Enhancing Professional Communication: Speaking and
O’ PL  NITListening Practice with Business Scenario Videos and
Role-Playing Exercises for Adults

Introduction

Effective communication is the backbone of any successful business. As adults, refining communication
skills can significantly impact professional growth and relationships. This lesson plan is designed for adults
aged 35 years, focusing on improving their speaking and listening skills in a business context.

The key learning objectives include understanding various business scenarios, practicing effective
communication, and developing confidence in professional interactions.

Lesson Objectives

Analyze business scenarios to identify effective communication strategies

Apply communication skills in role-playing exercises to demonstrate understanding
Evaluate the effectiveness of communication in business scenarios

Create professional dialogues based on given business scenarios
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Lesson Plan

The lesson will be divided into six key sections, each designed to build on the previous one, creating a
cohesive and engaging 30-minute lesson.

Section 1: Introduction (Minutes 1-5) - Introduce the topic of effective communication in business settings,

discuss the importance of speaking and listening skills in professional interactions, outline the key learning
objectives and activities for the lesson, and conduct a brief icebreaker activity to gauge participants' current
level of understanding and tailor the lesson accordingly.

Section 2: Video Analysis (Minutes 6-10)

Show a business scenario video and engage participants in a guided discussion, analyze the
communication strategies used in the video and their impact on the outcome, and provide participants with
a handout to guide their analysis and note-taking.
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Section 3: Role-Playing Exercises (Minutes 11-15)

Introduce the role-playing exercises and provide clear instructions and scenarios, pair participants up and
have them practice their speaking and listening skills, and circulate around the room to offer feedback and
guidance as needed.

Section 4: Feedback and Reflection (Minutes 16-20)

Have participants share their experiences and challenges from the role-playing exercises, facilitate a class
discussion to highlight key takeaways and areas for improvement, and provide participants with a reflection
handout to guide their thinking and note-taking.
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Guided Practice

The guided practice section will consist of five teacher-led activities designed to help participants develop
their speaking and listening skills in a business context.

Video Analysis: Show a business scenario video and guide participants through a discussion on
effective communication strategies.

Role-Playing Exercises: Pair participants up and have them practice their speaking and listening skills
in a simulated business scenario.

Think-Pair-Share: Have participants watch a video clip and then discuss the following questions with a
partner: "What was the main issue in the scenario?" and "How did the characters resolve the issue?"
Group Discussion: Divide participants into small groups to discuss a business scenario and come up
with a solution.

Reflective Journaling: Have participants reflect on their own communication style and identify areas
for improvement.
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Independent Practice

The independent practice section will consist of four differentiated activities catering to beginner,
intermediate, and advanced levels.

Beginner: Business Scenario Cards - Have participants draw a card with a business scenario and
respond to the situation orally.

Intermediate: Case Study - Have participants read a case study and prepare a short presentation to
discuss the key issues and potential solutions.

Advanced: Debate - Have participants prepare for and engage in a debate on a business-related topic.
Project-Based Learning: Have participants work in groups to create a video or podcast on a business-
related topic.
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Subject Knowledge

The subject knowledge section will cover four comprehensive pieces of knowledge related to speaking and
listening practice in a business context.

¢ Effective Communication Strategies: Cover the fundamental concepts of effective communication,
including active listening, clarity, and concision.

¢ Conflict Resolution: Cover the key principles of conflict resolution, including remaining calm,
empathizing with the other party, and focusing on interests rather than positions.

e Cultural Awareness: Cover the importance of cultural awareness in business communication,
including understanding cultural differences, avoiding stereotypes, and being sensitive to nonverbal
cues.

¢ Technology-Enhanced Communication: Cover the role of technology in business communication,
including video conferencing, email, and instant messaging.
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Extended Knowledge

The extended knowledge section will delve into the intricacies of speaking and listening practice in a

business context, providing participants with a deeper understanding of the skills and strategies required to
excel in professional interactions.

¢ Active Listening: Discuss the concept of active listening, including fully concentrating on and
comprehending the message being conveyed by the speaker.

¢ Nonverbal Communication: Discuss the use of nonverbal communication in business interactions,
including body language, facial expressions, and tone of voice.

¢ Business Scenario Videos: Discuss the use of business scenario videos to analyze and discuss real-
life examples of effective and ineffective communication.

¢ Role-Playing Exercises: Discuss the use of role-playing exercises to practice speaking and listening
skills in a simulated business environment.
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Advanced Concepts

As participants progress in their understanding of speaking and listening skills in a business context, it is essential to introduce
advanced concepts that can further refine their abilities. This section will delve into the nuances of professional communication,
including the use of persuasive language, handling difficult conversations, and navigating cultural differences.

Case Study: Effective Communication in a Multicultural Team

A multinational company has a team working on a project with members from different cultural backgrounds. The team leader
notices that there are communication barriers and misunderstandings among team members. To address this, the leader decides to
implement a communication strategy that includes regular team meetings, active listening, and clarification of expectations. The
team leader also encourages team members to share their perspectives and ideas, fostering an inclusive and respectful environment.
As a result, the team's communication improves, and they are able to deliver the project successfully.

Assessment and Evaluation

To ensure that participants have grasped the concepts and skills taught in the lesson, it is crucial to assess and evaluate their
understanding. This section will outline various assessment methods, including quizzes, role-playing exercises, and group
presentations. The assessment will focus on participants' ability to apply effective communication strategies in a business context,
including their use of language, nonverbal communication, and conflict resolution skills.

Example: Assessment Rubric

The assessment rubric will include the following criteria: clarity and coherence of message, use of persuasive language, active
listening skills, and ability to handle difficult conversations. Participants will be assessed on their ability to demonstrate these skills in
a simulated business environment, such as a role-playing exercise or a group presentation.

