
English 229: Professional Writing 
Winter 2015 Section 001 
Mon/Wed 2:30 - 4:00PM 

 
Instructor: Ms. Aubrey Schiavone 
Office Number: Tisch Hall 3023C 
Office Hours: Mondays 12PM-2PM and by appointment 
Email Address: aschia@umich.edu 
 
Course Description: Professional writing can take many forms, constantly transforming to fit new 
contexts, purposes, and audiences. This course will familiarize students with rhetorical genre, process, 
and new media approaches to writing. As we learn about and practice these approaches to writing, 
students will equip themselves to write in a variety of contexts. Students will work individually and 
collaboratively to identify relevant genres of professional writing, to draft and revise their own work in 
those genres, to reflect on and revise their professional online presences, and to compose a final group 
project designed to model workplace writing. Students will compose and revise genres relevant to their 
current or intended academic and professional fields; potential genres include resumes, cover letters, 
personal statements, CVs, grant proposals, memos, and additional relevant genres of students' choosing. 
In addition to these major writing assignments, throughout the course students will be responsible for 
completing course readings, contributing to class discussions, and participating in peer review sessions. 
 
Student Learning Goals  
In English 229, students will: 
 
• Become familiar with the kinds of writing common in the workplace. 
• Understand the theories that inform professional communication. 
• Write documents that fulfill a clear purpose and are targeted to a specific audience. 
• Work collaboratively on a range of tasks and projects. 
• Develop skills using electronic communication and resources. 
• Practice the skills necessary for a professional work environment by giving attention to your 

behavior, attention to detail, and attitude. 
 
Grading Policy: I will provide a detailed grading rubric for each major writing assignment. 
 
Although class participation is not formally graded, the course is discussion and workshop based and 
your success in the course relies heavily on your continued attendance and active participation in the 
course. Your participation and engagement with the course will be reflected in the quality and 
completion of your major writing assignments. 
 
Peer review is an important part of the drafting and revising process for each major writing assignment. 
Peer review days will involve small group peer review of each others’ writing in progress. I will 
provide you with detailed handouts to guide your reading and commenting on one another’s drafts. 
Because these peer review sessions are so influential to you and your classmates’ development as 
writers, any absence during a scheduled peer review workshop day will likely result in a letter grade 
deduction for the major paper being peer reviewed. 
 
Assignment Descriptions: This course allows for you to compose a portfolio of professional writing 
genres and to do collaborative workplace writing that will benefit you in future professional contexts.  



Throughout the course, you will choose the assignments that will best suit your own professional 
purposes and goals.  This means that although we will spend our class time working and learning 
together, your writing assignments may look very different from your classmates’.  You will have the 
opportunity to learn from one another and to build the skills you already have as you’re being exposed 
to new skills and strategies. 
 
Professional Writing Genres Proposal: In this first major writing assignment, you will propose to me 
two major writing genres that you think are most fitting for you to compose for the course, based on 
your own professional goals and interests. In order to identify significant genres in your professional 
field, you should consult a minimum of three sources relevant to your field. You should also conduct 
an interview with at least one professional already working in your field. By consulting sources and a 
professional in your field, you will identify real world genres that will serve you for the purposes of our 
course and beyond.  
 
Professional Writing Genre 1: This major writing assignment will be based in the proposal that you 
submit. After identifying two significant genres of professional writing in your specific field, you will 
then compose in each of those genres. In order to complete this assignment, you should analyze at least 
three models of your chosen genre. Finally, in a reflective memo, you will identify the rhetorical 
choices you have made that allow your composition to participate in this genre. 
 
Professional Writing Genre 2: This major writing assignment will be based in the proposal that you 
submit. After identifying two significant genres of professional writing in your specific field, you will 
then compose in each of those genres. This major writing assignment will be based in the proposal that 
you submit. After identifying two significant genres of professional writing in your specific field, you 
will then compose in each of those genres. In order to complete this assignment, you should analyze at 
least three models of your chosen genre. Finally, in a reflective memo, you will identify the rhetorical 
choices you have made that allow your composition to participate in this genre. 
 
Reflecting on Your Online Presence: This major writing assignment requires you to consider your 
online presence. You will describe your current online presence and then revise that presence in some 
way. You may choose to build on and change existing aspects of your online presence, or you may 
choose to compose new, additional online texts to increase your professional presence online. Finally, 
in a reflective memo, you will justify the revisions you have made.   
 
