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Program Overview   

 
 

Introduction 
 
The UBC Certificate in Professional Communication, offered by UBC Extended Learning, 

provides a flexible program in professional communications for recent university graduates, 

UBC co-op students, working professionals, internationally-educated professionals, 

managers, business owners, entrepreneurs, self-employed consultants, and other students 

who handle masses of information in different media and need to communicate persuasively 

and effectively. As working professionals, they may face serious legal, professional, and 

personal consequences in failing to communicate their own or their company’s message. 

They may have professional or technical expertise, but they may lack practical skills in 

producing written documents. They may also be pursuing other professional accreditation 

opportunities that this program would overlap with or support. They may also be looking for 

tools and strategies to grow as leaders and expand their range of communication options. 
 
The UBC Certificate in Professional Communication consists of core courses and electives, 

which focus on writing and communication skills needed for any professional environment. 

Students learn core competencies, key strategies, and practical skills in professional 

communication including business writing, creating presentations, public speaking, and 

participating in teams or meetings. Specific topics include engaging in strategic 

conversations, collaboration, and creating e-portfolios. Students will be able to take an 

elective course in academic, creative or personal writing, so they strengthen core 

competencies and employability skills in critical thinking, creativity/problem solving, and 

writing. 
 
This part-time program consists of classroom-based and/or online courses. There is an 

option to complete the program 100% online. 
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The UBC Certificate in Professional Communication focuses on both broad and specific 

learning outcomes: 
 

• Write clearly, concisely, and correctly for a variety of audiences and in a variety of 

media and professional contexts. 
 

• Apply business conventions and formats for specific writing tasks. 
 

• Develop confidence, creativity, and communication skills in producing business 

correspondence, reports, proposals, presentations, speeches, and other documents. 
 

• Increase skills in communicating within a team. 
 
 
 
 
 
 

Program Benefits 
 
The UBC Certificate in Professional Communication provides students with practical 

strategies and skills to communicate effectively and persuasively. The certificate program 

offers a flexible learning environment with both classroom-based and online courses. The 

skills that students may develop include writing in a variety of media, communicating in 

contextually specific ways, and best practices for sharing information. 
 
The program design is based on feedback from instructors and a program advisory 

committee, as well as market research on core competencies and skills required by 

professionals and employers. 

 
 
Program Objectives 

 
The UBC Certificate in Professional Communication focuses on these beneficial outcomes: 

• Apply business writing strategies for producing emails, letters, reports, and other 

documents. 
 

• Build confidence and skills for preparing and delivering effective presentations. 
 

• Develop skills in collaborative writing and working with/leading teams. 
 

• Demonstrate critical thinking, creativity, writing, and editing skills for producing 

polished documents. 
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• Examine new technologies. 
 

• Practise writing techniques that will help relieve the pressure of deadlines. 
 
 
 
 

Who Should Take This Program? 
 
This program will benefit students who are: 

 
• managers 

 
• business owners 

 
• entrepreneurs 

 
• self-employed consultants 

 
• recent graduates 

 
• UBC co-op students 

 
• working professionals 

 
• internationally-educated professionals 

 
• professionals seeking communication strategies. 

 
Students do not need to be native speakers of English in order to be fully engaged in and 

benefit from this program, though students may be required to present evidence that they 

meet the language requirement for our writing courses. Students who are looking for English 

language support may be interested in the Award of Achievement in Business English for 

International Professionals. 

 
 
Location 

 
Classes are held online, at UBC Robson Square, or at UBC Point Grey.  Please refer to 

individual course descriptions for location details. 
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Format and Curriculum   
 
 

Program Format and Length 
 
The UBC Certificate in Professional Communication consists of a minimum of 150 hours with 

core courses and electives delivered in class and online on a part-time basis throughout the 

year. There is some flexibility in terms of the core course selection based on student needs. 

