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NEW POST-BACCALAUREATE OR POST-MASTER’S CERTIFICATE PROPOSAL 

CERTIFICATE COVER SHEET   
 

CERTIFICATE NAME:  Graduate Certificate in Professional Writing 

DESCRIPTION   

 

The Graduate Certificate in Professional Writing, offered entirely 
online, is designed for working professionals and Radford University 
graduate students preparing to enter the workforce in any discipline 
who seek to strengthen their professional, technical, and business 
writing skills and enhance their knowledge of how to use digital media 
to remain competitive in the workplace and job market. Each course 
blends theory and practice, providing students with opportunities to 
apply writing, editing, and design strategies, in both print and digital 
formats, to a wide range of organizational contexts and audiences. By 
completing workplace-based projects, students gain valuable 
experience and skills in collaborating across disciplines and thinking 
rhetorically to solve a variety of real-world organizational problems. 

PARTICIPATING 
DEPARTMENTS  

Primary  English 

Supporting  

# SEMESTER HOURS 13 

STRUCTURE   Cohort       On-going Entry  

Begin Term Fall 2016 End Term Augustmester 2017 

LOCATION OF 
COURSES 

Online 

TARGET MARKET Working professionals and Radford University graduate students 
preparing to enter the workforce in any discipline 

NET  NUMBER OF  
NEW RU STUDENTS  

10-15  

PRIMARY CONTACT 
PERSON  

Paul Witkowsky, English Department Graduate Director 

Laura Vernon, Certificate Program Coordinator 
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Proposal Routing  

1.   Departmental Curriculum Committees (following departmental protocol for approval)  

2.   College Curriculum Committees (following college protocol for approval)  

3.   Professional Education Committee (if it includes a professional education component)  

4.   Extended Education (if it contains an extended education component)  

5.   Distance Education (if it utilizes distance or other instructional technologies)  

6.   Submit this form to the RU Graduate College Academic Course & Program Review 
Committee (ACPR), along with the following documentation:  

   Cover Sheet for (ACPR) Committee   

   New Certificate Narrative 

 New Certificate Budget 

 

 

 

Attached:    New Certificate Narrative  
 New Certificate Budget  

          Rev. 1/11 

 

  



3 
 

NEW GRADUATE CERTIFICATE NARRATIVE 
 

Proposed Certificate Title: Graduate Certificate in Professional Writing 
 
CERTIFICATE ADMINISTRATION 
 
College: Humanities and Behavioral Sciences 
Department: English 
Primary Administrative Unit: Department of English, Professional Writing Program 
Contact Person:  

• Paul Witkowsky, English Department Graduate Director, pwitkows@radford.edu, (540) 
831-5628 

• Laura Vernon, Certificate Program Coordinator, lvernon@radford.edu, (540) 831-5365 
 
CERTIFICATE DESCRIPTION & STATEMENT OF NEED 
 
Description: The Graduate Certificate in Professional Writing is designed for working 
professionals and Radford University graduate students preparing to enter the workforce in any 
discipline who seek to strengthen their professional, technical, and business writing skills and 
enhance their knowledge of how to use digital media to remain competitive and viable in 
today’s diverse workplace and rapidly changing employment landscape. The courses are taught 
entirely online by faculty experienced in applying online learning and workplace communication 
best practices. Students can complete the flexible five-course program of study in one calendar 
year, when courses are taken in five consecutive terms. The curriculum is designed for 
immediate use and relevance in the workplace. Each course blends theory and practice, 
providing students with opportunities to apply writing, editing, and design strategies, in both 
print and digital formats, to a wide range of organizational contexts and audiences. By 
completing workplace-based projects, students gain valuable experience and skills in 
collaborating across disciplines and thinking rhetorically to solve a variety of real-world 
organizational problems. 
 
Statement of Need: An online graduate certificate in professional writing is needed to prepare 
working professionals and graduate students entering the workforce for rapid changes in 
communication technologies. The program responds to an immediate and growing need for 
highly skilled communicators in all disciplines and to a high demand by employers for 
employees with strong written, verbal, and visual communication skills. An online program is 
needed to accommodate a growing preference for online course offerings and to join a massive 
shift in higher education toward online education to better serve student populations who 
need to remain competitive throughout their careers and are more likely to seek a certificate, 
especially one offered entirely online. 
 
This proposed certificate program responds appropriately to the research on required job skills, 
which indicates that: 

mailto:pwitkows@radford.edu
mailto:lvernon@radford.edu
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• The most in-demand skills across all occupations are oral and written communication 
skills, and the value of these skills is increasing (Anderson & Gantz, 2013, pp. 1, 2, 6). 

• “Communication, integration, and presentation”* skills are “overwhelmingly desirable” 
in today’s occupations and for those occupations with the highest-growth and above-
average salary potential (Anderson & Gantz, 2013, p. 13). 

