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Test your knowledge for the previous lecture
r N
Qhow to improve your listening skills chal g Laiul) Gl jlea Gt 43S
QWho are the effective listeners. Oslladll ) graiisall aa (e[
QKnow about the listening process. gl dlee e 8 5230
QDetermine the listening process glau) dlae Gl g aaai(]
barriers. Sl e sl gl (pni0]

QImproving nonverbal communication Ll e e Lay) e im0

Oknow nonverbal signals Al AaAl) el i al) i lea 5k

QDevelop your presentation skills.
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| " Learning objectives alail) Cilaal

(- . )
] Categories of Nonverbal adlll e Joal 501 i

Communication

sl gall 5 oLyt O

i 3l Alal) 561 8 O
Sllae Glal i [

i) e Jeal Al 448 O

. . Jaxdl Ll
J How to communicate online. -
\_ J

O Identify nonverbal signals.
1 Gestures and postures
] Misreading and Faking
1 Developing Your Business

Etiquette.
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a3 Pay attention that: L

O |Nonverbal signals are powerful, they

aren’t infallible The range and variety = o# ¢ 4t i o= cly O

goiiy i Wil (e daguara
A yaa ¥ @é.im J..gﬁ Q\Jw\g\

of nonverbal signals is almost

endless.

Al 33 PR e cllul) agd dicey [

O lyou can understand the basics by

studying six general categories.
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the following gesture
consists of pulling the sides
of the mouth upwards and
usually showing the teeth.

This gesture is universally
known as Smiling and is
recognized by just about
anyone from any culture.
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MpoceaN Universal Gestures
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QO It is therefore easily recognized sy Uy Al il (g

regardless of factors such as culture, Zall) f RN Jie Jalge oo kil
language, education or nationality.

A dallell GilelasYL Cal sie ) O

O Recognition of universal gestures
greatly increases the efficiency of
O our communications. BeliS (e S JSiy

LiYlail 3
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( Misreading and Faking

When reading

body language, ¢ dsall 42l 3¢ 8 2ie
always beware of Gl il (e Ladla yasl
misinterpretations dalalall
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i Misreading and Faking
A person might feel

tired and use il eddl) jedy 250
certain signals that Y Aigna il L) p2dhy
should not be PR R PSR VWY Sy
interpreted as _31&,4 JUSA
bored or
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Q A person might be paddll g3y 8 0
wearing tight clothing Cye dad i (il
that limits his or her & 519 43S
movements and the 4iSay Al Calelagyl
kind of gestures they g okl

can make.
\.

www.midocean.ae



| rdaClal EXpressions
mooceal @———gpgEE

Your face is the primary
site for expressing your Lyl ‘
emotions: it reveals both ¥ ¢ el "‘P,’
the type and the intensity
of your feelings. However, , . |l L) alias
facial signals can vary O 5 ds: ?j‘ 43:, ‘
widely from culture to e e
culture.
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Gesture Description

Lips are puckered in a rounded shape and eyebrows are sometimes
squeezed in.

Meaning

o Disagreement
o (alculated thought
» Sending a message of dissent

Used When

o Aperson is unsure of the content she is hearing, wants to hide her
feelings about it and is still skeptical.

How to Break the Gesture

o If you see this gesture when you are in a position that you need to
convince others, it means you need to work harder or present your
case from a different angle.
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Many gestures—a wave of

the hand, for example— zastill - Clelag)) (e aandl
have a specific and e - JEal s e ¢ 2Ly
intentional meaning. Other g)sil 3 galay 22aa Sna
types of body movement e pual) A ja (ga 5 A
are unintentional and AT eyl g 83 guaia
express a more general Asa gas
message.
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Open gestures VS Closed gestures

LB iplag Jiha da gihal) sl
An important e dagn e
guality of 13 Lo b cilslay)
gestures iIs § AA}M "y
whether they are %
open or closed.
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Gesture Description _ Al o
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Open palms, open body, open legs

MIDOCEA

Meaning ina
o |didn'tdoit] s Jadl o
o |amopen to ideas JE831 e xidio Ui «
* You can trust me | _n.-e Soisll elisay -
Used When Lo i
l-"-h
¢ You want to show that you are open and mean no harm s 5l o g i i g ol i+
How to Break the Gesture Soelossl s S Z
o Observe and make decisions accordingly )i Ladg Cll,8) 550"'_9j-.f‘ﬁ .
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Gesture Description - %o oy 1d-giin o)
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Arms are crossed over the chest and the expression shows concer.

