Communications Unit
MIDDLE SCHOOL OR HIGH SCHOOI.

A Full Technology &
Communication
Unit alighed with

the National Business
Education Association’s
(NBEA) standards

Includes a

Lesson Library e o
to make the activities ¢ '«
Easy-to-Find ‘

BUSINESS EDUCATION WITH

NO PREP!



WHY IS THIS TECHNOLOGY & COMMUNICATIONS UNIT SO GREAT?

.4 Designed by an educator with 30 years
experience.

.1 NO PREP lessons that are ENGAGING.

. Aligned to the National Business Education
Association (NBEA) standards.

.- All NBEA standards are cross-walked with the
appropriate lesson.

L. Great for Middle School, High School & Higher Ed



Includes a LESSON LIBRARY to keep you organized
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Google Docs & Google Slides format or

EASILY convert to Microsoft Word & PowerPoint




16 Communication How to Create a Good

Technology Examples Digital Presentation

Creating an Attractive and Effective Digital Presentation using
PowerPoint or Google Slides.

It is really important that when creating digital presentations, one follows the following
guidelines to create attractive and effective visual presentations:

16 COMMUNICATION TECHNOLAGY e Use the same colors throughout the presentation. Be sure that the colors are not
EXAMPLE: VSE RK. distracting and complement each other.
LR AT Wo e Use no more than two different fonts throughout the presentation. Fonts should be easy-
- to-read and professional.

It is easy to communicate with everyone in the work world with communication
technology tools. Some of the communication technology tools usad today didn't even exist 10 years ago
Click on THIS LINK to discover 16 communication technology tools used in the world of work.
Give one bit of information about that form of communication technology.

e Don't use funky transitions that can be distracting.
e Be mindful when using animations so that they are not distracting to your audience.
e Don't put too many words on each slide. Try to limit your message on each slide to bullet
points or no more than 2 sentences. (Instructional <l "‘-*s sur' o s the one you are reading now,

often DO have a lot of words ~~ them as* tto 4 but meant to be
e Addgr choose images
through:e res¢ n’'t mix cute clipart
W|th

ica phows.
*Of course - re vau D exceptlions to any of these guidelines ifthere is a partlr - effect that you are trying to
create ina presenlatmn

What communication technology tools have you used and how have you used them?  —
Communication Technology How | have used this technology tool... a
—

Assig.. ot cach student in the class is to complete ON"™ sI|de in lhls file. This file should be
shared with everyone in the ‘ass 2 o ~veryone in f he
*STUDENTS / S w.E ASSIGNED!
10 Students are t at is ~ide tiat ey will be working in. Follow the
instructions in ¢ i |dln\c‘ in yellow.
1
To assure that this collaborative slide presentation is abiding by the guidelines on the previous page,
12 use the following specifications when completing your slide.
e Change your background color for each slide to black
13 e Use white font.
T e As aclass, decide on 2 font styles to use for this presentation. (one for the title and one for the
rest)
e Other colors used in this presentation can be red and yellow. (feel free to change these as a
15 class)
e As aclass, decide what style of images you will be using throughout your presentation. (example:
16 cartoon clipart, photos, clipart, etc.)

e Each slide should have a title, an image, and a brief description of the communication technology
assigned to them.

