Unit 2

Non-Verbal Communication Mastery (Week 2)

Overview

This unit dives into the often-overlooked world of nonverbal communication,
empowering you to understand the unspoken messages we all send. Learn to
interpret facial expressions, gestures, and posture to uncover true emotions
and intentions. Discover how to utilize posture and gestures to project
confidence and influence. Gain insights into the role of personal space in
communication and how to navigate it for effective interactions. Finally, we'll
explore deciphering the nonverbal cues within your workplace, fostering
stronger relationships and navigating complex situations. By mastering the art
of nonverbal communication, you'll become a more confident and
successful communicator in all aspects of your professional life.

Learning Outcomes:
By the end of this unit, you will be able to:

1. Analyze various non-verbal cues and patterns to accurately gauge the
emotional state and intentions of individuals in different contexts.

2. Evaluate the effectiveness of your own non-verbal communication
styles and adapt them strategically to diverse social and professional
scenarios.

3. Develop the ability to interpret and respond to cultural differences in
non-verbal communication, enhancing your intercultural
competencies.

4. Synthesize knowledge from psychology, sociology, and
communication studies to design and deliver a compelling
presentation using advanced non-verbal techniques.



1. Infroduction to Nonverbal Communication
Infroduction to Nonverbal Communication

Nonverbal communication is a vital aspect of human interaction that plays a
significant role in conveying meaning and influencing relationships. Nonverbal
cues are messages that are sent and received through means other than words,
such as facial expressions, body language, tone of voice, and eye contact.
These cues can be just as powerful as verbal messages, and often convey
emotions, intentions, and attitudes more accurately than spoken words.

Types of Nonverbal Communication

1. Facial Expressions: Facial expressions can convey emotions such as
happiness, sadness, anger, or surprise. For example, a smile can indicate
friendliness and approachability, while a scowl can indicate annoyance
or disinterest.

2. Body Language: Body language includes gestures, postures, and
movements that convey messages about our attitude, intentions, and
emotional state. For example, crossing one's arms can indicate
defensiveness or resistance, while uncrossing them can indicate openness
and receptiveness.

3. Tone of Voice: The fone of voice can convey emotions such as
enthusiasm, boredom, or aggression. For example, a warm and friendly
tone can make someone feel welcome and comfortable, while a harsh
tone can make someone feel infimidated or defensive.

4. Eye Contact: Eye contact can convey interest, attention, and respect. For
example, maintaining eye contact with someone during a conversation
can show that you are engaged and interested in what they are saying.

5. Proximity: Proximity refers to the physical distance between individuals. For
example, standing close to someone can convey intimacy and closeness,
while keeping a distance can indicate respect for personal space.

6. Touch: Touch is a powerful form of nonverbal communication that can
convey warmth, comfort, and affection. For example, a gentle touch on
the arm or shoulder can show empathy and support.

7. Pardlinguistic Cues: Paralinguistic cues include vocal inflections, pauses,
and volume that convey meaning beyond the literal words spoken. For
example, raising one's voice can indicate excitement or emphasis.

Examples of Nonverbal Communication in Everyday Life

1. Job Interview: A job candidate who maintains eye contact with the
interviewer during the conversation is more likely to be perceived as confident
and engaged.

2. First Date: A person who leans in towards their date during conversation is
showing interest and engagement.

3. Business Meeting: A manager who crosses their arms during a meeting may be
conveying defensiveness or resistance to new ideas.

4. Social Gathering: A friend who stands with their feet shoulder-width apart may
be indicating confidence and assertiveness.



5. Family Dinner: A parent who touches their child's hand during dinner may be
conveying warmth and affection.

Importance of Nonverbal Communication
Nonverbal communication is essential in everyday life because it:

Conveys emotions and atfitudes

Provides context to verbal messages
Influences relationships and interactions

Can be more powerful than verbal messages
Can be used to build frust and rapport

Conclusion

Nonverbal communication is a vital aspect of human interaction that plays a
significant role in conveying meaning and influencing relationships. By
understanding the various types of nonverbal communication cues, we can
better navigate social situations, build stronger relationships, and communicate
more effectively with others.



