Communicating in the Workplace Interactive 
I. The Hiring Process  
1. Resume: Summary sheet outlining your work history, educational background, skills, and accomplishments. 
2. Cover letter: A short, well-written letter expressing your interest in a particular position. 
*It is important to know something about the job requirements and company in order to write an effective resume and cover letter. 
*The résumé, a summary of your skills and accomplishments, includes nine specific pieces of information: 
a. Contact information: name, address, and phone number, and e-mail address where you can be reached. 
b. Career objective: one-sentence statement of job objective focusing on your expertise. 
c. Employment history: paid and unpaid, beginning with most recent dates and duties, and noteworthy accomplishments. 
d. Education: names and addresses of schools attended; focus on courses related to job, list degrees and academic honors. 
e. Relevant professional affiliations. 
f. Military background: branch, dates of service, rank,  commendations, and discharge status. 
g. Special skills: language fluency, computer expertise, etc. 
h. Community service: activities, offices held, and dates. 
i. References: list at least three names with address, e-mail  address, and phone number, or indicate “available upon  request.” 
j. The only personal information to include should demonstrate  your versatility, such as expertise or hobbies) Do not include a picture or social security number,  your height, weight, age, sex, or marital status, race,  religion or political affiliation. 
Effective cover letter: 
a. The letter is addressed to the person with the authority to hire. The letter answers the following questions: 
* Where and how did you find out about the position? 
* What is your reason for being interested in the  company? 
* What are your key skills and accomplishments? 
* How do you fit the job requirements? 
* What items of special interest support your potential  for the job? 
* Did you request an interview? 
II. Guidelines to prepare for a job interview 
Interview: Structured conversation with the goal of exchanging information needed for decision making.  
*Do homework: Know the company’s products and services, areas of operation, ownership, and financial health. 
*Prepare questions about the organization and job. 
*Rehearse the interview. 
*Dress appropriately and conservatively: Be well-groomed  and neatly dressed. 
-Call the Human Resources department to find out  about the dress code. 
-Dress a little more conservatively than the average  employee. 
-Women should wear suits, pant suits, or professional-  looking dresses. 
-Men should wear collared shirts, dress slack, and a  tie. 
*Plan to arrive on time. 
*Bring supplies: Extra copies of résumé, cover letter, and references; prepared questions, pen, and pencil. 
B. Guidelines to help you look good in an interview: 
1. Active listening: Attend to, understand, and remember what is  asked using direct eye contact. 
2. Think before answering. 
3. Be enthusiastic. 
4. Ask prepared questions. 
5. Avoid discussing salary and benefits. 
C. Steps following an interview: 
1. Thank-you note: Express thanks and job interest. 
2. Self-assess your performance: what you did well and what you need to work on. 
3. Contact interviewer for feedback if you don’t receive job. 
III. Manager and Co-Worker Relationships in the Job: 
1. Employees and managers can negotiate a high-quality “fair- exchange” relationship. 
-Managers negotiate special rewards for employees performing duties beyond those formally expected. 
-Choice tasks, better office space, and public praise may be part of that fair exchange. 
-Employees must assess what skills and expertise they possess that are of value in helping the manager accomplish work outside of the employee’s formal job description. 
a. Employees must communicate those skills to the manager. 
b. Mutual trust between employee and manager is the most essential bond. 
c. Listening, perception checking, describing, questioning, and  paraphrasing are qualities that help to control the  development of an employee/manager relationship. 
d. Communicating in Co-Worker Relationships 
-How well you get along with co-workers depends upon your  communication competence. 
-A culturally diverse workforce is likely to experience more  disagreements and misunderstandings. 
-If well managed, disagreements and cultural differences may lead  to more creative and productive solutions. 
-Effective interpersonal communication through turn-taking,  listening, collaborative problem solving, supportiveness, and  effective group communication skills are essential. 
IV. Team Relationships on the Job  
Team: Formally established group with a clear purpose and appropriate structure in which members know each others’ role and work together to achieve goals.  
Characteristics of effective work teams 
1. A clear goal that all team members embrace 
2. Clear individual member roles 
3. Regular feedback about individual and group performance. 
4. A combination of expertise and people skills in team members. 
5. Commitment to the team and its success. 
6. A collaborative climate of open communication 
7. Standards of excellence 
8. Strong leadership 
V. Communication Roles of Team Members  
Task roles: Communication behaviors that help a team focus on issues under discussion. 
1. Initiator: Gets the discussion started or moves it in a new direction 
2. Information or opinion giver: Provides content for the discussion 
3. Information or opinion seeker: Asks questions that probe ideas and  opinions 
4. Analyzer: Helps group explore, probe, or evaluate ideas or  information 
5. Orienter: Helps team know where they are through summaries 
Maintenance roles: Communication behaviors that improve interaction among team members. 
1. Gatekeeper: Ensures everyone has a chance to speak 
2. Encourager: Provides support for contributions of others 
3. Harmonizer: Helps to relieve tension and manage conflict 
VI. Communication Technologies for Teamwork 
*Electronic newsletters for a team to share information, recap past work,  preview upcoming events, and set work expectations. 