Print Out to make a Student-
Created Bulletin Board

Buskass Soacainn wis Dass Logh & 3632

Susiass et ot Duves Logh © 3622

30-35 Minutes 20 Minutes

Teaching Duration Teaching Duration




Texting in Write an Email ahout Texting

the Workplace Guidelines in the Office

Textinginthe |

Email Etiquette and Email Writing...
Workplace

Use proper Email formatting and Tone

Texting in the workplace is sometimes acceptable Use a clear and concise subjectline that clearly indicates
4 ) | d be the email purpose. P rt E . I
and sometimes unwelcome and can Profi ional Greeting and Closing f m
: : Use a professional greeting Email Address arts oran ail...
uncomfortable. Explore this resource link to ! 9. ) e gderan com
. o _ Use an appropriate complimentary close to sign off of the -
discover some guidelines that can be used in the email. < Always put a subject _ Do NOT use slang,
workplace Body of the email (that can be easily searched) Ce-Courtesy copy abbreviations,
P . n ) . . . Bec-Blind courtesy copy or exclamation points
Have a clear direction with main content and conclusion. pear v ot < sSalutation A
Use short paragraphs and bullet points for readability. 4 .
Tone and Language My name is Jen Lee and | am a junior at McVay High School. This Veterans Day, we are emailing
Veterans for a class project to learn about sending emails and also to show our gratitude.
Maintain a professional and respectful tone. Thank you for 'mmu:gojm country. lomjnyhr‘crlrfmnmal I would not have if {twere notfor
Avoid the use of all caps, excessive exclamation points, sacrifices that you made Emails are PERMANENT,
or negative languag b e e formal correspondence
Write an email to employees as an office manager...
4 Texting in the office has gotten out of hand. There has been s rur R 1 cnatomy
issues with texts sent to customers and co-worke address
g keeping with the professional envir hic
prides themselves.
6 e Sendanemail to
giving them the e
—— f :
T - There is a visual td = 4 Take texting breaks
email templates on the nel mal
g e e Create an appropri ubject for this email.
e Open with a pleasant salutation. 5 Use other methods of
- 5 e State the problem. Coqaucatiog
: ‘ e Explain that if texting is being used, please abide by the 6 Reply promptly
guidelines.
e List the 8 guidelines (to the right) in bullet form. 7 Spell and punctuate
e Let them know that if they have any questions, you will be properly
happy to answer them. ! 8 | Eliminate the emoticons
e Close with a nice message and complimentary close.

b & SansSerif - T~ B T U A~ E~- = = EEwn & ¥

Semirana Eouceinn wil Usniss Lags G 2025

25 Minutes 20-25 Minutes

eaching Duration Teaching Duration




Blog Writing & Marketing

Write a Blog Post

Joh #2

Blog Marketing

Blogs are web spaces to write about anything of interest. They are

also a great place to markel produets or services.

Hereis a LINK to learn more about blog marketing. : = o S T
Where does the word “Blog” the steps as well as ane aspect of each step.
come from ?

WRITE A BLOG POST...

Find a topic that you know a great deal about. There
are several suggestions in the box below. Use one of
those or a topic of your choice in which to write a
blog. It is recommended by marketing experts that
blogs be no more than a 5 minute read at a fifth
grade level. You can make a blog post easier to read
by writing it in bullet or list form.
Examples: Top three ways to...
effective ways to.... Five bo

Use the fo"owing format when writing you,

When blogs first began, what
were they like?

What are some common topics of
blogs today?

What do entrepreneurs blogs for
today?

What are the PROS & CONS of blog marketing?

be at least

“op s i
1 teens”

“How 1o find the
sight snow buosed™

aragraph that sums up your blog post. This should be 2 to 4 sentences.
=—2elect a photo (ot dip art) from online to include in each step of your blog post Because this is for a
class assignment. you may use any photo that you find. If you were writing this blog and
publishing it for anyone to read online, you would either have to select photos or images

that are for ‘free use’ or you would need to purchase photos from an online stock photo
site.

cateboard Should | Ge1? | Brandon Novak @

get) vy

Create an X POST

in 280 characters or less, explain how blog marketing
is essential to many small businesses.

. Blog post topic ideas:

« Three gaming accessories that are must haves!

* Three protein smoothies for optimized health

* Five books to read in the winter months.

« Five books to read in the summer months.

3 Three things to keep in mind when starting a weight-lifting routine.
. Five FREE or inexpensive things to do with friends on a Friday night
* to stay out of trouble and still have fun.

St Eéucatin wih Sertas Lt © 2023 * Three top cars for teens.

. Five best songs to dance to at prom.

* Three tips when buying leggings.

. Five things to do during your makeup routine.

« Three favorite teen cosmetic must-haves.

. Five social media accounts to follow.

. Top five athletic brands for teens.

= Five Youtube accounts to follow for teens.

35 Minutes 30-40 Minutes

Teaching Duration Teaching Duration




Social Media Platforms

Social Media Posts

0cial media i a great way to advertioe.
 However, mot af cocial madis platforms are ideal for

fucebook is an extremely popular social
media network with a varied audience of more than 2.9
billion active monthly users as of 2022. It's
for any business of any size to use Facebook’s
business tools and have a Facebook business page.