1. Infroduction to Nonverbal Communication
1.1. Nonverbal Cues Across Cultures

Nonverbal Cues Across Cultures

Nonverbal communication is a universal aspect of human interaction, but it is
not always interpreted the same way across cultures. Nonverbal cues can have
different meanings and connotations depending on the cultural context in
which they are used. Understanding these cultural differences is crucial for
effective communication and avoiding misunderstandings.

Differences in Nonverbal Communication Cues

1. Eye Contact: In many Western cultures, direct eye contact is considered a
sign of respect and honesty. However, in some Asian cultures, direct eye contact
can be seen as aggressive or confrontational. In some African cultures, avoiding
eye contact can be seen as a sign of respect.

2. Touch: Physical touch is a powerful form of nonverbal communication in many
Western cultures, but it can be seen as inappropriate or invasive in some
cultures. For example, in some Asian cultures, it is considered impolite to touch
someone's head or hands.

3. Proximity: Proximity can be a significant factor in nonverbal communication,
but cultural norms around personal space vary widely. In some cultures, standing
close to someone is seen as a sign of intimacy and closeness, while in others it
may be seen as infrusive or aggressive.

4. Facial Expressions: Facial expressions can be a powerful way to convey
emotions and attitudes, but the meanings of different facial expressions can vary
across cultures. For example, in some cultfures, a smile can be seen as a sign of
embarrassment or shame, while in others it may be seen as a sign of happiness
or friendliness.

5. Posture: Posture can convey confidence, respect, or authority, but cultural
norms around posture can vary widely. For example, in some Asian cultures,
keeping one's head bowed is a sign of respect and humility, while in others it
may be seen as a sign of weakness or submission.

Cultural Differences in Nonverbal Communication

1. African Cultures: In many African cultures, nonverbal communication is highly
valued and plays a significant role in everyday interactions. For example, in
some African cultures, touching someone's hand or shoulder can be a sign of
respect and affection.

2. Asian Cultures: In many Asian cultures, nonverbal communication is also highly
valued and plays a significant role in everyday interactions. For example, in
some Asian cultures, avoiding eye contact can be seen as a sign of respect and
humility.

3. Latin American Cultures: In many Latin American cultures, nonverbal
communication is also highly valued and plays a significant role in everyday
interactions. For example, in some Latin American cultures, physical tfouch is a
common form of greeting and affection.



4. European Cultures: In many European cultures, nonverbal communication is
also highly valued and plays a significant role in everyday interactions. For
example, in some European cultures, maintaining eye contact during
conversations is considered important for building trust and respect.

Examples of Nonverbal Communication Across Cultures

1. Business Meeting: A Japanese businessperson who avoids eye contact during
a meeting may be showing respect and humility, while an American
businessperson who maintains eye contact may be seen as confident and
assertive.

2. Social Gathering: A Latin American friend who hugs you warmly upon greetfing
may be showing affection and enthusiasm, while an Asian friend who bows
slightly may be showing respect and humility.

3. Job Interview: A Chinese job candidate who crosses their arms during an
interview may be showing defensiveness or resistance to new ideas, while an
American job candidate who maintains an open posture may be showing
confidence and enthusiasm.

Conclusion

Nonverbal communication is a universal aspect of human interaction, but it is
not always interpreted the same way across cultures. Understanding these
cultural differences is crucial for effective communication and avoiding
misunderstandings. By being aware of the different meanings of nonverbal cues
across cultures, we can build stronger relationships and communicate more
effectively with people from diverse backgrounds.

The book explores the fascinating world of nonverbal cues across cultures.

