
 
College of Letters and Science 
Office of the Dean 

Holton Hall 

PO Box 413 

Milwaukee, WI 

53201-0413 

TO:  Dev Venugopalan 

Associate Vice Chancellor, Academic Affairs 

 

FROM: Rodney A. Swain 

  Dean 

 

DATE:  October 18, 2013 

 

RE: Recommendation of the Department of English, the L&S Academic Policies and 

Curriculum Committee, and the L&S Faculty to Establish an Undergraduate 

Certificate in Business and Technical Communications 

 

At a recent meeting, the L&S Faculty voted to recommend approval of a new undergraduate 

certificate in Business and Technical Communications.  This certificate is being developed 

specifically for the UW System FLEX program, but it eventually may be offered as an in-person 

certificate as well.  

 

Enclosed please find a copy of L&S Fac. Doc. No. 924, which proposes this new program.  This 

document also may be viewed at: http://www4.uwm.edu/letsci/committees/2013/fdn/fdn924.cfm.  

I endorse the department’s recommendation and am forwarding it to you for further action. 

 

If you have any questions concerning this matter, please feel free to contact Associate Professor 

David Clark, Chair of the Department of English, Associate Dean Jenny Watson, Assistant Dean 

Connie Jo, or me.  I look forward to action on this recommendation as soon as possible. 

 
RAS:cj 

Enclosure 

cc:  Vice Chancellor and Provost Johannes Britz 

Associate Professor Jenny Watson 

Professor David Clark, Chair, English 

Program Assistant Cheryl Andres, Academic Affairs 

       Assistant Dean Connie Jo, L&S  

 

 

N:\Dean\General\CJ-KR Work\Faculty\Transmittal memos\Trans Memo - Business and Technical Communications 

Certificate.doc



COLLEGE OF LETTERS AND SCIENCE FACULTY DOCUMENT NO. 924 

October 10, 2013 

 

 

Recommendation of the Department of English and the L&S Academic Policies and Curriculum Committee to 

Establish an Undergraduate Certificate in Business and Technical Communication 

 
Recommendation: 

 

That the L&S Faculty recommend to the Dean approval of the proposal to establish an Undergraduate Certificate in 

Business and Technical Communication. 

 

Rationale:   

 

See section 2 below. 

 

 
RECOMMENDATION OF THE DEPARTMENT OF ENGLISH TO ESTABLISH AN UNDERGRADUATE 

CERTIFICATE IN BUSINESS AND TECHNICAL COMMUNICATION 
 
 
I.  PROGRAM IDENTIFICATION 
 
1.1  Title of Proposed Program 
 Certificate in Business and Technical Communication 
 
1.2  Program Administration  

This undergraduate certificate program is administered by an advisory committee composed of 
the professional and technical writing faculty in the Department of English.  The day-to-day 
oversight of the certificate will be the responsibility of the Undergraduate Coordinator of 
Professional and Technical Writing in the Department of English.  General program oversight will 
be provided by UW-Extension. 
 

1.3  College(s), School(s), or Functional Equivalent(s) 
 College of Letters and Science 
 
1.4  Timetable for Initiation 
 Spring 2014 
 
 
II.  RATIONALE 
 
Faculty in the Professional and Technical Writing program in the Department of English have found 
significant demand in the community for training that assists workers with core communication tasks.  
Many employees find that their jobs in IT, business analysis, finance, accounting, and other common 
corporate functions involve far more communication and, in particular, writing than they anticipated.  
And many employers are finding their employees are not up to some of their assigned communication 
tasks; as a result, faculty members from our programs frequently have been brought in as consultants 



to teach technical writing, information design, and project management. 
 
This undergraduate certificate is aimed at more systematically tapping into this market by offering 
specialized technical communication training to employees and students who do not plan to be 
communication specialists, but whose jobs and job aspirations require significant communication skills.  
This certificate, then, is highly distinct from the existing Graduate Certificate in Professional and 
Technical Communication, which focuses on helping communication specialists enhance their 
competencies. 
 
