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ВСТУП 
	 Навчальний пос ібник "Effec t i ve Bus iness 
CommunicationSpeak up & Succeed”” (електронне 
навчальне видання) є частиною навчально-методичного 
забезпечення вибіркової освітньої компоненти "Ефективні 
бізнес-комунікації/ Effective Business Communication“, яка 
входить до циклу професійної та практичної підготовки 
фах івц ів за осв і тньо -профес ійною програмою 
“ Ма р к е т и н г о в и й м е н е д ж м е н т ” н а д р у г о м у 
(магістерському) рівні вищої освіти. 
	 Вибіркова освітня компонента “Ефективні бізнес-
комунікац і ї / Effect ive Bus iness Communicat ion” 
викладається англійською мовою, тому передумовою до 
ї ї вивчення є наявність у студентів магістратури рівня 
сформов а но с т і а н гл омовно ї ком у н і к а т и в н о ї 
компетентності B2 CEFR. 
	 Відповідно до робочого навчального плану, 
загальний обсяг вибіркової освітньої компоненти складає  
3 кредити ЄКТС; (90 год.), з яких 14 год. відведено на 
лекції, 16 год. - на семінарські заняття і 60 год. - на 
самостійну роботу студента.  
	 Мета вибіркової дисципліни полягає у формуванні у 
студентів номенклатури soft skills, зокрема навичок 
ефективного спілкування у професійній сфері. 
	 Даний навчальний посібник допоможе студентам 
зрозуміти основи процесу комунікації, визначити 
потенційні проблеми комунікації, побудувати продуктивні 
підходи до комунікації та використовувати успішні 
стратегії міжособистісного та ділового спілкування.  
	 Студенти навчаться робити ефективні презентації 
та подавати бізнес-ідеї (pitching), ознайомляться з 
основами ефективного проведення переговорів , 
навчаться твердо відстоювати свою позицію вербальними 
засобами. 
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	 Структура навчального посібника повністю 
узгоджена з метою вибіркової освітньої компоненти та 
загальним розподілом годин.  

	 Посібник складається з трьох розділів:  
	 Розділ 1. Процес комунікації.  
	 Розділ 2. Тренінг з формування навичок ефективної 

презентації.  
	 Розділ 3. Тренінг з формування навичок 

ефективного проведення переговорів. 
	 Матеріал Розділу 1 призначений для лекційних 

семінарський занять та самостійної роботи студентів.. 
Розділи 2 та 3 містять навчальний матеріал, призначений 
для практичних занять та самостійного опрацювання.  

	 Кожен розділ містить текст , який презентує 
навчальну інформацію, питання для перевірки розуміння 
тексту (comprehension questions) та практичні завдання 
(follow-up activities), спрямовані на використання таких 
методів навчання як дискусія, рольова гра, проєктна 
робота, кейси тощо.  

	 Список літератури (References) містить перелік 
джерел, що були використані при укладанні даного 
посібника. 
	 Даний посібник є електронним навчальним 
виданням, яке містить активні посилання на внутрішні 
розділи та зовнішні джерела інформації. Він доступний у 
форматах pdf та epub, що дозволяє використовувати його 
на різних пристроях, включаючи смартфони. 
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INTRODUCTION 

	 T h e t u t o r i a l " E ff e c t i v e B u s i n e s s 
Communication" (electronic educational edition) is an integral 
part of the educational and methodological support for the 
elective educational component "Effective Business 
Communication." This component is a vital element of the 
professional and practical training for students pursuing the 
"Marketing Management" educational and professional 
program at the master's level of higher education. 
	 Instruction in the elective "Effective Business 
Communication" is conducted entirely in English, making a B2 
CEFR level of English communication competence a   
prerequisite for enrolled master's students. The elective 
educational component comprises a total of 3 ECTS credits, 
equivalent to 90 hours of study. Among these, 14 hours are 
allocated for lectures, and 4 hours for seminar classes, and 
the majority, 60 hours, are dedicated to independent student 
work. 
	 The primary objective of this elective discipline is to 
equip students with essential soft skills, particularly effective 
communication skills within a professional context. The study 
guide provided is designed to enable students to grasp the 
fundamental concepts of the communication process, identify 
potential communication challenges, construct productive 
communication strategies, and apply successful interpersonal 
and business communication techniques. 
	 Through this tutorial, students will attain proficiency in 
crafting impactful presentations and delivering business 
proposals (pitching). Additionally, they will gain insight into 
the fundamentals of effective negotiation, developing the 
ability to adeptly advocate their positions using verbal 
communication. 

5



The tutorial's structure is thoughtfully aligned with the 
overarching goals of the elective educational component and 
the designated time allocation. Comprising three sections, it 
encompasses the following topics: • Chapter 1: The Communication Process • Section 2: Effective Presentation Skills Training • Section 3: Effective Negotiation Skills Training 
Section 1's content is designed for lecture-seminar sessions 
and individual study, while Sections 2 and 3 encompass 
educational material tailored for practical classes and 
independent learning. Each section encompasses informative 
text, comprehension questions, and engaging follow-up 
activities that foster diverse learning methods such as group 
discussions, role-playing scenarios, project work, case 
studies, and more. 
	 The "References" section provides a comprehensive 
list of the sources referenced in the compilation of this 
tutorial, thereby acknowledging the scholarly foundations of 
the material. 
	 Delivered as an electronic educational publication, this 
tutorial features dynamic internal links to different sections 
and external sources of information. It is accessible in both  
pdf and epub formats, accommodating diverse devices, 
including smartphones, for enhanced convenience and 
versatility. 
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UNIT 1: COMMUNICATION PROCESS 
 

In today's fast-paced business world, effective communication 
is essential for success. Communication allows us to share 
information, ideas, and opinions with others, and it helps us 
build relationships, establish trust, and achieve our goals. In 
this unit, we will explore the importance of communication 
and common types of communication. We will take a closer 
look at verbal and nonverbal types of communication, which 
are paramount in oral communication. Additionally, we will 
examine essential forms of communication within a business 
organization. To better understand our communication 
patterns and improve our interactions with others, we will 
scrutinize the components of communication and identify 
common problems that occur during the communication 
process. Finally, you will be provided with some 
communication strategies that you can apply to improve your 
business communication effectiveness. 
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IMPORTANCE OF COMMUNICATION 

Communication is the process of sharing information, 
ideas, and opinions with others. Effective communication 
is essential for success in the business world, as it helps 
us: 
• Build relationships: Good communication helps us 

establish trust, understand others' perspectives, and 
develop strong working relationships. 

• Share information: Communication allows us to 
share important information, such as project 
updates, deadlines, and feedback. 

• Solve problems: Effective communication helps us 
identify and solve problems quickly and efficiently. 

• Influence others: Communication allows us to 
persuade others, share our ideas, and negotiate 
effectively. 

Communication is a vital aspect of business that plays a 
crucial role in determining its success or failure. Effective 
communication is an essential tool for any business to 
achieve its objectives, build relationships, establish trust, 
and create a positive working environment. In today's 
fast-paced business world, where competition is intense, 
and the global market is constantly evolving, good 
communication skills are more important than ever 
before. 

One of the main reasons why communication is critical in 
business is that it helps in building relationships. 
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Relationships are crucial to the success of any business, 
and communication is the key to building and 
maintaining these relationships. Good communication 
skills help businesses establish trust and understanding 
with their clients, customers, employees, and other 
stakeholders. By communicating effectively, businesses 
can develop strong relationships that can lead to 
increased customer loyalty, repeat business, and positive 
word-of-mouth recommendations. 

Another critical aspect of communication in business is 
the sharing of information. Communication allows 
businesses to share important information, such as 
project updates, deadlines, and feedback, with their 
stakeholders. Clear and concise communication helps 
businesses keep everyone informed and up-to-date, 
reducing the risk of misunderstandings and mistakes. 
Effective communication also helps businesses solve 
problems quickly and efficiently by identifying issues, 
gathering information, and coming up with solutions. 

Communication is also essential in influencing others. In 
the business world, persuasion is often required to 
achieve objectives, and good communication skills are 
essential to persuading others. Communication allows 
businesses to share their ideas, negotiate effectively, 
and convince others to take action. Persuasive 
communication can help businesses close deals, secure 
funding, and gain support from stakeholders. 

Moreover, communication is essential in creating a 
positive working environment. Good communication 

10



skills are essential to building a collaborative and 
productive workplace. By communicating effectively, 
businesses can foster an environment where employees 
feel valued, listened to, and supported. This can lead to 
increased employee morale, motivation, and job 
satisfaction, resulting in better productivity and lower 
turnover rates. 

All in all, communication is a critical aspect of business 
that cannot be ignored. Effective communication skills 
are essential for businesses to achieve their objectives, 
build relationships, establish trust, and create a positive 
working environment. With the fast-paced nature of the 
b u s i n e s s w o r l d , b u s i n e s s e s m u s t p r i o r i t i z e 
communication to stay ahead of the competition and 
succeed in the global market. 

Comprehension questions: 

1. Why is effective communication important in the 
business world? 
2. What are some benefits of good communication? 

Follow-up activities: 

1. Comment on the following quotes: 

Example:  
"Good communication is as stimulating as black coffee 
and just as hard to sleep after." - Anne Morrow Lindbergh 

A possible comment: 
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Effective communication should capture the attention of the 
listener or reader and be engaging. When communication is 
done well, it can leave a lasting impression and create a 
strong impact. 

Quotes: 

a. ”The art of communication is the language of leadership." - 
James Humes 

b. ”Communication is your ticket to success, if you pay 
attention and learn to do it effectively." - Theo Gold 

c. ”The single biggest problem with communication is the 
illusion that it has taken place." - George Bernard Shaw 

“d. The most important thing in communication is hearing 
what isn't said." - Peter Drucker 

2. Think of a time when communication played a crucial role 
in a business situation. Write a brief description of the 
situation and how effective communication helped resolve 
the issue. 

3. Find an article or case study about a company that 
experienced communication problems. Write a brief summary 
of the problem and suggest some solutions. 
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DIMENSIONS OF COMMUNICATION 

Communication has four main dimensions — intrapersonal, 
interpersonal, group, and mass communication. Each of these 
dimensions contributes to the process of developing good 
communication skills. 

1. Intrapersonal Communication: This type of communication 
refers to the internal dialogue we have with ourselves. It is 
the process of communication that occurs within our minds, 
such as when we think, reflect, or make decisions. 
Intrapersonal communication is important because it helps us 
to understand our thoughts and feelings, and to develop our 
ideas and perspectives. It can also help us to manage our 
emotions and make sense of our experiences. 

2 . I n t e r p e r s o n a l C o m m u n i c a t i o n : I n t e r p e r s o n a l 
communication is the communication that occurs between 
two or more people. It involves the exchange of information, 
ideas, and feelings between individuals. Interpersonal 
communication can occur in a variety of settings, such as in 
personal relationships, at the workplace, or in social settings. 
It is an essential part of building and maintaining 
relationships, and it helps individuals to establish trust, 
empathy, and understanding with others. 

3. Group Communication: Group communication refers to the 
process of communication that occurs within a group of three 
or more people. It involves the exchange of information, 
ideas, and feelings between members of the group. Group 
communication is important because it helps to establish a 
shared understanding and common goals among group 
members. It is essential for effective teamwork, collaboration, 
and decision-making within organizations. 
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4. Mass Communication: Mass communication is the process 
of communicating with a large audience through various 
channels, such as television, radio, newspapers, or the 
Internet. It involves the transmission of information, ideas, and 
messages to a wide range of individuals who are not 
necessarily in direct contact with the sender. Mass 
communication is important because it can have a significant 
impact on public opinion, attitudes, and behaviors. It is used 
to inform, persuade, and entertain audiences, and is a 
powerful tool for shaping public discourse and social change. 

Comprehension questions: 

1. What is intrapersonal communication and what are 
some examples of it? 

2. What is interpersonal communication and what are 
some factors that can affect it? 

3. What is group communication and why is it important? 
4. What is mass communication and what are some 

examples of it? 

Follow-up activities: 

1. Discussion activity: In groups, discuss some examples 
of intrapersonal communication that you engage in 
daily. How do these types of communication help you 
to better understand yourself and your thoughts? 

2. Imagine you are trying to have a conversation with 
someone from a different culture. What are some 
factors that could affect your interpersonal 
communication and how can you overcome these 
barriers? 

3. Choose a current event or topic of interest and analyze 
how it is being discussed in different group 
communication settings (e.g. workplace, social media, 
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family gathering). How do the group dynamics and 
context influence the communication? 

4. Discussion act iv i ty : Explor ing Dimensions of 
Communication 
Objective: Deepen understanding of intrapersonal, 
interpersonal, group, and mass communication dimensions 
and apply critical thinking. 
Instructions: 
Preparation: • 	 Find on the Internet and review the additional 

materials on interpersonal, group, and mass 
communication. • 	 Familiarize yourself with the characteristics and 
dynamics unique to each dimension. 

Discussion Groups: • 	 Form small groups, with each group assigned to focus 
on one communication dimension. • 	 Examples: Interpersonal, Group, Mass Communication. 

Discussion Points: • 	 Identify and discuss key characteristics, challenges, 
and benefits within the assigned communication 
dimension. • 	 Share real-life examples illustrating effective or 
ineffective communication within your assigned 
dimension. 

Comparative Analysis: • 	 Reconvene as a class after group discussions. • 	 Each group presents a brief summary, highlighting 
unique aspects of their assigned dimension. 

Connections Between Dimensions: •	 Discuss how these dimensions interact and influence 
each other in various communication scenarios. •	 Explore the impact of understanding multiple 
dimensions on effective communication. 

Critical Reflection: 
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• 	 Reflect on the practical implications of understanding 
intrapersonal, interpersonal, group, and mass 
communication. • 	 Cons ider how th i s knowledge can in fo rm 
communication strategies in personal and professional 
contexts. 

Application: • 	 Brainstorm and share ideas on how insights gained 
can be applied to enhance communication skills in 
everyday life or future careers. 
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COMMON TYPES OF COMMUNICATION 

There are many types of communication, including: 

Verbal Communication: 
Verbal communication is the process of conveying a message 
or information through spoken or written words. It is an 
essential form of communication in business, and it can take 
various forms, such as face-to-face conversations, phone 
calls, emails, and memos. Verbal communication is used to 
convey information, ideas, instructions, and feedback. It is 
crucial in building relationships, resolving conflicts, and 
achieving goals. 

Nonverbal Communication: 
Nonverbal communication is the process of conveying a 
message or information without using words. It includes body 
language, facial expressions, tone of voice, and gestures. 
Nonverbal communication can convey emotions, attitudes, 
and intentions. It is an essential form of communication in 
business, and it can have a significant impact on how a 
message is received. 