"Nonverbal cues across cultures” by Dr Vandita Ladkoo is licensed under CC BY
4.0 / A derivative from the original work
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Evaluating and Adapting Non-Verbal Communication

In this chapter, we'll delve into the importance of non-verbal communication in
personal and professional settings. You'll learn how to evaluate your own non-
verbal communication style, identify strengths and weaknesses, and adapt it
strategically to diverse social and professional scenarios. From understanding the
power of body language and facial expressions to refining your tone and tone
of voice, this chapter will equip you with the skills to communicate effectively
and build strong relationships.

Effectiveness of your non-verbal Communication
1. Understanding Your Audience (Psychology & Sociology)

Delivering with Mastery: Practice & Feedback (Psychology & Psychology &
Communication Studies)

The stage lights are bright, your audience awaits, and your heart starts to race.
Presenting can be nerve-wracking, but fear not! This subchapter, drawing from
psychology and communication studies, equips you with the tools to transform
those nerves into a captivating performance. We'll delve into the importance of
practice, self-management techniques for conquering stage fright, and
strategies for incorporating feedback to refine your delivery and become a
master presenter.

1. The Power of Practice: Refining Your Delivery

Practice is the cornerstone of a masterful presentation. Just as athletes rehearse
for competition, so too should presenters hone their delivery. Psychology
emphasizes the power of practice in building muscle memory and fostering
confidence.Here's how dedicated practice can elevate your presentation:

e Internalizing Your Material: Rehearsing allows you to internalize the
content, transitioning from memorization to a natural flow. This frees you to
focus on connecting with your audience rather than recalling information
word-for-word.

« Identifying Areas for Improvement: Practice reveals areas needing
refinement. You can identify awkward transitions, unclear points, or
sections that require more emphasis.

« Developing Timing and Pacing: Rehearsal helps you find a natural rhythm
for your presentation, ensuring you deliver all your message within the
allotted time. This avoids rushing through crucial information or leaving
dead space.

« Building Confidence: Practice builds familiarity with your material and the
presentation environment. The more comfortable you are, the more
confident and engaging your delivery will be.

Practice Makes Progress: Strategies for Effective Rehearsal



Rehearse Out Loud: While silent mental rehearsal has its place, speaking
your presentation out loud is crucial.This allows you tfo hear your pacing,
identify areas that need more energy, and refine your vocal delivery.
Record Yourself: Capture yourself rehearsing on video or audio. By
reviewing your recording, you can objectively assess your body language,
facial expressions, and nonverbal cues.

Practice in Different Settings: Simulate the actual presentation
environment as much as possible. Consider rehearsing in front of a mirror
or with a frusted friend to get used to an audience.

2. Conquering Stage Fright: Self-Management Techniques

Stage fright, also known as performance anxiety, is a natural response to a
stressful situation. However, with the right self-management techniques, you can
manage those nerves and deliver with poise. Psychology offers some helpful
strategies:

Deep Breathing Exercises: Deep, conftrolled breathing can significantly
reduce anxiety symptoms. Take a few slow, deep breaths before you
begin speaking and throughout your presentation to calm your nerves.
Positive Self-Talk: Replace negative thoughts ("I'm going to mess up") with
positive affirmations ("l am prepared” or "'l have something valuable to
share").

Visualization: Imagine yourself delivering a successful presentation,
connecting with your audience, and receiving positive feedback.
Visualization can train your brain for success.

Focus on Your Message: Shift your focus from your anxieties to your
passion for the topic. The more engrossed you are in your message, the
less space there is for nerves.

3. The Gift of Feedback: Continuous Improvement

Feedback is a priceless gift that allows you to continuously improve your
presentation skills. Here's how to solicit and incorporate feedback for future
success:

Seek Feedback from Diverse Sources: Ask a tfrusted colleague, a friend, or
even a video recording to provide feedback on your delivery, content,
and visual design.

Focus on Improvement, Not Criticism: Approach feedback with an open
mind. Don't take it personally; recognize it as an opportunity to identify
areas for growth.

