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TECHNOLOGICAL UNIVERSITY OF PANAMA
COLLEGE OF S_CIENEE AND TECHNOLOGY
DEPARTMENT OF SOCIAL SCIENCES AND THE HUMANITIES

COURSE SYLLABUS
Instructor’'s name: Ricardo BENITEZ Course title: Reading and Wnriting |l
Office location: Course number: 85821
Office phone number: Credit hours: 5
Email address: ricardo.benitez@utp.ac.pa Course prerequisite: 85620
Office hours: Classroom Location:

Emergency contact number: 6664-3500 Meetings: Mon 7:30-8:15PM, Tue 5:50-
725PM, Thu 8:20-9:55PM

COURSE DESCRIPTION: Reading and Writing Il is a course designed to further develop reading
skills as participants become acquainted with the main responsibilities of managers. They will
also consolidate writing skills through the creation of business documents using samples.
Students will follow the writing process in the production of business documents in a range of
formats using an appropriate business writing style.

INSTRUCTIONAL METHODS: Students will work individually and collaboratively to achieve course
goals.

ASSESSMENT METHODS: Students will keep a portfolio of reading and writing activities done
throughout the semester. They are expected fo assess their own reading and writing



Instructor: Kicardo benlteZ

READING AGENDA

ASSIGNMENTS FOR CLASS NOTES & PRESENTATIONS READING DATE
1) Explain Maslow’s Hierarchy of Needs theory.
2) Explain Herzberg's Motivation-Hygiene theory. hapter 13 | Week 9
1) Explain the situational approach to leadership.
Z2) Explain the Managerial Gnd. Chapter 14 | Week 10
1) Explain the control process in figure 15-2.
2) Explain the phases of control in figure 15-1. Chapter 15 | Week 11
1) Explain the formation and development stages of
groups.
2) Explain three technigues to increase creativity in Chapter 16 | Week 12

small work groups.
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Working with and through other people to accomplish the objectives of both the
organization and its members.
(5 puntos)

accountability

responsibility

management

authority
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What relationship does the figure show? Explain.

(10 puntos) RO
.

First-line supervisor:
0%

Time

Escriba su respuesta




Teams Y ﬂ Week 11.2 Posts Files Notes —+
K" Pas | Good evening, everyone! Let's meet in the conference room.
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CONTRACT

Performance
Contract

The agreement made between
manager and

subordinate during a given
budget cycle

1002 a. m.
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efine

objectives

0\

Appraise Assign
performance responsbilities

\,

Develop
standards of
performance

Describe a situation where a manager is using the system for managing results shown in the
figure.
(10 puntos)

Escriba su respuesta
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12.Don't eat in that restaurant. My aunt got food poisoned there. *
(5 puntos)

O causal fallacy

O either or fallacy
bandwagon fallacy
hasty generalization

attacking the person

O O O O

red herring




Survey Rubrics (evaluation questions)

Decide to what degree the different elements in your survey answer the evaluation
questions. Circle your answers. The element answers the questions...

1) totally 2) almost totally 3) partially  4) almost partially
Survey objectives
1) What information is this survey going to provide you with? I— 2-3-4
2) What decision is this information going to help you make? I— 2-3-4
Content questions (do this for each question)
3) Does this question give you the information you need to get? I— 2-3-4
4) Would different people interpret this question the same way? 1—§—3—4
5) Is this question free of spelling mistakes? I— 2-3-4
6) Is this question free of punctuation/capitalization mistakes? 1-B-3-4
7) Is this question asking for just one piece of information? I -2-3-4

Demographic questions (do this for questions about demographics)



*‘}LC’G; Technological University of Panama L OENClAS,

Y
Vio mo“ﬁ

f College of Science and Technology gﬁ -
& Department of Social Sciences and the Humanities 3 ggif_ i
;"ﬁf- wm-*"""" - [};F-iﬂé"
Reading & Writing Il Student's name:

First Semester 2020 Personal ID:

Writing Project #1 (May 21, 2020) Group 1D:

Write a 10-question survey about office productivity software. Make sure to follow the
guidelines in the survey quidelines file.

