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For the cumulative take-home writing assignment, you will write between 1000-1100 words; marks will be deducted for going significantly under or over the assigned length.  Please include a word count on your assignment.  The assignment should be in proper format: 11-12-point-font, Ariel or Times New Roman, double-spaced, and standard margins.

The assignment must be submitted twice: as a paper copy in class and as an electronic submission through TurnItIn on our Blackboard.  Electronic copies without a paper version will not be accepted, and paper copies without an electronic version will not be accepted.  The TurnItIn will accept only one submission.

When referring to the concepts and terms from the text, you should summarize and paraphrase but do not quote; the responses should be entirely in your own words. Cite the relevant sections of the textbook using APA in-text and end-text citations. 

	
Answer two of the following questions.  Please label your answers clearly.

1a) What are three guidelines suggested in your text for expressing feelings? Describe how you can apply these guidelines to your work life. Give three specific examples of situations you have faced at work. 250-300 words.

1b) Identify four irrational fallacies in the text you most commonly accept. Explain each fallacy with a workplace example and explain the potential harm each may cause if you fail to dispute it. 250-300 words.

1c) Using four examples of deferential language, describe two ways in which you presently communicate successfully and two ways you would like to improve at work. For each work example, be sure to describe the people involved, the circumstances in which the communication takes place, and the current or desired behaviours. 250-300 words.

Answer two of the following questions.  Please label your answers clearly.

2a) Using at least three examples of types of kinesics in nonverbal communication and referring to your own experience, describe a work incident which illustrates how nonverbal behaviour can be ambiguous. How could you or the other person involved reduce the ambiguity of that situation? 250-300 words.

2b) We have all been selective, insulated, defensive, insensitive, stage hogging and ambushing listeners. Select four of these listening types and give an example of each from your own work experience. Describe negative reactions or outcomes you have received as a result of your listening behaviour. 250-300 words.

2c) Pick two work relationships—one you want to strengthen and one to which you are not particularly attached. Using the reasons for forming relationships found at the beginning of chapter 8, analyze the reasons why you want/don’t want to have a relationship with each person. 250-300 words.



The following rubric will be used to grade your paper:

	
	0
	2
	4
	6
	8
	10

	Reference to correct textbook concepts and terms (10)

	missing
	Minimal or incorrect
	Unacceptable or unclear or incorrect
	Adequate
	Mostly Correct, complete, and clear
	Correct, Complete, and Clear

	Individual workplace examples (10)
	missing
	Minimal, illogical, general or vague
	Minimal, illogical, general, or vague
	Logical but plain
	Convincing, somewhat detailed, and clear
	Thorough, detailed, and engaging

	Grammar and sentence structure (8)

	More than 5 errors
	5 errors
	3-4 errors
	1-2
errors
	0 error
	

	Clarity and readability (8)
	More than 5 problems
	5 problems
	3-4 problems
	1-2
problems
	0 problem
	

	APA (2)

	Incorrect
	Correct
	
	
	
	

	Format (2)
	Incorrect
	Correct
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