                                                    [image: F:\clip art - logos\College of Commissioner Science patch.png]


[bookmark: _GoBack]CED 718
Effective Communication
Course Outline


1. Communication Blueprint
A Message
A Sender
A Receiver
2. Communication Tools
· Effective listening
·  For both “receiver” and “sender”
· Paying attention not only to what is being said but the body language
· “Sender” pay attention to their audience and the unspoken signals
· Two-way process
· Use Active Listening skills
· Engage the Receiver
· “What do you want?”  This is the most important question in communication.  We want knowledge, to learn, to understand
· Give the receiver a reason to listen
· Speaker needs to adjust to fit audience based on how they are responding, not responding.
3. Communication Barriers
· Lack of common ground
· The more we know about one another, the greater the common experience
· Avoid the use of jargon
· Lack of sincerity
· A speaker must care about the receiver getting the message, otherwise, no point in passing it along!
· Emotional barriers
· Difficulty expressing emotion
· Lack of authority
· Speaker should know what they are talking about.  Expert? No, but doing the homework
· Lack of clarity
· Trying to hide part of the message or twist the truth leads to fuzziness and confusion
· Distractions
· Lack of attention, disinterest
· Different Viewpoints
· Physical Barriers
· Physical Disabilities
· Not being able to see each other
· Expectations & Prejudices
· People often hear what they want to hear
· Jumping to conclusions
· Cultural/Language Differences
4. Digital Communication
· Email
· Text Messaging
· Twitter
· Blogs
· Facebook 
5. Guidelines for Email Communication
· E-Mail Is Not Confidential
· Have Reasonable Expectations About Replies
· Be Careful with Humor or Avoid It Entirely
· Select Your E-Mail Title Carefully
· Reread you email before you send it
· Use Reply-All sparingly
· Keep emails short
6. Social Media Communication
· What you write is your responsibility
· Consider your audience
· Exercise good judgment
· Respect Copyrights
· Protect personal information
7. Conclusion
· Communication needs to be clear and concise
· Sender and receiver consider each other
· Communication is written, verbal and nonverbal
· Feedback is a gift
8. Questions
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