Use Facebook to share everything from photos to

i With a business account,
you have access to powerful advertising tools and
in-depth analytics. Business pages also have many "

3

WHAT Have vov Learnep sBovt Tacebook?

In 2022, how many active users did
Facebook have?

Does a business use the same type of
account as an average Facebook user?

a Explain...

What benefits does a Facebook
business page offer?

What might a business want to place on
their business page?

intro pors

< plantsandcoffeceaston 0
TNSTAGRAM @ -
-

Explore the Instagram

business page example to the:

right. a yellow
rectangle (below) over the

following information

*Business name

*Business logo -
“Types of products and services,
*Business address

*Number of followers

jth & plant

ion PA 18042

‘0> © = 2 Contact %

X

Explore the X business page
example 1o the right

a blue rectangle
(below) over the following
information.
*Business name
*Business logo
*Type of business
*Number of followers
*Way to follow them
“When this account was started
“Gold seal signifying that they are
the verified account

o

* e Shop e
Explore the Pinterest business
page example to the right

r: ared ovals
(below) over the following
information

*Subject searched

*How to find places to shop this g
search

*How to find additional ideas
*Circle one of the search results s

Snapchat

To the right, you will see an
example of a business using the
Snapchat filter promotional tool. 0
Explore the Snapchat business
filter example to the right.

a yellow circle >
(below) over the following
information )

| oulube

Explore the YouTube business | €
page example to the right

a red rectangle
(below) over the following
information
“Name of business :
“Number of subscribers
“Way to subscribe
*Number of views o
*Items that they sell L
*Searchable content
*How o leave a comment

—

60-75 Minutes

Instagram is also incredibly popular, with more than 1.1 billion

WAVE you Leaened ABoUT NS

active users in 2022. From Instagram Live to Instagram Stories, In 2022, how many active users did Instagram
there is no shortage of Instagram business tools that help brands have?
promote and sell their services and products. Instagram is a How does that number compare to the number of
visual platform focused on photo and video posts, so it's an Facebook users in 20227 =
excellent tool for businesses with strong visual content to share. Name 2 tools that businesses can use on -
It's also almost entirely mobile, with tools and services optimized Instagram.... L]
for mobile. What Is unique about Instagram that makes It =
perfoct for businesses with strong visual _/
I content?
More artistic niches tend to excel on Instagram, but most
Vihat type of business excels on Instagram?
— - -
X o the platiorm 2 *ax
prisipipnbniod WHAT HAVE YOU LEARNED ABOVT €Y
What are 3 things that X (twitter) is good for? 25
oy <y e o e atare 3 things that X (twitter) is good for s
¥ ¥ | What are 2 ways to intract with your audience?
What types of businesses might not want 1o use O
¥ ighly X {iwitter)?
However, x v ntage.
W con haanage a7 -,
>
Other x Wha take for your X (twitter) centent to go
companies to express concems or share praise. wiral
. —
Hashtags help boost posts, and if with many folf , your go viral.
i 3 T HAVE Yo LEARNED ABOVT ) ?
visu all and di itent fit called to ‘save and display’ on
ning” = 3 nized by . For nterest?
porsonal ight have a food to pinniny , an = Collections of pins are saved on digital what?
rdl dedil photography and
What are pins called that contain specific
- information such as location and product details?
lude a series of special pins called Rich Pins, which
n ul ‘add specific information to their pins, including product details il Every pin includes what?
and location maps. Every pin on Pinterest includes an image or video, making it a What wil NOT be founrd on Pirterset?
purely visual platform. As such, Pinterest is not the place for you to share
information like your business hours. What are some popular categories on Pinterest?
-
Pinterest is great for niche businasses. but it may not be for company. Popular
—— .
Snapchat is a mobile-only, visual social media network known for its
disappearing content. Users can send videos and photos to each other | WHAT HAVE YOV LEARNED ABOVT Snapchat?
or post content to their public Stories, which disappear after 24 hours.
f
The app has expanded to include chat, messaging, image storage, fhal 4 Snapchet Known ok
events and media content. Now, content posted on Snapchat can easily What can be sent through Snapchat? =
be saved and uploaded elsewhere. Do snaps need to be polished? Explain... e
. What feature will a small business most likely use =
Because posts are temporary, there is less pressure to create | || on this plattorm?
super-polished content. You can also see how many and which specific
Who are your limited audience for views?

| © YouTube <[ @] »]or]>)

share and comment on content. The site is a massive hub for news and entertainment.