Visual Communication: 
Visual communication is the process of conveying a message 
or information using visual aids, such as images, diagrams, 
charts, and videos. It is an essential form of communication in 
business, as it can help explain complex information, highlight 
important points, and make information more engaging and 
memorable. Visual communication is often used in 
presentations, reports, and marketing materials to convey 
information effectively and efficiently. It can also be used to 
convey emotions, attitudes, and intentions through visual 
cues such as color, typography, and layout. 
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Written Communication: 
Written communication is the process of conveying a 
message or information using written words. It is an essential 
form of communication in business, and it can take various 
forms, such as emails, letters, reports, proposals, and memos. 
Written communication is used to convey information, ideas, 
instructions, and feedback. It is essential to use proper 
grammar, spelling, and punctuation when writing to ensure 
that the message is conveyed clearly and accurately. Written 
communication is also important in maintaining a paper trail 
of communication and ensuring that everyone is on the same 
page regarding decisions and actions. 

Both visual communication and written communication are 
critical in business, and they often work together to convey a 
message or information effectively. 

Formal Communication: 
Formal communication is communication that follows a set of 
rules and procedures, such as company policies and 
guidelines. It is used to convey information that is official or 
important, such as performance evaluations, job offers, and 
disciplinary actions. Formal communication is usually in 
writing and follows a specific format. It is essential to maintain 
clear communication channels and ensure that information is 
conveyed accurately and efficiently. 

Informal Communication: 
Informal communication is communication that occurs 
naturally and spontaneously, such as water-cooler 
conversations and hallway chats. It is used to convey 
information that is less formal or official, such as personal 
opinions, jokes, and social conversations. Informal 
communication is an essential form of communication in 
business, as it can help build relationships and create a 
positive work environment. However, it can also be a source 
of misunderstandings and conflicts if not managed properly. 
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Digital Communication: 
Digital communication is communication that takes place 
through digital channels, such as social media, instant 
messaging, and video conferencing. It is an increasingly 
popular form of communication in business, as it allows 
people to communicate and collaborate from different 
locations and time zones. Digital communication can be 
synchronous or asynchronous, and it requires specific skills 
and tools to be effective. It is essential to follow proper 
etiquette and guidelines when communicating digitally to 
ensure clear and effective communication. 

Effective communication is crucial for the success of any 
business. Verbal communication, nonverbal communication, 
visual communication, written communication, formal 
communication, informal communication, and digital 
communication are all essential forms of communication that 
businesses use to convey information, ideas, and feedback. 
Understanding the different types of communication and how 
to use them effectively is essential for building relationships, 
achieving goals, and maintaining a positive work 
environment. 

Comprehension questions: 

1. What is verbal communication, and how is it used in 
business? 
2. What are some examples of nonverbal communication, and 
why is it important in business? 
3. What is visual communication, and how is it different from 
verbal and written communication? 
4. What are some examples of written communication, and 
why is it important in business? 
5. What is the difference between formal and informal 
communication in business? 
6. What is digital communication, and how has it changed the 
way people communicate in business? 
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Follow-up activities: 

1. Choose one of the types of communication listed above 
and write a brief description of how it can be used in a 
business setting. 

2. Project work: Work in groups. Each group should find 
examples of business communication, such as a website, a 
brochure, an advertisement, a proposal, or a social media 
post, and analyze the quality of the communication. Evaluate 
the effectiveness of the communication based on such 
principles as clarity, conciseness, accuracy, professionalism, 
and engagement. and suggest ways to improve 
communication. Present your critique in written or oral 
format. Provide feedback to the other group. 
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INSIGHTS ON VERBAL COMMUNICATION 

In the previous chapter, we defined verbal communication as 
the process of conveying a message or information through 
spoken or written words. Now, let's delve into some insights 
into verbal communication in a business setting and explore 
different verbal communication styles. 

Verbal communication is essential in the business world, as 
it can affect a company's success and reputation. In a study 
by The Economist Intelligence Unit, 86% of executives 
surveyed believed that ineffective communication was a 
major cause of business failure. 

Verbal communication is especially important in face-to-face 
interactions, where nonverbal cues, such as body language 
and tone of voice, can also contribute to the message. A 
study by Albert Mehrabian found that in face-to-face 
communication, 7% of the message is conveyed through 
words, 38% through tone of voice, and 55% through body 
language. 

Verbal communication can also have a significant impact on 
employee engagement and satisfaction. A study by Gallup 
found that employees who receive regular communication 
from their managers are almost three times as likely to be 
engaged in their jobs. 

Effective verbal communication can also improve customer 
relations. In a study by the International Customer 
Management Institute, 74% of consumers said they were 
likely to switch to a competitor after a poor phone experience 
with a company. 
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To improve verbal communication in business, it is important 
to provide training and education for employees. This can 
include teaching effective listening skills, providing feedback 
on communication style, and encouraging the use of clear 
and concise language. 

It is also important for businesses to use a variety of 
communication channels, including face-to-face interactions, 
phone calls, and email, to ensure that messages are received 
and understood by all parties. In addition, businesses should 
consider cultural differences in verbal communication and 
adapt their communication style accordingly. 

Thus, verbal communication is a critical aspect of business 
success and can impact employee engagement, customer 
satisfaction, and company reputation. By investing in training 
and education, and using a variety of communication 
channe ls , bus inesses can improve the i r verba l 
communication and ultimately achieve their goals more 
effectively. 

The research paper “Communication at the Workplace – 
guidelines for improving effectiveness” focuses on the 
importance of effective communication in the workplace. The 
paper highlights the significance of communication in 
building a successful and efficient organization. The study 
examines the different forms of communication, barriers to 
effective communication, and strategies for overcoming these 
barriers. It also emphasizes the role of leadership in fostering 
open communication and creating a positive communication 
culture in the workplace. The paper provides guidelines for 
improving communication effectiveness, such as developing 
good listening skills, using appropriate communication 
channels, and promoting feedback. Overall, the research 
paper stresses the importance of effective communication in 
e n h a n c i n g e m p l o y e e p e r f o r m a n c e , r e d u c i n g 
misunders tandings and confl ic ts , and ach iev ing 
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organizational goals. The paper Guidelines for Improving 
Effectiveness" outlines four key benefits to perfecting 
communication skills at the workplace: 
1. Improved productivity: Effective communication can 

help to ensure that everyone is on the same page and 
t h a t w o r k i s b e i n g d o n e effic i e n t l y. W h e n 
communication is clear, concise, and timely, employees 
can focus on their tasks and work together more 
effectively, resulting in improved productivity. 

2. Enhanced collaboration: Effective communication can 
also improve collaboration between colleagues. When 
employees communicate effectively, they can share 
ideas, ask for feedback, and work together towards 
common goals. This leads to better problem-solving, 
more creative solutions, and a more cohesive team. 

3. Better relationships: Good communication fosters better 
relationships among team members. When people 
communicate well, they build trust, respect, and 
empathy with each other. This can help to create a 
positive work environment and reduce conflicts that 
may arise. 

4. Improved customer service: Effective communication 
also plays a critical role in providing excellent customer 
service. When employees communicate well with 
customers, they can understand their needs, respond to 
their inquiries, and address any issues they may have. 
This leads to greater customer satisfaction and loyalty. 

Verbal communication style refers to the way individuals 
express themselves, interact with others, and handle 
conflicts. There are different styles of communication, 
including aggressive, passive, passive-aggressive, and 
assertive. 

1. Aggressive style: This style of communication is 
characterized by dominating behavior and a desire to 
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control others. Aggressive communicators often use 
harsh and intimidating language, interrupt others, and 
disregard the opinions and feelings of others. They may 
also resort to personal attacks, threats, and physical 
violence to get their way. Aggressive communication 
often results in conflict, resentment, and a breakdown in 
relationships. 

2. Passive style: This style of communication is 
characterized by avoiding conflict and keeping quiet to 
avoid upsetting others. Passive communicators often 
give in to the demands of others, apologize excessively, 
and refrain from expressing their thoughts and feelings. 
This style of communication often leads to feelings of 
frustration, powerlessness, and resentment, as passive 
communicators may feel ignored or undervalued. 

3. Passive-aggressive style: This style of communication is 
a combination of passive and aggressive styles. 
Passive-aggressive communicators may appear 
agreeable on the surface but use indirect or 
manipulative tactics to express their dissatisfaction or 
get their way. Examples of passive-aggressive behavior 
include sarcasm, backhanded compliments, and gossip. 
This style of communication often leads to confusion, 
mistrust, and damaged relationships. 

4. Assertive style: This style of communication is 
characterized by a clear and direct expression of 
thoughts, feelings, and needs while respecting the 
rights and feelings of others. Assertive communicators 
express themselves confidently and respectfully, 
actively listen to others, and seek mutually beneficial 
solutions to conflicts. This style of communication leads 
to better relationships, improved self-esteem, and a 
more positive work environment. 
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Comprehension questions: 

1. Why is verbal communication important in the business 
world? 

2. According to a study by Albert Mehrabian, what 
percentage of a message is conveyed through body 
language in face-to-face communication? 

3. How can effective verbal communication impact 
employee engagement and satisfaction? 

4. What percentage of consumers said they were likely to 
switch to a competitor after a poor phone experience 
with a company, according to a study by the 
International Customer Management Institute? 

5. What are some guidelines for improving verbal 
communication in business? 

6. What are the four key benefits to perfecting 
communication skills at the workplace, according to the 
research paper "Communication at the workplace – 
guidelines for improving effectiveness"? 

7. What are the four different styles of communication 
described in the text? 

8. How is the assertive style of communication different 
from the other three styles? 

Follow-up activities: 

1. Discussion Activity: Work in 2 groups. Each group should 
choose one of the communication styles discussed in the text 
(aggressive, passive, passive-aggressive, assertive) and 
discuss the advantages and disadvantages of the style, and 
how it can affect workplace communication and 
relationships. After 15 minutes of discussion, each group 
should present their findings to the rest of the class. 

2. Project work: In pairs, develop a training program to 
improve verbal communication at the workplace (or in your 
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group). The program should include modules on effective 
listening skills, cultural differences in communication, and the 
use of appropriate communication channels. Each group 
should also create a handout summarising the key points of 
their training program. Presentations should be made to the 
rest of the class, with each group explaining their program 
and answering questions from the audience. 

3. Role-play activity: Work in pairs and perform a role-playing 
exercise that simulates a difficult communication situation at 
the workplace. Each pair will be assigned a scenario, such as 
a conflict with a colleague, a customer complaint, or a 
difficult conversation with a supervisor. You should then act 
out the scenario, practicing effective communication 
techniques that you have learned in class. After each role-
play, the class should discuss the strengths and weaknesses 
of the communication strategies used, and how they could 
be improved. 
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INSIGHTS ON NONVERBAL COMMUNICATION 

Previously you have found out that 7% of information is 
conveyed by words, 38% through vocal tone (verbal 
intonation/ paralinguistic), and 55% communicated employing 
body language.

According to Allan Pease, body language accounts for up to 
80% of communication. In his book "The Definitive Book of 
Body Language," he writes: "Research has shown that 
between 60 and 80 percent of all communication is 

nonverbal. That means that the majority of what we say is not 
coming out of our mouths. It's coming from our body 
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language. This highlights the importance of understanding 
and using body language effectively in various social and 
professional situations. By paying attention to the non-verbal 
cues that people are sending, you can gain a better 
understanding of their thoughts, feelings, and intentions, and 
adjust your communication accordingly. 

The constituent elements of nonverbal communication 
include: 

Facial expressions are the different ways that our face 
conveys emotions and reactions. A facial expression results 
from one or more motions or positions of the muscles of the 
face. While there is ongoing debate among researchers on 
which emotions are universally recognized through facial 
expressions, seven emotions that are often cited are fear, 
anger, surprise, contempt, disgust, happiness, and sadness. 

Facial expressions have been researched extensively by 
many different scholars and researchers. One of the most 
well-known researchers in this area is Paul Ekman [15], who 
has spent decades studying facial expressions and emotions. 
Ekman's research has focused on identifying universal facial 
expressions that are common across different cultures, and 
he has developed a coding system known as the Facial 
Action Coding System (FACS) that is used to objectively 
measure and describe facial expressions. He also discusses 
how to improve emotional awareness and communication 
skills by learning to recognize and respond to facial 
expressions in oneself and others. 

Body language — how we stand sit, walk,(posture), the use of 
our hands and fingers to convey meaning (gestures), and the 
way we move our body (movement). One of the most 
influential books on the subject of body language is "The 
Definitive Book of Body Language" by Allan and Barbara 
Pease [7]. In this book, Pease explores the various ways in 
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which body language is used to convey meaning and 
emotion. He covers a range of topics, from the different types 
of smiles and the meanings behind hand gestures to the 
impact of posture on our confidence levels. Pease also 
provides practical advice on how to interpret and use body 
language to your advantage in a variety of situations. For 
example, he explains how to read the body language of a 
potential romantic partner, how to make a good first 
impression in a job interview, and how to negotiate effectively 
using non-verbal cues. 

One of the key insights that Pease offers in his book is that 
body language is universal. While specific gestures and 
postures may have different meanings in different cultures, 
the basic principles of body language are the same across 
the world. This means that by learning to read and use body 
language effectively, you can communicate more effectively 
with people from a wide range of backgrounds and cultures. 

Eye contact and gaze — the use of our eyes to communicate 
and establish connections with others. There have been 
many extensive research studies on eye contact, however, 
one notable study in the field of eye contact is the research 
conducted by psychologist Eckhard Hess [16] in the 1970s on 
the role of eye contact in social interaction. Hess's research 
focused on the relationship between eye contact and 
attention, using a device called an eye tracker to measure 
eye movements in response to different types of stimuli. He 
found that people tend to look more at the eyes of others 
than at other parts of the face and that eye contact plays a 
crucial role in establishing and maintaining social 
relationships. Hess's research also showed that eye contact 
can have different effects depending on the context and the 
relationship between the people involved. For example, 
prolonged eye contact can be perceived as intimate or 
aggressive, while avoiding eye contact can be perceived as 
shifty or untrustworthy. Overall, Hess's research provided 

29



valuable insights into the role of eye contact in social 
interaction, and his methods for measuring eye movements 
have since been widely used in research on gaze and 
attention. 

The tone of voice and vocal cues — the different ways in 
which we use our voice to express ourselves, such as tone, 
pitch, and volume. One of the studies in this area is the 
research conducted by psychologist Nalini Ambady and her 
colleagues in the 1990s and 2000s on the role of vocal cues 
in social perception. 