• Writing is a “threshold skill” for both employment and promotion, showing that “people 
who cannot write and communicate clearly will not be hired and are unlikely to last long 
enough to be considered for promotion (The National Commission on Writing, 2004, p. 
3). 

• Many companies report that they frequently produce technical reports, formal reports, 
and memos and correspondence; and they consider communication through email and 
presentations as universal (The National Commission on Writing, 2004, p. 4). 

• The most important skills cited by employers are oral and written communication, 
teamwork/collaboration, and critical thinking/problem solving, and these skills are 
“critical factors” in the U.S. workforce’s ability to stay competitive (Casner-Lotto, 2006, 
pp. 9, 12). 

 
This proposed certificate program uses authentic workplace situations, emphasizes real-world 
problem solving, and focuses on relevant and applicable communication (in all its forms) 
strategies that are meant to keep working professionals and graduate students entering the 
workforce current and competitive.   
 
Furthermore, a certificate program delivered in an online learning environment is needed for 
three reasons. First, it can meet the needs of a growing number of individuals, especially 
working professionals, who prefer flexible, convenient, and dynamic programs of study that can 
be completed in less time than a master’s degree (Nash, 2015, p. 80; Quillen, 2015, para. 5; 
Graber & Chodzko-Zajko, 2014, p. 173). Georgetown University’s Center on Education and the 
Workforce reports that postsecondary certificates are the fastest growing form of credentialing, 
making up 22 percent of awarded credentials in 2010, compared with 6 percent in 1980 
(Carnevale, Rose, & Hanson, 2012, p. 8). In addition, working professionals with a bachelor’s 
degree over the age of 30 are more likely to seek a certificate (as opposed to a master’s degree) 
to bolster their credentials as they seek new employment, salary increases, or a new career 
(Carnevale, Rose, & Hanson, 2012, p. 7). This growth shows that certificates are meeting a real 
workforce need for skill enhancement and that working professionals (and employers) value 
them for what they offer. Thus, it makes sense for this proposed certificate program in 
professional writing to target post-baccalaureate working professionals because of their need 
to remain competitive throughout their careers. 
 
Second, a certificate that can be earned entirely online supports the skills necessary for success 
in the current and future job market. For example, employees need to “be increasingly self-
motivated and self-directed,” “take initiative and be able to work in a team-based 
environment,” “better utilize and benefit from … digital content” and mobile devices, and 
improve and expand professional relationships through “increased electronic communication” 
(Anderson & Gantz, 2013, pp. 3, 12-13). By its nature, the online learning environment builds 
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critical workplace skills because it requires students to interact more with digital content; 
communicate more effectively and thoroughly through electronic means; take a more active 
role in initiating, directing, and managing their learning; and play that role in a team 
environment where students learn from and teach each other. 
 
Third, an online education is fast becoming the norm, especially for non-traditional adult 
learners. According to the Pew Research Center (2011), approximately three-quarters of the 
nation’s higher education institutions offer online courses, roughly one-in-four college 
graduates have taken an course online, and more than a third of adults who have taken a 
course online say the educational value is equal to that of a face-to-face course (pp. 1, 3). 
Furthermore, online courses have become increasingly prevalent over the past decade, and the 
upward trend is expected to continue (Pew Research Center, 2011, p. 4; Lee & Nguyen, 2007, p. 
31). Thus, this proposed online graduate certificate program elevates Radford’s 
competitiveness by offering an online program for non-traditional adult learners that 
punctuates (with an exclamation point) the workplace communication skills in high demand in 
all occupations. 
 
Even more, Radford University is well positioned to offer an online graduate certificate program 
in professional writing for three reasons. First, if approved, this proposed online graduate 
certificate program will be the first in the southwest and central regions of Virginia where a 
large, diverse, and growing workforce resides and where Radford University’s reputation for 
quality instruction (both online and traditional) is well known. Second, this proposed online 
graduate certificate program will be the first in all of Virginia to offer a more practical, 
workplace-oriented program that adds real-world value and relevance to all disciplines. 
Research shows a demand for “higher-level competencies” (such as communication), and 
programs that “anchor academic standards in the real world” are better equipped to help 
students achieve these “highly sought-after” competencies (Anderson & Gantz, 2013, p. 2). 
Third, as a student-centered institution with innovative teaching and learning as its heart, 
Radford University is a leader in quality online academic programming and has already shown a 
strong commitment to certificate programs. 
 
*Communication, integration, and presentation skills include “the ability to seek, evaluate, and examine 
information and data; create a reasoned position; present findings; and make a clear case for or 
advocate for that position. These skills include thinking and communication competencies and an ability 
to use tools and technologies that support these activities” (Anderson & Gantz, 2013, p. 10). 
 