The structure and content of the proposed certificate draws from our faculty’s workplace and 
consulting experiences together with our knowledge of the needs of industry professionals.  Although it 
is possible that students might focus on individual topics within the certificate rather than completing 
all six topic areas, we have constructed the certificate so that students who complete it will be well 
prepared for fundamental and advanced communication tasks in their current and future workplaces.  
To that end, the certificate coursework covers the following topics: 
 

 Introduction to Business and Technical Communication 

 Advanced Business and Technical Communication 

 Strategic Writing for Organizations 

 Information Design 

 Technical Communication and Organizational Leadership 

 Project Management 
 
The Certificate will be developed and managed by two core faculty members using the UW System’s 
new Flexible Option (details in section III); those core faculty members will be supported by Ph.D. 
student graders as well as academic support coaches who will assist students in planning and 
structuring their work.  Future funds also are in place to allow us to revisit the content, structure, and 
implementation of the Certificate’s offerings. 
 
 
III. PROGRAM DESCRIPTION 
 
3.1  Program Overview 
 
The certificate will be offered using the methods of the UW System’s new Flex Program, meaning that 
students will learn the material in a self-paced fashion following “competency sets” rather than through 
the traditional structure of 16-week courses.  At the same time, the material will mirror that of 
Department of English course offerings, as shown in this table: 
 

Certificate “Competency Set” Traditional Course 

Introduction to Business and Technical Communication English 206 

Advanced Business and Technical Communication English 435 

Strategic Writing for Organizations English 428 

Information Design  English 439 

Technical Communication and Organizational Leadership English 429 

Project Management English 437 

 



Each competency set includes four competencies, each of which is broken down into three learning 
objectives.  (Please see the Appendix for a complete list of the competencies and learning objectives.)  
For example, in the “Introduction to Business and Technical Communication” competency set, the first 
competency is “Assess and address rhetorical situations,” which includes the following learning 
objectives: 
 

 Research and assess audience, purpose, and context, using local, organizational, national, cross-

cultural, and global perspectives. 

 Select appropriate communication channels and media. 

 Select appropriate logical and rhetorical strategies (e.g., arguments of fact, policy, worth, 

expediency). 

 
To complete the competency, students are expected to indicate their mastery of these learning 
objectives by completing a written assessment (such as a report, exam, or case study).  Students have 
two options for preparing for this written assessment:   
 

 They may study independently, or rely on their previous knowledge.  Students who choose this 
option will receive only the examination materials, and they will be expected to demonstrate 
their mastery without significant help from our faculty and staff. 

 They may study the material using resources that we provide.  Students who choose this option 
will receive a “learning guide” that provides a suggested path to their mastery of the material, 
and will also have access to “curated content” that will include UWM-created video lectures and 
written materials along with links to materials from elsewhere that may include e-reserve access 
to textbooks and course materials from other providers.  Students also will be provided with “self 
assessments” that will help them gauge their readiness for the written assessment. 

 
 
3.2  Eligibility 
 
Students who wish to enroll in the Certificate must be admitted to UWM and will have to meet the 
basic requisites of the courses that are equivalent to each given competency set.  For Introduction to 
Technical and Professional Communication, that will mean having taken or passed out of English 102.  
All other competency sets require Introduction to Business and Technical Communication (or English 
206) as a prerequisite. 
 
 
3.3  Program Requirements 
 
To obtain the certificate, students first must complete the Introduction to Business and Technical 
Communication competency set after which they may study the additional competency sets in any 
order. Competency sets will be assessed on a “mastery” basis, meaning that students must pass the 
final assessment in order to have completed the set. Completing the certificate means having obtained 
mastery in all six competency sets. 
 
Students wishing to obtain the Certificate by means other than the Flex model will need to meet the 
requirements of all Letters and Science Certificate programs, including a minimum 2.5 GPA in Certificate 



courses.  These students must also meet UWM residency requirements, which means that at least nine 
of their Certificate credits must be earned at UWM. 
 
