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Business Communication
Mediated Message-Listening

The purpose of this activity is to analyze listening behaviors in mediated contexts. As a group,
discuss the following questions and prepare a response to share with the class.

1) Media influences our listening or non-listening (e.g., the brief segments we have become
accustomed to on the radio and television discourage focused listening). Record difficulties

(focusing, attention span) that your group members have experienced with the media in the
listening process.

2) Describe ineffective listening styles (pseudo-listening, selective, defensive, etc.) that your
group thinks are more predominant in mediated contexts.

3) Describe how some listening may be done more effectively through mediated channels.

For more information go to www.newmaneducation.com






Business Communication
Mediated Message-Nonverbal

The purpose of this activity is to analyze nonverbal communication in mediated contexts. As a
group, discuss the following questions and prepare a response to share with the class.

1) Mediated messages often deprive us of important nonverbal communication cues. Discuss

what nonverbal cues are present and absent in the mediated contexts (telephone, e-mail,
handwritten messages) used by members of your group.

2) List substitutions that people make for missing nonverbal cues (facial expressions, tone of
voice, touch, spacing) in mediated contexts. How effective are these substitutions?

3) Describe why you think it is easier or more difficult to detect deception in mediated contexts.

4) Discuss the messages conveyed by the use if time in mediated context (Example: the length
of time taken to return a phone call or an e-mail). Include both intentional and unintentional
messages.

For more information go to www.newmaneducation.com






Business Communication
Nonverbal How-To’s

The purpose of this activity is to define what you and others in the class consider effective
nonverbal behavior in some social situations. For each of the social situations below, list the
nonverbal behaviors you believe will achieve the stated goal. Compare the responses of the
group members. Reflect on the behavior of yourself and others and consider how you might
change some of your nonverbal cues to communicate more effectively. Prepare a response to
share with the class.

Example: Initiate a conversation with a stranger at a party make eye contact, offer hand in
greeting, smile, come within four feet of the other person, turn body towards the other
person, nod occasionally when the other is talking.

1) Take control or exercise leadership in a class group.

2) Come across well in a job interview.

3) Tell an interesting joke or story.

4) Appear friendly and warm without “coming on too strong.”

5) Signal your desire to leave a conversation when the other person keeps on talking.

For more information go to www.newmaneducation.com






Business Communication
Effective Questioning

The purpose of this activity is to develop your ability to question effectively in order to gain
information about another person’s thoughts. For each of the following statements, write two
questions to get more information. Avoid counterfeit questions that trap the speaker, carry
hidden agendas, seek “correct” answers, or are based on unchecked assumptions. Compare the
responses of the group members and prepare a response to share with the class.

Example: “It’s not fair that | have to work so much. Other students can get better grades because
they have time to study.”

How do you feel when others score higher than you do?
How many hours a week do you work?
1) “I guess it’s OK for you to use my computer, but you have to understand that I’ve put a lot of
time and money into it.”
a.
b.

2) “You’ll have the best chance at getting a loan for the new car you want if you give us a
complete financial statement and credit history.”
a.
b.

3) (Instructor to student) “This paper shows a lot of promise. It could probably earn you an A
grade if you just develop the idea about the problems that arise from poor listening more.”

a.

b.
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4) “We just got started on your car’s transmission. I’m pretty sure we can have it ready tonight.
a.
b.

For more information, go to www.newmaneducation.com