Develop a Feedback Action Plan: Once you have feedback, don't let it sit
idle. Develop a concrete action plan to address the areas identified. This
could involve revising specific slides, practicing vocal delivery techniques,
or incorporating new content.

Conclusion: The Journey to Mastery Never Ends



Delivering a masterful presentation is a journey, not a destination. By dedicating
time to practice, employing self-management fechniques to conquer stage
fright, and actively seeking and incorporating feedback, you embark on a
continuous cycle of improvement. Remember, the more you present, the more
comfortable and confident you will become. So, take a deep breath, embrace
the power of preparation and self-management, and embark on your journey to
becoming a master presenter!

Click on the link below

Effectiveness of your non-verbal communication

2. Evaluating and Adapting Non-Verbal Communication

2.1. The Power of Body Language
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The Power of Body Language

Body language is a vital aspect of human communication, conveying emotions,
intentions, and afttitudes to others. It is often said that body language is 55% of
communication, while verbal language is only 45%. In this chapter, we will
explore the different types of body language, theirimportance, and examples of
how to use them effectively.

Facial Expression

Facial expressions are a powerful form of nonverbal communication, conveying
emotions such as happiness, sadness, anger, and surprise. A genuine smile can
make a significant difference in how ofhers perceive you.

Importance: Facial expressions can convey emotional intelligence, empathy,
and sincerity.

Example: When meeting someone for the first fime, a warm and genuine smile
can make a positive impression.

Eye Contact

Eye contact is a crucial aspect of nonverbal communication, conveying interest,
attention, and confidence. Maintaining eye contact can also build frust and
rapport with others.

Importance: Eye contact can convey confidence, sincerity, and interest.
Example: When presenting to a group, maintain eye contact with your audience
to show confidence and engagement.

Shoulders

Shoulders can convey emotions such as relaxation, tension, or openness. When
shoulders are relaxed and down, it can convey a sense of calmness and
confidence.

Importance: Shoulders can convey emotional state and openness.
Example: When meeting someone for the first time, relax your shoulders to show
confidence and friendliness.

Hand Gestures

Hand gestures are an essential part of nonverbal communication, conveying
emotions such as enthusiasm, excitement, or emphasis. Using hand gestures
effectively can add emphasis to your words.



Importance: Hand gestures can convey enthusiasm, emphasis, and emotional
state.

Example: When explaining a complex idea, use hand gestures to emphasize key
points and add emphasis fo your message.

Body Posture

Body posture is a vital aspect of nonverbal communication, conveying
confidence, openness, or closed-off-ness. Standing up straight can convey
confidence and authority.

Importance: Body posture can convey confidence, openness, and emotional
state.

Example: When presenting to a group, stand up straight to show confidence
and authority.

Standing Posture

Standing posture is an important aspect of nonverbal communication,
conveying confidence, attention, or relaxation. Standing with your feet shoulder-
width apart can convey confidence and stability.

Importance: Standing posture can convey confidence, attention, and
relaxation.

Example: When giving a presentation, stand with your feet shoulder-width apart
to show confidence and stabllity.

Sitting Posture

Sitting posture is an important aspect of nonverbal communication, conveying
comfortabillity, relaxation, or tension. Sitting up straight can convey attention and
engagement.

Importance: Sitting posture can convey comfortability, relaxation, or tension.
Example: When in a meeting or discussion, sit up straight to show attention and
engagement.

Body Movements

Body movements are an essential part of nonverbal communication, conveying
emotions such as excitement, enthusiasm, or relaxation. Moving your body in
sync with your words can add emphasis to your message.

Importance: Body movements can convey emotions such as excitement,
enthusiasm, or relaxation.

Example: When explaining a new idea or concept, use body movements to
emphasize key points and add emphasis to your message.

Body Gestures



Body gestures are an important aspect of nonverbal communication, conveying
emotions such as friendliness, approachability, or openness. Using open body
gestures such as uncrossing your arms can convey friendliness and
approachability.