Credits earned at other institutions equivalent to courses in the certificate program may be accepted in 
partial fulfillment of the program requirements, subject to review by the Certificate Program 
Coordinator and subject to the Letters and Science requirement that the equivalent of nine credits of all 
work towards a Certificate occur at UWM.  Students currently enrolled at UWM who have fulfilled some 
of the program’s requirements prior to the program’s approval may have their credits applied 
retroactively to the certificate program.  
 
 
3.4  Learning Outcomes 
 
Here, we list the competencies.  Please see the appendix for a complete list of competencies and 
learning outcomes. 

 

Intro to Business and Technical Communication 
1. Assess and address rhetorical situations 

2. Write clearly for audience, purpose, and context 

3. Demonstrate effective self-presentation skills 
4. Master professional and technical genres 

 
Advanced Business and Technical Communication 
1. Master all phases of document life cycles 
2. Demonstrate skill in researching business cases 

3. Master document testing 
4. Demonstrate advanced writing and presenting skills 

 
Strategic Writing for Organizations  

1. Evaluate crisis communication strategies 
2. Apply theories of strategic communication planning  
3. Manage stakeholders and organizational issues 
4. Develop communicative strategies 
 
Information Design 
1.  Analyze and critique information designs 
2. Design effective graphics, tables, and other visuals  
3. Design effective interfaces and documents 
4. Design effective information architectures 
 
Technical Communication and Organizational Leadership 
1. Demonstrate skill as a group member and leader  
2. Adapt communication appropriately for audiences 
3. Demonstrate collaboration skills 
4. Apply conflict resolution strategies within groups 

 
Project Management 
1. Master basic concepts and terminology 



2. Demonstrate ability to plan projects 
3. Demonstrate ability to control projects 
4. Demonstrate ability to execute projects 

 
 

3.5  Assessment Plan 
 
The UW System’s Flex program has an array of assessment plans in place to ensure satisfaction, and the 
individual programs will be reevaluated by its faculty on an ongoing basis. In general, we would be 
assuming that the majority of students who indicate they intend to complete the certificate (as opposed 
to those who want a single competency) complete the certificate. Additionally, we plan to use 
internally-designed means of gauging student satisfaction and the effectiveness of our teaching 
strategies: 
 

1. Exit Survey:  Students completing the certificate will be required to complete an exit survey.  
Questions will ask students to identify strengths and weakness in the certificate program, 
specifically as they related to the coursework and the application of it to their future 
employment and/or educational plans. 

 
2. Academic Success Coaches: Ongoing communication and periodic reviews with the ASCs will 

allow us a unique vantage point to see where students are succeeding or struggling.  
 

3. Student Course Evaluations:  Student will be asked to complete individual course evaluations 
to access learning outcomes for the course and the certificate program.  Evaluation forms 
will be reviewed and revised to reflect current course and program learning goals. 

 
4. Program Data:  Information on the number of students, faculty, and variety and frequency of 

course offerings will be collected annually and reviewed periodically to identify areas of 
strength and weaknesses for future programmatic initiatives. 

 
5. Alumni surveys:  Surveys of students who have completed the certificate will be conducted 

at regular intervals to assess how significant the certificate has been in their current 
employment and/or educational pursuits. 

 
 
3.6  Awarding the Certificate 
 
Students will be awarded the Certificate upon successful completion of all program requirements. 
 
 
3.7  Budgetary Needs 
 
The budgetary needs of this program will be handled by UW-Extension, which is overseeing the Flex 
degree in collaboration with UWM.  Time for administrative buyouts, graders, and promotional material 
will come from the Extension budget.  
 