 
 
 
 
Core courses include topics such as business writing, report writing, public speaking, 

grammar, and a research-based academic writing option. The electives include courses in 

academic, creative, and personal writing, so participants have the opportunity to develop 

their critical thinking, creativity/problem solving, and writing skills in different ways. 
 
Students are encouraged to take introductory courses prior to advanced courses. This is to 

help students build on their knowledge and skills to prepare them for more advanced studies 

in professional communications. UBC Extended Learning can provide guidance to students on 

the most appropriate order to complete courses and the electives that will be of the  

greatest benefit. 
 
Face to face and online courses are offered on a weekly basis in the fall term (September to 

December), winter term (January to April), and spring/summer terms (May to August). 
 
To be granted the UBC Certificate in Professional Communication, students must successfully 

complete required courses and demonstrate confidence, creativity, and competence in 

professional communications. Students will be assessed in individual courses on 

participation, assignments, projects, and tests. The assignment criteria will be made clear in 

the individual course outlines. 

 

 

 

There will also be a final assessment of the e-portfolio that students submit using WordPress 

as a platform.  This portfolio will incorporate one revised piece pf writing/artifact and a brief 

learning reflection from each course, so students can build it as they complete individual 

courses.  Support for creating the portfolio will be available through an online module that 

students have access to during the duration of the program. A packet of information, 

including instructions for using WordPress and the assessment rubric for the portfolio, will be 

sent to students upon acceptance into the program. The rubric is also included in the 

handbook appendix for reference. 
 
Students will need to earn a minimum passing grade in each course, which is the same 

requirement as for a letter of completion. The final e-portfolio must receive a passing mark 
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(C or above) per the requirements in the rubric (see Appendix). Students must complete 

all requirements for graduation within 1 year of admission to the program. 

 
 
Curriculum 

 
To earn the Certificate, participants must complete the required core courses and elective 

courses listed below. Students can make a request to substitute one course for another 

using our course substitution form, included in the Appendix and linked on our website. 

Please note that submitting a course substitution form does not automatically guarantee 

that the request can be accommodated. 

 
 
Core Courses: 

 
The program includes core courses for a strong foundation in professional communication 

and related competencies, plus elective courses that offer more focus on specific topics and 

skills. 

 
Introduction to Business Writing or Persuasive Business Writing 

 
In Introduction to Business Writing, learn to apply business writing strategies and skills for 

writing quickly, correctly, and professionally. Students develop the skills to write and revise 

correspondence and other materials for clarity and conciseness. In Persuasive Business 

Writing, focus on persuasion and rhetorical techniques that will help you engage your 

audience. 

 
Report and Business Writing 

 
Students apply the principles of written communication in business and professional 

contexts. This course provides opportunities to practise critical thinking, synthesizing, and 

writing emails, letters, reports, and proposals. 
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Preparing Presentations 
 
Students build the confidence and skills for creating and delivering effective presentations 

and speeches, speak confidently and persuasively in large groups, and prepare a dynamic 

presentation for classroom or online delivery. 

 
Writing Well: Grammar or Writing Well: Style 

 
Writing Well: Grammar examines the mechanics of grammar and techniques for well- 

constructed sentences, paragraphs, and documents. This course also covers how to detect 

and correct errors in writing and produce clear, concise prose. Writing Well: Style helps 

students polish their work even further by taking their ideas from diagnosis to analysis and 

revision. Topics include writing with clarity, balance and symmetry by using sentence 

variety, paragraph development, and other elements of style. 

 
Writing Under Pressure or Advanced Composition 

 
In Writing Under Pressure, students explore academic techniques for managing deadlines 

and stress while crafting strong, credible, and audience-appropriate prose.  In Advanced 

Composition, students discover how to generate, structure, and expand thought-provoking 

arguments while improving syntax, grammar, and diction. Students shape ideas into 

compelling documents, develop awareness of effective and persuasive writing, and evaluate 

work critically and systematically. 