Importance: Body gestures can convey friendliness, approachabillity, or
openness.

Example: When meeting someone for the first fime, use open body gestures such
as uncrossing your arms to show friendliness and approachability.

Paralanguage

Paralanguage refers to the tone of voice, pitch, volume, and rate of speech. It is
an important aspect of verbal communication that can convey emotions such
as excitement, boredom, or enthusiasm.

Importance: Paralanguage can convey emotions such as excitement,
boredom, or enthusiasm.

Example: When presenting a new idea or concept, use a clear and enthusiastic
tone of voice to show excitement and interest.

Tone of Voice

Tone of voice is an essential aspect of paralanguage that conveys emotions
such as authority, empathy, or friendliness. A warm and friendly tone of voice
can make a positive impression on others.

Importance: Tone of voice can convey emotions such as authority, empathy, or
friendliness.

Example: When communicating with someone who is upset or distressed, use a
warm and empathetic tone of voice to show understanding and compassion.

Conclusion

In conclusion, body language is a vital aspect of human communication that
conveys emotions, intentions, and attitudes to others. By using facial expressions
effectively, maintaining eye contact with others, using open hand gestures and

body posture correctlyively different types of body language play an essential
role in building relationships

Click on the video below to explore the lesson visually

Body Language at work




3. Powerful Presentations

This chapter equips you to create presentations that grab and hold your
audience's attention. By understanding the psychology of attention and tailoring
your message to your listeners, you'll craft compelling content with a clear
structure.The chapter goes beyond basic design, showing you how to
strategically use visuals to enhance understanding and memory. It also highlights
the power of non-verbal communication in delivering your message. Finally,
you'll learn design principles that make your slides impactful and leave a lasting
impression.

Powerful Presentations

Mastering the Art of Presenting to Different Audiences

As a presenter, it's essential to be aware of your audience and adjust your
presentation style accordingly. Different audiences require different
approaches, and being able to adapt your presentation style is crucial for
effective communication. In this chapter, we'll explore how to present in front of
different audiences, including the importance of using proper body language,
vocal varieties, and attire.

Presenting to Different Audiences

1. Professional Audience: When presenting to a professional audience, such as
colleagues or clients, it's essential to be confident, authoritative, and prepared.
Use formal language, avoid jargon, and focus on the key points of your
message.

Example: When presenting a project proposal to a team of colleagues, use a
professional tone and avoid using technical jargon that might confuse them.

2. Lay Audience: When presenting to a lay audience, such as students or
community memobers, it's essential to be clear, concise, and engaging. Use
simple language, avoid technical terms, and focus on the benefits of your
message.

Example: When presenting a science project to a group of students, use simple
language and avoid using technical terms that might confuse them.

3. International Audience: When presenting to an international audience, it's
essential to be aware of cultural differences and adjust your presentation style
accordingly. Use clear language, avoid idioms and colloquialisms, and focus on
the key points of your message.

Example: When presenting a business proposal to an international client, use
clear language and avoid using idioms or colloguialisms that might confuse
them.

The Power of Body Language



Body language is a powerful tool for communicating confidence, enthusiasm,
and authority. Here are some examples of effective body language:

1. Maintain Eye Contact: Maintain eye contact with your audience to show
confidence and interest.

2. Use Gestures: Use gestures to emphasize your points and add emphasis to your
message.

3. Stand Up Straight: Stand up straight to show confidence and authority.

4. Smile: Smile to show enthusiasm and friendliness.

5. Avoid Fidgeting: Avoid fidgeting or playing with your hands or feet to show
focus and attention.

Vocal Varieties

Vocal varieties are essential for adding emphasis, conveying emotion, and
creating a sense of drama. Here are some examples of effective vocal varieties:

1. Raise Your Voice: Raise your voice to add emphasis or convey excitement.
2. Lower Your Voice: Lower your voice to convey importance or seriousness.
3. Use Inflection: Use inflection to add emphasis or convey emotion.