Ambady's research focused on the relationship between 
vocal cues, such as pitch and tone of voice, and social 
judgments, such as trustworthiness and competence. In one 
study, participants listened to short clips of people speaking 
and were asked to rate the speakers on a variety of traits. 
The results showed that participants were able to accurately 
infer traits such as trustworthiness and competence from just 
a few seconds of listening to a person's voice. 

Ambady's research also showed that vocal cues can 
influence social judgments even when people are not 
consciously aware of them. In one study, participants were 
shown pictures of faces while listening to a voice that was 
either congruent or incongruent with the emotional 
expression on the face. The results showed that participants 
rated the emotional expression on the face as more intense 
when the voice was congruent with the expression, even 
when they were not aware of the influence of the voice. 

Comprehension questions: 
1. According to Allan Pease, what percentage of 

communication is nonverbal? 
2. What are the constituent elements of nonverbal 

communication? 
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3. Who is Paul Ekman, and what has his research focused 
on? 

4. What is the Facial Action Coding System (FACS)? 
5. Who are the authors of "The Definitive Book of Body 

Language," and what does the book cover? 
6. What is one of the key insights that Allan Pease offers in 

his book? 
7. Who conducted research in the 1970s on the role of eye 

contact in social interaction, and what did their research 
show? 

8. What are some vocal cues that Nalini Ambady's 
research focused on, and what did her research show 
about their influence on social judgments? 

9. Can people accurately infer traits like trustworthiness 
and competence from a person's voice according to 
Nalini Ambady's research? 

10.Can vocal cues influence social judgments even when 
people are not consciously aware of them according to 
Nalini Ambady's research? 

Follow-up activities: 

1. Quiz on facial expression recognition: Follow the link to 
take the quiz and check if you can tell how people are 
feeling from their expressions.  

2. Discussion activity: Work in small groups. Discuss the 
following questions: • Do you agree that body language is more important 

than verbal communication in communication? Why or 
why not? • What are some examples of how body language can 
be misinterpreted or misunderstood? • How can understanding body language help in 
different social and professional situations? 
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3. Project work on Allan Pease's book: Read "The Definitive 
Book of Body Language" by Allan and Barbara Pease. 
Prepare a presentation highlighting the key points from the 
book. Demonstrate some of the key principles discussed in 
the book, such as interpreting facial expressions, using 
gestures, and maintaining eye contact. The project can also 
include a role-play activity where you can practice using 
body language effectively in different social and professional 
scenarios. 

4. Case study: Research and present a case study on how 
body language can influence communication and social 
interactions. 

Tasks: 

• Choose a real-life situation where body language 
played a significant role, such as a job interview, a 
negotiation, a presentation, or a social interaction.  • Analyze the situation and identify the different body 
language cues that were used by the individuals 
involved, and discuss how these cues affected the 
communication and outcome of the interaction.  • Provide recommendations on how body language could 
have been used more effectively in the situation.  
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COMPONENTS OF COMMUNICATION 

A communication model is a visual representation of the 
process of communication. It helps to understand the various 
components involved in the process and their functions. One 
of the most widely used communication models is the 
Shannon-Weaver model [1], which consists of five 
components: sender, message, medium, receiver, and 
feedback. 

Sender: The sender is the person who initiates the 
communication process. They have a message that they want 
to convey to the receiver. The sender's role is to encode the 
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message into a form that can be transmitted through a 
medium. 

Message: The message is the information that the sender 
wants to convey to the receiver. It can be in the form of 
words, symbols, or gestures. The message should be clear 
and concise to ensure that the receiver can understand it. 

Medium: The medium is the channel through which the 
message is transmitted from the sender to the receiver. It can 
be in the form of verbal communication, written 
communication, or nonverbal communication. The choice of 
medium depends on the nature of the message, the context 
of communication, and the receiver's preferences. 

Receiver: The receiver is the person who receives the 
message from the sender. Their role is to decode the 
message and understand its meaning. The receiver's ability to 
understand the message depends on their knowledge, 
experience, and perception. 

Feedback: Feedback is the response of the receiver to the 
message. It can be in the form of verbal or nonverbal cues. 
Feedback is essential because it allows the sender to know 
whether the message has been understood correctly or not. 
It also helps to ensure that the communication process is 
complete. 

Functions of each component: 

Sender: The sender's function is to initiate the communication 
process and encode the message in a form that can be 
transmitted through the medium. 

Message: The message's function is to convey information 
from the sender to the receiver. It should be clear, concise, 
and relevant to the context of communication. 
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Medium: The medium's function is to transmit the message 
from the sender to the receiver. The choice of medium 
depends on the nature of the message and the context of 
communication. 

Receiver: The receiver's function is to decode the message 
and understand its meaning. Their ability to understand the 
message depends on their knowledge, experience, and 
perception. 

Feedback: The feedback's function is to provide a response 
to the message and ensure that the communication process 
is complete. It helps the sender to know whether the 
message has been understood correctly or not and allows for 
further clarification if needed. 

Comprehension questions: 

1. What is a communication model? 
2. What are the components of the Shannon-Weaver model? 
3. What is the role of the sender in the communication 
process? 
4. What is the function of the message in the communication 
process? 
5. How does the choice of medium affect the communication 
process? 
6. What is the role of the receiver in the communication 
process? 
7. Why is feedback essential in the communication process? 
8. What is the function of feedback in the communication 
process? 

Follow-up activities: 

1. Analyse a communication situation in your personal life 
using the Shannon-Weaver model. Identify the sender, 

35



message, medium, receiver, and feedback components in the 
situation, and describe how they functioned. 

2. Project work: Follow the link and get acquainted with 
another communication model, such as Berlo's SMCR model 
[2]. Write an essay that compares and contrasts the 
Shannon-Weaver communication model with Berlo's SMCR 
model. Highlight the similarities and differences between the 
models and discuss which one you think is more effective in 
different communication situations. 

3. Role-play activity: Work in pairs. Inform your interlocutor 
about a personal issue that is affecting your ability to 
complete an assignment on time. 

Student A: The Sender 

• Play the role of the sender. • Explain the issue that you are facing and how it is 
impacting your ability to complete the assignment. • Encode the message clearly and concisely so that it can 
be easily understood by the receiver. 

Student B: The Receiver 

• Play the role of the receiver. • Listen actively to the sender's message and decode it 
to understand its meaning. • Provide feedback to the sender to ensure that the 
message has been understood correctly. 

To apply the Shannon-Weaver model in this situation 
consider the following prompt:  

Sender: 
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• Identify the personal issue that is affecting their ability 
to complete the assignment. • Encode the message by choosing the appropriate 
words and tone of voice to convey their message 
clearly and concisely. • Choose the appropriate medium to communicate the 
message (in-person, email, phone call, etc.). • Send the message to the receiver. 

Message: 

• The message should convey your issue and how it is 
impacting their ability to complete the assignment. 

Medium: 

• The medium chosen should be appropriate for the 
message and context, such as an in-person meeting, 
email, or phone call. 

Receiver: 

• Listen actively to the message and decode it to 
understand its meaning. • Clarify any misunderstandings or ask questions to 
ensure understanding. • Provide feedback to the sender to confirm 
understanding. 

Feedback: 

• Provide feedback to the sender on the message and 
clarify any misunderstandings. • Give suggestions or solutions to help the student 
overcome their personal issue and complete the 
assignment on time. 

4. Discussion activity: Conduct a group discussion on the 
importance of effective communication at the workplace. Use 
the Shannon-Weaver model to explain how each component 
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of the model contributes to effective communication, and 
discuss some strategies that can be used to improve 
communication at the workplace. 
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PROBLEMS OF COMMUNICATION 

The main problems of communication are: 

1. Language Barrier: When the sender and the receiver do 
n o t s h a r e t h e s a m e l a n g u a g e , i t c a n l e a d t o 
misunderstandings, confusion, and a communication 
breakdown. 

2. Perception Barrier: Each individual perceives the world 
around them in their unique way. Therefore, the same 
message can be interpreted differently by different people. 

3. Cultural Barrier: Differences in culture, customs, and 
beliefs can create misunderstandings and difficulties in 
communication. 

4. Physical Barrier: Physical barriers such as distance, noise, 
or technology issues can affect the ability to communicate 
effectively. 

5. Emotional Barrier: Emotional states such as anger, anxiety, 
or fear can interfere with communication and lead to 
misunderstandings. 

Many researchers and scholars in the field of communication 
studies believe that such concepts as Convention of 
Meaning, Perception of Reality, Values, Attitude, and Opinion 
are also crucial for understanding the barriers to effective 
communication. By recognizing and addressing these 
concepts, we can create more effective and meaningful 
messages and interactions, leading to more productive and 
positive outcomes in a variety of contexts, including 
interpersonal relationships and public discourse. 
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For example, scholars such as Stuart Hall, Ferdinand de 
Saussure, and Claude Levi-Strauss are known for their work 
on the meaning of signs and symbols and how they are 
interpreted within different cultural contexts. 

Perception of Reality has been studied by scholars such as 
Gregory Bateson and Paul Watzlawick, who explored how 
individuals interpret and respond to information based on 
their perceptions and experiences. 

The concepts of Values, Attitude, and Opinion have been 
studied by communication scholars such as Charles Osgood, 
Carl Hovland, and Milton Rokeach, who investigated the role 
of personal beliefs and attitudes in shaping communication 
and persuasion. 

Overall, these concepts have been studied and researched 
by a wide range of scholars in the field of communication, 
and their insights have contributed to our understanding of 
the complex nature of communication and the various 
barriers that can arise in the communication process. 

Now let's take a closer look at these three concepts: 

1. Convention of Meaning: This refers to the shared 
understanding between the sender and the receiver of a 
message. It includes understanding the words being used, 
their definitions, and the context in which they are used. 
Failure to adhere to the convention of meaning can lead to 
misunderstandings and misinterpretations. 

2. Perception of Reality: This refers to the way individuals 
perceive the world around them. It is influenced by their 
beliefs, experiences, and culture. It can lead to different 
interpretations of the same message and a communication 
breakdown. 

40



3. Values, Attitude, and Opinion: These are personal beliefs 
that can influence how individuals interpret and respond to 
messages. Values refer to the principles that an individual 
considers important, attitude refers to the emotions or 
feelings towards a message or idea, and opinion refers to a 
person's judgment or evaluation of something. These factors 
can create bias and influence the way messages are received 
and interpreted. 

To overcome these problems of communication, it is 
important to be aware of the conventions of meaning, to 
listen actively, to be sensitive to cultural differences, and to 
consider the values, attitudes, and opinions of the receiver. 
Additionally, clear and concise language, use of appropriate 
communication channels, and feedback can help to ensure 
effective communication. 

Comprehension questions: 

1. What is the language barrier in communication? 
2. How can the perception barrier affect communication? 
3. What is the cultural barrier in communication? 
4. What are the physical barriers that can affect 
communication? 
5. How can emotional states affect communication? 
6. Why are the concepts of Convention of Meaning, 
Perception of Reality, Values, Attitude, and Opinion crucial for 
understanding the barriers to effective communication? 
7. Who are some scholars known for their work on the 
meaning of signs and symbols and how they are interpreted 
within different cultural contexts? 
8. Who are some scholars who studied the concept of 
Perception of Reality? 
9. Who are some communication scholars who investigated 
the role of personal beliefs and attitudes in shaping 
communication and persuasion? 
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10. What does the Convention of Meaning refer to in 
communication? 
11. How can perception of reality influence communication? 
12. What are values, at t i tudes, and opinions in 
communication? 
13. How can we overcome the problems of communication? 
14. What are some strategies to ensure effective 
communication? 

Follow-up activities: 

1. Brainstorming activity: Work in small groups. Discuss your 
experiences with communication barriers. Identify and list the 
different types of communication barriers you have 
encountered, and how these barriers affected the 
communication process. Deliver a group presentation on 
your findings and discuss possible solutions to overcome 
these barriers. 

2. Case Study: Communication breakdown in a multicultural 
team. 

Scenario: You are part of a team working on a project that 
involves members from different countries and cultural 
backgrounds . The team has been exper ienc ing 
communicat ion problems, leading to delays and 
misunderstandings. 

Task: As a group, identify the communication barriers 
presented in this scenario and propose solutions to 
overcome them. Apply the concepts learned in the text above 
to this situation. 

Possible communication barriers: 
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• Language barrier: Members may not have a shared 
language or may have different levels of proficiency in a 
common language, leading to misunderstandings. • Cultural barrier: Members may have different cultural 
backgrounds and beliefs, leading to different 
interpretations of messages and actions. • Perception barrier: Members may have different 
perceptions of the project, the tasks assigned, and the 
expected outcomes, leading to conflicts and 
misunderstandings. • Physical barrier: Members may be working in different 
time zones or locations, leading to difficulties in 
scheduling meetings and exchanging information. • Emotional barrier: Members may have different 
emotional states or personalities, leading to conflicts 
and difficulties in collaborating effectively. 

3. Role-play activity: Work in pairs. Use one of the scenarios 
from the Case study where communication barriers are 
present. Role-play the scenario, where one student plays the 
sender and the other plays the receiver. Switch roles and 
repeat the activity.  

4. Discussion activity: Discuss the three concepts of 
Convention of Meaning, Perception of Reality, and Values, 
Attitude, and Opinion. Share your insights and experiences 
related to these concepts and how they affect 
communication. Provide examples and engage in critical 
thinking about the topic. 

5. Reflection activity: Reflect on your communication skills 
and identify areas you need to improve. Write a short essay 
on how you plan to address these areas and become a more 
effective communicator. 
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TRAPS OF COMMUNICATION 

Ivan Wanis Ruiz, a Canadian entrepreneur, speaker, actor, and 
instructor at the University of Toronto's School of Continuing 
Studies, who has a unique background as a communications 
expert determined three traps that most people fall into when 
they are communicating, which occur in person and a virtual 
world. 

The first trap in communication that individuals often 
encounter is speaking in the third person. This trap involves 
the excessive use of pronouns such as "we" and "they" 
instead of using personal pronouns like "I" and "you". When 
falling into this trap, individuals tend to provide advice or 
generalizations rather than share personal experiences or 
stories. This phenomenon can be observed in various 
situations, such as when giving advice or discussing personal 
achievements. 

Research has shown that speaking in the third person can 
limit the effectiveness of communication. It creates a sense of 
detachment and makes it difficult for the audience to connect 
or engage with the speaker's message. People are more 
likely to be influenced and persuaded when information is 
presented from a personal perspective, using personal 
pronouns. This is known as the "I" effect, where personal 
narratives and experiences tend to have a stronger impact on 
individuals' attitudes and beliefs. 

