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Five (5) Basic
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to make the activities
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WHY IS THIS 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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National Business Education Association (NBEA)
Standards

Basic Communication Process

Level 3 Performance Expectations

7. Gather necessary information to ensure a complete and
concise message

8. Determine whether to organize content directly or indirectly
9. Specify desired outcome of the message

10. Identify primary and secondary audiences
11. Determine audience benefits

12. Adopt the message for the audience needs

13. Evaluate the message to ensure it meets the purpose
14. Use feedback to enhance communication process

16. Determine Grapevine and discuss the positive and negative
effects of Grapevine

Level 4 Performance Expectations

24. Use the “grapevine” effectively

A * indicates that the resource is recommended to be taught using the student-led instruction strategy to allow students to practice their verbal communications skills. Emphasize to students that they speak cleary, slowly,
precisely, and loud enough for all to hear. | give ‘classroom communication and participation’ grades for each student as speaking out in class (and being part of the discussion) is an important part of the leaming process in a

communication class. . {or really any cass)

For a demonstration of this instructional strategy, CLICK HERE,

Google Docs & Google Slides format or
EASILY convert to Microsoft Word & PowerPoint
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Types of Communication in the Workplace

! ’st GF - 12 TYPES OF COMMUNICATION 1N THE WORKPLACE Dr. Ric_ci and all of the professors at
Use this page as the university have monthly faculty
COM M U” ‘ CA ! IGN f t meetings where all of the professors
rererence 1o discuss initiatives and projects and
N THE answer the use this time for collaboration.
WORKPLACE Questions in this
f||e - What type of
communication is this? —
ﬂX WPEf GF Dfﬂm Some faculty members can not
attend in person as they are on a
There are so many different ways to convey COMMUNICATION Catelte campus. Wht form of dgial
information in the workplace. Read the 1. Emails o rathey can patiopate? ot
scenarios in this file and identify the types of 2. Instant Messaging
communication used. 3. Social Media Some answers may be
Use the next page as a reference. 4. Intranet used more than once.
" 5 Video Calls There may_be more than
) Kariann was asked 6. Any Collaboration Taols Used by your one possible answer.
Improvement survey Business Educaton with Denise Leigh ® 2025 Team Business Educaton with Denise Leigh @ 2025
office so that they can n _
on things that can be impl’OVed at each Dr_ Amara Biko has had o Business Educaton with Denise Leigh © 2025

beauty shop location. veterinarian office with employd® . As a physical therapist, Jared intentionally

What type of
communication is this?t

She must com

roles and responsibilities they have with their jobs.

te to all

1ploy

what their
roles and responsibilities are for each position.

What might be the best
digital communication tool
to distribute an
improvement survey? ——;

responsibilities? ¢

What type of digital
communication would be best
for her to send out information
of each employees roles and

employees? [

What type of communication is
it when management
communicates with

email her directly.

Business Educaton with Denise Leigh ® 2025

isthis?

If any employee still needs
clarification of their duties or
responsibilities after Dr. Biko's
communication, they are to

—What type of communication

Diego, an automobile technician, writes up a
quote for each of his customers of all of the
work that needs done to their vehicle

including the cost of parts and labor. This
way the customer knows exactly what will be

What type of communication
isthis? —

done and how much it will cost.

What type of communication
is this? =

MediCorp is a medical

What might be the best digital
communication method to
push out the notes from each
meeting for those who missed
it? o

What might be the best way
for the document described
above to be prepared and
delivered to his customers?j

employs a very talent
group of people. Duri
have a celebration of
in food that is uniq
traditions. Several of

recipes and storie!

The restaurant management
gives quarterly performance
reports to all staff including
wait staff, cooks, and hosts
What type of communication
is this?

=

hat type of communication I
S this? ——

Business Educaton with Denise Leigh® 2025

hen all employees are
Bharing in the same

elebration, what type of «

ommunication type is this?

What type of digital
communication might be a
good choice to announce a
company holiday celebration
and invite all employees? ¢

Business Educaton with Denise Leigh & 2025
e

sits down when his patientis in a
wheelchair so that he is eye level to his
patient and leans in when he talks to his

patients so that they know that he is
interested in what they are saying.