 
 
Elective Courses 

 
For the UBC Certificate in Professional Communication, students are able to choose at 

least 3 electives from a variety of options. Below is a sampling of the courses available 

as electives. 

 
 
If students wish to apply a course from another Extended Learning unit to the Certificate in 

Professional Communication, they may submit a course substitution form. Note: submitting 

a course substitution form does not automatically guarantee that the request can be 

accommodated. 
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Writing Your Blog 

 
Learn about creating captivating content for a blog, engaging readers right away, and 

keeping your posts consistent and frequent enough to build community and keep readers 

interested. 

 
Writing for Graduate Students 

 
Students acquire the skills and specific requirements of writing and presenting research or 

ideas at the graduate level and in a professional context. Topics covered include correcting 

problem areas in style and grammar, developing ideas and content, writing abstracts and 

articles, and incorporating research and sources. 

 
Freelance Article Writing: Introduction 

 
Students write feature articles for websites, e-bulletins, newsletters, and social media 

outlets. This course takes a step-by-step approach to developing compelling story ideas, 

conducting research and interviews, structuring articles, and writing effective copy. 

Copywriting: Introduction 
 
Students learn techniques, creativity boosters, and the craft of professional copywriting in a 

supportive and intensive environment that focuses on the process and purpose of persuasive 

business writing.  The course defines the challenges and best practises of working with 

clients, building research plans, analyzing and reaching the desired audience, building a 

portfolio of resources, complementing and piggybacking on visuals, organizing information 

and managing projects, and writing for a variety of media. 

 

Copyediting and Proofreading: Introduction 
 
Learn the rules, techniques, and tricks that professional copyeditors and proofreaders use to 

improve consistency, correctness, and clarity in documents. Identify and fix the most 

common errors and weaknesses in writing. Learn how the proper processes and the right 

tools make editing more efficient. 

 

 

Changes to Curriculum 
 

The learning objectives, subject areas, topics, speakers, and assignments that make up 

the program may change over time to reflect the needs of program participants, new best 

practises and technologies, and the best use of University resources. The program may 

also change in duration, number of instructional hours, or requirements for completion. If 

the curriculum changes, the total cost of the program may also change to reflect the 

actual costs of program delivery. 
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If a change occurs, students who are already enrolled in the program will still be able to 

complete the program under the original requirements at the time of registration. 

 

To receive the UBC Certificate in Professional Communication, participants must complete 

the required curriculum and the number of instructional hours that are compulsory at the 

date they are admitted to the program. 

 
 
Instructors 

 
Courses in the UBC Certificate in Professional Communication are taught by instructors from 

a variety of professional backgrounds, who bring practical experience and academic 

credentials into the classrooms.   

 
 
Workload Expectations 

 
The UBC Certificate in Professional Communication is intended to be a part-time program for 

adults with significant responsibilities. The be successful in the program, students are 

expected to attend at least 80% of face-to-face class meetings or equivalent participation in 

online modules, as well as spend several hours each week throughout the program on 

readings and assignments. 

 
 
Assessment Methods 

 
Program participants are assessed in individual courses according to University assessment 

guidelines to ensure successful acquisition of required skills and concepts. Assessment is 

based on classroom attendance and participation, online participation, and successful 

completion of assignments, exams, presentations and projects. 

 
 
Graduation Criteria 

 
To be granted the UBC Certificate in Professional Communication, students must successfully 

complete required courses and demonstrate ability in professional communications through 

completion of the portfolio. Students will be assessed in each course by instructors and 

assignment criteria will be made clear in the individual course materials. In addition, there is 

a final assessment of the student’s e-portfolio incorporating one revised artifact and a 

learning reflection piece from each course. Students will need to earn a minimum passing 

grade of 60% in each course and on the final e-portfolio to complete the requirements of the 

program. 
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The e-portfolio will be presented as a WordPress site and will consist of a collection of the 

student’s strongest work, including assignments or reading reflections, from throughout the 

program, along with learning reflections from each course.  Both of these categories will 

need to be completed and incorporated into the portfolio for the student to be eligible for 

graduation from the program.  Assessment of the final portfolio will be based on a rubric 

such as the one included in the Appendix and sent to students upon entry into the program. 