For instance, imagine a lecture on healthy habits, where the 
speaker uses the third person: "When we go out, it's 
important to make mindful choices at coffee shops because 
liquid calories can go unnoticed." In contrast, the speaker 
uses the first person: "Last week, I made a conscious decision 
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to stop buying specialty drinks at Starbucks and only drank 
Americanos. Surprisingly, I noticed a significant decrease in 
calorie intake and lost a few pounds." The latter approach, 
incorporating personal experiences, tends to captivate and 
engage the audience more effectively. 

By using personal pronouns and sharing personal 
experiences, speakers can establish a stronger connection 
with their audience. This helps to create a sense of 
authenticity, relatability, and credibility. Listeners are more 
likely to pay attention, relate to the speaker's story, and be 
influenced by the shared experiences. 

In summary, the first trap of communication, speaking in the 
third person, hinders effective communication by creating a 
sense of detachment. To overcome this trap, individuals 
should incorporate personal pronouns and share personal 
experiences to make their communication more relatable and 
engaging.  

The second trap of communication that individuals often 
encounter is the use of formal language, which can hinder 
effective communication. Speaking with formal language 
involves using words and phrases that may not be typical in 
everyday conversation, particularly when engaging in one-on-
one or informal discussions. This style of communication can 
create a sense of distance and detachment, making it 
challenging for the audience to connect with the speaker and 
fully comprehend the message. 

In various settings, including business and academic 
environments, individuals may unintentionally fall into the trap 
of formal language. This style of communication can be 
perceived as less approachable and less relatable, reducing 
the impact of the message being conveyed. A more casual 
and conversational approach, on the other hand, tends to be 
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more engaging and relatable, as it allows the speaker to 
connect with the audience on a personal level. 

To illustrate this trap, let's consider an example: "When we are 
looking at our customers, it's important to value what their 
motivations are and to understand their buying habits." This 
formalized language may create a sense of distance between 
the speaker and the audience. In contrast, a more relatable 
approach would be: "We need to know why people are 
coming into our stores and what they're buying. Let's ask 
them why." This less formal approach fosters a sense of 
openness and encourages audience engagement. 

While it's true that certain formal environments, such as 
professional workplaces, may require a degree of formality, it 
is essential to strike a balance and incorporate elements of 
informal language to enhance communication effectiveness. 
Employing personal anecdotes, relatable examples, and 
conversational language can create a more positive and 
impactful experience for the audience. 

Research has shown that communication effectiveness is 
influenced by the level of formality used in speech. Striking 
the right balance between formal and informal language can 
lead to improved engagement, better retention of 
information, and enhanced overall communication outcomes. 

The second trap of communication, speaking with formal 
language, can hinder effective communication and create a 
sense of disconnection with the audience. To avoid this trap, 
individuals should aim to use a more conversational and 
relatable tone, incorporating personal anecdotes and 
relatable examples to foster engagement and understanding. 

The third trap of communication, which is particularly 
challenging to overcome, revolves around providing 
excessive details when speaking in various settings, be it in 
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person or through virtual platforms. This trap, often fuelled by 
the belief that sharing copious amounts of information 
enhances communication, can lead to a loss of focus and 
engagement among the audience. 

In situations where individuals find themselves in discussions, 
teleconferences, or video chats, the inclination to keep 
talking without a clear endpoint can be observed. As the 
speaker continues to present their points, they may struggle 
to conclude their message effectively, resulting in a 
prolonged and potentially disjointed communication 
experience. 

The prevalence of virtual communication has significantly 
influenced the way we interact in person. As communication 
becomes more digitalized and fast-paced, there is a trend 
toward brief and concise interactions rather than lengthy and 
detailed ones. Consequently, this shift has altered the 
audience's preferences and expectations regarding the 
communication style. 

Ironically, the inclination to inundate listeners with extensive 
details, hoping they will absorb all the information, is 
counterproductive. People are more likely to absorb and 
process details when they have the opportunity to review 
them independently, rather than during the actual 
communication. This phenomenon is evident when 
individuals frequently request summaries, slides, or 
supplementary information after a discussion, indicating a 
preference for concise and visually engaging communication. 

To avoid falling into the trap of providing too many details, 
effective communicators focus on two key aspects. First, they 
spark curiosity among the audience, prompting them to seek 
additional information on their own after the discussion. 
Second, instead of bombarding the audience with a laundry 
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list of information, they use vivid and evocative details that 
paint a compelling mental picture. 

For instance, consider this example: "Many years ago, I 
worked on a beautiful two-kilometer-long beach, with pristine 
white sand and crystal-clear waters, on a small island in the 
Caribbean." By presenting one vivid detail rather than an 
exhaustive description, the speaker engages the audience's 
imagination and creates a memorable impression. 

To avoid providing too many details, speakers should aim to 
communicate in pictures, using descriptive and evocative 
language that captures the essence of their message. 
Employing this strategy allows speakers to convey their ideas 
effectively and ensures the audience's active engagement. 

Comprehension questions: 

Trap 1: Speaking in Third Person 
1. What is the first trap of communication discussed in the 
text? 
2. How does speaking in the third person differ from 
speaking in the first person? 
3. Give an example of a message presented in the third 
person and another in the first person. How do they impact 
the listener differently? 
4. How can speaking in the first person be more engaging 
and persuasive than using the third person? 
5. Explain the impact of using personal anecdotes or stories 
in communication, compared to providing generalized advice. 

Trap 2: Speaking with Formal Language 
6. What is the second trap of communication highlighted in 
the academic text? 
7. How does formal language differ from informal language in 
communication? 
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8. Give an example of a sentence presented in formal 
language and rewrite it in a more casual, conversational tone. 
9. Why is it important to strike a balance between formal and 
informal language in different communication settings? 
10. How can mixing formal language with informal language 
improve communication effectiveness? 

Trap 3: Providing Too Many Details 
11. What is the third and most significant trap of 
communication discussed in the academic text? 
12. Describe a situation where you have experienced or 
witnessed someone providing excessive details during a 
conversation or presentation. 
13. How can an abundance of details hinder effective 
communication and impact audience engagement? 
14. Why do people often request summaries or additional 
information after a detailed presentation? 
15. What communication strategy can help avoid the trap of 
providing too many details? Provide an example of using vivid 
details in communication. 

Follow-up activities: 

1. Trap Identification and Analysis: 

Objective: Identify and analyze instances of the three traps of 
communication in real-life scenarios. 
Instructions: • Watch or read three different communication 

interactions (e.g., speeches, presentations, interviews, 
videos, etc.). • Identify and take notes on any occurrences of the three 
traps: Speaking in the Third Person, Speaking with 
Formal Language, and Providing Too Many Details. • For each communication interaction, write a short 
analysis explaining how the traps impacted the overall 
effectiveness of the message. 
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• Discuss your findings in a small group or class setting, 
sharing examples and discussing the potential 
consequences of falling into these traps. 

2. Communication Enhancement Exercise: 

Objective: Practice improving communication by avoiding the 
three traps and using effective communication strategies. 
Instructions: • Work in pairs or small groups and choose a topic to 

discuss (e.g., a current event, a problem at school, or a 
favorite hobby). • Each group member takes turns presenting their 
perspective on the topic, avoiding the three traps 
discussed in the academic text. • After each presentation, provide feedback on how 
effectively the speaker avoided the traps and engaged 
the audience. • Rotate roles and continue practicing until each group 
member has had a chance to communicate their ideas 
effectively. 

3. Communication Makeover: 

Objective: Apply the concept of speaking in vivid details to 
enhance written or spoken communication. 
Instructions: • Choose a piece of written or spoken communication 

that you have previously created (e.g., an essay, a 
speech, a presentation). • Revise the communication by replacing general 
statements and excessive details with vivid details that 
create a more engaging experience for the audience. • Share your revised communication with a peer or 
teacher and ask for feedback on the effectiveness of 
the vivid details in capturing the audience's attention. 
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• Reflect on the differences between your original 
communication and the revised version, and discuss 
how incorporating vivid details improved the overall 
impact. 
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PERSUASION SKILLS IN EFFECTIVE 
COMMUNICATION  

Effective communication is the ability to share information 
and ideas in a way that is clear, concise, and understandable. 
It is also the ability to listen effectively and build rapport with 
others. 

Persuasion is the art of influencing others to agree with your 
point of view. It is a powerful tool that can be used in a variety 
of settings, from business to politics to personal relationships. 

Effective communication and persuasion skills are two sides 
of the same coin, intricately connected and mutually 
reinforcing. While effective communication lays the 
foundation for successful interaction and understanding, 
persuasion skills elevate communication to a higher level by 
influencing and inspiring others to take specific actions or 
adopt particular beliefs. Effective communication is the 
vehicle that carries the persuasive message, while persuasion 
skills provide the engine that drives it forward. When 
combined, these two elements create a powerful force that 
can inspire, influence, and impact others in a positive and 
meaningful way. 

Various persuasion skills can be employed to influence 
others effectively. These skills can be broadly categorized 
into three main areas: 

• Ethos: This involves appealing to the audience's sense 
of ethics or morality. • Pathos: This involves appealing to the audience's 
emotions. 
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• Logos: This involves appealing to the audience's logic. 

Accordingly, the following persuasion skills fall under 
these three categories: 

• Understanding the audience • Building rapport and trust • Framing and messaging • Emotional intelligence • Storytelling • Active listening • Ethical considerations • Influencing decision-making • Call to action 

Now, let's elaborate on the connection between these 
persuasion skills and effective communication: 

• Understanding the Audience: Effective communication 
begins with understanding the audience's needs, 
preferences, and perspectives. Skilled communicators 
take the time to listen actively and empathize with their 
audience, gaining valuable insights into their 
motivations and concerns. This understanding forms the 
basis for persuasive efforts, as it allows communicators 
to tailor their messages to resonate with the audience's 
values and aspirations. 

• Building Rapport and Trust: Trust is a fundamental 
aspect of effective communication, and persuading 
others requires a high level of trust between the 
communicator and the audience. Building rapport 
through open and honest communication fosters trust, 
making the audience more receptive to the persuasive 
message. 
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• Framing and Messaging: Effective communicators know 
how to frame their messages in a clear, concise, and 
compelling manner. They use language that is relatable 
and impactful, focusing on the benefits and value 
proposition for the audience. Persuasion skills enhance 
this process by strategically emphasizing certain 
aspects of the message to evoke emotional responses 
and create a sense of urgency. 

• Emotional Intelligence: Persuasion often involves 
appealing to emotions, and emotional intelligence plays 
a crucial role in this process. Skilled persuaders are 
attuned to the emotions of their audience, and they can 
adapt their communication style to elicit the desired 
emotional response, such as empathy, excitement, or 
concern. 

• Storytelling: Storytelling is a powerful tool in both 
effective communication and persuasion. Stories can 
engage and captivate an audience, making complex 
ideas more relatable and memorable. Persuasive 
communicators skillfully incorporate storytelling to 
present their message compellingly and persuasively. 

• Active Listening: Effective communication requires 
active listening to understand the audience's concerns 
and objections fully. In persuasion, this skill is equally 
crucial as it allows communicators to address potential 
barriers and objections proactively, increasing the 
likelihood of a successful outcome. 

• Ethical Considerations: Both effective communication 
and persuasion skills must adhere to ethical principles. 
Ethical persuasion values the autonomy and well-being 
of the audience, avoiding manipulative tactics and 
fostering genuine relationships built on trust and 
respect. 
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• Influencing Decision-Making: At its core, persuasion 
seeks to influence decision-making. Effective 
communication lays the groundwork by presenting 
information and ideas clearly and convincingly. 
Persuasion skills come into play by employing various 
techniques, such as social proof, authority, reciprocity, 
and scarcity, (elaborated below) to nudge the audience 
towards a desired outcome. 

• Call to Action: The ultimate goal of persuasive 
communication is to inspire action. An effective 
communicator can motivate the audience to take the 
desired action, whether it is making a purchase, 
supporting a cause, or adopting a particular viewpoint. 

At its core, persuasion is an art that transcends mere words; it 
is the art of understanding human behavior, motivations, and 
desires to bring about a change of heart and mind. From 
Aristotle's rhetoric to modern-day communication theories, 
the art of persuasion has been studied and revered for 
centuries, unlocking the potential to inspire, negotiate, and 
foster meaningful connections. 

" Influence: The Psychology of Persuas ion" is a 
groundbreaking book written by Robert Cialdini, a renowned 
psychologist and professor. The book explores the principles 
and techniques of persuasion, shedding light on how 
individuals can be influenced to make decisions and take 
specific actions. It is a classic book on persuasion that has 
been translated into over 30 languages. It is a must-read for 
anyone who wants to understand the psychology of 
persuasion and how to use it to their advantage. 

Cialdini presents six key principles of influence, delving into 
the psychology behind each strategy and providing 
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numerous real-world examples to i l lustrate their 
effectiveness. 

The six principles of influence are: 

Reciprocity: The tendency of people to feel obliged to return 
a favor after receiving one. This principle is based on the idea 
that people feel obliged to repay those who have done 
something nice for them. The rule of reciprocity is one of the 
most powerful principles of persuasion, and it can be used to 
influence people in a variety of ways.  

Real-life examples of the principle:  

• A salesperson might give a potential customer a free 
sample of their product in the hopes that the customer 
will feel obligated to buy the product.  

• In a restaurant, the waiter brings complimentary 
breadsticks to the table before taking the order. This 
small act of giving triggers the principle of reciprocity. 
As a result, customers may feel more inclined to order 
more food or leave a generous tip, reciprocating the 
initial gesture of the free breadsticks 

Commitment and Consistency: The drive to behave 
consistently with past commitments and beliefs. This principle 
is based on the idea that people want to be seen as 
consistent and reliable. The foot-in-the-door technique is a 
common example of the commitment and consistency 
principle. In this technique, a salesperson will ask a potential 
customer to make a small commitment, such as signing a 
petition. Once the customer has made this small commitment, 
they are more likely to make a larger commitment, such as 
donating money to the cause. 

Real-life examples of the principle: 
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• In a charity campaign, organizers might ask people to 
sign a pledge to donate a certain amount. By publicly 
committing to the cause, individuals feel obliged to 
follow through with the donation.  

• When you sign up for a free trial of a product, you are 
more likely to continue using the product after the trial 
period is over. This is because you have already made a 
commitment to using the product, and you want to be 
consistent with your actions. 

Social Proof: The tendency to rely on others' actions and 
behaviors to guide our own choices. This principle is based 
on the idea that people want to do what they perceive to be 
the norm. The bandwagon effect is a common example of the 
social proof principle. In this effect, people are more likely to 
do something if they see that other people are doing it. For 
example, if a lot of people are wearing a certain brand of 
clothing, then other people are more likely to want to wear 
that brand of clothing. 