4. Pause: Pause to create suspense or add emphasis.

Proper Attire

Proper attire is essential for making a good impression on your audience. Here
are some tips for dressing appropriately:

1. Dress Professionally: Dress professionally for a professional audience.

2. Dress Casual: Dress casually for a lay audience.

3. Consider Cultural Differences: Consider cultural differences when dressing for
an international audience.

The Power of Taking Pause

Taking pause during a speech is a powerful way to create suspense, add
emphasis, or give your audience time to process what you're saying. Here are
some examples of effective pauses:

1. Pause for Emphasis: Pause for emphasis or to add drama to your message.
2. Pause for Clarity: Pause for clarity or to give your audience time to process
what you're saying.

3. Pause for Effect: Pause for effect or to create suspense.

Good Hand Gestures

Good hand gestures are essential for adding emphasis, conveying emotion, and
creating a sense of drama. Here are some examples of effective hand gestures:

1. Use Open Hands: Use open hands to show honesty and transparency.



2. Use Focused Hands: Use focused hands to show attention and concentration.
3. Use Gestures: Use gestures to emphasize your points or add emphasis to your
message.

Body Posture

Body posture is essential for communicating confidence, enthusiasm, and
authority. Here are some examples of effective body posture:

1. Stand Up Straight: Stand up straight to show confidence and authority.

2. Sit Up Straight: Sit up straight to show attention and engagement.

3. Avoid Slouching: Avoid slouching or leaning back in your chair to show focus
and attention.

Good Facial Expressions

Good facial expressions are essential for communicating enthusiasm, friendliness,
and inferest. Here are some examples of effective facial expressions:

1. Smile: Smile to show enthusiasm and friendliness.
2. Show Empathy: Show empathy or concern through facial expressions.
3. Show Curiosity: Show curiosity or interest through facial expressions.

Conclusion

Presenting in front of different audiences requires different approaches, but
there are some common elements that can make a presentation more
effective. By using proper body language, vocal varieties, attire, pausing
effectively, using good hand gestures, maintaining good body posture, and
showing good facial expressions, you can communicate effectively with any
audience and achieve your goals.

Click on the link below to learn on:
Powerful Presentation: Beyond slides

Dr Vandita Ladkoo is licensed under CC BY 4.0 / A derivative from the original
work

4. Importance of Business Efiquette

The Importance of Business Efiquette

Business etiquette is a set of rules and guidelines that govern how individuals
conduct themselves in a professional setting. It is essential for building strong
relationships, maintaining a positive reputation, and achieving success in the
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business world. In this chapter, we will explore the importance of business
etiquette and provide examples of how to apply it in various situations.

Why is Business Etiquette Important?

Business etiquette is important because it helps to establish trust, respect, and
credibility with others. When you practice good etiquette, you demonstrate that
you are respectful, considerate, and professional. This can lead to:

1. Better Relationships: Good etiquette helps to build strong relationships with
colleagues, clients, and partners. By being respectful and courteous, you can
establish a sense of trust and rapport with others.

2. Improved Communication: Effective communication is key to success in any
business. Good etiquette helps to facilitate clear and effective communication
by showing respect for others' opinions and perspectives.

3. Enhanced Reputation: A person who practices good etiquette is more likely to
have a positive reputation in the business world. This can lead to increased
opportunities, better job prospects, and more success.

4. Increased Productivity: When you practice good etiquette, you are more likely
to be productive and focused. Good etiquette helps to create a positive and
respectful work environment that encourages collaboration and teamwork.

Examples of Good Business Etiquette

1. Dress Professionally: Dressing professionally is an important aspect of business
etiquette. It shows that you are respectful of your work and colleagues, and it
helps to establish a sense of professionalism.

2. Use Proper Titles and Salutations: Using proper fitles and salutations is an
important aspect of business efiquette. It shows respect for others' authority and
position.

