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GENERAL EDUCATION, KMITL   
COURSE SYLLABUS 

Course Code 96644033 Course Title WRITING AND SPEAKING IN THE 
PROFESSIONS 

Total Credits 3 (3-0) 
 

Semester / 
Year of Study 

1/2025 Section 801-802 Date-Time Thursday 
09:00-12:00 
13:00-16:00 

Course Description 
(English) 

Improve writing and speaking skills related to areas of professional activities such as writing 
business letters, faxes, memos, informal letters, emails, technical manuals, or routine reports; 
participating in a meeting; giving a presentation; and using English in professional settings. 

Course Coordinator Dr. Chinebeth Borja 
Course Instructors Dr. Chinebeth Borja 
Teaching Assistant  
(if any) 

-None- 

Counselling 
Schedule 

Line group 
Thursday (9:00-12:00/13:00-16:00) 

Teaching 
Language 

☐ Thai ☒ English 

☐ Others, please specify……………………… 
Website or Online 
Teaching Method  
(if any) 
 

*Google Classroom (Writing Tasks & other references) 
*Presentation Outline samples and submissions 
*Presentation PowerPoint samples and submissions 
* Line group/Google Classroom/Zoom/On-site 

 
Course Learning Outcome 
By the end of the course, students will be able to 
 
-understand the ethical, international, social, and professional constraints of audience, style, and content for writing 
situations. 
-demonstrate critical thinking and listening skills by writing memos, letters, and technical manuals. 
-demonstrate effective strategies as speakers/presenters by reflecting on their listening and writing processes. 
-understand how to critically analyze data from research and be able to incorporate such data and analysis into assigned 
writing clearly, concisely, and logically, including attributing sources with proper citations. 
-use prewriting techniques – including clustering, reading, discussing, researching, and interviewing – to discover, explore, 
and organize ideas, emotions, information, and theories. 
-use linguistic structures to write and understand well-structured letters encountered in professional or social contexts. 
-conduct a well-organized meeting and comprehend well-written communication letters. 
-practice qualities of professional rhetoric and writing style, such as sentence conciseness, clarity, accuracy, honesty, 
organization, readability, coherence, and transitions.
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General Education Learning Outcome: GE-LO  

GE-LO Value 

☒  GE-LO-1 Analytical and Critical Thinking 2 

☐  GE-LO-2 Complex Problem Solving  

☐  GE-LO-3 Creativity  

☐  GE-LO-4 Interpersonal Skills  

☒  GE-LO-5 Integrity and Perseverance 3 

☒  GE-LO-6 Active Learning and Learning Strategies 3 

☐  GE-LO-7 Resilience, Stress Tolerance and Flexibility  

☒  GE-LO-8 Leadership and Social Influence 1 

☒  GE-LO-9 Communication 6 

☐  GE-LO-10 Entrepreneurship and Startup  

☐  GE-LO-11 Digital Quotient Literacy and Digital Media Production  

Total Value 15 

Classroom Management  

☒ Lecture/practice ☒ Online/Blended Learning (Holidays only) 

☒ Active Learning   ☐ Problem-Based Learning      ☐ Project-Based Learning      
 

 

 
Teaching Plan and Evaluation Plan 
 

Week Topic/Sub-topic Activities Notes 

1 Getting to know each other/Course Introduction/Pre-test Syllabus Discussions/Learning 
Expectations 

 

2 Introduction to the course: Business Letters Class discussions/activities  

3 Faxes/Memorandum Class discussions/Writing 
Tasks/activities 

 

4 Email Letters Class discussions/Writing task 
/activities 

 

5 Technical Manual Class discussions/Writing task 
/activities 

 

6 Technical Manual Part-1 Group Writing  
7 Continuation: Technical Manual Part-2 Group Writing & Feedback  
8 Giving Presentation Lecture (Introduction/Body/Conclusion) Outline discussions/PPT  
9 Midterm Examination Week Schedule University examination 

Schedule 

 

10 Midterm Oral Presentation/Technical Manual by Group Oral Presentation by Group  
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Week Topic/Sub-topic Activities Notes 

11 Informal Letters Class discussions/Writing task 
/activities 

 

12 Routine Reports Class discussions/Writing task 
/activities 

 

13 Participating & conducting a meeting  Class discussions/Writing task 
/activities 

 

14 Individual Planning Worksheets for Final Presentation Outline discussions/PPT  

15 Unit Reviews & Starting for Individual Presentation 
(Students must submit the PPT to qualify for presentations.) 

Reviewed all tasks, 
attendance, & presentation 

 

16 Individual Presentation (Final Exam) Individual Presentation  

17 Individual Presentation Continuation (Oct. 20-starting for final 
exams) 

Individual Presentation  

18 Final Examination Week Schedule Individual Presentation 
Continuation if any 

 

Note: This is a preliminary schedule and may change due to class needs. 
 
Evaluation Plan 
Assessment Activities  Value Score Week of 

Evaluation 
Notes 

1.Attendance 1 4 Semester Punctuality (later than 9:30 and 13:30 is considered 
late) 
1 hr. late=absence 
More than 3 absences=Failed 
Note: Any emergency (sick) doctor’s medical 
certificate & school programs needs letter from the 
faculty 

2.Class Writing Compilation 7 28 Semester Submitted in class or assigned by the teacher. 
No submission/blank paper/Plagiarism=0 score 
*Late points will be deducted accordingly 

3.Class Presentations 
(Midterm Exam: Group Oral 
Presentations) 

3 12 Week 10 *Presentation 5-8 mins individual presentation 
*Presentation group work (4-5 members) 30-35 mins 
*No participation/no group=0 score 
*Late points will be deducted accordingly 

4.Final Exam: Indv. Oral 
Presentations 

4 16 Week 16, 17 
& 18 

In-class Individual & Group Contributions 

Total 15 60   
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Evaluation criteria 

☒  Group-based 

☐  Standard-based      
Grade A B+ B C+ C D+ D F 
Score (60 points) 57-60 49-56.9 41-48.9 34-40.9 27-33.9 21-26.9 15-20.9 0-14.9 

☐ Satisfactory/Unsatisfactory (S/U) 
Grade S U 

Score (60 points) 30-60 0-29.9 

 

 

 

Main Textbook and Course Materials Gross, A. et al Technical Writing 
Lougheed, L. Business Correspondence, 2nd ed 
Ashley, A. Commercial Correspondence 
Wyrick, J. Steps to Writing Well, 11th ed 

Important Documents and 
Information 

All texts are available online and at the University Library 
Other required readings will be provided in class, via Line group and Google classrooms 

Suggested Learning Resources for 
students 

Online readings 

Modified by Dr. Chinebeth Borja Date June 16, 2025 
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  Scoring criteria according to Assessment Plan 
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Skills Learning Outcomes Value 

3. Midterm: Oral Group Presentations GE-LO 6 
GE-LO 9 

1 
2 
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