Real-life examples of the principle: 

• Online shopping platforms often use the "Customers 
who bought this item also bought..." section. By showing 
what other customers have purchased, potential buyers 
are influenced by social proof. They may be more likely 
to trust the product and buy it, as others have done the 
same.  

• When you see a lot of people using a certain product, 
you are more likely to want to use that product. This is 
because you want to use what other people are using 
and avoid feeling left out. 
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Liking: The idea that people are more likely to comply with 
requests from those they know, like, and trust. This principle 
is based on the idea that people are more likely to be 
influenced by people they feel a connection with. The 
principle of liking is often used in sales and marketing. For 
example, a salesperson might try to build rapport with a 
potential customer to make the customer more likely to buy 
the product. 

Real-life examples of the principle: 

• In marketing, advertisements often feature celebrities or 
well-liked influencers endorsing products. People are 
more likely to buy the product because they have 
positive feelings toward the celebrity and want to be 
associated with them.  

• When you are persuaded by someone you like, you are 
more likely to say yes to their request. This is because 
you want to be liked in return and you want to make the 
other person happy. 

• When a salesperson is friendly and likable, you are 
more likely to buy their product. This is because you 
feel a connection with the salesperson and you want to 
help them out. 

	  
Authority: The inclination to follow the lead of credible and 
knowledgeable figures. This principle is based on the idea 
that people respect authority figures and want to follow their 
instructions. The principle of authority is often used in 
marketing and advertising. For example, a product might be 
advertised as being endorsed by a celebrity or a doctor to 
make the product seem more credible. 

Real-life examples of the principle: 
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• When a doctor tells you that you need to take a certain 
medication, you are more likely to take the medication. 
This is because you trust the doctor's authority and you 
believe that they know what is best for you. 

• When a police officer tells you to do something, you are 
more likely to do it. This is because you respect the 
police officer's authority and you want to avoid getting 
in trouble. 

Scarcity: The perception that opportunities or items become 
more valuable when they are limited or scarce. This principle 
is based on the idea that people are more likely to value 
something if they believe that it is limited. The principle of 
scarcity is often used in marketing and advertising. For 
example, a product might be advertised as being "limited 
edition" or "while supplies last" to make the product seem 
more desirable. 

Real-life examples of the principle: 

• In sales and marketing, limited-time offers or phrases 
like "Only 3 items left" create a sense of urgency and 
scarcity. Customers are more likely to purchase to avoid 
missing out on the opportunity. 

• When a seat on an airplane is advertised as being the 
last one available, you are more likely to buy it. This is 
because you feel that the seat is more valuable and you 
don't want to miss out on the opportunity to fly. 

Understanding these principles of influence can help you 
become more aware of the persuasive tactics used in various 
situations. By recognizing these tactics, people can make 
more informed decisions and resist manipulation in their daily 
lives. 
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Persuasion skills enhance and complement effective 
communication by guiding the message to achieve the 
desired outcome. They enable communicators to connect 
with the audience on a deeper level, address their concerns, 
and inspire action. 

In summary, effective communication is the vehicle that 
carries the persuasive message, while persuasion skills 
provide the engine that drives it forward. When combined, 
these two elements create a powerful force that can inspire, 
influence, and impact others in a positive and meaningful 
way. By mastering the connection between effective 
communication and persuasion skills, individuals can become 
more influential communicators and leaders in their personal 
and professional lives. 

Comprehension questions: 

1. Define effective communication and persuasion. 
2. How are effective communication and persuasion skills 
interconnected? Provide an explanation. 
3. Name three main categories of persuasion skills and briefly 
describe each. 
4. Give examples of persuasion skills that fall under each 
category. 
5. Why is understanding the audience crucial in both effective 
communication and persuasion? Provide at least two reasons. 
6. How does building rapport and trust enhance persuasive 
efforts? 
7. Explain the concept of framing and messaging in the 
context of persuasive communication. 
8. What role does emotional intelligence play in the art of 
persuasion? 
9. How does storytelling contribute to both effective 
communication and persuasive efforts? 
10. Why is active listening essential for both effective 
communication and persuasive communication? 
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11. Why must ethical considerations be taken into account 
when using persuasion skills? 
12. How can influencing decision-making lead to successful 
persuasive communication? 
13. What is the purpose of a call to action in persuasive 
communication? 
14. What are the six principles of influence as presented in 
Robert Cialdini's book "Influence: The Psychology of 
Persuasion”? Provide real-life examples of each principle of 
influence. 
15. How can understanding the principles of influence help 
individuals make more informed decisions in their daily lives? 
16. How do persuasion skills complement and enhance 
effective communication? 
17. Why is it important to master the connection between 
persuasion skills and effective communication in personal 
and professional settings? 
18. What is the key takeaway from the text regarding the 
relationship between effective communication and 
persuasion skills? 

Follow-up activities: 

1. Analyzing Persuasive Techniques: 
Objective: To identify and analyze various persuasive 
techniques used in real-life situations. 
Instructions: • Individually or in groups, research and find examples of 

persuasive techniques used in advertising, marketing, 
politics, or any other context. • Create a presentation or a poster showcasing the 
examples and explaining the persuasive techniques 
employed. • Present your findings to the class and discuss the 
effectiveness of each technique in influencing decision-
making. 
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2. Design a Persuasive Campaign: 

Objective: To create a persuasive campaign that aims to 
influence a specific target audience. 
Instructions: • Choose a cause, product, or idea for your persuasive 

campaign. • Conduct a target audience analysis to understand the 
preferences and needs of your target audience. • Develop a persuasive message and call to action that 
aligns with the principles of persuasion discussed in the 
chapter. • Present your persuasive campaign through a creative 
medium of your choice, such as a video, a poster, or a 
presentation. • Share your campaign with the class and receive 
feedback on its persuasiveness. 

3. Case Study: The Power of Social Proof 

Objective: To examine the impact of social proof in 
advertising and decision-making. 
Instructions: • Read the provided case study on how social proof is 

used in advertising. • Analyze real-world examples of how social proof 
influences consumer behavior. • Discuss in groups the psychological factors that make 
social proof so effective in persuasion. • Share your insights and findings with the class and 
engage in a discussion about the implications of social 
proof in everyday life. 

4. Role Play: Persuasion in a Negotiation 

Objective: To practice and demonstrate persuasion skills in a 
negotiation scenario. 
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Instructions: • In pairs or small groups, role-play a negotiation scenario 
with one student taking on the role of a salesperson 
and the other as a customer. • Apply persuasive techniques during the negotiation to 
achieve your objectives. • After the role-play, discuss with your partner the 
techniques used and their impact on the negotiation 
outcome. • Receive feedback from your classmates on your 
persuasive approach and ident i fy areas for 
improvement. 

5. Project Work: Analyzing Persuasion in YouTube Videos: 

Objective: To identify and analyze persuasive techniques 
used in real-world YouTube videos. 
Instructions: • Choose from the list below a YouTube video or find one 

that contains persuasive elements, such as 
commercials, TED talks, or political speeches, and 
analyze it for persuasive techniques used (e.g., 
emotional appeal, authority, social proof, etc.). • 	 Create a report or a presentation summarizing your 
analysis and observations. • 	 Share your findings with the class and engage in a 
discussion about the role of persuasion in digital media. 

YouTube Video Links for Analysis: 

• 	 TED Talk: "The Power of Vulnerability" by Brené 
Brown. 

	 Follow the link. 
	 Analysis Focus: Identify how emotional intelligence 
and storytelling are used in this talk to engage the audience 
and deliver a persuasive message. 
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• 	 Apple Product Launch Event 
	 Follow the link. 
	 Analysis Focus: Observe how Apple uses charismatic 
speakers (liking) and authoritative figures (authority) to 
persuade the audience to be excited about their new 
products. 

• 	 Environmental Campaign: "Save the Oceans”.	  
	 Follow the link. 
	 Analysis Focus: Explore how this campaign uses 
emotional appeal (pathos) and ethical considerations to 
persuade viewers to take action to protect the oceans. 

• 	 Political Speech: Barack Obama's 2008 Democratic 
National Convention Speech.	  

	 Follow the link. 
	 Analysis Focus: Analyze how Obama employs 
persuasive techniques like emotional appeal, authority, and 
social proof to inspire and rally his audience. 
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COMMUNICATION WITHIN AN ORGANIZATION 

Communication within an organization is essential for its 
success, and it can take various forms, including downward, 
upward, horizontal, and grapevine communication. Each type 
of communication serves a specific purpose and can help 
organizations achieve their goals. 

Downward Communication: Downward communication is 
communication that flows from the top of an organization to 
the lower levels. It is used to convey information such as 
company policies, goals, and objectives to employees. This 
type of communication is often in the form of directives, 
memos, and emails. Downward communication is essential 
because it ensures that everyone in the organization is aware 
of the company's goals and expectations. It also helps to 
ensure that employees are aligned with the company's vision 
and objectives. 

Upward Communication: Upward communication is 
communication that flows from lower-level employees to 
upper management. It is used to provide feedback, 
suggestions, and ideas to improve the organization's 
operations. This type of communication is often in the form of 
performance reviews, suggestion boxes, and employee 
surveys. Upward communication is crucial because it 
provides employees with a voice and allows them to 
contribute to the organization's success. It also allows 
management to identify and address issues that may be 
hindering the organization's progress. 

Horizontal Communication: Horizontal communication is 
communication that flows between employees at the same 
level within an organization. It is used to share information, 
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coordinate activities, and solve problems. This type of 
communication is often in the form of meetings, emails, and 
phone calls. Horizontal communication is important because 
it fosters collaboration and teamwork among employees. It 
also helps to ensure that everyone is on the same page and 
working towards a common goal. 

Grapevine Communication: Grapevine communication is 
informal communication that occurs between employees at 
all levels of an organization. It is used to share information, 
gossip, and rumors. Grapevine communication is often in the 
form of face-to-face conversations, phone calls, and text 
messages. While grapevine communication is not an official 
form of communication within an organization, it can be a 
powerful tool for disseminating information quickly. However, 
it can also be a source of misinformation and can be 
detrimental to the organization if not managed properly. 

Effective communication within an organization is crucial for 
its success. Downward communication ensures that everyone 
is aware of the company's goals and expectations, while 
upward communication provides employees with a voice and 
allows them to contribute to the organization's success. 
Horizontal communication fosters collaboration and 
t e a m w o r k a m o n g e m p l o y e e s , w h i l e g r a p e v i n e 
communication can be a powerful tool for disseminating 
information quickly, but it should be managed properly to 
avoid any negative impacts on the organization. 

Comprehension questions: 

1. What are the four types of communication discussed in the 
text? 
2. What is the purpose of downward communication? 
3. What is the purpose of upward communication? 
4. Why is horizontal communication important? 
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5. What is grapevine communication, and what are its 
advantages and disadvantages? 

Follow-up activities: 

1. Choose an organization and analyze the effectiveness of 
its downward, upward, and horizontal communication 
channels. Provide suggestions for improvement where 
necessary. 

2. Project work: Survey employees of an organization to 
evaluate their satisfaction with the current communication 
methods. Analyze the results and suggest changes that can 
improve communication within the organization. 

3. Role-play activity: Role-play different scenarios where 
grapevine communication can be both beneficial and 
detrimental to an organization. Discuss ways to manage 
grapevine communication effectively to avoid negative 
impacts on the organization. 
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UNIT 2: EFFECTIVE PRESENTATION 
SKILLS TRAINING 

 
CONVENTIONAL PRESENTATION 

What’s in it for me? 

This training is designed to enhance the student’s ability to 
communicate in English using a variety of conventional 
presentation skills. Students will learn, practice, and produce 
effective methods of presenting information using 
appropriate language and logical organization. 

PREPARATION 

6 Ps: PROPER PRIOR PLANNING PREVENTS POOR 
PERFORMANCE 

• Selecting a topic: What do you want to talk about? What 
do you need to talk about? • How much time will you need?  • How much time will you have? • How long can your audience concentrate? • Who will be your audience? What sort of background do 
they have? • Researching your topic: what sources will you need? • Arranging your ideas: What points do you want to make 
first, second, etc? 
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• Preparing materials: Will you use handouts, slides, and 
other graphics? • Location: What sort of environment will you be in? 

AUDIENCE 

• What do they want to know? • What do they already know? • What is their background? Are they managers, 
employees, students, farmers, etc? • How will their background affect how they respond to 
your presentation? • How can you use their background to assist you in 
making your presentation interesting and useful? • What is their language ability? Will they be familiar with 
the terminology you plan to use? • Will you be training, informing, or persuading? • How many will be present? • How formal will the presentation be? 

LOCATION 

• Will you be presenting in a familiar space? For example, 
your company’s briefing room, etc? Or will you have to 
give the presentation somewhere else? • What sort of seating arrangement will there be?  • How far will you be from the audience? • Will you need/have a microphone? What is your backup 
plan if it doesn’t work? • Will you need/have projection equipment? Backup 
plan? • Will you need time to set up? 

BASIC STRUCTURE 
69



• Tell them what you are going to say. • Say it. • Will you tell them what you know? • Will you tell them what you don’t know? • Will you tell them what you think? • Tell them what you said. 

GREETINGS & INTRODUCTIONS 

Greetings and Introductions: 

• ________________________________________ 

• ________________________________________ 

Purpose (What’s In it For Me): 

• ________________________________________ 

• ________________________________________ 
Timing: 

• ________________________________________ 

• ________________________________________ 

Handouts (if necessary): 

• ________________________________________ 

• ________________________________________ 
Main parts: 

• ________________________________________ 

• ________________________________________ 
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Questions: 

• ________________________________________ 

• ________________________________________ 

SCRAMBLED GREETINGS AND INTRODUCTIONS 

• We are here today to decide/agree/ learn about… • The importance of today’s presentation is underscored 
by… • Today we will take a closer look at … Additionally, we 
will examine… Finally, we will endeavor to see the effect 
this has had on… • I will take about 15 minutes of your time. • The purpose of this talk is to update you on…/put you in 
the picture about/ give you the background to… • Before we begin, please take a moment to look over 
the handout(s). • During this talk, we will be looking at 3 main areas… • I’m planning to be brief. • We can break this area up into the following points: 
Firstly…/Secondly…/ Finally… • If there are any questions please feel free to stop me at 
any time. • I have divided my talk into 3 main parts. They are… • Ladies & gentlemen. It’s an honor to have an 
opportunity to address such a distinguished audience. • We are here today to decide/agree/ learn about… • If there are any questions I’ll be happy to answer them 
when I’ve finished. • My name is ____ and today we will be discussing… • The following presentation will help us understand… • Good morning/afternoon/evening ladies and 
gentlemen/ everybody. • I’d be glad to answer any questions at the end of my 
talk. 
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• Let me start by saying just a few words about my own 
background. 