Meaning oo

. Arm§ used as a barrier to defend against others el gadl .

o Feeling vulnerable e uhalﬁ.;:j A

o | disagree o el cliSy

o | am not happy about this
Used When Kok, s

+ You want to disagree with others VA e s
How to Break the Gesture

. . o , Coelogl puniS LasS
o Give them something to hold in their hands. This could be a \ <l Lidg Olyl,E)l SLils dsdlye «
cup, to open up. =S —O
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Gesture Description

The hands are clenched together in front of the body. The hands might be
placed below or above waist.

Meaning

o Anxious, restraint and negative behavior despite other signals
showing confidence.

o Frustrated, especially when used in negotiations

+ A common misinterpretation is that this gesture is read as a sign of
confidence, especially if the person is smiling.

Used When

o A person wants to hold back his anxiousness while still showing his
confidence. In general, the closer the clenched hands to the face,
the more frustration experienced.

How to Break the Gesture

o Similar to solutions to closed body positions, you need to offer
them something so they are forced to physically change their
gesture and unclench their hands.

Hands Clenched
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(EI Your voice also carries both
intentional and unintentional
messages.

O Your tone and volume, as well as
your accent and speaking pace say a
lot about who you are, your
relationship with the audience, and

k the emotions underlying your words.

~
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O People respond to others based on
their physical appearance, Ge el e Ll i O
0O sometimes fairly and other times ¢ gauall aa_jelae
unfairly. Grooming, clothing, Ualy Lo aa Y oY) gam & O
accessories, style—you can control AMaay)  Jdile e IS4 sl
all of these. Sy - A8 g i) ) guansSY) g Gudall g
QO If your goal is to make a good Al S oSal)
impression, adopt the style of the ¢y gLl @i o4 lia S 1y O
people you want to impress. 550 a5 ) pelast gl adeld
pelac)
I s
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Q Tou[h is an important way to
sdal) Jil dage Ay 0 sl O

aSad AAEl clalall of ¢ N8N
powerful, in fact, that cultural salll &l

convey warmth, comfort, and

reassurance. Touch is so

customs govern touching
behavior. )
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O Time and space can be used to
assert authority, imply intimacy ¢ Aabull aglil G<ally ladl pladind (e O
Lal a8l and send other Juayly dyalll dapeall A8l Y 5 LY
nonverbal messages. oAl dakdl e Jil
O Keep in mind that expectations Ge U dileial) cladgll) o @lsel o pa O
regarding both time and space AR Cuna Calias Sl a3

vary by culture.
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In the Workplace
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r Developing Your Business
Etiquette
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First Impressions

From Dbusiness lunches to
industry conferences, you
represent your company when
you are out in public.

Make sure that your appearance
and actions are appropriate to
the situation.

First impressions last a long
time, so get to know the customs
of the culture when you meet
new people.

&) i u.\\ e gl e
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Personal Appearance

O Your personal appearance
often has considerable impact
ONn your career success.

1 Pay attention to the style of
dress where you work and
adjust your style to match.

s el d gl g L Llle (O
sl dala e s

ad Jari o) Lullll Gl M4y O
A pa qanlity &y bl Japial g
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Personal Appearance
d In add?tion t$o; your clothing, S o« dadl I dLayu 0O
grooming 44 affects the Lo Al e Aauy
impression you give others A O3 AN A’ o 3l) pL)
in the workplace. T T el oisa
d Pay close attention to caiady Al laa  4d O
cleanliness and avoid using C.d‘.sﬂ‘ il ﬁw;.e‘@‘
products with powerful or sjms\jlaﬂ$
perfumed scents. ’
" v
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Pirsonal Dameznor

Is a vital element of
workplace harmony.

No one expects you to be
artificially = upbeat every
second of the day, but a
single negative personality
can make an entire office
miserable and unproductive.
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l‘ersonal Dermeanor

1N the Wworkpiace

padll 4 glod)

d Every person in
the company has
a responsibility to
contribute to a
positive,
energetic work
environment.

L
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Phone skills will have a definite
impact on your career success.