Collaborative Workplace Writing Project: This final major writing assignment will allow for you to 
work collaborative with your classmates to compose a multimodal presentation. In small groups, you 
will determine a topic and compose a multimodal presentation about that topic. Finally, you will 
deliver your presentation in-class. 
 
Attendance Policy: Again, because the course is discussion and workshop based, your success in the 
course will depend heavily on attendance. You may miss two class sessions without penalty. Each 
absence after two will likely result in a ½ letter grade deduction on your final grade for the course. 
Extenuating circumstances such as absences due to medical and family emergencies and to 
participation in university teams or programs will not count against your final grade; however, you 
must communicate with me about these absences in a respectful and timely manner. 
 
Peer review workshop days are especially formative for your and your classmates’ drafting and writing. 
Any absence during a scheduled peer review workshop day will likely result in a letter grade deduction 
for the major paper being peer reviewed. 



 
Late Work: I will likely not accept late reading and writing response assignments or late in-class 
assignments. For late major writing assignments, I will likely deduct a full letter grade for each day 
they are missing (this is not each class period but each day that the major assignment is not turned in). 
Again, extenuating circumstances such as absences due to medical and family emergencies and to 
participation in university teams or programs will not result in grade deductions but need to be 
communicated to me clearly and in a timely manner. 
 
Technology Use: Please silence all cell phones and electronic devices prior to each class period. If you 
choose to use a laptop in class to take notes, access course readings, or to access your written work for 
workshop, please refrain from any extraneous activities such as checking email or Facebook during 
class. If you are using electronic devices for anything other than coursework, I reserve the right to ask 
you to refrain from using a laptop or to ask you to leave class. 
 
Plagiarism: The University of Michigan defines plagiarism as ‘Submitting a piece of work (for 
example, an essay, research paper, work of art, assignment, laboratory report) which in part or in whole 
is not entirely the students’ own work without attributing those same portions to their correct 
source.”  Plagiarism is when you knowingly (or unknowingly) submit someone else’s ideas or words as 
your own. Please read through the “Memo to all students taking courses in the English Department” for 
a fuller definition of plagiarism and its various forms: 
http://www.lsa.umich.edu/english/undergraduate/advising/plagNote.asp 
If you commit an act of academic dishonesty in this course by either plagiarizing someone else’s work 
or allowing your own work to be misused by another, you will likely fail the assignment and possibly 
the entire course. In addition, I will report the incident to both the English Department and the LSA 
Assistant Dean of Student Affairs. Please also note that if you submit work already completed for one 
course as original work for another course, you are violating university policies and will likely fail the 
assignment and possibly the course. 
 
Sweetland Center for Writing: “The Sweetland Center for Writing supplements formal writing 
instruction by providing free programs that help students understand assignments, develop ideas, 
support arguments and claims, integrate new media, cite sources, and revise at the paragraph and 
sentence level.” The Sweetland Center for Writing is located at 1310 North Quad. I encourage all 
students to seek out the Sweetland Center for Writing and take advantage of their resources for 
undergraduate writers. Please visit their website for more information or to make an appointment: 
http://www.lsa.umich.edu/sweetland 
 
Career Center: “The Career Center is a diverse, professionally trained career development team 
employing a student-centered, multicultural, educational approach to meet your career needs.” The 
Career Center is in room 3200 of the Student Activities Building, located at 515 E. Jefferson Ave. I 
encourage all students to seek out the Career Center and to take advantage of their resources for 
undergraduate students. Please visit their website for more information on the range of resources 
available to students or to make an appointment: http://careercenter.umich.edu/  
 
Accomodations: In accordance with University of Michigan policy, I am happy to provide 
accommodations for students with learning disabilities, and I will protect the confidentiality of students’ 
individual learning needs. I will work closely with the Office for Students with Disabilities (SSD), and 
if you have not already contacted them, I encourage you to do so. The office for students with 
disabilities is located at G-664 Haven Hall, and can be contacted either by phone: (734) 763-3000 or on 
their website: http://ssd.umich.edu/index.html Please email me by the second week of the term if you 



would like to show me your letter from SSD describing approved accommodations. I will set up a 
confidential appointment with you to discuss accommodations. 
 
Religious Observances: If a class session or due date conflicts with your religious holidays, please 
notify me so we can make alternative arrangements. In most cases, I will ask you to turn in your 
assignment ahead of your scheduled absence, but, in accordance with U-M policy on 
Religious/Academic conflicts, your absence will not affect your grade in the course. 