 



IV.  PROGRAM ADMINISTRATION 
 
The program will be administered by an advisory committee composed of the faculty of the 
Professional and Technical Writing program within the Department of English.  The PTW program has 
four full-time faculty members with scholarly interests in the content areas of the Certificate.  The 
program advisory committee will be responsible for curriculum development and review. The awarding 
of certificates, student admission, and general oversight will be handled by UW Extension as part of the 
UW Flex program.  Day-to-day administration will be the responsibility of the Undergraduate 
Coordinator of Professional and Technical Writing in the Department of English. 
 
According to the L&S guidelines on the “Establishment of Undergraduate Certificate Programs in the 
College of Letters and Science,” “the committee advises the program coordinator and the Dean 
concerning the program requirements.   The committee is responsible for developing a list of existing 
courses that students may count toward the certificate.  It may recommend additions to or deletions 
from the list of approved courses for the certificate.  In addition, it may authorize students to count 
appropriate ad hoc and variable content course topics toward the certificate.  The coordinator is 
responsible each semester for communicating the list of approved ad hoc/variable content courses to 
the College Office.” 
 
The guidelines also state, “Students electing a certificate program must meet with the coordinator to 
plan a program of study, and they must complete a ‘Declaration of Certificate Program’ that is 
forwarded to the Office of the Assistant [now ‘Associate’] Dean for Student Academic Services for 
approval.  The Student Academic Services area of the College office maintains records of students’ 
certificate programs, verifies completion of certificate requirements and issues certificates.  Certificates 
are recorded on students’ transcripts.”  
 
 
Submitted by: 
 
DEPARTMENT OF ENGLISH 



Appendix: Complete list of competency sets, competencies, and learning objectives 

 

Intro to Business and Technical Communication 
1. Assess and address rhetorical situations 

 Research and assess audience, purpose, and context, using local, organizational, national, cross-
cultural, and global perspectives. 

 Select appropriate communication channels and media. 

 Select appropriate logical and rhetorical strategies (e.g., arguments of fact, policy, worth, 
expediency). 

2. Write clearly for audience, purpose, and context 

 Write with effective style, demonstrating knowledge of plain, passive, and persuasive approaches 
and good use of tone, word choice, vocabulary, and level of information. 

 Maintain mechanical and grammatical correctness. 

 Demonstrate ability to write effectively for international audiences, ESL audiences, and 
translation. 

3. Demonstrate effective self-presentation skills 

 Understand the role, possibilities and norms of speech, including examples of digital orality (e.g., 
IM, SMS, social media) in public face to face and online interactions. 

 Able to take an ethically defensible, dialogic stance. 

 Able to deliver an effective presentation online and F2F. 
4. Master professional and technical genres 

 Demonstrate understanding of genres (e.g., letters, memos, social media posts, technical 
descriptions, instructions, proposals, multiple kinds of reports), including rhetorical purpose, 
common traits, and organization. 

 Format and effectively structure documents using appropriate professional tools. 

 Conduct effective research and make effective and ethical use of sources and documentation 
(APA, MLA, etc.). 

 
Advanced Business and Technical Communication 
1. Master all phases of document life cycles 

 Self-reflectively manage drafting and revising. 

 Conduct and manage multiple levels and types of editing. 

 Manage documents, including cycling, tagging, storing, and retrieving. 
2. Demonstrate skill in researching business cases 

 Define research subjects and formulate questions/hypotheses. 

 Develop research methodology and triangulate data collection. 

 Evaluate, synthesize, and compile information from multiple text and online sources.  
3. Master document testing 

 Define metrics that will indicate the success of documents 

 Design and conduct evaluations that will test documents against those metrics. 

 Synthesize, analyze, present, and implement test results. 
4. Demonstrate advanced writing and presenting skills 

 Articulate and apply knowledge and importance of copyright, trademarks, patents, privacy, and 
proprietary information. 

 Employ rhetorical strategies for effective visual and document design. 

 Reflect on and justify composing processes and rhetorical decisions. 
Strategic Writing for Organizations  



1. Evaluate crisis communication strategies 

 Demonstrate understanding of systems perspective on communication. 

 Analyze crisis situations, in terms of pre-crisis, crisis event and post-crisis. 

