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Wayland Mission Statement  

Wayland Baptist University exists to educate students in an academically challenging, learning-focused, 
and distinctively Christian environment for professional success, and service to God and humankind. 

Contact Information  

Course: MGMT 3310 Hi – Managerial Communications 
Campus: WBU Kapolei 

Term/Session: Fall1 2026 August 10-October 23, 2026 

Instructor: Prof. Isobel Mahimer 

Office Phone Number/Cell #: (808) 488-8570 Cell (808) 277-7124 

WBU Email Address: isobel.mahimer@wayland.wbu.edu 

Office Hours, Building, and Location: Monday-Friday 9:00-5:00  

599 Farrington Highway Suite 300 Kapolei 96707 

Class Meeting Time and Location: 5:30-9:00 Tuesday. The instructor is available for consultation fifteen 

to thirty minutes before and after the class 

Catalog Description:   

Effective communication skills (verbal/nonverbal, written) as they relate to managerial role (meetings, 
presentations, interviews) across all levels of the organization, with appropriate use of technology. 

Prerequisite:  

 

Textbook Information 

Required Textbook(s) and/or Required Materials: 

BOOK AUTHOR ED YEAR PUBLISHER ISBN# 

Essentials of Business 
Communication 
with Mind Tap 

Guffey 12th 2023 Cengage  9780-35771-4980 

 
This course is part of the Pioneer Academic Access Program. You will have access to an eBook, access 
code, and interactive learning material on the first day of class through your Blackboard course site. You 
will be notified via email with access instructions and additional information.  If the course requires a 

ENGL 1301 and 1302, or consent of school 
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physical book you can order at bookstore.wbu.edu. You can choose to opt-out, however if you do you will 
lose access to EVERY class/material and have to source through third party vendors. 
 
 

Optional Materials: Reading materials on Managerial Communications from reputable print publications 
and on line. 
Course Outcome Competencies:  

• Explain the importance of communication in business, especially at the management level. 
• Demonstrate the four major techniques of emphasis in writing.  
• Demonstrate the use of persuasion in communications. 
• Explain the contents of a well-planned, well-organized and well-constructed report both 

individually and collaboratively. 
• Demonstrate an understanding of the problems inherent in cross cultural communication. 

Attendance Requirements 

External Campuses 
Students enrolled at one of the university’s external campuses should make every effort to attend all 
class meetings. All absences must be explained to the instructor, who will then determine whether the 
omitted work may be made up. When a student reaches that number of absences considered by the 
instructor to be excessive, the instructor will so advise the student and file an unsatisfactory progress 
report with the external campus executive director/dean. Any student who misses 25 percent or more 
of the regularly scheduled class meetings may receive a grade of F in the course. Additional attendance 
policies for each course, as defined by the instructor in the course syllabus, are considered a part of the 
university’s attendance policy. A student may petition the Academic Council for exceptions to the above 
stated policies by filing a written request for an appeal to the Vice President of Academic Affairs. 
 
WBU-Hawaii/ American Samoa campus addendum  
Students who miss the first class meeting without first providing a detailed written explanation to the 
instructor will be automatically dropped from the roster as a “no-show”. Students who know in advance 
that they will be absent on the first class meeting and who wish to remain in the class must inform the 
instructor to discuss possible arrangements for making up absences.  

University Policies 

Academic Integrity: 
Link to Statement on Academic Integrity  
 
Artificial Intelligence:     

A. Generative AI tools permitted in specific context and with proper citations. 
i. Students are allowed to use, reference, or incorporate generative AI tools into 

specific assignments for this course. When used, students must properly cite 
the generative AI tool in their submitted work.  

ii. While there is no true substitute for direct help and instruction for your 
instructor, students may be allowed to use generative AI tools to provide 
further explanations of course content, readings, and other assignments. Any 
use of generative AI tools to help further explain or translate content must be 

https://www.wbu.edu/academics/writing-center/Academic%20Integrity%20Statement%20Pol%208.4.1%20Attch%20Oct%2020222.pdf
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properly referenced and cited. 
iii. Specific parameters for generative AI usage are provided by the instructor. 
iv. Any use of generative AI tools outside of the approved instructor parameters 

will be considered a form of plagiarism and academic dishonesty. 
 
Disability Statement: In compliance with the Americans with Disabilities Act of 1990 (ADA), it is the 
policy of Wayland Baptist University that no otherwise qualified person with a disability be excluded 
from participation in, be denied the benefits of, or be subject to discrimination under any educational 
program or activity in the university. The Disability Services Coordinator and Academic Coach serves as 
the coordinator of students with disabilities and must be contacted concerning accommodation 
requests.  Office: (806) 291-1057. Documentation of a disability must accompany any request for 
accommodations. 
  

Course Requirements and Grading Criteria 

Student assessment will be based on the following: 
 1. Three tests   40% of the final grade 
 2. Projects portfolio  30% of the final grade 

 3. One oral presentation 20% of the final grade 
 4. Class participation  10% of the final grade 
Student Grade Appeals: Students shall have protection through orderly procedures against prejudices 
or capricious academic evaluation. A student who believes that he or she has not been held to realistic 
academic standards, just evaluation procedures, or appropriate grading, may appeal the final grade 
given in the course by using the student grade appeal process described in the Academic Catalog. 
Appeals may not be made for advanced placement examinations or course bypass examinations. 
Appeals are limited to the final course grade, which may be upheld, raised, or lowered at any stage of 
the appeal process. Any recommendation to lower a course grade must be submitted through the Vice 
President of Academic Affairs to the Faculty Assembly Grade Appeals Committee for review and 
approval. The Faculty Assembly Grade Appeals Committee may instruct that the course grade be upheld, 
raised, or lowered to a more proper evaluation. 

Tentative Schedule 

Aug 11  Chapter 1  Thriving in a Digital, Social, and Mobile Workplace 
  Chapter 2  Planning Business Messages 
 
Aug 18  Chapter 3  Organizing and Drafting Business Messages 
  Chapter 4  Revising Business Messages 
 
Aug 25  Test #1 
  Chapter 5  Short Workplace Messages and Digital Media 
  Chapter 6  Positive and Neutral Messages  
 
Sept 1  Chapter 7  Bad-News Messages 
  Chapter 8  Persuasive Messages 
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Sept 8  Test #2 
  Chapter 9  Informal Reports 
  Chapter 10  Proposals and Formal Reports 
 
Sept 15  Chapter 11  Professionalism at Work … 
  Chapter 12  Business Presentations 
 
Sept 22  Chapter 13  The Job Search, Resume and Cover Message 
  Chapter 14  Interviewing and Follow Up 
 
Sept 29  Test #3  

Additional Information  

Students are responsible for reading, understanding and complying with all academic policies and 
classroom rules. Your active participation in class will benefit all of us. While we learn, we also teach one 
another through sharing our insights and wide range of experiences. We certainly look forward to a 
lively classroom interaction with everybody’s participation. Be sure to discuss with the instructor any 
and all concerns you have with the course. I am always available fifteen to thirty minutes before and 
after the class. 
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