3. Be Punctual: Being punctual is essential for business etiquette. It shows that you
are responsible and respectful of others' fime.

4. Use Appropriate Language: Using appropriate language is important for
business efiquette. It helps to avoid misunderstandings and ensures that your
message is conveyed effectively.

5. Be Respectful: Being respectful is an important aspect of business etiquette. It
involves showing respect for others' opinions, perspectives, and boundaries.

6. Listen Actively: Active listening is an important aspect of business efiquette. It
involves paying attention to others, asking questions, and clarifying information.
7. Use Technology Correctly: Using technology correctly is an important aspect
of business efiquette. It involves using tfechnology in a way that is respectful and
professional.

Common Business Etiquette Mistakes

1. Not Dressing Professionally: Not dressing professionally can give the impression
that you are not taking your work seriously.

2. Not Using Proper Titles and Salutations: Not using proper titles and salutations
can give the impression that you are not respectful of others' authority.

3. Being Late or Tardiness: Being late or tardy can give the impression that you



are not responsible or respectful of others' fime.

4. Using Inappropriate Language: Using inappropriate language can give the

impression that you are not professional or respectful.

5. Not Being Respectful: Not being respectful can give the impression that you
are not considerate or caring about others.

6. Noft Listening Actively: Not listening actively can give the impression that you
are not interested or engaged in the conversation.

Best Practices for Business Etiquette

1. Practice Good Hygiene: Practice good hygiene by washing your hands
regularly, covering your mouth when you cough, and avoiding close
contact with others who are sick.

2. Be Aware of Your Body Language: Be aware of your body language by
paying attention to your posture, facial expressions, and gestures.

3. Use Technology Responsibly: Use technology responsibly by avoiding
distractions, using appropriate language in digital communications, and
respecting others' privacy.

4. Be Respectful of Others' Differences: Be respectful of others' differences
by avoiding stereotypes, being open-minded, and embracing diversity.

5. Practice Active Listening: Practice active listening by paying attention
to others, asking questions, and clarifying information.

Here are different scenarios for business etiquette:

Scenario 1: Meeting a Client for the First Time

Arrive 10-15 minutes early to the meeting

Dress professionally and wear a smile

Use proper fitles and salutations (e.g. "Mr./Ms./Mrs./Dr. Smith")

Be respectful of the client's time and keep the conversation focused on the
purpose of the meeting

Avoid using fechnology during the meeting unless absolutely necessary
Take notes and summarize the discussion at the end of the meeting

Scenario 2: Email Communication

Use a professional email address and format

Address the recipient with a proper title and last name (e.g. "Dear Mr./Ms./Mrs.
Smith")

Be concise and clear in your message

Avoid using slang or overly casual language

Use proper grammar and spelling

Proofread your message before sending it

Scenario 3: Phone Call



Answer the phone promptly and professionally (e.g. "Hello, this is [Your Name]")
Be attentive and focused on the conversation

Avoid interrupting or talking over the other person

Use proper language and avoid using technology during the call

Take notes and summarize the conversation at the end of the call

Scenario 4: Networking Event

Dress professionally and bring business cards

Be prepared to introduce yourself and your business

Listen actively to others and show inferest in their work

Avoid dominating the conversation or talking too much about yourself
Exchange business cards and follow up with new contacts after the event

Scenario 5: Meeting with a Coworker

Arrive on time and be prepared for the meeting

Dress professionally and wear a smile

Be respectful of your coworker's time and keep the conversation focused on the
purpose of the meeting

Avoid using technology during the meeting unless absolutely necessary

Take notes and summarize the discussion at the end of the meeting

Scenario 6: Video Conference

Dress professionally and wear a smile

Use a professional background or virtual office setting

Be respectful of your colleagues' time and keep the conversation focused on
the purpose of the meeting

Avoid using technology during the meeting unless absolutely necessary

Take notes and summarize the discussion at the end of the meeting

Scenario 7: Job Interview

Arrive 10-15 minutes early fo the interview

Dress professionally and wear a smile

Be prepared to answer questions about your qualifications and experience
Show enthusiasm and interest in the company and position

Avoid using technology during the interview unless absolutely necessary
Thank the interviewer for their fime and ask thoughtful questions

These scenarios demonstrate different aspects of business etiquette, such as

dress code, communication style, punctuality, respect, and professionalism.
Remember to always be mindful of your behavior in any professional setting!