 

 

Program Admission Information   
 
 

Admission Requirements 
 
All applicants to the UBC Certificate in Professional Communication must complete and meet 

these minimum requirements for admission: 
 

• High school diploma or equivalent 
 

• Application form 
 

• Current resume 
 

• Letter of intent stating the student’s goals, interests, program pathway, and reasons 

for participating in the program 
 
Applicants who are non-native English speakers must have a score of 570 or higher on the 

paper-based TOEFL exam or 88 or higher on the Internet-based TOEFL.  An inbox or in- 

person writing assessment may also be required. 

 
 
Application Process 

 
The UBC Certificate in Professional Communication has a formal admissions process.  The 

admissions process helps ensure that participants’ goals, interests, and expectations are 

adequately matched to the program’s objectives and capabilities. Applicants should read and 

understand thoroughly the Program Handbook before applying to the Certificate program. 

See the application form at the back of this handbook and online at 

https://cstudies.ubc.ca/programs/professional-communication-certificateEvaluation of 

Applications 
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Applications are evaluated on the following criteria: 
 

• compatibility of letter of intent with current program goals and objectives 
 

• suitability of previous education and work experience. 
 
Once applications have been reviewed, applicants will be notified as to whether they have 

been accepted into the program. 

 
 
Program Fees 

 
A $175 non-refundable application fee is due at the time the application is submitted. This 

fee confirms your registration in the program.  All fees are payable in Canadian dollars. 
 
Course fees are paid on a course-by-course basis.  Fees are due at the time of course 

registration and may be paid by Visa, MasterCard, debit card, cash, or Canadian cheque. 

View extendedlearning.ubc.ca/study-topic/writing for each term’s course timetable and fees. 

Participants should be aware that texts, materials, and software related to courses may 

constitute an additional cost in some cases. 
 
No deferral of the administration fee or course fees is allowed. Fees are subject to change. 

All fees in reference to certificate courses are exempt from GST. 

 

Additional Program Information 
 
Availability of Program 

 
Course scheduling varies from term to term, depending on demand and availability of 

resources and instructors. 

 
Length of Program 

 
Participants must complete all requirements for graduation within one year. Under 

exceptional circumstances, a student who withdraws can apply the next year for re- 

admission. In some cases, students may also be able to apply previously completed UBC 

Extended Learning writing courses towards their certificate, which may impact the length of 

their participation in the program. 

https://extendedlearning.ubc.ca/study-topic/writing
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Withdrawal and Cancellation Policy 
 

A. Withdrawing from a Course 
 
If you would like to withdraw from a course, please submit written notice three business 

days before the course begins to be eligible for a refund (less a $50 administration fee). An 

email is considered adequate written notification. Fees of $50 or less are non-refundable 

unless a course is cancelled by UBC Extended Learning. No refund will be made for 

cancellations received later than three business days before the course begins. 
 
Writing 098/099 (Advanced Composition) 

Students who want to withdraw must do so by the Friday of the first week of the course. 

Students who registered through the Student Service Centre (SSC) must withdraw through 

the SSC; withdrawals are not accepted by phone or by course instructors. Those who 

registered through UBC Extended Learning must notify us in writing of their decision to 

withdraw by the deadline. 
 
Summer Institute Programs 

The withdrawal deadline for our intensive summer institutes is one week before the course 

start date. A $100 administration fee is deducted from each refund; no refunds are possible 

after the deadline. If Writing Programs has to cancel a course due to insufficient enrolment, 

a full refund is provided. 

 
B. Course Cancellations 

 
UBC Extended Learning is sometimes forced to cancel courses. If this occurs, a full refund is 

processed and sent to the student automatically. 

