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 CATALOG INFORMATION

 ===================

 Dept & Nbr: BOT 75          Title: BUSINESS PRESENTATIONS

 Full Title: Business Presentations

       Units       Course Hours Per Week    Nbr of Weeks  Course Hours  Total

     Max:   1.5      Lecture        1.5         17        Lecture        25.5

     Min:   1.5      Lab            0.0                   Lab             0.0

                     Contact DHR    0.0                   Contact DHR     0.0

                     Contact Total  1.5                   Contact Total  25.5

                   Non-contact DHR  0.0                 Non-contact DHR   0.0

 Title 5 Category: 01  AA Degree Applic

 Grading:          GC  Credit course for grade or CR/NC

 Repeatability:    02  3 ENROLLMENTS

 Also listed as:

 CATALOG DESCRIPTION:

    Learning to present oral business presentations using a computer-designed

    presentation package.

 PREREQUISITES:

 COREQUISITES:

 RECOMMENDED PREPARATION:

    No advisories.

 LIMITS ON ENROLLMENT:

 SCHEDULE OF CLASSES INFORMATION:

    Learning to present oral business presentations using a computer- designed

    presentation package. (Grade or CR/NC) (Repeat Code 2)

 ARTICULATION and CERTIFICATE INFORMATION

 ========================================

   ASSOCIATE DEGREE:            Effective:              Inactive:

     Area:

   CSU GE:                      Effective:              Inactive:

     Transfer area:

   IGETC:                       Effective:              Inactive:

     Transfer area:
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   CSU TRANSFER:                Effective:              Inactive:

   UC TRANSFER:                 Effective:              Inactive:

   CAN:

 CERTIFICATE APPLICABLE:   C    CERTIFICATE APPLICABLE COURSE

 APPROVAL AND DATES

 ==================

 Version 01     Submitted by: TERRI ROBERTSON               Date: 12/10/1996

         Department approved:                               Date:

         Curriculum approved: 12/10/1996        Version approved: 12/10/1996

      Prerequisites approved: 12/10/1996           Last reviewed: 12/10/1996

 Term effective: FALL   1997  Last taught: SPRING 2000  Inactive:

 COURSE CONTENT

 ==============

   OUTCOME AND OBJECTIVES:

    1. Understand and use the functions of the computer presentation program.

    2. Know how to apply various presentational aids in public speaking.

    3. Know organizational patterns and elements.

    4. Deliver a speech using vocal and nonverbal elements.

    5. Prepare and apply the computer presentation program.

    6. Prepare and apply the computer presentation program.

   TOPICS AND SCOPE:

    1.  Understanding and Using a Presentation Program

        a. Creating, saving, and printing a presentation

        b. Enhancing slides; working with text and objects

        c. Working with slide shows

        d. Drawing and modifying objects

        e. Changing masters and applying templates

        f. Using a color scheme

    2.  Understanding and Using the Fundamentals of Oral Communications

        a. Organizing a speech

           1) Speech organization patterns

           2) Thesis, introductions, and conclusions

        b. Delivering a speech

           1) Vocal cues

           2) Nonverbal cues

        c. Overcoming speech anxiety

           1) Definition

           2) Remedies

   ASSIGNMENTS:

    ASSIGNMENTS:

      READING ASSIGNMENTS:

        Students will be required to read and study assigned chapters in the

        textbook and handouts as well as a required number of business

        speeches or articles.

      WRITING ASSIGNMENTS:

        Students will be required to write speech journals, evaluations, and

        presentation slides and outline speeches.
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      OUTSIDE ASSIGNMENTS:

        Students are expected to spend two hours per unit on independent work,

        which will include reading assignment, written journals, research and

        topic preparation, and analyzing an outside speaker.

      ASSIGNMENTS THAT DEMONSTRATE CRITICAL THINKING:

        The students will be required to apply their knowledge of oral

        communications and software presentations to current business topics.

   METHOD OF INSTRUCTION:

    Lecture, individual instruction, and group discussion activities.

   METHODS OF EVALUATION:

        None

   BASIS FOR GRADING:

    The assignment of a grade is based on the level of achievement

    of the outcomes and objectives of the course outline and is

    reflected in quantifiable terms in the course syllabus.

   REPRESENTATIVE TEXTBOOKS:

    The Art of Public Speaking, Stephen E. Lucas; New York: McGraw-Hill, Inc.

    Power Point 4.0 for Windows & Macintosh, Pamela R. Tolliver; New York:

    DDC Publishing, 1994

 RATIONALE

 =========

 RESOURCES REQUIRED

 ==================
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 MISCELLANEOUS

 =============

 Advisory generate desc:   N   NO

 Area department:      BOT     BUSINESS OFFICE TECHNOLOGY

 Audit flag:               N   NOT AUDITABLE

 Basic skills:           X     NOT BASIC SKILLS

 Classification:           I   Occupational educational courses

 Cost level:               01

 Disciplines:                  OFFICE TECHNOLOGIES

 Division:                 01  GAITHER LOEWENSTEIN

 Faculty service areas:        BUSINESS OFFICE TECH

 Fee:                   $0.00

 In-service:               X   NOT IN-SERVICE

 Level below transfer:     X   NOT APPLICABLE

 Matric-requiring:         X   Exempt from assessment

 Maximum class size:        0

 Maximum wait list:         0

 Method of instruction:    02  LECTURE

 Non-credit category:      X   NOT APPLICABLE, CREDIT COURSE

 Open entry/exit:          N   Not open entry/exit

 Pacs activity:          0514  SECRETARIAL STUDIES

 Pacs program project:   0000

 Preq/coreq generate desc: N   NO

 Preq/coreq provisional:   N   NO

 Preq/coreq reg check:     N   NO PREREQUISITE RULES EXIST

 Repeat group id:

 Requires instructor sig:  N   INSTRUCTOR'S SIGNATURE NOT REQUIRED

 SAM classification:       C   Clearly occupational

 Selected/special topic:   N   NOT A SELECTED TOPIC COURSE

 Special class:            X   NOT A SPECIAL COURSE

 TOP code:            0514.00  OFFICE TECHNOLOGY/OFFICE APPLICATIONS

 Workload:             0.0000

