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	Name of Unit:
Communications


	Title:

Write it Right,
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Subject/Course:  Business Essentials



Building Effective Job Skills Video Series




Nonverbal Communication & Positive Body Language

Topic(s):
Written and Oral Communication



Grade:  10th
Time Frame:

3 weeks

	Summary of Unit Plan:  
In this unit students will learn a mixture of oral and written communication basics using diverse activities. Students will read the Atlanta Journal Constitution, August 13, 2006 article “Write it Right” and reflect on the importance of proper communication in the workplace. Body language will be addressed and several role play activities to show this dynamic in communication. Proper formatting for major business documents, i.e. letters, reports, will be researched and presented by students.

	Stage 1: Desired Results

	Georgia Performance Standards (Established Goals)
BCS-BE-1:
The student exhibits appropriate oral and written communication on personal and professional levels.
a. Demonstrates proper respect for authority and diversity using written and oral communication.

b. Determines problem-solving strategies for resolving conflicts.

c. Examines the difference between passive, aggressive, and assertive behaviors and the appropriate response to 
each.
d. Discusses various type of unethical behavior in the workplace.
BCS-BE-2:
The student produces written communications that utilize proper tone, grammar, and bias-free language.

a. Discusses the importance of correct spelling, grammar, word usage, mechanics, and legible writing.

b. Formats various types of business correspondence (i.e., letters, memos, reports, resumes, email).

c. Demonstrates sensitivity to language bias (i.e., gender, race religion, physically challenged, and sexual 
orientation).

Academic Standard:

ELA10W1(a) Establishes a clear, distinctive perspective and maintains a consistent tone and focus throughout.

BCS-BE-3:
The student practices proper oral communications that express wants, needs, and feelings.

a. Demonstrates proper telephone techniques and etiquette.

b. Organizes thoughts to reflect logical, positive, and tactful thinking before speaking.

c. Delivers well-organized presentations utilizing appropriate visual aids.

Academic Standard:


ELA10LSV2(a) Assess the way language and delivery affect the mood and tone of the oral communication and 
audience.
Academic Standard:


ELA10LSV2(b) When delivering and responding to presentations, the student, applies appropriate interviewing 
techniques (i.e. prepares and asks relevant questions; makes notes of responses; uses language that conveys 
maturity, sensitivity and respect; responds correctly and effectively to questions).



	Understandings

	1.
Proper written and oral communication is a vital part of the workplace.
2.
Body language is important to oral communication.



	Essential Questions

	1. What is a consequence of poor communication in the workplace?

2. How can you improve communication in the workplace?


	Knowledge and Skills

	1. Students will know: 

a. Basic rules of letter writing, email etiquette, reports, using proper tone, grammar, and bias-free language.
b. Difference between passive, aggressive, and assertive behaviors.
2. Students will be able to:

a.
Correctly format and compose business letters, memos, reports, resumes, email.

b.
Proofread letters, memos, reports, etc.

c.
Correctly respond to passive, aggressive, and assertive behaviors.
d.
Demonstrate sensitivity to language bias.

e.
Demonstrate proper telephone technique and etiquette.

f.
Organize thoughts to reflect logical, positive, and tactful thinking before speaking.

g.
Deliver well-organized presentations with appropriate visual aids.



	Stage 2:  Assessment Evidence

	Performance Task Summary
	Rubric Titles

	· Body Language Charades Group Activity

· Sounds of Silence
· Proofread and correct letter and/or report.


	· Group Activity Rubric

· Student Response Rubric

	Self-Assessments
	Other Evidence, Summarized

	· Using rubrics, students self-assess on performance 
tasks.
	· Students will research and deliver to the class the 
correct formatting of letters, memos, email, reports, 
and other related topics to communication.
· Students will role play ethical behavior.
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Body Language

How you act says much more that the words you use.  You may not even be aware of the types of body language you use. To us body language to your advantage, follow these steps.

· Turn toward your audience.

· Speak with energy and enthusiasm

· Use varied gestures to add interest.

Read each of the following descriptions.  If you think the action express positive body language, circle the P.  If you think the action expresses negative body language, circle the N.

	Positive
	Negative
	Body Language

	P
	N
	1. Fold arms across chest.

	P
	N
	2. Show emotion.

	P
	N
	3. Look someone in the eye.

	P
	N
	4. Tap fingers on the desk.

	P
	N
	5. Squirm in the chair.

	P
	N
	6. Lean forward.

	P
	N
	7. Scribble or doodle on a piece of paper.

	P
	N
	8. Stare off into space.

	P
	N
	9. Watch people walking by.

	P
	N
	10. Pick lint off clothes.

	P
	N
	11. Use sweeping hand movements to express yourself.

	P
	N
	12. Stand very close to someone.

	P
	N
	13. Nod in agreement.


Add five descriptions of your own positive or negative body language.

	Positive
	Negative
	Body Language

	P
	N
	1.

	P
	N
	2.

	P
	N
	3.

	P
	N
	4.

	P
	N
	5.


Body Language

After viewing the video on nonverbal communication and positive body language, respond to the following questions:

1. Sometimes what you ____________ say tells people a lot more than what you do say.

2. We all give off _______________ messages.

3. What we say in our nonverbal messages affects the way people __________ to us.

4. According to a Greek historian, men trust their ears _____________ than they trust their eyes.

5. Some researchers believe only ___________ percent of the emotional impact of a message is derived from the spoken work.

6. They also believe _________ of the impact is derived from the vocal intonation, volume, and tone.

7. The research suggests that nearly ________ of a message is received through facial expressions.

8. Your __________ is the first thing people use to judge you.

9. It is important to greet others with a _________ and a __________ handshake.

10. When preparing for an interview, consider carefully what you will __________.  When in doubt, play it safe and _______________.

11. Always ______________ the situations by anticipating what effect you will make.

12. Consider your __________________ -- think about the meeting, and anticipate who will be there.
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