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

         able to:

         Learning

         outcome #

          (C-5)  -  Identify and demonstrate communication skills using

                    telephones, letters, memos, and verbal communications

         Special Materials and Equipment: Old phone, video camera and monitor

         Evaluation: Observation and evaluation of group presentations

TOPIC PRESENTATION:  SPECIAL COMMUNICATION SKILLS

     A. Communication Principles Which Meet Human Needs

        1. Accept people as they are

           People are basically self-centered and are motivated by personal

           recognition.

        2. Help others to be right

           People desire to be right, and sense support when others are in

           agreement with them. Be less critical and more supportive.

        3. Be confident

           People feel secure and are more likely to cooperate with someone

           who is confident. Also, people tent to want to be on the "winning

           team," and such a feeling is communicated through confidence. 

           Confidence is communicated through firm handshakes, audible and

           clear speech, good posture, eye contact, and good listening skills.

        4. Put others at ease

           Creates an atmosphere that the person you're talking to is

           "among friends." Talk to them, not at them, or above them.

           Be sincere.

        5. Retain your poise
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           Stressful circumstances and persons opposed to your ideas often

           cause a loss of composure. Gracefully losing an argument without

           heated words helps maintain self-respect and a sense of remaining

           in control. It also gains the respect of others.

        6. Keep your conversation brief

           Allow others to talk and pay special attention when they talk

           about personal subjects such as home, family, likes, and dislikes.

           Don't bore your audience with long, drawn-out stories.

        7. Believe in your subject

           You cannot "sell" your ideas if you do not believe in them.

        8. Take an interest in people

           Often people are persuaded by a sense of friendship rather than

           logic. Communicate a genuine interest in the other party, but

           avoid flattery and insincere remarks.

        9. Be professional

           Avoid snap judgments and don't be afraid of seeking others'

           opinion when more information is needed to make a decision.

       10. Communicate in a consistent manner

           If you are known to your crew as one who gives written orders

           during morning meetings, then do not give new orders verbally

           during a lunch break. People are creatures of habit; inconsistent

           communication can cause confusion and breakdown in good relations.

     B. Special Points to be Remembered When:

        1. Using the phone:

           a. Whether answering or initiating a call, identify yourself as

              soon as you greet the person you are speaking with.

           b. Speak clearly into the mouthpiece.

           c. Be courteous. Your first contact with a person is often over

              the phone. Make a good first impression by using good

              etiquette.

        2. Writing a letter:

           a. Type all business/chapter correspondence on the computer.

           b. Answer letters promptly.

           c. Check your spelling and word use, don't rely on spell checker.

           d. Write thank-you letters promptly. Show your appreciation when

              it is due.
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        3. Writing a memo:

           a. Write clearly.

           b. Note the time and date.

           c. Sign your name on the memo, in case there is a question.

           d. Put the memo where the person for whom it is intended will

              be sure to find it.

         4.  Sending E-mail

           a. Be brief and indicate subject in subject line.

           b. Check spelling and grammar

           c. Don't "spam" people. (sending unwanted e-mails to people)

              _________________________________________________

              ACTIVITY:

              Have students form groups and develop 60 second

              commercials pertaining to agricultural products

              to be videotaped and reviewed by the class.

              _________________________________________________

              _________________________________________________

              ACTIVITY:

              Have students prepare a "skit" and/or role play

              proper etiquette in using the telephone. Record

              and review the skits.

              _________________________________________________
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