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In the study by Glassman and Farley, the authors concluded that students 

simply need more practice, but with the increased class size due to tight 

budgets and an increasing empha~is on scholarly research, instructors are 

less likely to assign written projects or use essay exams. 5 This places an 

even greater burden on business communication courses. However, the content 

of most of these courses is not sufficient to provide a student with the 

necessary skills and/or the instructor is often not qualified to teach "business 

Engli .sh. 116 

We cannot, in this paper, solve the problem of large classes or unqualified 

instructors . 'They are questions of priority, which are determined by indivi

dual universities. The purpose of this research i s to develop an undergraduate 

business communication course, structured around the needs of the business 

community as viewed by business executives. This course design will hopefully 

alleviate some of the problems discussed earlier. 

METHODOLOGY 

To determine what communication skills are most important in the 

business world and thus are deemed most appropriate for study in an under

graduate business communications course, 112 executives were questioned 

through a telephone survey. These executives, each representing different 

companies, were either personnel directors or vice presidents. 

Representative industries - banking, retail, manufacturing, insurance, 

utilities, and service - were covered, although there was no attempt at 

random sampling. Each firm had at least one office located in a larg e 

metropolitan city in the southeast and employed over 100 people. 
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FINDINGS 

It was felt that the best format for presenting the data would be to 

list the results by question and include any discussion necessary under each 

category. This presentation would be followed by a proposed _busin _ess communi

cation/ r esearch syllabus structured around the findirigs of the survey and 

previous scho lar ly research. 

1. In your opinion, how do recent undergraduates in busine~s ~ompare with the 

undergraduates of 1970 with respect to their ability to communicate 

properly? (Oral and written) 

Reseonse 

A. Worse 
B. About 
C. Bette r 

Table 
f970 Gradua tes' Ability to Communicate Properly 

vs 
Recent Graduates 

Frequencies Perc ent 

72 64 
the same 16 1 5 

19 1 7 
D. Can't evaluate .5 4 

TT2 100% 

The purpose of this question was to ascerta i n t he overall feeiing 

ex~cutives in this survey had toward their employees ' abi l ity to 

communicate . The results strongly support that of other research and 

again point out the problem that still exists in this area, even with 

our increased _emphasis in communications . 
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2. What types of subject matter do you think should be covered in a 

business communications/research course? 

Response 

Letter writing 
Memo writing 
Oral skills 
Reporting writing 
Instructions 
Proposals 
Research skills 
Evaluations 
Out l in.es 

Table 2 
Subject Matter 

Speeches/presentations for others 

Frequen c ies 

107 
105 
92 
51, 
48 
47 
38 
?.7 
24 
.J 9 

Percent 

96 
94 
82 
48 
43 
42 
34 
24 
21 
16 

(There were others cited, but all had a percent less than five. 

3. Using a SGale of 1-10 with 10 being very i mportant , what importance 

do you place on an employee's ability to write or present: 

Table 3 
Relative Importance Rating 

a) written proposals 
b) reports 
c) letters 
d). memos 
e) outlines 
f) speeches 
g) in st ructions and procedures 
h) vi s ua l a i ds 
i) oral presentations 
j) himself well in group sett ings 
k) non-verbal communication properly 

(body language) 
l) basic secondary resea rch skills 

Average Rating 
5.7 
7. 1 
9.2 
9.4 
4.8 
6.7 
7.2 
6. 1 
8. 1 
9. 1 

8.7 
6.7 

Question 3 was based primarily on respon ses from quest io n 2 although 

they did not appear in that order during the survey. Lettei and ~emo 

writing received a very high rat ing which is not surprising coniidering 
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the number of employees who would be employed in such an activity. 

However, oral and non~verbal communication skills also received high 

ratings. · Thus, while it may be necessary for business communication 

courses to emphasize written communication, it should not preclude the 

learning of a number of verbal and non-verbal skills such as conflict 

resolution and group interaction. Such skills are also implied by 

AACSB curriculum standards. 

Another area which received much attention and yet i s often over

looked in our business communication courses js the ability to display 

basic secondary research skills whether it be library, in dust ry, or 

in-house mate rial. This presents a pa .rticular problem because "faculty 

assigi;ied to· business writing for the first .time are generally unacquainted 
' 

with business research tools. 117 A suggestion here is that this portion 

of the course be team taught, utilizing the services of the business 

librarian. This would facil i tate the lear n i ng of the students as well 

as the instructor. 

4. What writing skills do you consider most important? 

Response 

Simplicity 
Rrevity 
Organization 
Grammar 
Logic 
Spelling 
Vocabulary 
Sentence structure 

Table 4 
Import ant Writing Skills 

Frequencies 

87 
72 
48 
34 
21 
20 
19 
1 1 

(Others cited had a percentage response less than five.) 

Percent 

77 
64 
43 
30 
19 
1 8 
16 
10 