 
C. Withdrawing from the Program 

 
Participants may withdraw from the program at any time, but they should notify UBC 

Extended Learning in writing of the reasons for withdrawal. 
 
As fees are paid on a course-by-course basis, there is no financial penalty for withdrawing 

from the program except for the non-refundable administration fees. 

 
Academic Conduct 

 
UBC Extended Learning takes academic misconduct in the form of cheating and plagiarism 

seriously. Students found cheating or plagiarizing will be subject to penalties that may 

include dismissal from the program or course with a failing grade and no refund of tuition 

fees. 
 
For additional information about cheating and plagiarism policies, please read the UBC policy 

on academic misconduct at www.academic-integrity/ubc-regulation-on-plagiarism/. 
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Professional and Ethical Conduct 
 
The special nature of our programs obligates UBC Extended Learning to foster a learning 

environment that respects the diversity of individuals, but also applies standards and ethics 

in keeping with a professional, adult workplace. Our goal is to make programs a positive 

learning experience. Therefore students and instructors in our programs are expected to 

conduct themselves in accordance with professional standards of behaviour, respect, and 

scholarly integrity. The ability to work respectfully in a team environment and specifically 

with other students, instructors, and staff is essential. 
 
In addition, the University administration may require a student to withdraw from the 

University at any time for unsatisfactory conduct, for failure to abide by regulations, for 

unsatisfactory progress in a program of studies or training, or for any other reason which is 

deemed to show that withdrawal is in the interests of the student and/or the University. In 

such cases there will be no refund of tuition. 

 
UBC Appropriate Use of Information Technology 

 
Participants must abide by the UBC Appropriate Use of Information Technology Guidelines. 

For details, see www.universitycounsel.ubc.ca/files/2013/06/policy104.pef. 

http://www.universitycounsel.ubc.ca/files/2013/06/policy104.pef
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Program Administration   
 
The UBC Certificate in Professional Communication was developed by a diverse group of 

academics and representatives from the public and private sectors. This collaboration has 

resulted in the creation of an educational program that is academically strong with real- 

world orientation. The program staff ensures that the certificate curriculum continues to 

evolve as new business practises and processes emerge. 

 
 
Extended Learning Administration 

 
For administrative questions regarding this program, please contact our Program Assistant 

at 604-822-9564 or e-mail Writing Programs at writing.exl@ubc.ca. For general Extended 

Learning enquiries, please contact our Student Services Specialists at 604-822-1444. 

 
 
Advisory Committee 

 
Giselle Baxter: UBC Certified General Accountants Program Marker 

Judy Brown: Associate Head and Instructor, UBC English Department 

Raquel Collins: Associate Director, UBC Extended Learning Technology, Media and 

Professional Programs 

Tomi Eng: Freelance Communication Consultant with Ethos 

Darren Frew: Director of Planning and Communication at BC Bioenergy Network 

Johnathan Friesen: Resource Advisor at BC Hydro 

Kathryn Gretsinger: Instructor/Internship Coordinator, UBC Graduate School of Journalism 

Julie Walchli: Director of the UBC Arts Co-op Program 

mailto:writing.exl@ubc.ca
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Appendix 1: The E-Portfolio   
 
 

Requirements 
 
To create the e-portfolio, students will need to do the following: 

 
• Create a site using WordPress (this site can be public or private, depending on 

student preference) 
 

• Choose reflection theme and follow the template provided 
 

• Select artifacts that represent the best work, or work that reflects the most gain, 

from each course (Note: some courses do not have writing assignments; in that 

case, students may incorporate an artifact that demonstrates learning in a different 

way, such as a slide deck or learning/reading reflection) 
 

• Revise artifacts as needed, remembering that both the original draft and revision will 

be included in the final portfolio (Note: this does not apply to courses where the 

assignment(s) consist of learning/reading reflections) 
 

