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         Topic objectives:  Upon completion of this lesson the student will be

         able to:

         Learning

         outcome #

         (D-2)  -  Identify the important concepts to consider to

                   effectively follow directions and develop an

                   appreciation of how this relates to job survival.

         Special Materials and Equipment: ------------

         Evaluation:  Quiz or written assignment by instructor

TOPIC PRESENTATION:  JOB RELATED ETHICS

I.   Introduction

     In almost all jobs, there is a need to receive and give directions. How

     well or poorly it is done can greatly affect productivity and employee

     relations (how well everyone gets along with everyone else).

II.  Communication skills are needed by:

     1.  Interviewees:  an individual applying for a job must meet potential

         employers and convince them s/he is the right person for the job.

     2.  Employers:  if this person cannot communicate to the employers his/

         her wishes, the business will not do well and the everyone will be

         very unhappy and soon unemployed when the business goes bankrupt.

     3.  Employees:  must convince the boss or supervisor of his/her need

         for recognition, a better method for doing a job, or for

         coordination with other workers on the job.

III. Some rules for better communication:

     A. GIVING DIRECTIONS or MAKING A POINT

        1.  Help others be right. People want to be right and sense support

            and agreement.  Be less critical and more supportive.
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        2.  Be confident.  People feel better and are more likely to

            cooperate with someone who is confident.

        3.  Retain you poise.  Stressful circumstances and persons opposed

            to your ideas can cause a loss of composure,  which hurts your

            image in the eyes of others. (Even when you loose the argument,

            or are proven wrong, carrying on the discussion without heated

            words helps will help maintain the respect you receive from

            others as well as maintenance of your own self-respect)

        4.  When at work, be BRIEF and POLITE in your conversations and

            directions and BE SURE TO KEEP TO THE POINT.  Explain what is

            needed, what should be done, etc. and then get on with your

            work. Long conversations, or overly complicated directions cause

            people to become confused and frustrated.  If the directions are

            that complicated, WRITE THEM DOWN.

        5.  Have confidence in what you say.  It will help others believe in

            what you are saying also.

        6.  Speak clearly and maintain reasonable eye contact (not a

            piercing stare, only enough to let the other person know you are

            paying full attention to them.)

     B. RECEIVING DIRECTIONS or LISTENING TO A POINT BEING MADE

        1.  If you don't understand a specific direction, ask for

            clarification

        2.  Maintain reasonable eye contact so the other person knows you

            are listening.

        3.  Take notes if the directions are complicated.

        4.  Help others be right. People want to be right and sense support

            and agreement.  Be less critical and more supportive.  LISTEN

            FULLY TO THE POINT BEING MADE, BEFORE PASSING JUDGEMENT OR

            ASKING QUESTIONS.

     _____________________________________________________________________

     ACTIVITY:

     1.  Message Distortion Game:  To show how a message can be distorted,

         write a 5 digit number on a piece of paper.  Give it to a student

         and have them whisper it to another student,  have this activity

         go through the entire class, and then have the last person repeat

         the number aloud.  It won't be the same.  This shows the need to

         write messages down rather than relying on the verbal passage of

         the message.

      2. Clear Instruction Game:  Have one of the students tell you how to

         put on your coat.  Take each direction literally.   This should

         be good for a few laughs and it shows the importance and value of

         clear, understandable directions.

     _____________________________________________________________________
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