Conclusion and Next Steps

In conclusion, effective communication is a vital skill for professionals to master in order to succeed in their careers. This lesson has
provided participants with the knowledge and skills necessary to improve their speaking and listening abilities in a business context.
The next steps for participants include practicing their skills in real-life situations, seeking feedback from colleagues and peers, and
continuing to learn and develop their communication skills.

Reflection and Action Plan

Participants will be encouraged to reflect on their learning and create an action plan to implement their new skills in their
professional lives. The action plan will include specific goals, strategies, and timelines for improvement. Participants will also be
provided with resources and support to help them continue their learning and development.

Additional Resources

To further support participants in their learning and development, additional resources will be provided, including books, articles, and
online courses. These resources will cover topics such as effective communication, leadership, and teamwork, and will provide
participants with a deeper understanding of the skills and strategies necessary to succeed in a business environment.

Recommended Reading
Participants will be recommended to fe¥HBL0KRS SEth 56" hé 7 HaBITE6F Highly Effective People” by Stephen Covey and "Influence:

The Psychology of Persuasion” by Robert Cialdini. These books will provide participants with a deeper understanding of effective
communication and leadership skills.

Glossary of Terms

A glossary of terms will be provided to help participants understand key concepts and terminology related to effective
communication in a business context. The glossary will include terms such as "active listening,’ "nonverbal communication,’ and
"conflict resolution.”

Glossary of Terms
Active listening: the process of fully concentrating on and comprehending the message being conveyed by the speaker. Nonverbal

communication: the use of body language, facial expressions, and tone of voice to convey meaning. Conflict resolution: the process
of resolving disagreements or disputes in a constructive and respectful manner.
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A list of references will be provided to support the concepts and strategies presented in the lesson. The references will include
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Lesson Plan

The lesson will be divided into six key sections, each designed to build on the previous one, creating a
cohesive and engaging 30-minute lesson.

Section 1: Introduction (Minutes 1-5) - Introduce the topic of effective communication in business settings,

discuss the importance of speaking and listening skills in professional interactions, outline the key learning
objectives and activities for the lesson, and conduct a brief icebreaker activity to gauge participants' current
level of understanding and tailor the lesson accordingly.

Section 2: Video Analysis (Minutes 6-10)

Show a business scenario video and engage participants in a guided discussion, analyze the
communication strategies used in the video and their impact on the outcome, and provide participants with
a handout to guide their analysis and note-taking.
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Section 3: Role-Playing Exercises (Minutes 11-15)

Introduce the role-playing exercises and provide clear instructions and scenarios, pair participants up and
have them practice their speaking and listening skills, and circulate around the room to offer feedback and
guidance as needed.

Section 4: Feedback and Reflection (Minutes 16-20)

Have participants share their experiences and challenges from the role-playing exercises, facilitate a class
discussion to highlight key takeaways and areas for improvement, and provide participants with a reflection
handout to guide their thinking and note-taking.
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Guided Practice

The guided practice section will consist of five teacher-led activities designed to help participants develop
their speaking and listening skills in a business context.

Video Analysis: Show a business scenario video and guide participants through a discussion on
effective communication strategies.

Role-Playing Exercises: Pair participants up and have them practice their speaking and listening skills
in a simulated business scenario.

Think-Pair-Share: Have participants watch a video clip and then discuss the following questions with a
partner: "What was the main issue in the scenario?" and "How did the characters resolve the issue?"
Group Discussion: Divide participants into small groups to discuss a business scenario and come up
with a solution.

Reflective Journaling: Have participants reflect on their own communication style and identify areas
for improvement.

Copyright 2024 Planit Teachers. All rights reserved.



Enhancing Professional Communication: Speaking and

Q’ PL  NITListening Practice with Business Scenario Videos and

Role-Playing Exercises for Adults

Independent Practice

The independent practice section will consist of four differentiated activities catering to beginner,
intermediate, and advanced levels.

Beginner: Business Scenario Cards - Have participants draw a card with a business scenario and
respond to the situation orally.

Intermediate: Case Study - Have participants read a case study and prepare a short presentation to
discuss the key issues and potential solutions.

Advanced: Debate - Have participants prepare for and engage in a debate on a business-related topic.
Project-Based Learning: Have participants work in groups to create a video or podcast on a business-
related topic.
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Subject Knowledge

The subject knowledge section will cover four comprehensive pieces of knowledge related to speaking and
listening practice in a business context.

o Effective Communication Strategies: Cover the fundamental concepts of effective communication,
including active listening, clarity, and concision.

¢ Conflict Resolution: Cover the key principles of conflict resolution, including remaining calm,
empathizing with the other party, and focusing on interests rather than positions.

e Cultural Awareness: Cover the importance of cultural awareness in business communication,
including understanding cultural differences, avoiding stereotypes, and being sensitive to nonverbal
cues.

¢ Technology-Enhanced Communication: Cover the role of technology in business communication,
including video conferencing, email, and instant messaging.
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Extended Knowledge

The extended knowledge section will delve into the intricacies of speaking and listening practice in a

business context, providing participants with a deeper understanding of the skills and strategies required to
excel in professional interactions.

¢ Active Listening: Discuss the concept of active listening, including fully concentrating on and
comprehending the message being conveyed by the speaker.

¢ Nonverbal Communication: Discuss the use of nonverbal communication in business interactions,
including body language, facial expressions, and tone of voice.

¢ Business Scenario Videos: Discuss the use of business scenario videos to analyze and discuss real-
life examples of effective and ineffective communication.

¢ Role-Playing Exercises: Discuss the use of role-playing exercises to practice speaking and listening
skills in a simulated business environment.
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