SURVEY PROJECT (TIMELINE)

TOPIC TASK CHECK QUESTIONS DUE DATE
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) fnt & | https://forms.office.com/Pages/DesignPage.aspx = >

Week 8 - Enhancing Week 7 - Phrases and Week 6 - Phrases and Week 7 -
Communication Skills in Their Functions (2) Their Functions (1) Organizational
Groups Structure

23 Respuestas 21 Respuestas 24 Respuestas 0 Respuestas

Week 6 - Strategy Week 5 - Basic Week 4 - Basic Week 5 - Business
Implementation Elements of a Flements of a Planning
Sentence (3) Sentence (2)



Week 4 - Managing Results &

Psychological Contract

Hola, Ricardo: al enviar este formulario, el propietario podra ver su nombre y direccidn de correo electrénico.

1. One way management can communicate its expectations to employees.
(5 puntos)

'3:_:3' Job contract

(_) psychological contract

() standards of performance

./ management emails



_ﬁ Week 4 - Managing

Results & Psychological
Contract

Hola, Ricardao: al enviar este formularic, el propietario
podra ver su nombre y direccidn de correo electronico.

1. One way management can communicate
its expectations to employees. [
(5 puntos)

job contract
Q psychological contract

(U standards of performance

(_) management emails
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Contactos Preguntas

- Puntos:
< 2. In no more than 5 sentences. Explain individual goals, gr... r? 3.9/6

2. In no more than 5 sentences. Explain individual goals, group goals and the potential conflict
between the two.

@ GREGORY MORENO (1) 4 /o6pts L

Respuesta

Individual goals are the goals that every member of the group have, group goals is the main objective because

Is the reason why the group exists. Those goals could create conflicts because in some cases individual goals th
e members could infer in the group goals.

Suggested answer: Individual goals are the results a person wants to get (individual goals). Groups goals
are the results a group wants to get (group goals). When individual goals are incompatible with group
goals the group's effectiveness and productivity may be affected (potential conflict).

V %



Contactos Preguntas

]
. : % Puntos
< 12. Don't eat in that restaurant. My aunt got food poisone... > 27/5
12. Don't eat in that restaurant. My aunt got food poisoned there.
v hasty generalization 12 respuestas 5 /5pts [

Calificada de forma automética

X bandwagon fallacy 2 respuestas 0 /5pts [

Calificada de forma automética

X causal fallacy b respuestas 0 /5pts -

Calificada de forma automética
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Preguntas Respuestas €2

10. You may call it interesting but | couldn't disagree more. (5 puntos)

Un 55 % de los usuarios que completaron el cuestionario (12 de 22) respondio correctamente a esta

pregunta.
Mas detalles
. fact-inference confusion 7
@ aliness 3

@ bypass 12 v




Preguntas Respuestas €2

12. Don't eat in that restaurant. My aunt got food poisoned there. (5 puntos)

Un 55 % de los usuarios que completaron el cuestionario (12 de 22) respondio correctamente a esta

pregunta.

Mas detalles

12
@ causal fallacy 6 0
@ either or fallacy 1 .
@ bandwagon fallacy 2

L]
@ hasty generalization 12
@ attacking the person 0 :
@ red herring 1 <

[
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TECHNOLOGICAL UNIVERSITY OF PANAMA
COLLEGE OF §CIENCE AND TECHNOLOGY
DEPARTMENT OF SOCIAL SCIENCES AND THE HUMANITIES

COURSE SYLLABUS
Instructor’s name: Ricardo BENITEZ Course title: Reading and Writing Il
Office location: Course number: 8821
Office phone number; ————————- — Credit hours: 5
Email address: ricardo.benitez@utp.acpa Course prerequisite: 8820
Office hours: Classroom Location:

Emergency contact number: 6664-3500 Meetings: Mon 7:30-8:15PM, Tue 5:50-
7:25PM, Thu 8:20-9:55PM

COURSE DESCRIPTION: Reading and Writing 1l is a course designed to further develop reading
skills as participants become acquainted with the main responsibilities of managers. They will
also consolidate writing skills through the creation of business documents using samples.
Students will follow the writing process in the production of business documents in a range of
formats using an appropriate business writing style.

INSTRUCTIONAL METHODS: Students will work individually and collaboratively to achieve course
goals.

ASSESSMENT METHODS: Students will keep a portfolio of reading and writing activities done
throughout the semester. They are expected to assess their own reading and writing
performance as well as that of their classmates.

COURSE CONTENT: The class will tentatively follow this agenda:

Week 1: (Mar. 30 — 03):.  Management - Survey Projects
Week 2: (Apr. 06 — 10).  Management - Survey Projects
Week 3: (Apr. 13 -17).  Management - Survey Projects
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