What type of communication is
this?

At the end of each physical
therapy session, Jared
provides written instructions for
his patients of exercises that
they can do at home.

—What kind of communication
isthis? —

Business Educaton with Denise Leigh ® 2025

iog w a daile imelie.

What type of communication
isthis? ¢

Once each building project

Reflection on types of
communication in the
Workplace... {

After completing this file, reflect on your
responses by answering the questions below...

What type of communication is used the most in the
workplace based on your responses to the questions
inthisfile? —

How has learning about types of
communication in the workplace been
beneficial to you? (now and in the future)

bsiness Educaton with Denise Leigh ® 2025

What type of digital communication may not be used
much in the workplace for successful career ——
interactions?

In your opinion, what types of communication that are
most important.  &=—
(choose at least two)

Business Educaion with Denice Leigh © 2025
e

40 Minutes Teaching Duration




Grapevine Communication &

Elevator Speech/Pitch

B = - F— -
p— - = . i == Context: Adding a contact
bt 15 AN Job Title: Business Analyst
<PEELLY An elevator speech is also called an H Y

elevator pitch. It is a quick synopsis of ‘ 4

your background, -

purpose. It's calleql [l e |
because it should ES levator. Job Title : Executive Assistll §
present during a bl

Classroom Activity

Grapevine Communication

o

Grapevine communication Is informal and unintentional social Intsractions whers

Context: Seeking a job opportunity
Job Title: Media Planner

This speech is AL
Who you are i
What you do i
What you wan

hunting) or ar¢g . — /

networking)

Context: Seeking a mentor
Job Title: Graphic Designer

Informatian ks yged. This often happans In the break room, by the watsr = o = . ] = = =
e “."‘: " - ﬁ;’f&‘;ﬂ:""lm’l ::F“':“"" L L BUILDING THE CONTENT FOR YOUR : — 1
. 1 ELEVATOR SPEECH ¢ Keep it under 60 seconds :
Expiors THI S LINK fo tiscover Tour types of Grapevine Comemunication. L | eard it thruugh the gra plex‘I I ne! ‘ What to include: An introduction, skills, and goals 3 e Look at your audience or person? !
List them Dalow and SEpEN jn your men wor) B3CH type. | [LSKILLS oy | with whom you are speaking i {
| { ¥ o Speak with confidence i1
b e Act competent
I ¢ e Don’t fidget i
hd in a line. The first student reads the message below | s— e P | * Use good posture and stand tall |
. ! | i i,  Don't talk too fast :
n the second student's ear. The second student , e Speak clearly AR !‘ |
e third student's ear and so forth. The only student ¢ ‘ —_ . = 1
- = | = =
L- ———— | ';7‘:{‘}\’
———— e — — v — A,
he link a8 shove, lisi the 5 o handie i
: SIS
- T ————————p——— i — —
Name of Classmate | Speech Content | Speech Delivery | Total Score - - ‘ Eeod. .
2 PR | e : Y , y &} \jention
: i [ Shaer")I/:Ur : ) your Goals |
. - - - S ———— = ‘
tmaker is going to be delivering a e ey | '@ > P |
. . el | ) y L Have a Business |
s . The letter is for Samuel Snow. i THE ot ey

been late to work for 7 days and
that he is going to be given a written
is dating Sarah, so that is really a
tion!

I you were an office manager with Issuse with Insccurate communication,

“)  ELEVATOR ] ’g
N SPEECH —

e —

how might you choosa o handle 5 7
. ]

ey ——

Students learn what an ‘elevator pitch’
is and create one for themselves.

50 Minutes Total 30 Minutes

Teaching Duration Teaching Duration




Business Communications
Semester Course Bundie JEETSITINT I

MIDDLE SCHOOL OR HIGH SCHOOL included in my
A FULL Semester

Bundle aligned with > :
the National Business AE T BUS|ness
Education I o

Association’s (NBEA) | ) "  1 Communication

Standards

Includes a !’?l > SemESter

Lesson Library

to make the activities =~ R COurse Bundle

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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