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Colby Coash 
Doane University  

Contact Information 
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Cell: 402-580-3800 (only for urgent matters) 
 

Communicating With the Instructor 
This course uses a “three before me” policy for student to faculty communications. When 
questions arise during the course of this class, please remember to check these three 
sources for an answer before asking me to reply to your individual questions: 

1. Course syllabus 
2. Announcements in Blackboard 
3. The Q & A discussion board 

This policy will help you in potentially identifying answers before I can get back to you and it 
also helps your instructor avoid answering similar questions or concerns multiple times. 
 
If you cannot find an answer to your question, please first post your question to the Q & A 
questions discussion board. Here your question can be answered for the benefit of all 
students by either your fellow students who know the answer to your question or the 
instructor. You are encouraged to answer questions from other students in the discussion 
forum when you know the answer to a question in order to help provide timely assistance. 
 
If you have questions of a personal nature such as relating a personal emergency, 
questioning a grade on an assignment, or something else that needs to be communicated 
privately, you are welcome to contact me via email. My preference is that you will try to 
email me first. Reserve the phone call for urgent needs only. I will answer all emails within 
48 hours. If you have a question about the technology being used in the course, please 
contact the Doane University Help Desk for assistance. (contact information is listed below). 
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Course Catalog Description  
An exploration of the communication process in organizations and institutions. The course 
includes study and practice in interpersonal, small group, and public communicative 
situations as those typically encountered in the workplace. 

Course Prerequisites  
N/A 

Course Textbook and Materials 
Required 

Communicating	at	Work,	Strategies	for	Success	in	Business	and	Professions;		Ronald	B.	Adler,	

Jeanne	Elmhorst,	Kristen	Lucas;	11th	Edition,	2013,	McGraw-Hill,	ISBN	978-0-07-803680-01	

Emotional	Intelligence	2.0;		Travis	Bradberry	&	Jean	Graeves	;		2009	Talentsmart	

ISBN13:	9780974320625	(Note:		You	must	purchase	this	book	new	so	you	can	have	an	access	

code	to	take	the	emotional	intelligence	test)   

Learning Objectives 
Course Objectives 

At the completion of this course students will be able to: 

 
1. Identify and describe the key concepts and practices of interpersonal, group, and 

public communicative situations.  
 

2. Demonstrate increased self-awareness of communication approaches within differing 
communicative processes.   

 
3. Develop the communication skills of relating, collaborating, and presenting. 

 
4. Apply core communication concepts, processes, and skills to workplace situations.   

 
5. Analyze the effectiveness of communication processes in self and others. 

 
 
 
 
 


