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After studying this chapter, you should A

be able to:

5. Explain the components of the
communication model

6. Describe the commmunication challenges
posed by social media and technology

7. ldentify the types and causes of
communhnication apprehension

8. Discuss communication and

professional excellence from an ethical

perspective.
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Business and Professional
Communication refers to the clear,
effective, and professional exchange of
information within and between
organizations. It encompasses verbal
and non-verbal communication used in
corporate and professional settings to
convey messages, build relationships,

and achieve business objectives.
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Interviewing:

Interviewing is making yourself available
to employers in a formal setting and the
best possible light.

Although the main goal of interviewing
is to get a job, it also allows you to
determine whether the particular job is

right for you.
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Interviewing:

It is a two-way street; you should also use
this time to make sure that an
organization meets your needs as a
professional and that the organizational
culture will allow you to thrive.

Knowing how to prepare for an
interview, anticipating guestions,
dressing appropriately, providing
effective answers, and following up after
an interview are all critical aspects of

being a competent interview participant.
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Relational Communication:
Communication initiation, maintenance,
and even disengagement are all
nhecessary skills to possess for workplace
relationships.

Forming effective relationships with your
coworkers, supervisors, customers,
vendors, and subordinates.

When business relationships turn sour or
costly, you must know how to end the
relationship with minimal tension and

negative consequences.
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Mediated Communication:
Computer-mediated communication
offers convenience and timely access to
pertinent information, and it connects
communicators across the globe via
screen taps and mouse clicks.

However, as a communication
professional you must be aware of the
inherent drawbacks of mediated

commuhnication.
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Presentational Speaking:

Public speaking is one of the most
feared—but also most important—
functions of business and professional
communication.

It has various types of business
presentations, including informative,

persuasive, and public presentations.
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Presentational Speaking:

It includes knowing how to prepare your
presentation, how to analyze your
audience, and how to create memorable
and effective introductions  and
conclusions that will stick in the minds
of your audience.

The balance of having excellent content
while also delivering it to the audience in

anh engaging way.
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Written Documents:

Effective professional communication
requires you to be not only a great
communicator and speaker but also an
effective writer.

You must know how to structure the
information, select the right
style/tone/language, and determine
what length is appropriate to cover all
the important information while also

being short enough to keep the readers’

attention. )
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Written Documents:

You must learn how to cultivate and
maintain credibility and use appropriate
grammar and punctuation to emphasize
professionalism.

Through study and practice you will be
able to create professional, engaging,
and effective written communication for

your business or organization

~

Dr. Raef Baraka

-
augiSall cilaiiuel

dudlaaall dueii @i aloli g vy
dauigaill aclgéll alariwlg lgude hlanllg
Sle aslill awwliall  ardll  cilolleg

alfadl
o Saliw duwjloallg dwlnll Jua (ro
dlleaq dildng awdlpal aulis adbail elbouil

\_

~

5.




MIDOCEA \

UNIVERSITYI

Business and Professional Excellence in Context  Jwell ;a igallg sjlaill paill

Business and Professional Excellence in Context

—=

Jasll L igallg jlaill juil

AC IEVEMENT

”E.'(_;FLLENCE

EFFICIENCY
WINNING

ACCOMPLISHMENT




MIDOCEA|

UNIV&I?SITVI'

Business and Professional Excellence in Context

Jaell La igallg gjlaill jaill

-

\_

Professional excellence means being

recoghized for your skills as a
communicator and serving as a role
model to others..

The business and professional contexts
are beginning communication principles
by the job-seeking process, workplace
culture and diversity, interpersonal
communication, team communication,
communication, and technology, written
communication, leadership, presenting

as a professional, and work-life balance.
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Verbal and Nonverbal Communication
(Chapter 2):

Verbal communication is both our words
and our verbal fillers (e.g., um, like, ..).
Verbal messages are created through
communication

language. Effective

involves accurate interpretations of
others’ verbal messages as meaning is

co-Created.
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Listening (Chapter 3):

Effective listening is central to fostering
interpersonal relationships with
coworkers, leaders, and clients. Effective
listening can impact one’s relationship
satisfaction and can be a determining
factor in whether someone is an
effective communicator. Listening, in
addition to other communication
abilities, is a likely predictor of who gets
promoted or who receives other relevant

rewards such as status and power.
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Listening (Chapter 3):

The handshake is an important example
of nonverbal communication
experienced in many business and

professional situations..
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Résumés, Interviews, and Negotiations
(Chapter 4):

This part provides the information you'll
heed to conduct a comprehensive job
search and know yourself in terms of
professional goals and the type of work
environment you desire.

Job seeking is one context in which
business and professional excellence are

critical to your success.
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Diverse Workplace (Chapter 5):

You will no doubt have coworkers whose
views of the world and ways of living are
different from yours.

The diverse workplace context requires
fostered by

professional excellence

cultural competence, perception

checking, and mutual respect.
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Interpersonal Communication at Work
(Chapter 6):

Central to your personal and professional
growth are the relationships and overall
rapport you'll have with your boss,
coworkers, and clients.

Interpersonal communication (also
referred to as people skills) helps you
build relationships in your personal and
professional life, but these skills also can

help you to survive many challenges (e.g.,

conflict, difficult coworkers and clients).  /
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Strengthening Teams and Conducting
Meetings (Chapter 7):

Working in a team context can be both a
rewarding and an exhausting experience
for any professional.

This chapter also focuses on the skills
heeded to run effective meetings, a

primary tool for team communication.

-

Dr. Raef Baraka

(7 Jaall) cilelainll elplg Gpall jsjei
aupai Gyl Gl La Jesll ggsi of gsas
wdrine sl cuigh yuai 4 b3ga0g jno
aojulll clliigall Lle LA Jaall I3 Sy
duwlul 815 mg alléa clclaial §jlal

Guall cbac u Jualgil

~

6.




