Eberhardt - Comm. 201
Study Guide of Terms and Concepts – Exam 1

Study Guide covers Chapters 3, 4, 5, 6, and 13
Know these concepts well and be able to identify and recognize aspects of them in various multiple-choice question options:

Chapter 3:
Diversity in Business and the Professions

Diversity, Prejudice and Discrimination

Cultural Demographics and Metaphors for the United States
Cultural Communication – Sensitivity and Types 
Resolving Cultural Conflict – Situational Knowledge 
Language Culture – Jargon, Language Analysis and Nonverbal Communication Types
Chapter 4:

Listening Skills

Speaking and Listening in Your Career

Ineffective Listening – Three Areas of Trouble 

The Role of Perception in Improving Listening Skills

Importance of Listening – Hearing v. Listening, Passive v. Negative Listening
Assessing Your Own Perceptions – Steps, Emotionally Charged Words
Communication Competence /Interactive Listening – Asking Questions, Techniques (Table 4.1)
Dismantle The Three D’s

Chapter 5:

Verbal and Nonverbal Skills

Goal Setting For Effective Messages – Three Purposes or Functions

Situational Knowledge: Personal and Environmental Factors – Relational Element and Consequences
Flexibility and Ambiguity, Status – Content and Relational Focuses

Proxemics and Personal Space – Recognizing Cultural Norms and Territoriality
Chronemics and Message Timing – Kinesics 
Sexist Language

Message Strategies and Power – Conversational Turns
Chapter 6:

Leadership and Management Skills
Leadership and Vision

Team Building - Integration

Functions and Skills of Leadership – Human Skills
Future-Oriented Skills – Information Technologies
The Significance of Shared Values and Avoiding Hubris 
Organizational Knowledge – Continual Learning 
Chapter 13:
Developing and Delivering Effective Presentations
Audience Analysis – Demographic Information
Trustworthiness and Building Rapport

Categories and Types of Visual Aids

Developing an Introduction and a Conclusion and Their Functions

Presenting the Message – Types of Delivery 
