Communication Applications

Ms. Locke, Coronado High School




Directions: In the weeks we will begin our journey for the remainder of the semester.  This course is designed to prepare students for the professional world.  We have spent the first few weeks learning about communication theory and our own communication patterns as reflected in our beliefs and values.  In the next few weeks we will begin to apply what we have learned in a more practical way. 

Units of Study: During the next few weeks, we will cover the Interviewing Process, Group Communication and Conflict Management, and Public Speaking.  All of our activities will center on business and professional settings.  

Expectations: Following are the expectations for the classroom for the remainder of the semester:

1. Be prepared to take notes over the information contained in the packet

2. There will be 2 presentations where you will be required to dress up (that means dresses for the ladies and jackets with ties for the gentlemen)

3. Come prepared to perform on your assigned performance dates

4. Ask for help when you need it

5. You will be working with each other and depend upon one another to complete projects – speak, act, and perform with respect


Interviewing ~ The process of discovering information by 
asking questions
Interviewer ~ The person seeking information, seeking an

Employee, etc.

Interviewee ~ The person providing information, answering 
Questions, or seeking employment/education
Interview Settings ~ 

A. Employment Interviews ~ A person applies for a job and must provide information about him/herself to the employer.

B. School Interviews ~ A person applies to an educational program and must provide information about him/herself to the admissions board.

C. Research Interviews ~ A person(s) is researching a topic of interest and finds and expert in that field of study to interview. 

D. Human Interest Interviews ~ We seek personal information from people who are interesting to us. 

The Purpose for Interviews ~

A. To gain information 

B. To assess qualifications

C. To assess competence

D. To assess presentational skills

E. To assess social skills

The Steps to a Successful Interview ~ 

	Determine your Setting
	Formal or Informal

	Determine your Role
	Interviewer, Interviewee

	Determine the Purpose(S)
	Employment, Educational, Research, Human interest

	Research the Interviewee(er)
	Know who you’re going to be talking to before you get in there. 

	Research the market/field
	Know the standard pay for your job nationwide and in the region; know the educational standards and job placement statistics for your major.

	Prepare questions


	10 minimum with a mix of open and closed.

	Prepare answers


	10 minimum, thoughtful and positive

	Plan your physical presentation 
	From HEAD to TOE, what is the image you need to convey to get this position?

	Practice with a friend who has similar interests/ambitions as you
	Take your interview seriously, and they will take your application seriously.

	Prepare a Resume


	Typed, appropriate headings, include all work and educational experience, and any extra curricular activities.

	Go for it!


	




Step I: Determine your setting

A. Groups will be assigned types and stages of interviews.
B. Groups will be assigned topics to cover. 
C. Groups will complete Interview preparation Sheet.

Step II: Determine your role

A. Each student will identify his or her individual responsibilities within the group. 
B. Each group will prepare a project timeline using the given due dates.
C. Each group member will actively participate in the final presentation.
D. Each team will assist in the evaluation of all presentations.

Step III: Determine your purpose

A. Review the purposes of an interview and plan to address each purpose in:

1. questioning

2. preparation

3. presentation

Step IV: Research the interviewee/er

A. Each group will select an INTERVIEWEE
B. Each group will research their INTERVIEWEE

C. Each group will identify and describe the INTERVIEWER 

Step V: Research the Market/Field

A. Each group will prepare background information about the INTERVIEWEE’s job/career field/ or educational goals or achievements. 
Step VI: Prepare Questions for the interview

A. Prepare 3-5 questions of each type

B. Rehearse asking/answering questions
C. Each student will then select 8-10 questions to ask during their interview

D. INTERVIEWEE’s will prepare answers to questions
Step VII: Plan your physical presentation

A. Each student will be expected to dress professionally for their interview performance

B. There will be NO examples of how “not” to dress

Step VIII: Practice 

A. Each group will practice for another group
B. Each team will complete Evaluation Sheets

Step X: Go For It!

A. Each group will be assigned a performance date

B. Each person will complete a performance evaluation paper



Interviewing ~ ________________________________________

_____________________________________________________
Interviewer ~ _________________________________________

_____________________________________________________
Interviewee ~ _________________________________________ 
_____________________________________________________

Interview Settings ~ 

A. ______________________ ~ A person applies for a job and must provide information about him/herself to the employer.

B. ______________________ ~ A person applies to an educational program and must provide information about him/herself to the admissions board.