MIDOCEA|

UNIVI:I?SITVI'

Business and Professional Excellence in Context

Jaell ;a sigallg gjlaill faill

-

7.

g

Technology in the Workplace (Chapter
8):

Technology in business and professional
contexts is central to communication,
planning, marketing, networking,
organization, research, and the like.
Technology allows you to communicate
faster than in years past with the use of
e-mail, personal digital assistants, and a
host of other devices designed to make
the exchange of information in business

instant rather than delayed.
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Business and Professional Writing
(Chapter 9):

Written communication can challenge
professionals in a variety of contexts.
How do | select the correct format to get
the message out? Is it appropriate for me
to send this document via e-mail? What
tone should | strive for in this message?
These are only a few of the questions
about written communication that you

Mmay encounter in your career.
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Leadership and Conflict Management
(Chapter10):

In order to excel as a leader, you must
understand what leadership is and get
to know what style of leader you are and
if your style works best in the business
and professional context in which you're
working.
Further, this chapter explores the
challenges leaders experience, as well as
strategies for leading difficult people

and managing workplace conflict.
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Presentations (Chapters 11,12, & 13):

This part explores the presentation skKills
essential to your professional success.
When you're faced with an opportunity
to give a formal presentation, pitch a
product, present research findings, run a
meeting, conduct a morning huddle,
acknowledge outstanding employees, or
motivate your team in difficult times,
view that speaking situation as a chance

to communicate professional excellence.
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Work-Life Balance (Chapters 14):

This part emphasizes the importance of
work-life balance, explores the triggers
that cause imbalance, and present
communication strategies that enable
you to sustain professional excellence
and foster meaningful and successful

relationships in your personal life.
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Role-Taking:

The critical functions of human

communhnication (sending and

receiving messages, offering feedback,
identifying the “role” of different
commuhnicators) must also be applied
business

to the context of

communication.
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Communication Channels:

Depending on your physical location,
your communication approach can alter
significantly. For example, your
communication with a classmate will
likely be much more informal than your
communication with a professor.

The channel of communication can also
affect communication. Many people feel
comfortable taking a more aggressive or
assertive tone when using e-mail than

when engaging in face-to-face.
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Cultural Influences:
The way we communicate, with whom
commuhnicate, and what

we we

communicate are almost always
influenced by culture.

organizational culture influences how
we frame our communication with
others both within and outside that
organization.

You must be dynamic in adhering to the
norms of different

rules and

commuhnication situations.

~

W,

Dr. Raef Baraka

\_

-

ayalatll cilpdil

il yalhilllg lgy Junlgii il ddybhll ol
lysi Ladls jilid ey Juolgii Log \agee Juolgii
aalaill

aclun aass e jigi dradhiill dalsill
gl @aahiall Jaly clgw Al go Lillail
gyl

aclgay alfllll & USielius ggsi ol o
aalinall Jlailll @élge puleog

~

7,

_/




MIDOCEA|

UNIVI:I?SITVI'

Business and Professional Excellence in Context

Jaell ;a sigallg gjlaill faill

-

5.

g

~

The perceived social hierarchy between

Communication Relationships:

communicators, whether they be
strangers or intimates, significantly
influences the nature of the
communication interaction. The way you
would communicate with a customer
would differ from the way you
communicate with a coworker, which
would also differ from how you

communicate with your supervisor.
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Communication Relationships:

Organizational structures require that
you be fluid in switching your
communication strategies depending
on your relationship with the other
communicator(s). This includes not only
your initial communication but also the
type of feedback you give and the
amount of appropriate self-disclosure
the sender and receiver provide one

another.
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Communication is a complex
process that consists of a number
of elements, all of which are in
play every time you communicate.
Those who demonstrate
professional excellence consider
these elements every time they

communhicate.
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Effective communication skills are

essential if you want to excel in
leadership. Put simply, to move up the
ladder of success, you must develop your

communhnication skills.

Unfortunately, communhnication

apprehension is a very real problem
that stops many talented individuals
from achieving professional excellence.

Types and causes of Communication

Apprehension..

Dr. Raef Baraka

-

cuis 13] aygra alsall Jlaidl aljlge ol
aganll .ahlbuwug .6aball | sa (ggaill Ay
allige pghi chle coy abill alw e
elial Jlaill

Jualgidl (1o wgall gl wwgall (rog
igall jraill Guéni o Jugmgall shall
Jualgill o cagall iluwlg glgil

\_

~




MIDocEAN

UNIVERSITY"

Communication Ethics Jlaill abladAal

Communication Ethics

JLaill cailbé ual

z &~ HONESTY =
SENS‘EJ 50 —Lé,
o —

W= Zhe= <
%: IgﬁvALUES gg
== ‘ WW‘Z = ESOCIAL

HYPOCRISY ETH I C U-J Al L T R UT H

= CONVENTIONALITIES

PRILISOPHY MORALS 22 & chrncter
ETIQUETTE '-HONOR S

> &
DECENCY Lu &2 PURPOSE <= =
g a2e = FAIRNESS
e MEE 5 CONDUCT
< - =
- £ =
»




MIDOCEA|

UNIV&I?SITVI'
Communication Ethics

Jlaidl ¢lugiAi

-

\_

Ethics is the general term for the
discussion, determination, and deliberation
processes that attempt to decide what is
right or wrong, what others should or
should not do, and what is considered
appropriate in our individual, communal,

and professional lives.

Ethical considerations are the variety
of factors important for us to consider in
any scenario in which we're making a
decision, conducting an evaluation, or

making a selection
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