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Test your knowledge for the previous

MIDOC EA[\I
lecture
4 L

QCategories of Nonverbal il e Jaal gl (]
Communication LBl e el JLAY) aas)
QIdentify nonverbal signals. i) 5l 5 eI
L Gestures and postures s 311 5 5L 5 N0
Misreading and Faking e Y e Jaal g AaS0)
How to communicate online. Sty e (fSa b dllee il 5k O
O Develop your business etiquette in Agelaial)
your workplace and social setting.
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v ERs | Learning objectives

(1. Using the Three-Step Writing o i i E
S e A0 Sal) AWK dulee aladnin) )
Process - =
<) gad
2.Exp|a_1|n V\{hat It means to_analyze sl e il st g Lo g ,d Y
the situation when planning a A1
message
3. How to define your purpose to ills yl Jagdadill e (o jall a5 48 Y

plan for your message.
Sl palal Sl (e il Jlad B g
4. How to analyze the purpose of
Hsgen iy ppiddsS 0
your massage. ~ =

5. How to profile your audience.
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Understanding the Three-
Step Writing Process

J
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MRSSEAN T Three-Step Process

ﬁlanning \ / \
To plan any message,
1. first analyze the L adilh
situation by defining . ‘
your purpose and Al ) (¥ Jagladll
developing a profile of 3333 DA Ga il gall Jalaty ¥ gl o3
your audience. ) sgan] iy a0 ey glat g ldaa
2. Gather information that Slalfial (0 (Al Claglaall geal
will meet your Hosgar
K audience’s needs. / \ J
\ Y,
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0 Planning messages is the focus of this chapter 5

To plan any message, . ; v
3. Next, select the right A ¥ Jaskadll
medium (oral, written, or aaaliall Jases o) daa ¢ ) amy ¥
visual) to deliver your Jma sl (L e 9 LigiSa Lgdad)
mes;age. _— il
4. Then, organize the . T ;
information by defining your ‘f“"x""“ ?’-‘h'“" od ¢ dl gy 8
main idea, limiting your ¢ Ay ) ol 88 Baad 35k o
scope, selecting an ¢ S JLSA g ¢ il e aallg
approach, and outlining your cdh Galdll g giaall Baad g

~ content.. ]

p J

www.midocean.ae



MIDOCEAI[H

e ALY 5 paalaall A Jaadl Jiba ) 4,US L8 AT N\
Writing business messages is discussed in the following lecture.

Writing aglis
Once you've planned your ¢ ity o Jaudadnil) 3 jaay
message, adapt to your 4, s o jc
audience with sensitivity,
relationship skills, and style. 2 Sl Aoy
ar J.L..f\z\ § <alBdlat
\_ 4
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A Three-Step Process

9 A B pualaal) B Jeal) Sl y dulis LGB a3
Writing business messages is discussed in the following lecture.

Writing

Then you’re ready to 4aligt)
compose your message by Sl y AU el () S5 A
choosing strong words, dg 8 Al L) g1 ya e
creating effective sentences, By jj:u r alled dA; g\_w\ r
and developing coherent ‘\S.UALA.\A S }3

paragraphs. \
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s )
QdThe more you
use the process, Saladind 3 ) WS O
the easier and Casal ¢ Alanll
faster it will £ el § Jged
become.
\_ S
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" Three-Step Process

UNIVERS

4 N
Q As a rule, use about
half your time for s pddind ¢ dale Baelis
planning, one-quarter &S ¢ blaiill ol g Cia
for writing, and the odial) aq )l g ¢ 4 st
remaining quarter for & 9 ial) Jlasy

completing the project.
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- N
dapproaching SIS el S0
your writing pa g pa g ldall
projects with the 2 COBL i ghadly
three steps in Ladla selad ey

mind always help.
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"~ Three-Step Process

4 N
Planning Writing Completing
Situation Adapt to Revise
Information the Audience Produce
Medium Compose Proofread
Organization the Message Distribute
\_ J
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Analyzing the Situation
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Define the Purpose 1
General
e 2k pald 2 £
Specific
" l
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General
All business messages als
have a general purpose: e ot bl Jilu ) e
to inform, to persuade, or S & sgan pde) ale £
to collaborate with your Axa Ggladl) o) Ac L)
audience.
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3
H Specific
To help you define the specific wad a2
purpose of your message, ask oA Ad) qaat A dliae Lusal
yourself what you hope to Lol Jluad ¢ il y o daall
accomplish with your message Lag elillea  AB8a3 A Jali Les
and what your audience should Ay gl &) ggan alady 0
do or think after receiving your il ) AL day 48
message.
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Analyze the purpose

) s

Once you have defined your

specific purpose, you can decide ¢ Sl Galdll saaddl g jall aaad 3 e
whether that purpose merits the Gaien (e yall 1 IS 1Y) ey pE of Gli€ay
time and effort required for you to Al ) g salacy @l e 3O agall g )
prepare and send it. Al day ) 2 ke 305k e Glaa sl

Test your purpose by asking four
guestions:

