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This course introduces you to the type of writing expected in the professional workplace. Irrespective of the sort of career you pursue, you will need to understand basic conventions of professional communication, which includes writing emails, letters, and reports.
The class will be a mix of Harvard Business Review articles, post- and anti-work theorizing, as well as the specifics of how to apply for a job, how to write a resume, etc., This is not Biz 101 (though it touches on similar ideas), nor is it removed from the realities of 2025. Some readings will be useful now, some in ten years, some maybe never, but you will get the whole picture of contemporary work, the good, the bad, the cringe-y.  

Learning goals for the course involves increasing student aptitude in business communications, written and oral, along with:
· To engage in the process of writing for a business environment: planning, drafting, revising, editing, and reviewing documents
· To practice researching, documenting, and utilizing external sources
· Familiarity with the formats, norms, and expectations of a professional workplace

This semester a major assignment you will be working on involves the Kutztown University’s Career Development Center; it is an excellent resource for both students and alumni, 
FOR THIS COURSE, you are required to:
1. Register for the program that correlates to your class level and
2. Complete the certificate requirements for your class level (workshops, events, resume review, etc.)
Use the Career Development Center Form (available on D2L) to let me know which events you have attended and how you benefited from them. Your reports are due no later than one week following the events you attend. You must complete the Certificate Program requirements no later than 11:59p.m. on November 25th to receive credit.  Each Certificate Program requires 7 workshops and activities. 


Writing For the Workplace

Fall 2025
Tues/Thurs 3:00-4:15
Dr. Robert Foschia
foschia@kutztown.edu
Office: OM 432
Office Hours FA ‘25
T/Th: 8-9:30
Th: 4:15-5pm

Virtual 
M/F 1-2:45pm
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Gregg, Melissa (2018).  Counterproductive.  Time management in the knowledge economy.  Duke University Press.
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Course Policies   