Conclusion

In conclusion, business efiquette is an essential aspect of professional life that
helps to build strong relationships, maintain a positive reputation, and achieve



success in the business world. By practicing good etiquette, you can
demonstrate respect, consideration, and professionalism in all aspects of your
work life. Remember to dress professionally, use proper titles and salutations, be
punctual, use appropriate language, be respectful, listen actively, use
technology correctly, practice good hygiene, be aware of your body language,
use technology responsibly, be respectful of others' differences, and practice
active listening to ensure that you are always representing yourself professionally
and positively in the workplace.

LESSON
Proper use of body language at workplace

Lesson in Unit 2 - Non-Verbal Communication
Mastery (Week 2)

This short video gives you tips on using body language to shine in the
workplace. Learn how posture, eye contact, and hand gestures can project
confidence, approachability, and professionalism. Discover how to read
other people's body language to build stronger relationships with colleagues
and clients.

Click on the link below to watch the video

"Proper use of body language at workplace" by Dr Vandita Ladkoo is
licensed under CC BY 4.0 / A derivative from the original work

"Nonverbal business etiquette at the work"

Lesson in Unit 2 - Non-Verbal Communication
Mastery (Week 2)

"Nonverbal business etiquette at the work"

In this video, you will learn about the silent language you speak and unlock
the power of nonverbal business etiquette!

"Nonverbal business etiquette at the work"by Dr Vandita Ladoo is licensed
under CC BY 4.0 / A derivative from the original work
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https://studio.youtube.com/channel/UCDfqLslFX0uDjldvnV56h4w/videos/upload?filter=%5B%5D&sort=%7B%22columnType%22%3A%22date%22%2C%22sortOrder%22%3A%22DESCENDING%22%7D
https://youtu.be/kSTAtMdmrVw
http://creativecommons.org/licenses/by/4.0

Assignment in Unit 2 - Non-Verbal Communication
Mastery (Week 2)

This assignment tests your understanding of using body language
effectively in a professional setting. You'll answer questions about
making a good impression, using gestures, rapport building, and
other nonverbal cues.

This assignment explores the power of nonverbal communication in
the workplace. Answer the following questions using specific
examples and your own understanding.

Body Language in Action: Open Ended Assignment
1. The Silent Speaker:

Imagine you're giving a presentation, but you can't speak. How can you use
body language alone to convey your message and engage your audience?
Explain your choices and the emotions you'd aim to project.

2. Beyond Words: Breaking Down Barriers

Nonverbal communication can sometimes create barriers in professional
settings. Describe a situation where someone's body language might hinder
communication. How could you adjust your own body language to
overcome this barrier and build rapport?

3. Confidence from the Inside Qut:

We often associate confidence with strong body language, but can
confident body language actually boost our own internal feelings of self-
assurance? Explain how projecting confidence through body language
might create a positive feedback loop in a professional setting.

4. Mirroring for Success:

The passage mentioned mirroring as a technique for building rapport. Think
beyond negotiations. How can mirroring be used to your advantage in other
professional interactions, such as during a job interview or while leading a
team meeting?

5. The Art of the Gesture:



Gestures can be powerful tools, but using them incorrectly can be
distracting. Describe a situation where using specific gestures would be highly
beneficial in a presentation. Then, explain a scenario where using too many
gestures might backfire, and how you'd adjust your approach.

Feedback in Unit 2 - Non-Verbal Communication
Mastery (Week 2)

Please fill in the feedback form for this Unit. Thank you
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