*E-calendars: Team members have access to each other’s schedule. 
*Blogs: facilitate communication, such as recording progress,  thoughts, or questions about a shared project. 
*Podcasts: Digital media files distributed over the Internet for playback on  computers or portable media players. 
*E-surveys: Aids teams when gathering and reporting information needed  for decision-making. 
*Wikis: Collaborative websites that allow users to add and edit content. 
VII. Guidelines for Running Team Meetings 
A. Define and communicate the purpose of the meeting. 
B. List specific outcomes that should be reached by the end of the meeting. 
C. Communicate and stick to a starting and ending time. 
D. Send out a detailed agenda, including date, time, location of meeting,  topics to be discussed, and time allocated to each agenda item. 
E. Make physical or technical arrangements. 
VIII. Member Responsibilities in Team Meetings 
 - Preparing. Meetings should not be viewed as impromptu events. 
-Study the agenda. 
-Study the minutes. 
-Prepare for your contributions. 
-List questions you would like answered during meeting. 
-Participating: Expect to be a full participant. 
-Listen attentively. 
-Stay focused. 
-Ask questions. 
-Take notes that help you follow the discussion. 
-Play devil’s advocate by encouraging further discussion of an idea  that hasn’t been sufficiently discussed. 
-Monitor your contributions, making sure you neither dominate nor talk too little. 
* Following up: 
1. Review and summarize your notes. 
2. Review the minutes 
3. Evaluate your effectiveness 
4. Communicate with others 
5. Complete responsibilities 
IX. Communicating in a Diverse Workplace 
A. Culture-based work styles: 
1. Results-oriented culture: Culture that prioritizes the results of work over building relationships at work. 
I.e.: United States. 
*Employees from results-oriented cultures view time as  precious with the ultimate goal getting the work done and  reaching goals. 
2. Relationship-oriented culture: Culture that prioritizes building  relationships at work over results of work. 
I.e.: Japan, Spain, or Mexico. 
*Employees from relationship-oriented cultures see the  quality of personal relationships with customers and business associates as the primary concern. Business comes secondary to establishing a personal relationship. 
3. Sequential task completion culture: Culture whose members prefer to break larger task down into separate parts and complete one part at a time. 
4. Holistic task completion culture: Culture in which members prefer to work on an entire task at once. 
*Effective business communication depends on awareness of and sensitivity to cultural differences in work styles. 
*A person from a particular culture may or may not communicate in the style typical of their culture. 
X. Understanding Intergenerational Differences  
* Scholars have identified five areas where older and younger employees differ: 
1. Views of authority: 
-People 60 and older have greater respect for authority. 
-Younger people call authority figures and co-workers by first  names. 
2. Approaches to rules: 
-Older individuals will strictly adhere to company rules and expect the same from others. -They perceive rules as comforting and predictable. 
-Younger people view company rules as suggestions,  depending on one’s own analysis of a situation.  
*Extenuating circumstances call for flexibility which  allows ignoring or bending of the rules. 
3. Priorities regarding work versus leisure: 
-Older individuals place priority on work, a “strong work ethic.” 
-Younger people place a higher priority on leisure, seeing the tolls that work take on parents and older workers. 
*Generational tendencies may cause problems with motives of work professionalism and commitment to colleagues. 
4. Technology competence: 
-Those over 60 did not grow up with the vast amount of  information, communication and technology that exists today. 
*Learning to use technology can be challenging and induce anxiety. 
*May be resentful in having to use technology. 
-Younger people perceive technology as an everyday part of  life.   
*May resent assisting older individuals. 
5. Degree of company loyalty: 
-Older employees are from an era where loyalty is expected  and rewarded. 
*May stay with a company for advancement and  definition of success. 
*Frequent job changes viewed as problematic. 
-Younger employees see job change as career advancement. 
*May perceive career success as personal expertise,  rather than longevity. 
6. Using interpersonal skills of assertiveness, questioning, perception  checking, describing behavior, and owning feelings may prove useful in preventing or managing intergenerational communication conflicts at work. 
XI. Avoiding or Coping with Sexual Harassment 
Sexual harassment: Unwanted verbal or physical sexual behavior that interferes with work performance. 
1. According to the EEOC, includes “unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when this conduct explicitly or implicitly affects an individual’s employment, unreasonably interferes with an individual’s work performance, or creates an intimidating, hostile, or offensive work environment.” 
2. Employers should communicate that sexual harassment will not be tolerated in the form of a written policy, training, a clear complaint and grievance process, and immediate and appropriate action when a complaint is submitted. 
3. An employee who feels that he/she is being sexually harassed can use several communication strategies: 
-Inform harasser that conduct is unwelcome. 
-Create a written document to file communication exchanges  which you date, sign, and keep for possible future use. 
-Decide whether or not to file s grievance. 
-Inform harasser of intention to file a complaint. 
XII. Organizational romances can pose problems: 
Organizational romance: Sexual or romantic involvement between people  who work for the same organization. 
-Consider company policies on romantic relationships. 
-Agree on standards for appropriate verbal and nonverbal communication  with each other at work. 
-Remember that organizational romance can be awkward if the relationship  ends badly.