• Write a one- to two- paragraph reflection on each artifact, explaining how it 

represents your learning in the corresponding course and growth as a communicator 

(specific reflection questions will be provided) 
 

• Write a one- to two- paragraph introduction to/contextualization of the portfolio 
 

• Write a summary piece of 300-600 words that gives an overview of the learning that 

took place in the program 
 

• Incorporate images if needed 
 

• Assemble the portfolio and proofread 
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Assessment 
 
 

The portfolio will be assessed by at least two writing and learning specialists who will either 

be UBC Extended Learning staff or instructors. Those performing the assessment will be 

qualified to offer feedback on various forms of professional and creative communication. 

 
 
 

All portfolios will be assessed via a rubric. See sample below. 
 

ASSESSMENT CATEGORY AND OBJECTIVES EXEMPLARY: 
A 

PROFICIENT: 
B 

MOSTLY 
PROFICIENT: 
C 

PARTIALLY 
PROFICIENT: 
D 

INCOMPLETE 
/ DOES NOT 
MEET 
REQUIRE- 
MENTS: F 

GRADE 
ASSIGNED 

Style: 
The portfolio follows the suggested template or 
uses a layout that is easy to navigate and 
professional in appearance 
Any images used in the portfolio serve to 
illustrate either a reflection or artifact and the 
connection between the image and text is clear 
Fonts and colours used do not detract from the 
content of the portfolio and underscore its 
professionalism 

Comments: Comments: Comments: Comments: Comments:  

Reflections: 
Reflections that accompany artifacts 
thoughtfully answer the required questions, 
providing examples and explanations of each 
point brought up in the responses 
Stand-alone reading and/or learning reflections 
describe the learning that took place in the 
course and demonstrate a clear understanding 
of the material and information shared in the 
course/reading 
The portfolio either opens or closes with a 300- 
600 word reflection on the entire program, 
which describes and explains/illustrates the 
learning that took place throughout the course 
of the program. It also includes an explanation 
of the factors that influenced the selection and 
exclusion of artifacts, a clear articulation of how 
the writer has accomplished their goals in the 
program, and next steps the writer plans to 
take to apply learned skills or develop new  
skills further 
All reflections demonstrate strong analytical 
skills and the student’s ability to look critically 
at their own work 
In all cases, the writing is clear, professional, 
and contains no errors that impede meaning 

Comments: Comments: Comments: Comments: Comments:  

Artifacts and Selection: 
The artifacts (a writing or other assignment 
from a course or a reading or experiential 
reflection from courses without assignments) 
reflect the writer’s best work 
Two drafts of course assignments are 
presented: a first or early draft and final draft, 
which shows evidence of revision 
Each artifact is introduced with a brief header 
or other means of providing context for the 
artifact and explaining its selection 
All artifacts included reflect positively on the 
student’s mastery of course and program 
objectives 
In all cases, the writing is clear, professional, 
and contains no errors that impede meaning 

Comments: Comments: Comments: Comments: Comments:  

Additional Comments:      Average 
letter 
grade: 
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UBC Certificate in 
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Communication 
 
 
 
 
 
 
 
 
 
 
 

Appendix 2: Forms   
 
 

Course Substitution Form 
 

Use this form to request permission to take a course outside your certificate or award of 

achievement curriculum. Your request will be assessed on one of the following: 

- The majority of your certificate or award of achievement program courses are 

complete and you have provided reasons as to why the requested course will 

enhance your overall learning goals within the program; 

- Due to a lack of course options, there is an inability to progress in the program. 
 
Please provide as much detail as possible to speed the processing of your request. If you 

have documentation to support your request, please email it to writing.exl@ubc.ca with your 

completed form. 

 

Take me to the Course Substitution Form. 

 

 

mailto:writing.exl@ubc.ca
https://extendedlearning.ubc.ca/sites/extendedlearning.ubc.ca/files/cs/documents/program/wc/course_substitution_form.pdf
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