Ch.9
In evaluating the job descriptions, I would need a bachelor’s degree in Business and be proficient in Word, Excel and Power Point. I am currently working on obtaining my degree in Business and I would need to take some courses in Excel, Power Point, and Word. I can get around both programs however, I do not feel confident enough to say I am proficient. 
 
The application requests for name, phone number, email address, education, work experience and references. The name, phone number, email address is requested so the organization can contact the applicant. Education informs the organization if the applicant possesses the required education for the position. Work experience allows the organization to evaluate the applicant’s experience to determine their qualifications for the position. References allow the organization to verify the applicant’s work experience. 
 
Consistency is important to employees. This helps department operate smoothly and efficiently. If employees see that each is treated differently issues arise not only with managers but among employees as well. 
All employees are different which means they have different values and work ethics. What is important to one may not be important to others. A manager needs to know each employee individually to know what their values are. A manager who gets to know their employees, is successful because employees are more satisfied.
 
Ch. 10
 
 Date: 9/11/21
To: Dr. McCutcheon
From: Diana Buitron
Subject: Introduction
My name is Diana Buitron. I have been married for 20 years, am a mother of five children, grandmother to one boy and two girls. I love spending time with my family. I enjoy our dinner nights together. I have worked for a non-profit organization for 7 years as a Human Resource Support Coordinator. This course is required to complete my degree. I hope to gain more knowledge from this course. 
The scene using body language behaviors persuaded more people than the scene using nonverbal behaviors. The nonverbal behaviors scene did not get people engaged to listen on purchasing the book. The body language behavior had the people engaged in what he had to say. 
 
To prevent rumors, managers need to be transparent with employees so there is no room for rumors in the organization. Rumors start because employees want to know what is happening in the organization and how it will affect them. If this happens, then it is due to managers not communicating information to employees. Employees seek transparency.
 Managers do their best to be transparent with employees however, if they themselves do not have all the information how can they communicate it to employees. Managers are placed in the middle sometimes without all the information. Even when all the communication is communicated employees will interpret the information differently. Employees also have different perceptions of communication that may also be the cause of rumors.

