Business Communications I



Assignments in Binder





Chapters 1, 2, 3





⁯Terms to Know:


Communication


Business communication


Goodwill


Face to face communication


Culture training


Verbal communication


Oral communication


Non-verbal communication


Barriers


Encode and decode


Casual vs active listening





⁯Cartoon Drawing of Communication Stages


⁯Use Verbal and Non Verbal Communication

















Standard 1.1





Students will identify the communication process and practice effective nonverbal communication skills.





Obj. 1		Identify the six steps of the communication 


		Process.


 Sender has an idea


Sender encodes message


Message is sent


Receiver received message


Receiver decodes message


Receiver sends feedback





Obj. 2	Practice acceptable nonverbal skills in personal and professional communication.





Obj. 3	Evaluate the difference between nonverbal and verbal communication, which include reading, writing, listening, and speaking.





	Indicator:  Communicate with one another using only nonverbal communication, such as gestures, body language, eye contact, etc.











Standard 1.1