CONVENTIONAL PRESENTATION MODEL 

GREETINGS & INTRODUCTIONS 

Greetings and Introductions: • Good morning/afternoon/evening ladies and 
gentlemen/ everybody. • Ladies & gentlemen. It’s an honor to have an 
opportunity to address such a distinguished audience. • Let me start by saying just a few words about my own 
background. • My name is ____ and today we will be discussing… 

Purpose:  • We are here today to decide/agree/ learn about • The purpose of this talk is to update you on…/put you in 
the picture about/ give you the background to • The following presentation will help us understand… • The importance of today’s presentation is underscored 
by… 

Timing: • I will take about 15 minutes of your time.  • I’m planning to be brief 
Handouts (if necessary): • Before we begin, please take a moment to look over 

the handout(s). 
Main parts: • I have divided my talk into 3 main parts. They are… • During this talk, we will be looking at 3 main areas…  • Today we will take a closer look at … Additionally, we 

will examine… Finally, we will endeavor to see the effect 
this has had on… • We can break this area up into the following points: 
Firstly…/Secondly…/ Finally… 

Questions:  
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• I’d be glad to answer any questions at the end of my 
talk. • If there are any questions please feel free to stop me at 
any time. • If there are any questions I’ll be happy to answer them 
when I’ve finished. 

PRESENTING MAIN PARTS 

Signaling a start: • OK, is everybody ready? • Right then. Shall we get down to business? • Ok, shall we start? 
Introducing the first point: • To start with I would like to consider… • First of all, I want you to know some details related to 

the… • I’d like to begin with… • Now I’d like to direct your attention to the slide/
overhead/handout/graphic. You can see… 

Finishing a part: • Those are the main points on... • Thus we have looked at/dealt with…. 
Starting a new point: • Let me turn now to... • …which brings us to our second/third/final point, which 

will be presented by my colleague Ms./Mr. … • Next, we come to another issue... 
SUMMARIZING 

• So now I’d like to summarize the main points… • So we looked at…followed by…then we examined… • Let’s recap, shall we? • Thus we have looked at/dealt with… 

CONCLUDING 
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• That’s all I have to say for now. I think that covers all the 
points concerning/related to… Thank you for listening. • In conclusion, I would like to emphasize… • In light of our discussion today I would like to remind 
everyone of… (main point). 

INVITING QUESTIONS & PROVIDING ADDITIONAL 
INFORMATION 

Inviting Questions: • I would now like to take the opportunity to answer any 
questions you may have. • Please let me know if you have any questions. • Does anyone have any questions? 

Providing Additional Information (if appropriate): • Additional updates will be distributed at the next 
meeting/via email/telephone/vial regular mail. • More information can be found on our website. (provide 
address in written form) 

PRESENTING SLIDE SHOWS 

• On the slide, you can see… • On this slide, one can see… • Here we have… • Next we have… • Moving on to…products we have… • You can see how this will attract… • Please direct your attention to… • Now I’d like to show you… • In the background, you can see… • In the foreground…is visible. • On the left we have… • On the right we have… • The…is designed to catch the customer’s eye. • Here we have another…you can see how this one is…
(somehow different or better).  
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• What do you think of this display? • Do you remember the older version of this? We have 
improved it to… • Perhaps you remember how this used to work. The new 
design allows…and is far more cost-effective.  • Now I’d like to turn to… • Although this design looks simple, it has a subtle 
elegance with its curved… • This can attract shoppers’ attention due to its… • We think this will be successful because… • Foreign tourists will find this sign easier to understand 
because the image corresponds with the words. • This will appeal to…because of its… • This has a universal appeal because it… • We are preparing to launch our summer line of… • Here you can see what we are planning to launch this 
winter.  • You might want to consider… 

HANDLING QUESTIONS 

Rephrasing the original question: • So what you are asking is…? • If I understand the question correctly, you would like to 
know/you are saying… 

Asking further questions to clarify: • When you say…do you mean? • Can you clarify exactly what you mean by that? 

Asking for repetition: • I’m sorry, I didn’t quite catch your question. Can you 
please repeat it? • I am not sure what you are getting at. Can you please 
repeat that? • Can you say that again, please? I didn’t quite hear you 
the first time. 
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Redirect to the questioner or the group: • That is an interesting question. May I ask what your 
view is? • Judging from your question, you must have thought a 
lot about this as well. What is your opinion about it? • Would anyone like to comment on that? • Has anyone else had a similar problem? 

Redirect to another person: • That’s a good question but I’m afraid it’s not really my 
field. Perhaps Ms./Mr. … can provide us with an answer. • Alex, I think you might know more about this. • Perhaps Ms./Mr. … can answer that question. 

Evasion: • I don’t have the details/figures with me at the moment 
but I will get back to you on that. • I’m afraid I’m not the right person to answer that. • I’m not sure this is the right place/time to discuss this 
particular question. 

HANDLING DIFFICULT QUESTIONS 

FIRST REACTION ALTERNATIVES FOR IMPROVEMENT

I don’t know… • That is an interesting question. 
What I do know… • I’m still in the process of 
researching… • I have examined several 
possibilities but I have not found 
a good answer to your question. 
If you say this, you must be 
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EVALUATION 

We don’t know… • We are currently working on the 
answer to that… • That is a good question. In fact, 
we have discovered that…, 
however, we still do not know 
exactly… • It is interesting that you should That is not known/

no one knows/who 
knows?

• Although data is still being 
collected, it appears that… will 
likely be the case. • It is possible that…is true, 
however, there is really no way 

One Two Three Four

Structure: Clear, 
understandable?

Introduction: Clear? 
Did it tell you what 
you would hear?

Transitions: Clear, 
smooth?

Summary: Did they 
tell you what they 
told you?

Questions: Handled 
appropriately?

Delivery: Effective? 
Persuasive? 
Informative?

Overall: Interesting?
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Follow-up activities: 

1. Presenting the Swatch Group 

Instructions: 

• Form small groups with your classmates. • Research and gather information about the Swatch 
Group using the text provided as a starting point. Feel 
free to explore additional sources to enhance your 
understanding of the company. • Use the conventional presentation model to structure 
your presentation. Make sure to cover the following 
elements: 

	 a. Introduction: Provide a brief overview of the Swatch 
Group and explain its significance in the watchmaking 
industry. 
	 b. Company Background: Present key historical and 
background information about the Swatch Group, including 
its founding, growth, and evolution. 
	 c. Product Portfolio: Highlight the various watch brands 
and luxury products offered by the Swatch Group. 
	 d. Market Presence: Describe the company's global 
reach, market share, and any notable achievements or 
milestones. 
	 e. Competitive Advantage: Discuss the unique selling 
points and competitive advantages of the Swatch Group in 
the luxury goods market. 
	 f. Financial Performance: Present relevant financial 
data, revenue figures, and profitability to showcase the 
company's success. 
	 g. Conclusion: Summarize the key points and explain 
why the Swatch Group is a significant player in the 
watchmaking industry. • Each group will have 10-15 minutes to present their 

findings to the class. 
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• After each presentation, there will be a Q&A session 
where other students can ask questions and seek 
clarification about the Swatch Group's presentation. 

2. Creative Persuasive Presentation 

Instructions: 

• Choose whether you want to work individually or in 
small groups for this task. • Select a topic for your persuasive presentation. It can 
be related to a social issue, a business idea, a product, 
or any other subject you are passionate about. • Use your creativity and imagination to structure your 
presentation in a compelling way that engages the 
audience effectively. • Apply persuasive techniques, such as ethos, pathos, 
and logos, to strengthen your arguments and appeal to 
the audience's emotions and rationality. • Follow a structured approach, including the following 
elements in your presentation: 

	 a. Introduction: Start with a captivating introduction to 
draw the audience's attention and introduce your topic. 
	 b. Background and Problem Statement: Provide 
context and explain the significance of your chosen topic or 
issue. 
	 c. Proposed Solution or Idea: Present your main 
argument or proposal, including the benefits and potential 
positive impact. 
	 d. Supporting Evidence: Offer data, statistics, real-life 
examples, or expert opinions to back up your claims. 
	 e. Counterarguments: Address potential 
counterarguments and demonstrate your ability to anticipate 
and refute opposing viewpoints. 
	 f. Call to Action: Conclude your presentation with a 
powerful call to action, urging the audience to take a specific 
course of action or support your idea. 
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• You have a designated time limit for your presentation. 
Make sure to practice and stay within the allocated 
timeframe. • Feel free to use visual aids, storytelling, or multimedia 
elements to make your presentation engaging and 
memorable. • After the presentations, we will provide constructive 
feedback to each group or individual, focusing on 
persuasive techniques, communication skills, and 
overall presentation effectiveness using the above. Be 
prepared to learn from each other and develop as 
persuasive communicators! 

BUSINESS PITCHING 

What’s in it for me? 

Pitching skills are vital for business students because they 
equip them with the ability to communicate effectively, 
present ideas persuasively, and thrive in various professional 
settings. These skills are not only valuable for entrepreneurial 
endeavors but also for succeeding in corporate careers and 
making a positive impact in the business world. 

What is business pitching? 

Legend has it that it was elevator pioneer Elisha Otis 
himself who gave the first true "elevator pitch.” 

It was 1853, and while many buildings were already equipped 
with elevators at the time, they were considered dangerous, 
and only as stable as their weakest rope. Otis had a vision for 
a newer, safer way. But rather than try to sell his invention 
with complicated engineering-speak, he decided to 
demonstrate his ingenuity. At a convention center, in front of 
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a crowd of dozens, Otis set up a display of an open elevator 
shaft, hoisted himself three stories up, and cut his supporting 
rope with an axe. At first, the crowd gasped, but then 
breathed a sigh of relief. Otis's stopping mechanism brought 
his elevator to a safe halt before hitting the ground. In less 
than thirty seconds Elisha Otis showed the world the value of 
what he was selling. (Extracted from CNBC) 

Another story behind the 'elevator pitch' can be traced back 
to the golden era of Hollywood in the 1920s and 1930s. As 
the legend goes, aspiring screenwriters would try to catch a 
ride in an elevator with a studio executive. Knowing they only 
had a short amount of time to pitch their movie idea before 
reaching the executive's floor, they had to deliver a 
compelling and concise pitch that could win them a chance to 
further discuss their screenplay. 

The concept of the 'elevator pitch' was later popularized in 
the business world, particularly within the entrepreneurial and 
startup community. The idea was adapted to represent a brief 
and impactful presentation that an entrepreneur or 
businessperson could deliver to potential investors, clients, or 
partners in the time it takes to ride an elevator, typically about 
30 seconds to 2 minutes. 

The elevator pitch is now widely recognized as a critical skill 
in the business realm. It serves as a powerful tool for 
capturing attention, generating interest, and sparking 
meaningful conversations. In today's fast-paced and 
competitive business landscape, being able to succinctly 
convey the value proposition of a business idea, product, or 
service is essential for making a lasting impression and 
seizing opportunities. 
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PITCH DECK STRUCTURE 

Extracted from: VISME  

Follow-up activities: 

1. Pitch Deck Analysis 

Instructions: 

• Watch a pitch deck presentation on YouTube. Look for a 
startup or business pitch that catches your interest. • Pay close attention to the structure and content of the 
pitch deck. Take note of the presentation's key 
elements, design, and flow. • Analyze the strengths and weaknesses of the pitch 
deck. Consider how effectively it communicates the 
business idea, addresses potential investors' questions, 
and captures the audience's attention. 
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• Prepare a detailed analysis of the pitch deck, 
highlighting its most persuasive aspects and areas for 
improvement. • In a classroom presentation, share your analysis with 
your peers, discussing the pitch deck's overall 
effectiveness and any valuable lessons it offers for 
creating compelling presentations. 

2. Creating Pitch Deck 

Instructions: 

• Choose a business idea, startup, or project you want to 
present to potential investors or clients. • Use the pitch deck structure above to create your pitch 
deck. • Include essential slides such as problem statement, 
solution, market opportunity, competitive analysis, 
revenue model, team introduction, and funding ask (if 
applicable). • Practice presenting your pitch deck to yourself or a 
small group to ensure you can effectively convey your 
message within the time limit. 

3. Pitch Practice Session 

Instructions: 

• Work in 2 groups. Each group should represent a 
startup or business idea. • Each group should create a pitch deck based on the 
structure provided. The pitch should be tailored to 
attract potential investors or clients.  • Each group presents their pitch deck to the audience 
(the rest of the class). • After each presentation the audience should provide 
constructive feedback to the presenting group, focusing 
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on the clarity, persuasiveness, and visual appeal of the 
pitch deck. 

YouTube Video Links for Analysis: 

• 	 "Airbnb Pitch Deck":  
This video analyzes the pitch deck that Airbnb used in its 
early days to secure funding and become a global success. It 
provides valuable insights into how a successful startup pitch 
deck should be structured and presented.  
Follow the link. • 	 "Uber Pitch Deck" by PitchDeckCoach:  
This video examines the pitch deck that Uber used to pitch 
their business idea to investors. It offers an in-depth analysis 
of the key elements that made Uber's pitch successful in 
raising initial funding.  
Follow the link.	  • "Pied Piper Pitch Deck”: 
This video is a fictional pitch deck presentation from the TV 
series "Silicon Valley." While it is a humorous take on a startup 
pitch, it provides an opportunity to analyze the elements of a 
pitch deck in an entertaining context.  
Follow the link. 
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UNIT 3: EFFECTIVE NEGOTIATION SKILLS 
TRAINING 

 
What’s in it for me? 

This training is designed to equip you with essential skills and 
strategies to become a proficient negotiator in both personal 
and professional settings. Negotiation is a vital aspect of 
everyday life, influencing various outcomes, from business 
deals to resolving conflicts with family and friends. 
Throughout this training, you will learn the art of persuasive 
communication, mastering techniques to reach mutually 
beneficial agreements. Get ready to enhance your 
confidence, adaptability, and critical thinking as we delve into 
the intricacies of negotiation, empowering you to achieve 
successful outcomes in any situation. Let's embark on this 
transformative journey together, unlocking the key to 
confident and effective negotiation. 
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Negotiation is a dynamic process that plays a crucial role in 
various aspects of life, from business transactions to 
interpersonal relationships. Developing effective negotiation 
skills is essential for achieving favorable outcomes and 
maintaining productive interactions. We will explore the main 
stages of negotiation, essential strategies like BATNA, 
WATNA, and WAP, as well as key principles for honing your 
negotiation skills. 

