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Course Number:
 SDP 126

Retail Group Communication 


Credits:

 1
     
Date:


 Oct 2005 
Institution: 


Clackamas Community College

Outline Developed by:
Peggy Falkenstein/Joan Ryan

Type of Program:

Professional Technical Supplementary 
Course Description: This course is composed of three group communication topics: facilitating effective meetings, assertiveness, and non-violent workplace.

Course Objectives:

1. Explain the role of a facilitator.

2. Explore the elements of an effective meeting.

3. Examine challenges that may occur during a meeting.

4. Examine the value of working together toward a common goal.

5. Explore the meaning and application of assertiveness in workplace roles..

6. Examine models of assertiveness.

7. Explain examples of negotiating skills.

8. Explore implications of saying “no” in workplace scenarios.

Student Learning Outcomes:

Upon successful completion of this course, the student should be able to:

1. Describe the role of a facilitator.

2. List the elements of an effective meeting.

3. Describe common challenges that happen during meetings.

4. Describe the value and benefits of consensus decision making.

5. Demonstrate assertiveness techniques.

Length of Course:
11 lecture hours

Prerequisites:

Prior supervisory experience suggested

Grading Method:  
Pass/No Pass




20%
Participation




30%
Homework and written assignments




15%
Self-assessment and growth plan




35%
Term paper or project

Required Texts:  
Facilitating Effective Meetings Target 2001, Asserting Yourself Target 2001, Supporting a Nonviolent Workplace Target 1999

MAJOR TOPIC OUTLINE
I. FACILITATING EFFECTIVE MEETINGS

A. Types of meetings

B. Presentation vs. Facilitation

C. Purpose 

D. Agenda

E. Logistics

F. Icebreakers

G. Ground rules

H. Leader’s role

I. Reaching consensus

J. Stimulating Discussion

K. Handling Difficult situations

II. ASSERTIVENESS

A. Assessment

B. Models for assertiveness

C. Conflict

D. Interviews

E. Negotiating

F. Saying No

III. TEAM BUILDING

A. Team problem solving activity

B. Evaluate the activity
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