course category: Compulsory course
Prerequisite: None
*One credit in Zhejiang University consists 16 teaching hours of lecture; one teaching hour is 45 minutes. Hours spent on homework and readings are not included.
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I. Course Introduction
This course explains the nature of management communication and cover four related areas of knowledge and skills: intra-personal communication, inter-personal communication, intra- organizational communication and inter-organizational communication. It is aimed at helping students form proper concepts in regard to management communication and develop essential communication skills through a systematic study of the knowledge and application training of the skills.
II. Teaching Objectives
(1) Learning objectives
To improve students' basic qualities and skills of self-communication and interpersonal communication; Enable students to grasp the essential connotation and operation mechanism of management communication, cultivate the correct concept of management communication, master the common strategies and skills of management communication, and explore the path to solve the real management communication problems.
(2) Measurable outcomes
Upon successful completion, students are expected to:
 Understand the essential connotation of management communication, understand the causes of communication barriers, and understand the basic strategies to eliminate communication barriers;
 Understand the practical significance of constructive communication and the nature of object-oriented thinking;
 Objectively understand and evaluate themselves and master the basic ways of successful self-communication;
 Understand the importance of communication subject credibility in organization management and communication;
 Understand the impact of object-oriented thinking on the realization of organizational management and communication goals;
 Master the basic skills of interpersonal and organizational communication, including listening, interview, speech, writing work reports and official emails, using non-language at work and organizing meetings;
 Understand the basic strategies of internal communication in the organization, including upward communication, downward communication, horizontal communication and team communication;
 Master the basic strategies and general skills of external communication, such as crisis communication.
1. Course Requirements
(1) Teaching methods and requirements:
Teaching methods:
a. Teacher teaching: teaching the core content of the course. The teaching content and course ideological and political cases are uploaded to "Learning in Zhejiang University" in advance in the form of PPT.
b. Case discussion: Organize students to have case discussion, and each group will orally report the discussion results and submit written discussion records, teachers' comments and summaries to help students better understand and master the basic knowledge.
c. Extra-curricular communication: Students are required to discuss relevant communication problems in group after class, submit written communication records, and share them in class.
d. Group research: A number of research teams are set up, requiring students to conduct actual research on a social organization or social problem, analyze the main problems in its management and communication and their causes with the theoretical knowledge learned, and further put forward corresponding improvement suggestions. Write a research report according to the requirements, and make presentation in class.
e. MOOC learning: While participating in offline teaching activities, students are required to study the designated MOOC of Management Communication online and complete the corresponding online test, and the score will be included in the overall score of the course assessment.
Course requirements:
This course will take the combination of teacher-student interaction, student-student interaction, intra-group interaction and inter-group interaction to complete the teaching activities. In order to better achieve the teaching objectives, the following requirements are proposed:
General requirements:
a.	Compliance: No matter what the reasons, if the absence is more than 1/3 of the total class hours, or there is fraud in various forms, this course will not be scored.
b.	Arriving on time: those who cannot arrive or arrive late due to special reasons need to ask for leave in advance, and leave permit application later will be deemed invalid.
c.	Active participation: Those who do not participate in relevant teaching activities for no reason will not receive any points and will not be given any form of compensation or replacement.
d.	Careful homework: complete all homework as required. Any student who fails to complete the homework without the teacher’s permission before the deadline will not be scored for this homework.
Detailed requirements:
a.	Establishment of the group
In order to promote the cultivation and improvement of students' effective interpersonal communication skills in teamwork situations, several learning groups will be formed. The names of the groups will be announce separately. Specific requirements are as follows:
[bookmark: _Hlk149029986] After the group list is announced, each group will elect a leader by itself.
 The team leader should inform the teaching assistant of his/her name in time.
 Unless special case occurs, group activities (discussions or assignments, etc.) required for this course are conducted within the group.
b.	Homework
 Those who fail to complete the relevant homework or teaching activities on time for no reason will receive no marks for the homework or teaching activities, and will not be given any form of making up or replacement.
 For those who, due to special reasons, are permitted by the teacher to submit the written work after the deadline, the score of the assignment will be deducted according to the following rules:
[bookmark: _Hlk149045574]Table 1 Assignment Submission Delay and Score Deduction
	Exceeding the required assignment time (hours)
	< 24
	24-48
	48-72
	>72

	Deduction percentage (based on actual score)
	10%
	25%
	50%
	0


[bookmark: _Hlk148959921]Note: The deadline for submission of each written assignment is set separately.

(2) Exam scoring and suggestions
The assessment of this course consists of two parts: the usual performance and the final examination.
Total score: 100 points: usual performance (80%), final examination (20%, closed-book in class)
Usual performance (80%)
= class attendance (10%) + (classroom quiz + group discussion) (30%) + online academic performance (20%) + group assignments (20%)
Class attendance rules:
The student attendance of this course will be a combination of personal actual attendance with real name, and the teacher's random roll call. The rules of attendance deduction are as follows:
Table 2 Class Attendance Rules
	Reasons for missing class
	Sick leave
	Late arrival/
 early departure
	Personal leave
	Truancy

	Deduction standard (points/time)
	0
	    0.5
	1
	 2


* In principle, sick leave should be certified by the relevant medical records from hospitals of the university level and above.
The scoring rules, requirements for group assignments and grading criteria for discussion in and out of class will be set separately.
Final examination (20%)
a. Time: The last week of the course
b. Form: in-class closed-book examination
c. Possible types of questions: judgment questions, short answer questions, questions and case studies, etc
d. Scope: course framework as the system, the content of the textbook as a supplement, to personal notes as a reference, focus on the main points.

2. Teaching arrangement
Table 3 Teaching Arrangement
	Week
	Chapter and main content of the class
	Teaching method
(online, offline, mix of online and offline)
	  Expected teaching outcomes
	Teaching hours

	1
	Chapter 1;
Communication overview, the essential connotation of management communication, the factors affecting the realization of management communication objectives, and the basic principles of
Management communication
	Mixing online	and Offline
	1. Students can clearly understand the characteristics of collective life and the core key to adapt to collective life;
2. Students are able to propose solutions	to each interpersonal communication problem	after group discussion.
	4

	2
	Chapter 3;
Communication agent strategy
	Mixing online and Offline
	Students	 can master the
skills and abilities	of self- communication and guidance when	they encounter pressure and difficulties.
	4

	3
	Chapters 2, 7;
Objective strategies for managing communication
	Mixing online and Offline
	1. Students can understand that the reason for communication failure lies in the existence of communication barriers;
2. Students can understand the importance	 of empathy in the communication process;
3. Students can help each other. Understand how to deal	with different communication barriers.
	4

	4
	Chapters 4, 6, 8;
Information strategies	for managing communication
	Mixing online and Offline
	Students	can understand 
the impact that improper information in communication may have on others;
	4

	5
	Chapters 2, 4, 8;
Communication within	the organization (I)
	Mixing online and Offline
	Students	care able to define their role in the group.
	4

	6
	Chapters 2, 4, 5
Communication within	the organization (II)
	Mixing online	and offline
	Students are able to face up to difficulties in collective life, understand their causes, and help solve problems by establishing an awareness of
rules and boundaries from the of perspective of interpersonal communication.
	4

	7
	Chapters 10, 11, 12;
Organizational external communication
	Mixing online and offline
	Students' sense of	community identity is enhanced.
	4

	8
	Chapter 1; Course summary
	Offline visit, group report
	Once again reinforce then 
need to cultivate correct communication concepts and
methods and improve communication skills, and try to take action.
	4
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