· Attendance Policy:  I do not distinguish between “excused” and “unexcused” absences unless your absence is a university-sponsored activity, jury duty, military obligation, or a religious holiday.  Life does occur, and if there is an extreme circumstance, I am willing to work with you.  However, this does not apply to: traffic, car trouble, large line for coffee (though I will sympathize with this one).  You will have two personal days or absences—I don’t need to know what for—that are excused.   After that there is a negative effect on your standing in the course.   
· Attendance Grading: there is no “reward” for attending (attendance-as-a-grade), however, there is a penalty.  After three missed classes I will start to deduct from your overall grade.  if you miss eight classes, you will fail the course.   Please come speak to me if there is some reason that this number of absences is occurring.  It is up to the student to keep track of absences, I will record them, but it your responsibility to know your standing in the class.  
· I take attendance at the beginning of class—I will do a preamble of what will be occurring in the class, then I closeout Starfish.  If you have not arrived at this time, you are absent—I do not do “lates,” as this will cause me to interrupt class.  If you arrive late consistently, I am not going to credit these at the end of the semester.  If there is some reason that you arriving late, you need to address this before the end of the semester.   
· The penalty for absences is detailed here: 2 missed classes is a 0 point deduction—treat this as your personal time off (PTO) or for emergencies.  3 missed classes equals 1% of your grade.  4 missed classes is a 3.5% deduction; 5 missed classes equals a 7% hit.  Penalties from here on become onerous: 6 missed classes is 12%, 7 becomes 19%, and again eight makes the class unpassable.  
· If at any time you want to know your attendance record, I can easily pull it up on Starfish and am happy to share it.  However, I am not going to hound anyone whether they are in class or not.  
· If I show up late, I will add a 1% bonus to everyone’s scores for every session I am late by more than five minutes.  I only ask you to do things that I hold myself to account for as well.   
· Mid-semester survey: there will be an anonymous mid-semester (early October) survey that will appear on D2L—you do not have to take it, but it is very useful to me if you do and are honest in it.   I will be unable to match it to any students, and I do take the feedback seriously.  If I can change some things midway, I will try.  If the class as a whole gets a 87.5% completion, I will add a bonus to everyone’s grade (but only if you hit this number!).  
· If you have a University-sponsored event that causes you to be away from class, please provide documentation before the absence.  I will not accept University-sponsored absences to appear at the end of the semester.   
· I encourage you to communicate with me throughout the course about the course.   Not getting the material? Come see me.  Struggling to keep up with assignments? Come see me.  Think the book I selected for the course doesn’t work? Once more with feeling.  I have office hours throughout the semester and am also willing to work on scheduling.
· Late work:   I do not accept late work.  This includes dummy links or files I cannot access.  If there is an issue in the file format, or a corrupted file, that is part of uploading the assignment.  In certain cases I will waive this based on the situation, but not being able to access something is the same as it not being turned in for this class.  Once I grade assignments, I move on.  My social contract is that in return I will turn around with feedback assignment within two weeks of submission, except in incredibly busy (e.g. finals week) situations 
· If you resubmit an assignment for some reason (with permission from the instructor), you must email me the assignment as well.  D2L does not notify me anytime an assignment is resubmitted, and again, I move on.  
· A generalized rubric is available on the D2L course under getting started, which details my grading habits.  However, I highly encourage students to not reverse engineer rubrics to complete assignments.  I try to assemble rubrics so that when I grade the assignment, students get the best possible grade.  In class, I will go over multiple points of emphasis I am looking for in each assignment.  However, the rubric might not have this exact same language—it is imperative that you take notes about how to complete assignments rather than complete the assignment entirely off the rubric.  
· The file formats I will accept are Microsoft Office, Google Suite, PDF, and specific image formats based on the class; note: I will not accept any work in Pages or notes app.  
· I expect you to participate in the course, and to benefit from the interactions with your peers, guest speakers, and professor.  If I feel you are distracted by a device, or not engaged in a manner I deem satisfactory, I will provide an alternative assignment to be completed by end-of-week in order to receive credit for that day.  Attention is necessary to learn, and I work hard to keep and direct your attention.  If you can’t focus attention, you will be unable to learn, practice, and grow as professionals.  
· A note on Old Main 130: the classroom is set to be a collaborative environment, in which case I will assign several “in-class” assignments that are not marked on the syllabus.  If you are not in class that day, you will not receive credit and there are no makeups (I cannot reproduce the classroom environment, therefore I cannot re-capture the work done).  If you have an excused absence, the assignment can be marked exempt if there is a discussion with the professor.  

Grading 

Below is a breakdown of the grading system used for the class—it will be used for both assignments throughout the semester as well as final grades.   If you have a question about your grade, please come and speak with me ASAP.   Each assignment will have a rubric attached, but you should complete them based on class discussions, readings, and the assignment rationale (there are few positive outcomes and many bad ones for trying to reverse engineer based on rubrics; the rubrics are there more as a guide for me).  

A = 93-100 		A- = 90-92                     B+ = 87-89 		                           B = 83-86 		B- = 80-82                     C+ = 77-79 	                                       C = 73-76  		C- = 70-72                     D+ = 67-69                                              D = 65-66 (65)		F = Below 65






Academic honesty policy 

You will get the most out of this class by producing the work required through your own creative and industrious selves—this includes staying from generative AI or tutoring services.  I take academic integrity seriously and have linked to the University’s position on academic integrity.

https://www.kutztown.edu/Departments-Offices/M-R/Registrar/Documents/Forms%20for%20forms%20page/ACA-027%20-%20Academic%20Dishonesty.pdf


The use of generative AI tools is not permitted in this course for the following activities:
· Impersonating you in classroom contexts, such as by using the tool to compose discussion board
prompts assigned to you or content that you put into a Zoom chat.
· Completing group work that your group has assigned to you, unless it is mutually agreed upon
that you may utilize the tool.
· Writing a draft of a writing assignment.  
· ‘Brainstorming’  or outlining ideas with generative AI will lead to having the foundation of your work be built on programmatic thinking, and may trigger detectors.  This is the most important step in project development, please do not outsource it.  
· Writing entire sentences, paragraphs or papers to complete class assignments

You are responsible for the information you submit based on an AI query (for instance, that it does not
violate intellectual property laws, or contain misinformation or unethical content). Your use of AI tools
must be properly documented and cited in order to stay within university policies on academic honesty.
citation formats.]. Any assignment that is found to have used generative AI tools in unauthorized ways
will result in a zero on assignments, expulsion from the course, and potential university level consequences.  