Target Markets Served: Working professionals and Radford University graduate students in any 
discipline. 
 
Projected Headcount: 10 to 15. 
 
Recruitment Strategies and Plans: The initial recruitment strategy includes a combination of a 
news release distributed statewide; feature article in the Radford University alumni magazine; a 
program website and Facebook page; the Radford University website and social media outlets; 
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an email announcement to 13,000 alumni, 1,600 employers, the Radford University campus 
community, and the alumni ambassadors nationwide. Once the program is approved, funds 
may be available from the Graduate School to recruit through paid advertising and printed 
materials to distribute widely (e.g., graduate school fairs, academic and professional 
conferences, professional association events). 
 
CERTIFICATE SCOPE & SEQUENCE 
 
The graduate certificate program in professional writing is 13 credit hours and consists of five 
online courses that can be completed in a year when the courses are taken in five consecutive 
terms, including Maymester, Augustmester, and Wintermester. All five courses are proposed to 
be new courses. The proposed courses are as follows: 

• ENGL 612: Electronic Writing Portfolio (offered Maymester, Augustmester, and 
Wintermester; 1 credit) 

• ENGL 607: Business Writing and Editing (offered Fall Semester; 3 credits) 
• ENGL 608: Professional and Technical Writing (offered Spring Semester; 3 credits) 
• ENGL 609: Writing in Digital Spaces (offered Summer 1; 3 credits) 
• ENGL 610: Proposal and Grant Writing (offered Summer 2; 3 credits) 

 
ENGL 607, 608, 609, and 610 can be taken in any order when the courses are offered, but ENGL 
612 must be taken as the final course, as it is the capstone course for the entire certificate 
program and results in a culminating ePortfolio. To accommodate rolling enrollment, ENGL 612 
may be offered as many as three times a year. 
 
The proposed begin date for the first class of students enrolled in the certificate program is Fall 
2016 and the proposed end date (graduation) is Augustmester 2017. 
 
Four sample term-by-term curriculum sequences are as follows: 
 
Sequence A: Student Enters Program Fall Semester 

• Fall: ENGL 607: Business Writing and Editing (3 credits) 
• Spring: ENGL 608: Professional and Technical Writing (3 credits) 
• Summer 1: ENGL 609: Writing in Digital Spaces (3 credits) 
• Summer 2: ENGL 610: Proposal and Grant Writing (3 credits) 
• Augustmester: ENGL 612: Electronic Writing Portfolio (1 credit) 

 
Sequence B: Student Enters Program Spring Semester 

• Spring: ENGL 608: Professional and Technical Writing (3 credits) 
• Summer 1: ENGL 609: Writing in Digital Spaces (3 credits) 
• Summer 2: ENGL 610: Proposal and Grant Writing (3 credits) 
• Fall: ENGL 607: Business Writing and Editing (3 credits) 
• Wintermester: ENGL 612: Electronic Writing Portfolio (1 credit) 
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Sequence C: Student Enters Program Summer 1 Term 

• Summer 1: ENGL 609: Writing in Digital Spaces (3 credits) 
• Summer 2: ENGL 610: Proposal and Grant Writing (3 credits) 
• Fall: ENGL 607: Business Writing and Editing (3 credits) 
• Spring: ENGL 608: Professional and Technical Writing (3 credits) 
• Maymester: ENGL 612: Electronic Writing Portfolio (1 credit) 

 
Sequence D: Student Enters Program Summer 2 Term 

• Summer 2: ENGL 610: Proposal and Grant Writing (3 credits) 
• Fall: ENGL 607: Business Writing and Editing (3 credits) 
• Spring: ENGL 608: Professional and Technical Writing (3 credits) 
• Summer 1: ENGL 609: Writing in Digital Spaces (3 credits) 
• Augustmester: ENGL 612: Electronic Writing Portfolio (1 credit) 

 
Fit with Existing Programs: ENGL 606: Technical and Business Writing is the only graduate-level 
professional writing course available to students in the English Department. As a face-to-face 
course, it serves a narrow population of students with little-to-no professional writing 
experience, and it mostly prepares graduate students to teach an introductory professional 
writing course in a community college. While this course is necessary and worthwhile, other 
courses are needed to serve a broader student population of working professionals and 
graduate students preparing to enter the workforce in any discipline who have writing 
responsibilities beyond their current skillset. As such, the certificate program extends course 
offerings and opportunities by adding five critical professional writing courses that are 
delivered online and that are designed to strengthen a wide range of communication skills, thus 
keeping working professionals competitive in the workplace and in the job market. As an online 
program, the curriculum reaches a greater number of students and offers them flexibility, 
convenience, and a faster route toward completion. The courses complement each other and 
emphasize practical application of concepts and principles in both print and digital formats, 
thus keeping these interdisciplinary professionals current on communication technologies and 
strategies. 
 
