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Professional Communication Mastery Workshop

Communication Self-Assessment (15 minutes)

Reflect on your current communication skills and honestly rate yourself:

Communication Skill Beginner (1-3) Intermediate (4-7) Advanced (8-10)

Active Listening

Email Communication

Meeting Communication

Non-Verbal Communication

Communication Context Analysis (20 minutes)

Group Task:

Analyze different communication scenarios and identify the most appropriate communication
approach:

1. Scenario 1: Delivering difficult feedback to a colleague
2. Scenario 2: Presenting a project proposal to senior management
3. Scenario 3: Resolving a conflict between team members

For each scenario, discuss and document:

Communication strategy
Potential challenges
Recommended approach

[Space for scenario analysis and notes]





Email Communication Workshop (25 minutes)

Craft professional emails for the following scenarios:

1. Requesting additional resources for a project
2. Addressing a missed deadline with a team member
3. Proposing a new collaborative initiative

Email Composition Guidelines:

Clear and concise subject line
Professional tone
Structured paragraphs
Specific action items
Appropriate closing

[Space for email drafting and peer review]

Non-Verbal Communication Challenge (15 minutes)

In pairs, practice communication with limited verbal cues:

Activity Rules:

1. One partner describes an image using only gestures
2. Other partner tries to guess the image
3. Switch roles after each round
4. Reflect on communication effectiveness

Reflection Questions:

1. What challenges did you encounter?
2. How did body language impact communication?
3. What strategies helped convey meaning?



Cultural Communication Intelligence (20 minutes)

Explore communication differences across cultures:

Multicultural Communication Scenarios:

Analyze communication approaches in different cultural contexts:

East Asian business communication
Middle Eastern negotiation styles
Latin American relationship-building
Northern European direct communication

Cultural Context Key Communication Characteristics Potential Misunderstandings

Personal Communication Development Plan (15 minutes)

Create Your Communication Growth Strategy:

1. Identify 3 communication skills to improve
2. Define specific, measurable goals
3. List resources and learning methods
4. Set a timeline for skill development
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