When in doubt about permitted usage, please ask for clarification.


KU Writing Center

The goal of the KU Writing Center is to aid you in your writing goals and endeavors.  I highly suggest using this service for any projects that you might want a fresh set of eyes on.  Upon booking a meeting, you and a KUWC consultant will together discover not only means of improving drafts, but also strategies you can use to improve your writing over time. Consultants provide feedback as honest and interested readers, commenting on focus, organization, development, mechanics and style.  They are also other voices besides my own that will only help your process (this is not to say to only use them for assignment help, but a combination of the instructor and the service).  
Please call 610-683-4733 or email wrcenter@kutztown.edu to set up an in-person appointment. To begin using the WCOnline site and schedule an online session, please go to https://kutztown.mywconline.com. Please see their website for additional helpful instructions and screenshots:  https://kutztownwritingcenter.wordpress.com/ 


KU Career Development Center 

Kutztown University’s Career Development Center is an excellent resource for both students and alumni,
and this semester, you will participate in the Career Development Center’s Career Certificate Program.
There are two specially-designed, free, professional development certificates, one for FR/SOs and one
for JRs/SRs.
FOR THIS COURSE, you are required to:
1) Register for the program that correlates to your class level and
2) Complete the certificate requirements for your class level (workshops, events, resume review, etc.)
Use the Career Development Center Form (available on D2L) to let me know which events you have
attended and how you benefited from them. Your reports are due no later than one week following
the events you attend. You must complete the

Certificate Program requirements no later than11:59p.m. on Novermber 30th  to receive credit. Each Certificate Program requires 7 workshops and activities. You will receive one point for each of these
required components and three bonus points when you complete a certificate, for a possible 10 points
toward your final grade. Please note: I strongly suggest you review the semester’s calendar of events and begin attending

https://www.kutztown.edu/about-ku/administrative-offices/career-development-center/cdc-certificate-programs.html

Disability Services:

If you have already disclosed a disability to the Disability Services Office (215 Stratton Administration Building) and are seeking accommodations, please feel free to speak with me privately so that I may assist you. If you have an injury sustained during military service including PTSD or TBI, you are also eligible for accommodations under the ADA and may contact the Disability Services Office.

You can reach Disability Services at 610-683-4108 or in Stratton Administration Center 215 for additional information. Their website is: 

https://app.kutztown.edu/SZ_001_POLICY_REGISTER/Policy/DIV-004

[bookmark: _t9pqr4iuyjgo]Kutztown University Non-Discrimination Statement

Kutztown University does not discriminate in employment or educational opportunities on the basis of sex, race, ethnicity, national origin, age, disability, religion, sexual orientation, gender identity or veteran status. 

To discuss a complaint of discrimination, please contact the University’s Title IX Coordinator located in the Office of Social Equity, Old Main A-Wing, Room 02, by phone at 610-683-4700 or by email at pena@kutztown.edu or the Office for Civil Rights located in the Lyndon Baines Johnson Department of Education Bldg., 400 Maryland Avenue, SW, Washington, DC 20202-1100, by phone at 800-421-3481 (TDD: 800-877-8339), by fax at 202-453-6012, or by email at OCR@ed.gov.