A —
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Analyze the purpose
) alas

*Will your message change . X
Y 9 9 oTo o o) il i JA

anything?
*Is your purpose realistic? T adl g Ja
*Is the timing right for your message? ofelifls ) Guualia i g3} J

*Will your purpose be acceptable? T sa B ()5S A
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Once you are satisfied (1)

that you have a clear and OV (V) Ll e o) 2 e
meaningful purpose and (2) 55 e Ny laial g La 2 il
(aall SAl gl ga aa ()

pelalialy o) sean sliac

that now is a smart time to
proceed, your next step is to
understand the members of
your audience and their needs.
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N L VERSITY

Primary Members Oy sl clizacl) -\
Size and Location pisall g anall o
Composition (R oSS e
Understanding agd
Expectations Clad gl o
Reactions Jadll 393y o

]
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UNIYV S N Y

3 )

O The more you know about your
audience, their needs, and
their expectations, the more
effectively you'll be able to
communicate with them.
O Analyzing your audience
Involves the following steps:

QJ‘J ¢ agjl.,jﬂj e.@_“\\él:ﬁ;\j
age ol sl e ol 08

Jled S8
&) sean il Gy (O
-alldl) ¢l gladll
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MIDOCEAl Profile the Audience

N L VERSITY

Primary Members o Gl gliacy)
» Size and Location o adsall g anall
« Composition o (RS
» Understanding * agd
« Expectations o iy
 Reactions o Jadll 240
- W,
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Primary Members

ldentify the primary
audience. If you can reach
the decision makers or
opinion molders in your
audience, other audience
members will fall in line.

O gamlal) glasy) o

O i€ 1) | ol ) sgand) paas

la o Al aila A Jsall

slac] _dlaind ¢ &) sean 8 sl
032 ) seanll

>
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» Sijze and Location

Determine the size and geographic
distribution of your audience.

A report for wide distribution requires a
more formal style, organization, and
format than one directed to three or four
people in your department.

Profile the Audience

pdgallg anall o
(Rl Al dnyigig d ) sgan paa aaa .

L gbodd g g (3l (o s ill A Gty
A gall o A1) e dpany JAS) Ladi g Laglali g

J
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ProfilestherAudience

GVEPSITY
2 )

« Composition. OasSall e
Determine the composition of the A8 fidiall aad B8 (e ) | ) ggand) (985 ans
audience. Look for common D CUBUAY) e laa  ggand) sliae] Jay 5 Al
denominators 4S il aul @l that tie L8 gal) o) dSlSal) o) ABLEEY

audience members together across

i i - el aladia) Sl guad Al AY) Cpranaiy a8
differences in culture, status, or attitude. aall plaid) Jlaa s (Al Gy a2

Include evidence that touches on
everyone’s area of interest.

- >
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ProfilejthesAudience
e o » Understanding a¢ill k:

Test your audience’s level of
understanding.

If audience members share
your general background,
they’ll understand your
material without difficulty. If
not, you must educate them.

A sea ped (6 e HiA
seeall slac &l L3 1)
O 5agi b s ¢ Aalal) cligla
O9d b Aalll) ol gall
¢ S (bl 1) A pra
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N I VE R SN

b  Understanding ¢ W
Include only enough 5] Ludh A4S il slae (ppaiaiy o
iInformation to accomplish ) s S

your objective. il g3 e AT e 8 S
Everything else is irrelevant e ool

and must be eliminated.

\ )
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1 x

+ Expectations. ilaB gl o

« Understand your ADudall g &) ggan Cilad gl agd)
audience’s expectations Smaldli & ) ggan sliac) ad gl Ja
and preferences. Will ¢ 4lals
members of your audience 015500 g ) BRI Laile o o o
expect complete details, LS

« or will asummary of the
main points suffice?
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Profile the Audience

3
* Expectations. Cilad gl o
Do they want an e- A3 Gl JA e
mail, or will they agl al ¢ Ly g gl
expect a formal 5 )Sia () 428 gl
memo? ?Z\AMJ
\_ J
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3 1g ]

e Reactions il 150, o

Forecast your audience’s ) . .
probable reaction. If you M‘ qm:ﬂb By e
expect a favorable R0 LS 1) 4 seand

response, state conclusions » JS:}: ““-‘-““L “-"““:
and recommendations up e Slhua sl g Claliiiuy

front and offer minimal ALY (a (A aad) ad g
evidence.
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Profile;the;Audience
~ )
» Reactions Jadll 353 )
Forecast your audience’s Jainall Jaill 5 ) sl gi o
probable reaction. If you a5t i€ 13) ) geanl
expect doubts introduce Claliniu) aas8 ¢ o LA
conclusions gradually and o 2 all Cpranaly a8 5 Ly 3
include more evidence. PAGY
- -
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Three-Step Process

r .
Planning Writing Completing
Situation Adapt to Revise
Information the Audience Produce
Medium Compose Proofread
L Organization the Message Distribute
y,
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- N
Planning
Situation
Information
Medium
Organization
i v
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Gathering Information
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