
ENG 209 : Business Writing

A study of business and managerial writing; practice in writing letters, memos, and
reports, including a report requiring research and documentation.

INSTRUCTOR: Emily Ho

EFFECTIVE DATE: Spring 2024

WINDWARD COMMUNITY COLLEGE MISSION STATEMENT

Windward Community College offers innovative programs in the arts and sciences and
opportunities to gain knowledge and understanding of Hawai‘i and its unique heritage. With a
special commitment to support the access and educational needs of Native Hawaiians, we
provide the Ko‘olau region of Oʻahu and beyond with liberal arts, career and lifelong learning
in a supportive and challenging environment — inspiring students to excellence.

Course Outcomes

● Compose and edit business messages and reports for specific contexts, audiences, and
purposes.

● Conduct business research by gathering and analyzing information, drawing conclusions,
documenting sources, and presenting results both in writing and orally.

● Develop collaborative communication and writing skills.
● Proofread and edit business writing for grammatical, spelling, punctuation and

mechanical errors.



Course Description

The workforce is driven by new technologies, a rapidly changing economy, and the need to
communicate with different audiences from all over the globe. As an incarcerated student, you’re
going to be entering a future workforce that is not made for you. This class will prepare you to
market your skills, to sell yourself to employers, and to navigate an ever-changing workforce
climate with good communication and writing skills. Your ability to work collaboratively and
effectively will be a vital skill in your future, regardless of your field of work. Strengthening
your writing skills will give you the ability to create and maintain relationships, explain ideas
clearly and effectively, and persuade others to take specific actions. This course will develop
your understanding of rhetoric, audience, and conventions to improve your communication
skills; we will focus on the practical uses of clear and effective writing that can be applied to a
variety of fields and disciplines.

Students will learn to:

1. Articulate thoughts clearly, concisely, and with style.
2. Enhance writing by–

a. Learning to identify objective
b. Selecting appropriate formats
c. Adjusting writing style according to audience
d. Clearly communicating purpose
e. Spotting, avoiding, and correcting common writing pitfalls

3. Develop skills to analyze, write, and revise a spectrum of business documents.
4. Develop techniques for improving listening, nonverbal, and cross-cultural skills.
5. Make effective use of written and oral feedback.
6. Develop information literacy via search strategies, critical evaluation of information, and

effective selection of information for specific purposes and audiences.
7. Read texts and make use of a variety of sources in expressing individualized ideas,

perspectives, and/or opinions in writing.
8. Understand the technologies commonly used in today’s digital workplace.
9. Evaluate business messages to determine strengths and weaknesses.

COURSE CONTENT

Concepts or Topics
• Communication skills
• Writing process
• Professional correspondence
• Analyzing business practices
• Marketing yourself
• Communicating for employment



COURSE TASKS

Students will write 1) their own resume and cover letter, 2) one business letter, and 3) one
business memo. Additionally, students will collaboratively write an analytical report on
Post-Incarceration Employment. This paper will investigate the current business climate in
Hawai’i for formerly incarcerated persons, it will identify which types of businesses most
commonly work with post-incarcerated persons, what preparations this population can make to
market themselves, what challenges this population can anticipate in the job market. As a final
exam for the course, students will present their research in pairs, and then participate in
one-on-one mock interviews. Finally, students will be required to write a reflection of what they
learned throughout the entirety of the course, and how it will benefit their future life.

The analytical report will be written in sections, and will be 8-10 pages in entirety, not including
the cover page, nor the works cited page(s). You will need to identify any post-incarceration
related business problems, research ways to rectify the problem(s), and offer reasonable solutions
to said problem(s). You must also create suggestions on how Hawai’i business might become
more supportive of a post-incarceration population.

GRADING SCALE

Grammar & Editing Packet 5%
Grammar & Editing Test 10%
Resume and Cover Letter 10%
Business Letter & Memo 5%
Groupwork 20%
Presentation 10%
Mock-Interview 10%
Analytical Report (8-10 pages) 20%
Course Reflection (2 pages) 10%

A 100-90
B 89-80
C 79-70
D 69-60
F <60

*Students must complete all assignments to pass this course.

LEARNING RESOURCES

● Management Communication Booklet
● Grammar Booklet
● Grammar Packet



REQUIRED FORMAT

Use the following heading for ALL submissions:

Your last name, pg #

Your full preferred name

Ho/ENG 209

Assignment Title

Date

Title

DISABILITIES ACCOMMODATIONS

If you have a physical, sensory, health, cognitive, or mental health disability that could limit your
ability to fully participate in this class, you are encouraged to contact the Accessibility Counselor
to discuss reasonable accommodations that will help you succeed in this class. Roy Inouye can
be reached at (808) 235-7448, royinouy@hawaii.edu, or you may stop by Hale Kāko‘o 106 for
more information.

SEX DISCRIMINATION AND GENDER-BASED VIOLENCE RESOURCES
(TITLE IX)

Windward Community College is committed to providing a learning, working, and living
environment that promotes personal integrity, civility, and mutual respect and is free of all forms
of sex discrimination and gender-based violence, including sexual assault, sexual harassment,
gender-based harassment, domestic violence, dating violence, and stalking.

If you or someone you know is experiencing any of these, WCC has staff and resources to
support and assist you. To report an incident of sex discrimination or gender-based violence, as
well as receive information and support, please contact one of the following:

UH Confidential Advocate

Phone: (808) 348-0663

Email: advocate@hawaii.edu



Desrae Kahale, Mental Health Counselor & Confidential Resource

Phone: (808) 235-7393

Email: dkahale3@hawaii.edu

Office: Hale Kāko‘o 101

Karla K. Silva-Park, Title IX Coordinator

Phone: (808) 235-7468

Email: karlas@hawaii.edu

Office: Hale Kāko‘o 128

As a member of the University faculty, I am required to immediately report any incident of sex
discrimination or gender-based violence to the campus Title IX Coordinator. Although the Title
IX Coordinator and I cannot guarantee confidentiality, you will still have options about how your
case will be handled. My goal is to make sure you are aware of the range of options available to
you and have access to the resources and support you need.

For more information regarding sex discrimination and gender-based violence, the University’s
Title IX resources and the University’s Policy, Interim EP 1.204, go to manoa.hawaii.edu/titleix/

ACADEMIC INTEGRITY

Work submitted by a student must be the student’s own work. The work of others should be
explicitly marked, such as through use of quotes or summarizing with reference to the original
author.

In this class, students who commit academic dishonesty, cheating or plagiarism will have the
following consequence(s):

Students will receive a failing grade for plagiarized assignments.

All cases of academic dishonesty are referred to the Vice Chancellor for Student Affairs.

ALTERNATE CONTACT INFORMATION

If you are unable to contact the instructor, have questions that your instructor cannot answer, or
for any other issues, please contact the Academic Affairs Office:

● Location: Alaka‘i 121
● Phone: (808) 235-7422

http://manoa.hawaii.edu/titleix/