Disclaimer
 
The syllabus will most likely undergo some tweaks and modifications as we go through the semester.  I will try to ensure that there is always a current version available so that you can check on D2L, and make it note of it in class, online, email, etc.,  


 







Schedule of Classes


	Date
	Class Topic
	Reading Due
	Assignment Due

	8/26
	

Class Welcome 
	Syllabus and Class Overview
	

	8/28
	Foundations of Work
	Kolbert ‘Why Work?” 
Gregg Intro (3-21)
	

	9/2
	The (New) Spirit of Capitalism
	Fleming, ‘How Managers Took Over the Workplace’
Beauchamp, “ Open Offices and the Spirit of Capitalism’
	Team Contract/ Handshake Account DUE

	9/4
	RESUME
WORKSHOP
	DePaul, “How to get your resume out of the trash bin’
	

	9/9
	CDC PRESENTATION

	
	

	9/11
	Time 
Management 
	Gregg Chapter One (22-35)
	Career Research Paper DUE

	9/16
	Company 
Check-Ins


	Workshop: Budget

Introducing Experimental Design for Consultancies
	

	9/18
	The Cult
 of Efficiency 
	Gregg Chapter One (36-52)
Finish Budget Workshop Q’s
	
Cover Letter & Resume DUE

	9/23
	Professionalism 

	 ‘Cheney, ‘Just a Job?’ Excerpt
Gregg Chapter Two  (53-63)

	

	9/25
	Emotions 
at Work 
	Brooke Erin Duffy “(Not) Getting Paid to Do What You Love’ Excerpt

Arthur Brooks ‘Happiness at Work’
	

	9/30
	Company 
Check-Ins

	Workshop: Competitive Analysis
‘What is a consultancy’ activity

	

	10/2
	Happiness… 
at Work?
	‘Real Roots of Midlife Crisis’ The Atlantic 
HBR ‘Burnout at Work’

	Enneagram Assessment DUE

	10/7
	Technologies 
of the Office
	Newport, “Email is Making Us Miserable
Milne, Email and the Everyday excerpt 
	

	10/9
	Technologies 
of the Office 
	 HBR, ‘How to Use LinkedIn to Power a Career Transition’ 

Warzel & Petersen, Out of Office excerpt

Email writing in-class activity
	

	10/14
	University Schedule Meets as a Monday Schedule 
	
	

	10/16
	Company Check-Ins

	Workshop: Marketing
‘What is an Audience’ UX activity
	LinkedIn Profile  
DUE

	10/21
	              Teams!
	Gregg, Work’s Intimacy excerpt on Teams 
HBR, “Secrets of Great Teamwork”
	

	10/23
	Presentation Software - PowerPoint

	Schwarz ‘How to Design an Agenda for an Effective Meeting’
Gregg, Chapter Three
	IPO Deadline

	10/28
	Work in Crisis 

	 Graeber, “Bullshit Jobs” 
Mark Fisher, Capitalist Realism Excerpt 


	

	10/30
	Interview Workshop
	HBR ‘Three Questions Hiring Managers Want you to Answer’
	

	11/4
	Company 
Check-Ins
	Workshop: Operations 
‘Reputation is Real’ activity

	

	11/6
	Finance 
and Precarity 
	Standing, ‘Precariat’

Berardi, ‘Poetry and Finance’ excerpt 
Knight, ‘How to Improve Finance Skills’

	Business Plan Draft DUE

	11/11
	Mindfulness and 
Thinking in Organizational Life
	Gregg, Chapter Four
	

	11/13
	
	Consultancy Workshop
	

	11/18
	

	
Consultancy Workshop
	

	11/20-23
	CLASS 
CANCELED
	Professor will be away @ National Communication Association Conference
	

	11/25
	Futures of Work—Remote Work + AI (Automation)

CLASS WILL BE REMOTE
	
Full Automation Fallacy, Gavin Mueller 
Rosalsky, “Why do we still commute to work”
	Career Certificates DUE

	11/26-11/30
	NO CLASSES- THXGIVING RECESS
	
	

	12/2
	Final 
BP Workshop
	
	Exit Interviews (Experimental Design) DUE

	12/4
	Wrapping Up
	
	Business Plans DUE 12/9 @ 1PM
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