EN2150: Week 1 Assignment

Why is effective communication important in the workplace?
		This assignment helps you apply your knowledge from this week’s modules and readings.
		Effective communication skills are a critical factor in determining your ability to succeed as an employee in the healthcare field.  Healthcare employers expect employees to communicate all information accurately, clearly and as planned.




Professional Communication in Today’s Digital, Social, Mobile World
Answer the following questions.

Define the term: communication      



Why is effective communication important to career success?      



List three skill gaps related to effective communication.      





Explain examples of both professional and unprofessional communication.      

UNPROFESSIONAL		PROFESSIONAL
a. these are the words that are used every day without critical thoughts. 	Speech habits	b. maintaining visual contact. Body language and gestures. 
c. exchange of messages between friends or relatives that has no formal format. 	E-mail	d. messages that are distributed through electronic means through a network. 
e. social medias, 	Internet, 	Social media	f. email communication
g. it means information that is left when the receiver is out of reach	Voice mail	h. used to pass information in organizations when making enquiries. 
i. sharing telephone contacts to the social media	Telephone presence	j. organizations have one connection to a telephone
k. employees communicating among themselves or relatives. 	Cell phones, 	tablets	l. employees are provided with cellphones and tablets to communicate with clients. 
m. texting other employees. 	Texting 	n. reaching out messages in bult to clients and customers. 


Employers often rank______________ skills among the most requested competencies.    
(Select only one)

computer
communication
problem-solving
conflict resolution

Tony is conducting a team meeting, and he notices that Britany rolls her eyes every time he says something. Tony should_____________.    
(Select only one)

 politely seek additional information by saying, "I'm not sure that you really agree with my ideas. Do you have a suggestion to improve them?"
 sarcastically thank Brittany for her support
 take Brittany aside and tell her to keep her negative behavior to herself
 end the meeting

You can improve your oral communication effectiveness with people who do not speak English as their first language by__________________.    
(Select only one)

 using simple English
 incorporating jargon and regional dialects to encourage them to adopt your communication style
 speaking very slowly and loudly to improve their comprehension
 avoiding smiling and eye contact because these behaviors may not be their cultural norms
Some key dimensions of culture include context, individualism, power distance, communication style, and____________.    
(Select only one)

   ethnocentrism
   time orientation
   democracy
   idealism

9.  Technology has made written communication less important in today’s workplace.      
   True    
   False

10. Which statement about writing in today’s workplace is most accurate?    
(Select only one)


 Digital business messages such as e-mails, tweets, and instant messages do not need to be as clear or professional as other forms of business correspondence.

 Today's workers will be expected to write a variety of messages using many electronic technologies.
 Writing skills are important for only managers and top executives.
 Messages written in today's workplace are intended for only internal audiences.

11. While your physical appearance delivers an important nonverbal message to others, the physical appearance of your documents delivers an important nonverbal message as well.
  
 True 
 False


Developing Listening Skills & Understanding Non-Verbal Communication  

List three barriers that prevent effective listening.      





List and describe two ways to become an active listener.      

List	Description
Pay attention 	Ensure that you are not distracted when information or message is being delivered to you. 
Take notes 	Take short notes while listening 


Which statement below is most accurate about listening skills?    
(Select only one)

  Individuals remember at least three quarters of what they hear.
  We spend more time listening on the job than reading, writing, or speaking.
  We misinterpret, misunderstand, or change very little of what we hear.
  Most people are good listeners.

Raul is attending a workshop, but he is having difficulty hearing the speaker because the people behind him are talking. What type of barrier to effective listening is Raul experiencing?    
(Select only one)

  Psychological barrier
  Nonverbal distraction
  Grandstanding
   Physical barrier

One of the best ways to become an active listener is to stop talking.      

 True 

 False

Click HERE to access the video. What changes did Suzanne make to her responses that made the interaction more positive?      

		

Click HERE to access the video. What changes did the employee make to his responses that made the interaction more positive?      

	



Reflection 
Reflect on what you have learned this week to help you respond to the question below. You may choose to respond in writing or by recording a video!

In your opinion, why is effective communication and professionalism important in the workplace?     
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