 Analyze and evaluate responses to crisis situations, by organizations and individuals. 
2. Apply theories of strategic communication planning  

 Identify and explain theories of strategic communication. 

 Analyze possible applications of relevant communication theories. 

 Compare and contrast various communication theories for their usefulness in message 
development. 

3. Manage stakeholders and organizational issues 

 Explain stakeholder groups relative to specific organizations and issues. 

 Analyze relationship between specific crises and stakeholders. 

 Create responses to specific crises relative to relevant and appropriate stakeholders (for 
organizations, issues and individuals). 

4. Develop communicative strategies 

 Identify the components of an organizational communication plan. 

 Analyze and evaluate examples of organizational communication plans. 

 Create a functional organizational communication plan for an actual organization. 
 
Information Design 
1.  Analyze and critique information designs 

 Analyze design situations, relying on research from rhetoric, cognitive psychology, and graphic 
design.  

 Employ framework of principles (such as Williams’s contrast, repetition, alignment, and 
proximity) to evaluate paper and electronic designs. 

 Use common design terminology related to layout, typography, information architecture, and 
graphic elements. 

2. Design effective graphics, tables, and other visuals  

 Identify and appropriately utilize tools and methods for design and publishing. 

 Plan and implement usable design solutions to information problems. 

 Test and evaluate design effectiveness. 
3. Design effective interfaces and documents 

 Identify and use appropriate tools and methods for design and publishing. 

 Research and develop solutions for design problem. 

 Design layouts, typography, and graphic elements needed for implementation. 
4. Design effective information architectures 

 Identify and use appropriate tools and methods for design and publishing. 

 Research and develop solution for structure/architectural problem. 

 Design layout, architecture, metadata, and other elements required for implementation. 
 
Technical Communication and Organizational Leadership 
1. Demonstrate skill as a group member and leader 

 Assess a given situation and act appropriately, taking into consideration the specific context of 
the situation and the modality (ex. F2F, Skype, e-mail).. 

 Effectively communicate and successfully complete tasks with other group members when given 
responsibilities by an assigned group leader utilizing a variety of modalities. 



 Justify choices relative to a context and modality.  
2. Adapt communication appropriately for audiences 

 Apply knowledge of communication norms to a variety of professional situations using local, 
organizational, national, cross-cultural, and global perspectives. 

 Make reasoned decisions about communication choices: including what to do, as well as how and 
when to do it. 

 Translate understanding of interpersonal communication competence into communicating 
appropriately, effectively, and ethically F2F and online. 

3. Demonstrate collaboration skills 

 Effectively and efficiently delegate responsibilities to other group members in a computer-
mediated context and face-to-face when assigned a leadership role. 

 Manage others in the process of revising and editing group work. 

 Effectively use online collaborative tools (e.g., Google Docs). 
4. Apply conflict resolution strategies within groups 

 Demonstrate understanding of situations that lead to conflict, analyze conflict situations and 
choose appropriate resolution strategies. 

 Productively de-escalate conflict occurring among group members F2F and online. 

 Analyze feedback in order to respond productively to conflict. 
 
Project Management 
1. Master basic concepts and terminology 

 Identify suitable projects. 

 Describe key skills and expectations for project managers. 

 Align and develop project methodologies in keeping with organizational goals, business 
requirements, culture, structure, and strategy. 

2. Demonstrate ability to plan projects 

 Create detailed project definition. 

 Develop project plans, and work estimates. 

 Develop work breakdown structure, project schedule, and budgeting of resources (human, 
material, financial). 

3. Demonstrate ability to control projects 

 Demonstrate understanding of project control techniques. 

 Develop project status reporting methods. 

 Develop and articulate abilities to manage changes, deliverables, issues, and risks. 
4. Demonstrate ability to execute projects 

 Demonstrate skills at leading projects. 

 Develop and demonstrate strategies for managing team collaboration and communication. 

 Develop and demonstrate strategies for managing performance and scheduling. 
 

 