MAIN STAGES OF NEGOTIATIONS 

• Preparation: Before entering a negotiation, thorough 
preparation is crucial. This involves defining your goals, 
researching the other party 's interests, and 
understanding the context and potential challenges. 

• Opening: The opening phase sets the tone for the 
negotiation. Introduce yourself, establish rapport, and 
define the agenda. Express your intentions clearly and 
concisely. 

• Exploration: This stage involves exchanging information 
and understanding each party's needs, interests, and 
priorities. Active listening and open communication are 
vital during this phase. 

• Bargaining: In the bargaining phase, parties present 
their offers and counteroffers. Negotiators aim to find 
common ground, utilizing various strategies to maximize 
their outcomes. 

• Agreement: Once both parties reach a mutually 
acceptable solution, an agreement is made. It's 
essential to ensure that the terms are well-defined and 
aligned with the interests of all parties. 
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• Closure: The closure phase involves finalizing the 
agreement, reviewing the terms, and ensuring that both 
parties are satisfied with the outcome. Documenting the 
agreement is also crucial for future reference. 

SOME COMMONLY USED PHRASES FOR EACH STAGE: 

Preparation: • "I've thoroughly researched our potential deal." • "I've identified our key objectives and interests." • "I understand your company's background and goals."	  • "I've conducted thorough research to better understand 
our potential deal.” • "Our key objectives and interests have been carefully 
identified.” • "I've familiarized myself with your company's 
background and long-term goals." 

Opening: • "Thank you for joining this negotiation." • "I believe our collaboration can be mutually beneficial." • "Let's outline the agenda for today's discussion.”  • "I appreciate your presence at this negotiation session.” • "I'm confident that our collaboration can lead to mutual 
advantages.” • "Let's kick off today's discussion by outlining the main 
topics we'll cover." 

Exploration: • "Could you share your perspective on this matter?" • "What are the main concerns you have regarding our 
proposal?" • "I'd like to understand your priorities and expectations.”  • "Could you shed light on your viewpoint regarding this 
matter?” 
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• "What aspects of our proposal are particularly 
concerning for you?” • "Understanding your priorities and expectations will 
help us move forward." 

Bargaining: • "I propose that we consider this offer." • "I see the potential for a win-win solution here." • "Could we find a middle ground on this issue?”  • "I'd like to propose a mutually beneficial offer for 
consideration.” • "Finding a middle ground on this issue would be a 
positive step forward.” • "Let's work together to ensure that both sides are 
content with the arrangement." 

Agreement: • "I believe we've reached a consensus on the terms." • "Let's summarize the key points we've agreed upon." • "We're aligned on the terms of our partnership.” • "It seems like we've come to a shared understanding of 
the terms.” • "Let's summarize the key takeaways from our 
discussion.” • "We're on the same page regarding the specifics of our 
partnership." 

Closure: • "Are you comfortable with the final agreement?" • "Shall we proceed with drafting the formal contract?" • "I appreciate your cooperation throughout this 
negotiation.”  • "Do you feel comfortable moving forward with the 
finalized agreement?” • "Shall we proceed to draft the official contract based on 
our consensus?” 

88



• "I want to express my gratitude for your cooperation 
throughout this negotiation." 

MAIN STRATEGIES IN NEGOTIATION 

• BATNA (Best Alternative to a Negotiated Agreement): 
BATNA is your fallback option if negotiations fail. 
Understanding your BATNA empowers you to make 
informed decisions and negotiate confidently. 

• 	 WATNA (Worst Alternative to a Negotiated 
Agreement): WATNA refers to the least favorable 
outcome if no agreement is reached. Awareness of your 
WATNA helps you assess risks and benefits during 
negotiations. 

• 	 WAP (Walk Away Price/Point): WAP is the point or 
price at which negotiation is no longer favorable, 
prompting you to consider ending the negotiation. 
Identifying your WAP prevents you from agreeing to 
disadvantageous terms. 

Just like any challenging task, negotiations too require 
thorough preparation. It's essential to define your desires, 
considerations, and limitations. Personal preparation, buoyed 
by self-confidence and a positive attitude, lays the foundation 
for success. 

Without adequate preparation, the risk of overconcession 
looms large. Striking the right balance between acceptable 
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terms and optimal outcomes hinges on your resolve to 
negotiate with your strongest bargaining attributes. 

Establishing WATNA and BATNA: 

Frequently, negotiators neglect the significance of these 
alternatives. Consequently, they resist concessions, hoping to 
bypass negotiation. By establishing your WATNA and BATNA, 
parties are prompted to explore alternative options. 

In an ideal scenario, negotiations wouldn't be necessary. Lack 
of clarity about your WATNA and BATNA leads to ineffective 
negotiation grounded in false expectations and assumptions. 
Your WATNA is pivotal for focused, purposeful negotiations, 
serving as a precautionary measure to consider worst-case 
scenarios. 
However, the BATNA eclipses the WATNA's significance. In 
the absence of negotiated agreements, negotiations are 
driven by the pursuit of satisfactory outcomes. 

Deriving WAP: 

Typically, negotiations are initiated when deemed necessary, 
based on the analysis of WATNA and BATNA. Calculating a 
Walk Away Price is crucial. Your WAP, generally lower than 
your initial offer, signifies the point at which you're willing to 
walk away from the negotiation. 

Revealing a substantially lower WAP than your offers 
weakens your negotiating position. Disclosing your WAP 
grants the other party undue leverage, essentially turning 
your WAP into your price. 

Analysis of negotiation strategies: 

A: Successful Negotiation between Car Seller and Buyer: 
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1. Preparation: 
Seller (S): The car seller gathers information about the car's 
features, condition, and market value. 
Buyer (B): The buyer researches the model's average price, 
its specifications, and potential alternatives. 

2. Opening: 
S: "Good afternoon! Welcome to our dealership. My name is 
Alex, and I'll be assisting you today." 
B: "Hello, Alex. I'm Laura. Nice to meet you. I've been looking 
for a reliable car for my daily commute." 

3. Exploration: 
S: "Absolutely, Laura. What kind of features are you looking 
for in a car? Any specific model or size preference?" 
B: "I need something fuel-efficient and with advanced safety 
features. I've been considering a compact SUV (a sport utility 
vehicle).” 

4. Bargaining: 
S: "We have a few compact SUV models available that match 
your preferences. Our asking price for the one you're 
interested in is $22,000." 
B: "That sounds reasonable, but I've seen similar models 
listed for around $20,000. Is there room for negotiation?" 

5. Agreement: 
S: "I understand your concerns. How about we meet in the 
middle at $21,000? In return, we'll provide a comprehensive 
warranty package." 
B: "That's closer to my budget, but could you include a 
maintenance package for the first year as well?" 

6. Closing: 
S: "Absolutely, Laura. We'll include the maintenance package 
for the first year, and I'll prepare the paperwork for you." 
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B: "Great, Alex. Thanks for accommodating my request. Let's 
move forward with the deal." 

Analysis: 

In this negotiation, the car seller and buyer progress through 
the negotiation stages: • Preparation: Both parties gather information about the 

car's specifications and market prices. • Opening: They establish a friendly rapport, introducing 
themselves and their interests. • Exploration: The buyer discusses her preferences, 
allowing the seller to understand her needs. • Bargaining and Negotiation: The seller presents the 
asking price, and the buyer seeks room for negotiation 
based on her research. • Agreement: The seller offers a compromise, including a 
warranty package, and the buyer counteroffers with an 
additional maintenance package. • Closing: The seller finalizes the terms, and the buyer 
agrees to proceed with the deal, initiating the closing 
process. 

Summary: Th is negot ia t ion showcases effect ive 
communication, exploration of needs, bargaining, and 
mutually satisfactory resolution, leading to a successful 
agreement. 

BATNA (Best Alternative to a Negotiated Agreement): 

• Seller (S): The seller's BATNA is to sell the car to 
another buyer who might be willing to pay a higher 
price. • Buyer (B): The buyer's BATNA is to explore other 
dealerships or private sellers offering similar compact 
SUV models at a more competitive price. 
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WATNA (Worst Alternative to a Negotiated Agreement): 

• S: The seller's WATNA is that they are unable to sell the 
car for an extended period, resulting in storage costs 
and potential depreciation. • B: The buyer's WATNA is that they are unable to find a 
suitable compact SUV within their budget and might 
have to compromise on features or settle for a less 
preferred option. 

WAP (Walk Away Price/ Point): 

• S: The seller's WAP might be around $19,000, 
considering their costs, desired profit margin, and 
market conditions. • B: The buyer's WAP could be around $20,000, as it 
aligns with their research on the average price for 
similar models. 

In this successful negotiation, both the car seller and buyer 
engaged in effective preparation and exploration. The seller 
opened with a welcoming approach, establishing rapport, and 
the buyer clearly stated her preferences. The bargaining 
phase demonstrated flexibility from both sides, with the seller 
offering a discounted price and additional benefits, and the 
buyer requesting a maintenance package. 

The agreement phase reflected a win-win outcome, as both 
parties compromised to reach a mutually acceptable price 
while including the maintenance package. The closing stage 
consolidated the deal with appreciation and eagerness to 
proceed. 

This negotiation resulted in a win-win solution where the car 
seller achieved a satisfactory price, and the buyer obtained 
the desired compact SUV with added benefits. Both parties 
effectively uti l ized their preparation, BATNA, and 
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understanding of their limits to ensure a successful 
negotiation outcome. 

B: Failed Negotiation between Car Seller and Buyer: 

1. Preparation: 
Seller (S): The car seller gathers information about the car's 
features, condition, and market value. 
Buyer (B): The buyer researches the model's average price, 
its specifications, and potential alternatives. 

2. Opening: 
S: "Hi there! I'm Alex, and I'll be helping you today." 
B: "Hello, Alex. I'm Laura. Let's get straight to business. I need 
a car for my commute." 

3. Exploration: 
S: "Got it. What model are you interested in?" 
B: "Just show me what you have. Doesn't matter as long as it's 
cheap." 

4. Bargaining: 
S: "We have this compact SUV for $22,000. It's a fair price." 
B: "That's too expensive. I've seen similar cars listed for 
$20,000. Can you do that?" 

5. Agreement: 
S: "Sorry, but $22,000 is the lowest. Take it or leave it." 
B: "I won't pay a dollar more than $20,000. This is ridiculous." 

6. Closing: 
S: "Well, if that's your final offer, I can't do anything." 
B: "Fine, I'll go elsewhere then." 

Analysis: 
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In this failed negotiation, the car seller and buyer experience 
challenges in the negotiation stages: 

• Preparation: Both parties gather information, but the 
lack of preparation in terms of the buyer's specific 
preferences hinders effective communication. • Opening: The buyer's impatient approach and the 
seller's abruptness create a strained atmosphere. • Exploration: The buyer's dismissive attitude toward 
exploring available models prevents the seller from 
understanding her needs. • Bargaining: The seller's refusal to negotiate and the 
buyer's uncompromising stance lead to a stalemate. • Agreement: The seller's rigid stance and the buyer's 
insistence contribute to escalating tensions and no 
resolution. • Closing: The seller's inability to find common ground 
results in the deal falling apart. 

Summary: This failed negotiation demonstrates the 
importance of effective communication, flexibility, and 
willingness to explore options for a mutually beneficial 
outcome. The lack of rapport, inflexibility, and unwillingness 
to compromise ultimately led to the negotiation's failure. 

BATNA (Best Alternative to a Negotiated Agreement): • Seller (S): The seller's BETNA is to wait for another 
buyer who might be willing to pay a higher price or 
explore alternative offers from potential buyers. • Buyer (B): The buyer's BETNA is to search for other 
dealerships or private sellers offering the same or 
similar compact SUV models at a lower price. 

WATNA (Worst Alternative to a Negotiated Agreement): • S: The seller's WATNA is that they failed to sell the car 
for an extended period, resulting in storage costs and 
potential depreciation. 
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• B: The buyer's WATNA is that they are unable to find a 
suitable and affordable compact SUV within their 
budget, leading to potential inconvenience in daily 
commuting. 

WAP (Walk Away Price/ Point): 

• S: The seller's WAP might be around $21,000, 
considering their costs and desired profit margin. • B: The buyer's WAP could be around $20,000, as 
they've seen similar models listed at this price and want 
to secure a better deal. 

In this failed negotiation, both parties entered the interaction 
with predetermined positions that lacked flexibility. The 
seller's opening lacked rapport-building, and the buyer's 
initial approach showed a clear focus on the price without 
considering other factors. 

During the bargaining phase, both sides failed to find 
common ground. The seller's unwillingness to negotiate and 
the buyer's insistence on an immediate price reduction led to 
an impasse. The agreement phase highlighted the lack of 
willingness to compromise, resulting in a lose-lose scenario. 

The closing stage indicated a failed negotiation, with neither 
party willing to meet the other's demands. This negotiation 
ended without a solution, highlighting the importance of open 
communication, flexibility, and a collaborative mindset for 
successful negotiations. 

NEGOTIATION OUTCOME SCENARIOS  

Win-Win Solution: A win-win solution in negotiations refers to 
an outcome where both parties involved benefit and achieve 
their goals. This outcome is considered ideal because it leads 
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to mutual satisfaction and collaboration. In a win-win situation, 
both sides can reach an agreement that meets their interests 
and needs without compromising the other party's interests. 

Win-Lose Solution: A win-lose solution in negotiations occurs 
when one party achieves its desired outcome while the other 
party does not. In this scenario, one side gains what they 
wanted, but at the expense of the other party's goals or 
interests. Win-lose solutions are often characterized by a 
competitive or adversarial approach, where one party's gain 
is directly proportional to the other party's loss. 

Lose-Win Solution: A lose-win solution is essentially the 
reverse of a win-lose scenario. It occurs when one party 
intentionally concedes its interests or goals to accommodate 
the other party's desires. This might happen when one party 
values the relationship or the other party's needs more than 
their own. While the conceding party may perceive this as a 
loss, they are willing to make that sacrifice to maintain the 
relationship or fulfill the other party's goals. 

Lose-Lose Solution: A lose-lose solution is an unfavorable 
outcome for both parties in negotiations. In this situation, 
neither side achieves its objectives, and the final agreement 
fails to meet the needs or desires of either party. Lose-lose 
solutions can arise due to a lack of effective communication, 
understanding, or collaboration between the parties. It often 
indicates a breakdown in the negotiation process and can 
lead to dissatisfaction and strained relationships. 