Like every other aspect of
communication, your phone habits
say a lot about how much respect you
have for the people around you
because phone calls lack the visual
richness of face-to-face
conversations,

L

| 1N the Workpiace
gl e ol g

gy il gl g oS O
olg) dalad e

Jual¥) il g (e Al il 8 S O
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In the Workplace
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‘Phone Skills or Habits

you must rely on your attitude
and tone of voice to convey
confidence and professionalism.
Cell phones are a contentious

point of etiquette in today’s
workplace.

Don’t be surprised if you
encounter policies restricting

their use in offices or meeting
rooms.
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Developing Your Business
Etiquette
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In Social settings

dpedd Cladla k
Personal Introductions

When introducing yourself,
include a brief description of
your role in the company.

When introducing two other
people, speak both their first
and last names clearly, and then
try to offer some information
(perhaps a shared professional
interest) to help these two
people ease into a conversation.

MJQ'M#‘MHEJJG 4
AS ) A Al G sa

iaal ¢ Al Caadld Hﬁ:\ 2o [
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nowing the basics of dining
etiquette will make you more
effective in these situations.
Choose foods that are easy to eat
while you are trying to carry on a
conversation.

Leave business papers under your
chair until entrée plates have been
removed; the business aspect of
the meal usually doesn’t begin
until then.

In Social settings
‘ot Sias  Business Meals

SS1 et alakall Joll il il 48 20
(dB) gall 03 B Allab

Al glas el Ldoll Jgw A Akl sd
Addaa ¢ 2

Gl A1) AT s a8 ciad Jand) 31l
i Al g adl calad) Tan Y Bale ¢ Jedal
JCsald) Sl
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1In Social settings
Juail Sy

Finally, remember that
business meals are a forum
for business, period.

Avoid topics that are likely to
stir up emotions.

Do not complain about work,
avoid profanity 4xull B cuias
and be careful with humor.

£

Jaad) claag of JSX (1,40 O
B8 ¢ Jaall gaila A
oAl e pagall il [
e L) o Jadaall
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Q ~ Cellular Phones E

d Misuse of cell phones in
restaurants and other public 0O & Aseaxal il sladiul el

places is a common etiquette i 2 o AY) dalall Sl asthal
blunder Uad .\-EA“-UM\ Il A pdl

Q When you use your cell O oS 2 goldd) il aadicd Ladie
phone in public, you send the O Waie Ay Juyp il o daad
message that people around Azab) ws-\-1 sl iga (a el
you are not as important as Juaiall 4ua guad o jiad Y i g liallsa

your call and that you do not
respect your caller’s privacy. ——
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Communicating Online

( ki

 Electronic media seem to be a fertile

MIDOCEAHI‘

ground for poor etiquette. FUNRER

« Making mistakes in online behavior can e Al b Uiy S ) g of (S o
hurt your company or your career. Aigd) il “j S J\}zg\. s )

* Here are some guidelines to follow i Letie Lol cims 2l ool Y1 s (L e o
whenever you are representing your elaY) Jal )A\ Bl 5 ozl oL &sw
company while using electronic social ) iy <Y
media

L y
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 Avoid personal attacks
p ".. . :.S‘ Q‘ = S‘ : ~. -

A1 gy e S i i
L'é.\\.Q;S c«by\ e.iéﬁ Y

« Stay focused on the original topic
* Do not present opinions as facts

« Use good grammar and

_ o.l..};e.\ﬂ)ﬁu\.am.cj‘\_i);.\dc\jﬂedaﬁu\
punctuation

Sl g al) e Biaaal) laall sl

» Use updated virus protection

» Ask permission before chatting
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a L
» Control language and emotions Cabal gal) 5 ARL 3 Sadl)
* Avoid multitasking and IM Aol jall g algall 22a% Cains o
« Never assume privacy o4l

3l 8 "SI e 2 ins s

Avoid “reply all” in email

* Do not waste other people’s time s Sy
» Respect boundaries CAY) G g gt Y
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Communication Aukadlll ye Y vt
O Identify nonverbal signals. &) gall g el O
1 Gestures and postures Cay il g Aalalall e yall O
1 Misreading and Faking Sllae Qa6
1 Developing Your Business Etiquette. i m e Jeal gill 46
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