English Writing for Practical Purposes Syllabus
 
By: Huiqin An
 
Texts:
Lynn Bonesteel, From Reading to Writing 1
Sheila C. Crowell & Ellen D. Kolba, Practicing the Writing Process 1- The Paragraph
   
Course Description:
This course exposes students to a range of genres and discourse conventions of practical written English, and provides students the opportunity to complete writing tasks related to personal life, college, and the workplace to achieve a variety of practical business and academic goals. Knowledge of English grammar, usage, and punctuation are integrated in the context of the students’ writing.   
 
Course Objectives:
By the end of the course students should have built a strong knowledge background and acquired practical writing skills and strategies related to college life and beyond. 
 
Specifically, students should be able to
1.      Be proficient with 1000 basic vocabulary. 
2.      Become aware of essential sentence types and know how to combine sentences.
3.      Know how to construct effective paragraphs.
4.      Know how to write emails and memos for business purposes.
5.      Gain practical tips and formalities in writing a successful graduate school application letter and essay.
6.      Become knowledgeable in resume and job application cover letter writing. 
7.      Use appropriate technology resources to access tools to guide and help individual writing.  
 
Course Requirements:
Students will need to complete assigned writing before coming to class and come to class prepared to discuss and present them. You will expect frequent pair work and cooperative learning activities and should be motivated and actively engaged in all activities. You will do two major presentations in addition to daily written work. You will prepare a reflective journal at the end of each session and build a portfolio for this course.
 
 
Assessments:
Attendance






20%
Personal WIKI Presentation (5 minutes)                       

15%
College Application Essay Presentation (10 minutes)  
25%              
Class participation





20%
Daily written assignments    




20%
 
 
Attendance/Courtesy:
Attendance is compulsory and represents 20% of the entire score. Tardiness or leaving the class early is not expected. Students should fully participate in classroom activities and be respectful and considerate to others. Please turn off any cell phones or other electronic devices before you enter the classroom unless you have an emergency situation, about which you should notify me before class begins.
 
Academic Integrity:
Plagiarism, the copying of other people’s work and ideas without acknowledgement, is a serious matter and is not allowed. Each of the following constitutes plagiarism:
1. Turning in as your own work a paper or part of a paper that anyone other than you wrote.  This would include but is not limited to work taken from another student, from a published author, or from an Internet contributor.
2. Turning in a paper that includes unquoted and/or undocumented passages someone else wrote.
3. Including in a paper someone else’s original ideas, opinions or research results without attribution.
   
Course Schedule:   
 
Session 1
Introduction and Ice Breaker
Fry’s 1000 basic vocabulary
Sentences: Simple, compound and complex sentences
Combining sentences
Conjunctions and coordinations
Discourse connectors
In-class quiz: simple, compound and complex sentences
In-class practice: Write 5 simple sentences, 5 compound sentences and 5 complex sentences about yourself, family, friends or school.
Think-pair-share activity
Class journal of the day
Homework: Try to combine the 15 sentences into a meaningful paragraph
 
Session 2
Reflective homework sharing, peer editing and oral presentation
Paragraph writing
Getting ideas
Stating the main idea
Adding details
Using specific words, sensory words, varying sentences
Opening sentence
Writing the body
Closing sentence
Writing Assignment – Write a three paragraph biography about yourself.  
Paragraph 1 – background information about where you are from and how long you have studied here. Include your age, number of people in your family. 
Paragraph 2 – discuss your daily routine on a school day
Paragraph 3 – discuss the interests and activities that you do outside of school hours
Class journal of the day
  
Session 3
Personal biography peer sharing, editing and oral presentation 
Introduction to Purdue Online Writing Lab
Memo/email and its segments
Samples and practices
“Writing for a Chinese Business Audience”
“Writing for a North American Business Audience”
More samples and practices
Further work: Design a personal WIKI using the paragraphs about you, adding pictures and make a presentation on power point at Session 4.
Class journal of the day
 
Session 4
Personal Wiki presentation, 5 minutes each, rubrics for peer evaluation
Graduate school application
Getting to know the application package: 

Graduate Programs

Admission requirements and deadlines

Application forms
Sample application form
Use computer resources: students will try to choose one dream school to apply for graduate studies and learn to access and fill out application forms (need computer room)
Class journal of the day
 
Session 5
College Application Cover Letter introduction
“Use rhetorical elements as a guide to think through your writing”
Jigsaw summary on “What Should be Included in a College Application Letter?”
Sample cover letters
Write your cover letter
Class journal of the day
Homework: Polish and complete your cover letter
  
Session 6
Cover letter sharing, peer editing and oral presentation
College application essay/statement of purpose/personal statement
Guidelines for Main Essay
Ideas for Main College Essay
Guidelines for Small Activity Paragraph
Sample essay
How to write a thesis statement for your essay
Practice “Free Writing” skills to add details
Write an outline of your essay
Try to write your essay
Homework: Make a poster of your college application essay and present orally in Session 8
Class journal of the day 
 
Session 7
Group discussion/sharing on essay outline, speakers present outlines
Resume Writing for college/work
What to be included in a resume
The typical layout of a resume
Sentence features 
Popcorn reading on “Resume tips and suggestions”
Resume template
Action verbs to strengthen your resume
Sample resume
Write your resume
Homework: Polish and complete your resume
Class journal of the day
Session 8
Application Essay Oral Presentation+ question and answer session, 10 minutes each, rubrics for peer evaluation
Job Application Cover Letter
Purdue OWL YouTube Channel- Cover Letter
Jigsaw summary on Cover Letter Writing
Sample job application cover letter
Write your cover letter
Class journal of the day
Course Evaluation