Many businesses on YouTube have a creative, visual or educational component. The platform
is heavily creative, so it's essential to have a dedicated video editor producing content.
However, your business doesn't need a channel to market on the platform; there’s a
subculture of YouTube influencers who publish frequent videos and often maintain large

D Youlube

Joana has a dog
daycare.
She would like you t
create an instagram
story post with the
information below.

Name of the Business:
Precious Paws

Promotion that the'
are running:

20% services for c

new customers!

Images they want

included in the post:

Small dogs and large
dogs in a fun
environment.

Include the following
call to action:
CLICK HERE to get a
coupon!
Brand colors:
Yellow, Red and
brown

Be sure that you are
using the STORY
template in Canva
and not the POST
template.

When you are done
' creating the story
=ost, drop your pos
creation in the cell
phone mock up.
(this can be done by
downloading or
taking a screencast,
capture, or snip of
your artwork)

Linkedin has 260 million monthly users and is the best platform for professional networking. As
far as Linkedin business uses, it's an excellent place to find top talent, position yourself as an
industry leader and promote your business.

Linkedln is designed 1o be more professional than other social media platforms and is geared
toward businesses and professionals. Users create profiles similar to resumes, and companies
can create pages that showcase their business. Because Linkedin is a professional platform, it's
the best place to post job openings and information about your company culture.

‘You can join industry-specific LinkedIn Groups to ask and answer questions, which can help you
‘establish brand recognition and bring users to your company page and website. Like on Twitter, it
is best to have a mix of original and shared content on your page, so commit to creating polished,

professional content related to your business.
Linked [T}

smmomenci

How many monthly users doss Linksdin have?

What type of platform is it?

List 3 uses for Linkedin as  business..
Linkedin is goared toward wha?

What type of content make up the
Linkedin?

How can you establish brand recognition on this
platform

Teaching Duration

1

1 Slides Total

I assign 1 or 2 at a time.

15 Minutes Per Post

Teaching Duration




Phone Etiquette Etiquette on Video Conference
& Mock Video Conference

Class Activity

Teacher: This mock conference activity takes 12 students. This is a practice of
speaking, muting your microphone and unmuting, sending messages in chat, and
proper business communication etiquette.

1® VieTvaL

There are many benefits in having good phone etiquette with customers. MEE"”‘
List the five benefits listed in the resource link below. E‘nﬁUm

You will neeld to use a video conferencing app of your choice and start the meeting. All
students will need to learn how to get on the video conference. You can send the link

Virtual mestings became very popular during 2020 with the shut down of small business and through your LMS or email it to students. | set up the meeting using Zoom while my
corporate America. Since then, businesses continue to use this type of communication because < < R
of ease of use and effectiveness. There 3re some common fips on efiuetts to folow when students are watching me do so to expose them to the process of setting up a video
fosing s Wieo conlersros’, Qo op [E1S L RIK o divovrer e s and recowd ol befow~ conference. All students will need their own device in order to participate in the video
THINGS NOT T DO... conference.

Print out the next two pages for your students so that th Mock Video Conference: Use the etiquette tips learned in the previous activity. Mute

meeting. your microphone when you are not speaking. Keep your video on.
Meeting Purpose: Getting ready for the upcoming conference.
Faciltator fanted to make sure that we are all on the
only 6 weeks away. Whois on the
Reflection:

e are all set with our vendor packets. We

After the exercise is over, take a moment to

ave a registration sign in sheet for all

THINGS T DO... ther for our vendors. Who is in charge of the

folders for all attendees that include a

Thank you for that. Did anyone think to put the

ing care of all I sent the names via email earlier this month.

jon committee.

List 10 etiquette tips and give an explanation for each.

Yes, we got those sponsor names printed in the program.

List four common examples of phone etiquette listed in this resource fink_

Facilitator Perfect! How are we with breakfast and lunch? Did someone touch base with the.
conference venue to confirm meal numbers and menu options?

Attendee #5 | Yes! That would be me! | spoke with the conference chairperson at the venue last week
and confirmed all numbers and looked over the menu.