CERTIFICATE DELIVERY STRATEGIES 
 
All courses in the professional writing graduate certificate program can be delivered online 
(asynchronously) using D2L (Desire to Learn), Radford University’s current official online 
learning management system. Adobe Connect, a synchronous web conferencing tool supported 
by Radford University, may also be used for virtual office hours, student presentations, and 
discussions as the instructor deems necessary. ENGL 607, 608, 609, and 610 will be offered 
once a year. ENGL 612 may be offered three times a year to accommodate rolling enrollment. 
Students may enter the program in either Fall Semester, Spring Semester, Summer 1 Term, or 
Summer 2 Term. The sequence of courses (as outlined above) depends on when the student 
enters the program. The program may be completed in one year, but students have up to six 
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years to complete the certificate program. Students wishing to take longer may take courses in 
any order (because there are no prerequisites), except the Electronic Writing Portfolio course 
(ENGL 612), which must be taken as the final capstone course. Professional Writing Program 
faculty in the English Department will be allocated to manage the program and teach the 
courses in the certificate program as part of their regular contractual duties. No support 
services are required or anticipated at this time. 
 
ADMISSIONS CRITERIA 
 
As per the College of Graduate Studies and Research admissions policy stated in the 2015-2016 
Graduate Catalog, “an applicant who is currently a matriculated graduate-degree-seeking 
student at Radford University may apply for a certificate by submitting an approved ‘Add a 
Post-Baccalaureate Certificate Form’ to the Graduate College. Applicants who are not in a 
degree program and are seeking only the certificate should apply as ‘Certificate Students’ and 
must meet the established criteria for admission as well as other requirements indicated by the 
specific certificate. Certificate-seeking applications may be submitted online on a rolling 
admissions basis for all terms …” 
 
No course prerequisites are required for entry into the professional writing graduate certificate 
program. No GRE score is required. 
 
Established criteria for admission into the professional writing graduate certificate program are 
as follows: 

• A bachelor’s degree from an accredited institution. 
• Minimum grade point average of 2.75. 
• A TOEFL minimum score of 550 on the paper-based test, 79-80 on the Internet-based 

test, or 213 on the computer-based test; or an IELTS minimum score of 6.5 (for 
international students). 

 
A complete application for applicants seeking a graduate certificate in professional writing 
includes: 

• An official application completed and submitted with a nonrefundable application fee of 
$50. 

• Official transcripts from all institutions from which the applicant has earned a degree or 
course credit following a degree conferral. 

• Resume. 
• 500-word statement of interest (required by the program). 

 
As per the College of Graduate Studies and Research retention policy stated in the 2015-2016 
Graduate Catalog, students seeking a graduate certificate in professional writing “are subject to 
all established policies of probation and suspension,” and “any student who maintains a 
minimum grade point average of 3.00 in graduate courses will be in good standing.” 
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CERTIFICATE DURATION & REVIEW PROCESS 
 
The first class of students is proposed to enter the professional writing certificate program Fall 
2016 and to graduate Augustmester 2017. (The certificate program can be completed in one 
year if courses are taken in five consecutive terms.) The Dean of the College of Humanities and 
Behavioral Sciences considers the professional writing certificate program a strategic 
investment for its first three years. During that time, the program must prove to be self-
sustaining. It is anticipated that the program will begin in Fall 2016 and will undergo a review 
during the 2018-2019 academic year (the third year of the program). If the program continues 
beyond the third year, then it will undergo the standard review process every five years as 
required by the College of Graduate Studies and Research. 
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NEW GRADUATE CERTIFICATE BUDGET 
 
Proposed Certificate Title: Graduate Certificate in Professional Writing 
 
Budget: The initial course offerings in 2016-2017 for this certificate are deliverable with no 
funding other than faculty salaries for Summer I and II, 2017, and for Augustmester 2017, 
funding typically contingent on enrollment to some degree already. Further offerings, 
depending on total enrollments across the professional writing program, may be sustainable 
initially without additional faculty, at least in an initial cycle of 13 credit hours, depending on 
course assignments among the existing professional writing faculty already in place. Generally, 
then, institutional costs across the entire certificate program will be summer school salaries for 
two faculty. With tuition (according to 2015-2016 figures) roughly $318 per credit hour (minus 
mandatory fees) for in-state and $683 for out-of-state, each three-credit course offering in 
Summer 1 and Summer 2 in 2017 will require enrollment of 10-12 students per class to break 
even monetarily. As a one-credit course, Augustmester 2017 (and future Wintermester and 
Maymester terms) will require an enrollment of 3-5 students. 
 

 