Negotiators need to strive for win-win solutions, as they lead 
to long-term cooperation and positive relationships. Win-lose 
and lose-lose solutions are generally not ideal, as they can 
lead to resentment, mistrust, and a breakdown in future 
negotiations. 

Analysis of negotiation outcome scenarios: 
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1. Win-Win Solution: 

Person A: "I think we can divide the project responsibilities in 
a way that benefits both our teams. We've analyzed our 
strengths and can focus on the design aspect." 
Person B: "That sounds like a reasonable idea. However, 
we're confident in our technical implementation capabilities. 
How about we handle that part?" 
Person A: "Absolutely, that works for us. We appreciate your 
expertise in that area." 
Person B: "Likewise, your team's design skills are impressive. 
This collaboration will bring out the best in both teams." 

Analysis: 

In this dialogue, both parties initiate the negotiation by 
recognizing each other's strengths and suggesting a 
collaborative approach. They then engage in a discussion 
about dividing tasks based on expertise, ensuring that both 
teams can contribute effectively. By showing appreciation for 
each other's skills, they create a win-win situation that 
strengthens the partnership. 

2. Win-Lose Solution: 

Person A: "We need a bigger budget for this project to ensure 
its success." 
Person B: "I understand your request, but our budget is fixed 
due to financial constraints." 
Person A: "While we respect your budget limitations, a larger 
budget would significantly enhance the project's quality." 
Person B: "Unfortunately, we can't make any changes to the 
budget. You'll need to manage within the allocated funds." 

Analysis: 
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In this dialogue, both parties start with their positions—Person 
A requesting a bigger budget and Person B explaining the 
constraints. Person A attempts to emphasize the benefits of a 
larger budget, while Person B stands firm on the budget 
limitations. The outcome leans toward a win-lose situation as 
Person A doesn't achieve their desired outcome, and Person 
B maintains their position. 

3. Lose-Win Solution: 

Person A: "I'll accept your terms, even though they're not 
ideal for us." 
Person B: "We appreciate your willingness to work with us. 
Your flexibility shows your commitment." 
Person A: "Yes, we're committed to making this partnership 
work, even if it means some adjustments on our end." 
Person B: "Thank you for understanding. We're excited about 
collaborating with your team." 

Analysis: 

In this dialogue, Person A starts with a concession by 
accepting less favorable terms. Person B acknowledges the 
compromise and appreciates Person A's flexibility. Person A 
then explains their commitment, and Person B acknowledges 
the understanding and expresses enthusiasm for the 
collaboration. The outcome favors Person B while maintaining 
a positive tone in the relationship. 

4. Lose-Lose Solution: 

Person A: "I guess we both can't have everything we want in 
this negotiation." 
Person B: "It seems like a challenging situation. Let's explore 
some compromises." 
Person A: "Agreed, we need to find a middle ground that 
works for both sides." 
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Person B: "Even though it's not ideal, finding common ground 
will be beneficial for both our objectives." 

Analysis: 

In this dialogue, both parties acknowledge the complexity of 
the negotiation and express the need for compromise. They 
agree to explore the middle ground, emphasizing the 
importance of finding a solution that benefits both sides. The 
outcome results in a lose-lose scenario where neither party 
achieves their desired outcomes, but they focus on finding 
common ground.  

Turn to the Follow-up activities for practicing the analysis of 
negotiation strategies and outcome scenarios.  

NLP TECHNIQUES TO SUCCEED IN  NEGOTIATIONS 

Neuro-Linguistic Programming (NLP) is a psychological 
approach that explores the connections between 
neurological processes, language, and behavior patterns. In 
the context of negotiations, NLP offers valuable tools for 
enhancing communication and influencing outcomes. By 
understanding and utilizing NLP techniques, negotiators can 
establish rapport, enhance persuasion, and decode 
nonverbal cues effectively. NLP empowers negotiators to 
tailor their communication style to match the preferences and 
personalities of their counterparts, leading to more successful 
and harmonious negotiations. It provides insights into reading 
body language, detecting hidden cues, and using language 
patterns to build trust and guide discussions. Ultimately, NLP 
offers a powerful framework for improving the effectiveness 
of negotiations by enhancing communication dynamics and 
fostering mutually beneficial agreements. The following are 
some basic techniques that can help you succeed in 
negotiations. 
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Mirroring and Matching: Mirroring the body language, tone 
of voice, and pace of speech of the other party can build 
rapport and create a sense of connection, leading to a more 
collaborative atmosphere. For instance, if the other party 
speaks slowly and softly, you can adapt a similar pace and 
tone. By doing so, you establish a subconscious rapport that 
fosters a positive negotiation environment. 

Anchoring: Create positive associations by using certain 
gestures, words, or phrases consistently during the 
negotiation. This can evoke positive emotions and help in 
influencing decisions. For example, mentioning previous 
successful collaborations between your organizations can 
anchor a positive attitude toward the negotiation. By 
referencing past successes, you trigger the positive emotions 
associated with those experiences, making the current 
negotiation more favorable. 

Pacing and Leading: Initially, align your communication style 
with the other party's to establish rapport. Once rapport is 
established, gently shift your style to guide the negotiation in 
your desired direction. This technique allows you to build 
trust by showing that you understand their concerns before 
introducing your ideas. By pacing their communication style, 
you create a sense of familiarity, making it easier for them to 
accept your leading statements. 

Calibrated Questions: Use open-ended questions to gain 
deeper insights into the other party's perspective, objectives, 
and concerns. This helps you tailor your proposal to their 
needs. For instance, asking "What are your main priorities in 
this negotiation?" allows you to understand their key 
concerns and align your proposal accordingly. 

Outcome Frame: Encourage the other party to envision the 
positive outcomes of reaching an agreement. This technique 
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can motivate them to focus on the benefits of the deal. For 
example, you might say, "Imagine how our partnership could 
enhance both of our companies' growth prospects." This 
forward-thinking perspective shifts their focus to the positive 
potential of the agreement. 

Embedded Commands: Incorporate subtle commands within 
your sentences to influence the other party's thought 
process. For instance, "Consider how this proposal meets 
your requirements." By embedding the command "Consider," 
you guide their thinking toward your proposal's strengths. 

Meta-Model Questions: Use meta-model language patterns 
to clarify vague statements and uncover hidden assumptions. 
This promotes clear communication and prevents 
misunderstandings. For example, if they say, "It's too 
expensive," you might ask, "What specifically do you find 
expensive?" This question encourages them to provide 
specific details, leading to a clearer understanding of their 
concerns. 

Negotiator's Frame: Present your proposal as a solution to 
the other party's problems, making it appear as though they 
are benefiting more from the deal. You could explain, "Our 
proposal addresses the challenges you mentioned earlier, 
ensuring a smoother process for you." By framing your 
proposal as a solution, you enhance its appeal. 

Rapport-Building Statements: Use statements like "I 
understand how you feel" to demonstrate empathy and show 
that you genuinely care about their concerns. This fosters 
trust and a sense of collaboration, making them more 
receptive to your ideas. 

Future Pacing: Paint a vivid picture of the positive outcomes 
that will arise from agreeing to your proposal. This 
encourages the other party to focus on the long-term 
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benefits. For instance, "Imagine the success our partnership 
will bring, leading to increased market share and customer 
satisfaction." 

Utilization: Adapt to the other party's responses and 
incorporate their language or ideas into your negotiation 
strategy. This creates a sense of collaboration and validation. 
For instance, if they mention a specific feature they value, 
incorporate that into your proposal to show you're listening to 
their needs. 

Perceptual Positions: Mentally step into the other party's 
shoes to gain insights into their perspective. This empathy 
can guide your negotiation strategy and foster better 
understanding. By considering their viewpoint, you can tailor 
your approach to resonate with their needs. 

Elicit Values: Discover the core values that are important to 
the other party. Tailor your negotiation strategy to align with 
these values to create a compelling argument. For example, if 
they value sustainability, emphasize how your proposal aligns 
with eco-friendly practices. 

Analogous Marking: Highlight specific points in your 
negotiation that mirror the other party's concerns or needs. 
This makes it easier for them to identify with your proposal. 
For instance, "We faced a similar challenge last year and 
found that our approach led to a 20% increase in efficiency." 

Time-Lining: Guide the other party to imagine the journey of 
reaching an agreement and the positive consequences in the 
future. This can motivate them to agree. You might say, 
"Picture the successful partnership we'll have in six months, 
with our joint efforts yielding impressive results." 

Follow-up activities: 
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Negotiation Strategies: 

1. Summarize the Concepts: 

• Watch the video on BATNA and WATNA using the 
provided link. • Write a brief summary of the concepts of BATNA and 
WATNA based on the information provided in the video. 
Explain what BATNA and WATNA stand for and their 
significance in negotiation. 

2. Real-Life Examples: • Identify and provide at least two real-life examples 
where having a strong BATNA or recognizing the 
WATNA would have significantly impacted the 
negotiation outcomes. Describe the situations, the 
parties involved, and the possible effects of these 
alternative options on the negotiation strategies. 

3. Reflection and Analysis: • Reflect on the importance of understanding BATNA and 
WATNA in negotiation. How can having a strong BATNA 
empower a negotiator? How does recognizing the 
WATNA influence decision-making during negotiation? 
Discuss the potential benefits of being well-prepared 
with alternative options. 

4. Application: • 	 Imagine you are negotiating a contract with a vendor 
for your company. Describe a hypothetical scenario 
where knowing your BATNA and WATNA could be 
advantageous. Explain how these alternative options 
could influence your negotiation strategy and approach. 

5. Role-Play: • Perform a role-play exercise with a classmate. Choose a 
negotiation scenario where both parties have clear 
BATNAs and WATNAs. Each participant should 
represent one party and use the concepts of BATNA 
and WATNA to guide their negotiation strategy. After 
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the role-play, reflect on how the awareness of these 
alternatives impacted the negotiation dynamics. 

Analysis of negotiation strategies and outcomes: 

• Read the following conversations and provide an 
extensive analysis of negotiation strategies and 
outcomes: 

Conversation 1: Salary Increase 

Employee (E): The employee researches industry salary 
standards for their position. 

Manager (M): The manager reviews the employee's 
performance, contribution, and market conditions. 

E: "Good morning, Mr. Johnson. I appreciate this opportunity 
to discuss my salary." 
M: "Hello, please have a seat. I value your contributions to the 
team." 
E: "I've been with the company for three years and have 
consistently met targets." 
M: "Yes, I've noticed your dedication. What are your salary 
expectations?" 
E: "Considering my experience and the industry average, I'm 
seeking a 10% raise." 
M: "That's quite a jump. Let's see if we can meet halfway." 
E: "I understand the budget constraints. How about a 7% 
raise?" 
M: "I appreciate your understanding. Let's make it 6.5%, 
effective next month." 
E: "Thank you, Mr. Johnson. I'm satisfied with the outcome." 
M: "You've earned it. Your dedication is valued." 
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Conversation 2:  Rent Increase 

Tenant (T): The tenant researches local rental market trends 
and prepares to discuss the rent increase. 
Landlord (L): The landlord assesses property values and 
determines the need for a rent hike. 

T: "Good afternoon, I received the notice about the rent 
increase." 
L: "Hello. Yes, I've sent those notices to all tenants." 
T: "Can you explain the reason for the significant increase?" 
L: "It's to keep up with rising property values and 
maintenance costs." 
T: "The increase seems too steep. Can we negotiate a smaller 
raise?" 
L: "I'm afraid not. The new rate is non-negotiable." 
T: "I really can't afford such a big increase. Is there any 
flexibility?" 
L: "I've made my decision, and it's final." 
T: "This is disappointing. I might have to consider moving out." 
L: "That's your decision." 

Practicing Negotiation 

1. Negotiation Between Car Seller and Buyer 

Situation:  
  
A car seller (CS) is negotiating with a potential buyer (PB) over 
the price of a car. The buyer is interested in purchasing the 
car for personal use and is looking for the best deal. 
Instructions for the Car Seller (CS): • Prepare your Best Alternative to a Negotiated 

Agreement (BATNA) by researching the market value of 
the car, its condition, and other similar cars available. • Determine your Worst Alternative to a Negotiated 
Agreement (WATNA) by considering the possibility of 
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not making the sale. Calculate your Walk Away Price 
(WAP), which is the lowest price you can accept while 
still making a reasonable profit. • During the negotiation, engage in active listening to 
understand the buyer's needs and priorities. • Emphasize the car's features, condition, and any extras 
that come with it. • Use negotiation strategies to find a win-win solution that 
satisfies both parties. • Follow some basic NLP techniques that can help you 
succeed in negotiations. • Make use of some phrases for each stage of 
negotiations. 

Instructions for the Potential Buyer (PB): 

• Research the market value of the car model, its 
specifications, and any alternatives available. • Define your BATNA by considering other similar cars or 
offers from different dealerships. • Determine your WATNA, which could involve not 
purchasing a car or looking for alternatives. • Calculate your WAP, which is the highest price you are 
willing to pay based on your budget and research. • During the negotiation, express your preferences, 
needs, and expectations. • Use negotiation techniques to aim for a win-win solution 
that fits your budget and preferences. • Follow some basic NLP techniques that can help you 
succeed in negotiations. • Make use of some phrases for each stage of 
negotiations. 

2. Negotiation Between Employer and Employee on Salary 
Rise 
Situation: 
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An employer (E) is negotiating with an employee (EE) 
regarding a salary increase. The employee believes they 
deserve a higher salary due to their performance and 
contributions to the company. 

Instructions for the Employer (E): 

• Research industry standards and company financials to 
determine a reasonable salary increase. • Define your BATNA by considering alternatives, such as 
offering non-monetary benefits or bonuses. • Determine your WATNA, which could involve not 
providing a salary raise. • Calculate your WAP, which is the maximum salary 
increase the company can afford without straining its 
budget. • During the negotiation, acknowledge the employee's 
achievements and contributions. • Use negotiation strategies to reach an agreement that 
is fair to both parties. • Follow some basic NLP techniques that can help you 
succeed in negotiations. • Make use of some phrases for each stage of 
negotiations 

Instructions for the Employee (EE): 

• Research industry salary benchmarks for your position 
and experience. • Define your BATNA by exploring other job opportunities 
that offer higher compensation. • Determine your WATNA, which could involve not 
receiving a salary increase and feeling undervalued. • Calculate your WAP, which is the salary increase you 
believe accurately reflects your contributions. • During the negotiation, highlight your accomplishments, 
responsibilities, and dedication to the company. 
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• Use negotiation techniques to advocate for a salary 
increase that aligns with your performance and market 
standards. • Follow some basic NLP techniques that can help you 
succeed in negotiations. • Make use of some phrases for each stage of 
negotiations 
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