Aftendee #6 | As the book keeper, | will need to make a deposit the week before the conference. Gan
‘someone get me an invoice so that | know how much to send them?

ve been going through all of the bills that
couple of other checks that we need you

‘incoming’ folder outside of my office

Attendee #1 (Send this note in group chat...'l have a bill for vendor supplies from the office supply store’.)

I REEEEREEEER R RE

Attendee #10 | (send this note in group chat...'l have an outstanding bill for conference expenses too. 1 will

bring it to your office too.) and we have a couple of bills from

Attendee #6 (Send in group chat..."Got i, bring it to my office soon so that | can get bills paid". aid too.

lace them in the ‘income’ folder outside of

Facilitator How are we promoting this conference on social media?

at are conference related?

Attendee #11 | | am making all of the social media posts. | just put one on Facebook and Instagram as well
asX

Attendee #4 1 also put a page of information on our Intranet interface.
Click on THIS LINK to explore how attendees can use proper sk

etiquette on virtual meetings... Facilitator 1 .am loving this collaboration. Next week, | will be having this meeting in person in
conference room #2 so that we can go over every detail as we get closer to the conference.
1 will send out an email with meeting details. Thank you everyone for all of the hard work and
time to make this event a big success! Il be in touch.

All Attendees | Take tumns saying goodbye and/or thank you/see you later

~lo|afls]e|n] -

30 Minutes 15-20 Minutes

Teaching Duration Teaching Duration




Top Video Conferencing
Platforms

Google Keep
Technology Tool Activity

+ ToP VIDES
CONFERENCING PLATFORMS

A simple and easy way to | .
make lists and keep track | =

of tasks.

Some ways that students can use Google Keep:

Time management and To Do lists, Vocabulary Tests,
Project Management, Daily Tasks and Habit Tracker,

Notes, & Notecards.

Refresh Listview Setting

Face to face communication is important, even if everyone can't be in the same rool

= Keep

G(]‘)glc chp Reading Logs, Journaling, Mobile Voice Notes, Class

(=T TN -

New fist _ New nole with drawing

P £ B

appear here

/Naw Image

\C 'L :’3/ E

()

&)

Close

Background Gptigns - Archive

‘Business Ecucaton wih Donsa Laigh © 2025

Add Image

Ktra tools and functions

Pin the list, note
or reminder.

= Keep a c 28 Business E: ;e
Q  rows
Tabe anate =) =
-
F Eetiavas Meal Prop ideas ‘Things to pack for the Chores Grocery List Projects
small charcuterie. e #8d
. o Esgvates sopievatchcrarger .
oo chargel
@ tesh €arbuds. (=
e 0 seue
emems 0 Etodes
- Drop a
snip or
screenshot
of your
Google
I i' Sks 1. Replicate one of the Google Keep lists abave ngp )
J 2. Create a new list of groceries that you would need for a friend | this page.
3.

Make a list for things that you would want to take to the beach

15 Minutes 30 Minutes
Teaching Duration Teaching Duration

background. Add check boxes (include at least 5 items)
4. Make a list of 5 of your favorite things to eat. Choose a food b
5. Make alist of things that you do each day. (include at least 5

After completing the tasks above, take a scree
your Google Keep page and paste it on the 1}

—)




Business Communications
Semester Course Bundie [ EFETHYT™

MIDDLE SCHOOL OR HIGH SCHOOL

A FULL Semester InCIUdEd In my
Bundle aligned with

the National Business %) - BUSIHESS

Education

Association’s (NBEA) | T , | / "  i CO mmaun icatiO ns

Standards

Includes a !’?l o SemESter COU rse

Lesson Library

to make the activities L Bu ndle

Easy-to-Find

NO PREP! BusiNESs EDUCATION WITH




Hi! My name is Denise Leigh. | have been teaching Business
Education for over 25 years! | love collaborating with business
educators all over the world. | am a 2022 Pennsylvania
Teacher of the Year Finalist and relentless lifetime learner and
lover of everything education. Engaging students and
connecting them to their world is my jam!

Thank you for exploring my resources and sharing my passion
for BUSINESS EDUCATION!

Denise Leigh is an expert
on student-led instruction.
She was featured on

CBS Pittsburgh for her

City Collaborative™
Project-Based Business
Education (PBL)
Classroom.
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