C. ______________________ ~ A person(s) is researching a topic of interest and finds and expert in that field of study to interview. 

D. ______________________~ We seek personal information from people who are interesting to us. 

The Purpose for Interviews ~

A. 

B. 

C. 
D. 
E. 


Directions: In the weeks we will begin our journey for the remainder of the semester.  This course is designed to prepare students for the ___________________________.  We have spent the first few weeks learning about communication theory and our own communication patterns as reflected in our beliefs and values.  In the next few weeks we will begin to apply what we have learned in a more practical way. 

Units of Study: During the next few weeks, we will cover the ____________________ _____________________, ________________________________________________ and __________________________________________, and ____________________  ______________________. All of our activities will center on ____________________ and __________________________ settings.  

Expectations: Following are the expectations for the classroom for the remainder of the semester:

1. Be prepared to take notes over the information contained in the packet

2. There will be 2 presentations where you will be required to dress up (that means dresses for the ladies and jackets with ties for the gentlemen)

3. Come prepared to perform on your assigned performance dates

4. Ask for help when you need it

You will be working with each other and depend upon one another to complete projects – speak, act, and perform with respect


Group Communication ~ 3-5 people working together to achieve a common goal
1. Roles ~ The dominant personality traits of each group member


A. Task Roles ~ Each group member performs tasks within the group. In some 

     cases these roles are assigned, in others they occur naturally. 

B. Social Roles ~ Each group member has particular personality traits which 

manifest in group settings.  These are not assigned roles, rather they flow  out of the personalities of each group member.

C. Dysfunctional Roles ~ Each group member is capable of distracting the 

group from achieving their goal.  This is called dysfunctional behavior.   These roles flow out of character flaws in each member. 

2. Group Norms: Behaviors which become “correct” or “expected” by the group. 

3. Purposes for Group Communication

A. Shared Goals


B. Shared Ideals


C. Common Needs 

4. Successful Group Communication

A. Determine the Leadership Plan


B. Outline the goal from the beginning


C. Determine the best way to reach the goal


D. Establish acceptable/unacceptable group behaviors


E. Define the problem


F. Brainstorm solutions


G. Analyze brainstorming results


H. Determine the best path


I. Assign jobs


J. Set deadlines


K. Evaluate progress


L. Produce final project


M. Evaluate group success



Public Speaking ~ Addressing a group of people with a prepared or impromptu speech about a specific topic of interest.
I. Types of Speeches

A. Manuscript ~ The author writes an original speech and reads it  from a manuscript

1. Advantages ~ 

2. Disadvantages ~ 

B. Memorized ~ The author writes an original speech, memorizes it, and delivers it without the help of a manuscript or notes.

1. Advantages ~ 

2. Disadvantages ~ 

C. Extemporaneous ~ The author develops a speech with limited preparation time and uses an outline or note cards to help deliver it.
1. Advantages ~ 

2. Disadvantages ~ 

D. Impromptu ~ a speech with little or no preparation time 

1. Advantages ~ 

2. Disadvantages ~ 

II. Purposes of Speeches

A. Speaking to Inform ~ a speech about a scientific/technical subject meant to inform the audience of some new information.

B. Speaking to Persuade ~ a speech written to persuade the audience to a particular belief or value position.

C. Speaking to Entertain ~ a speech of a humorous nature 

III. Presenting a Successful Speech 

A. Determine the subject you wish to speak about

B. Determine the best type of speech to give

C. Determine your purpose

D. Research your topic

E. Prepare a  rough draft outline

F. Write the rough draft speech

G. Make corrections

H. Write the final draft speech

I. Prepare a visual aid

J. Practice your speech 

K. Memorize your speech

L. Practice your speech for a friend

M. Practice your speech with the VA for a friend

N. Go for it!



Directions: For our final project, we will combine the Group Communication and Public Speaking units.  Each group will complete the following project. 
1. Each group will be pre-assigned 

2. Each group will consist of 4-5 people

3. Each group member will write and present a speech with a visual aid

4. Each group will decide presentation dates

5. Each group will determine the evaluation criteria for each speech

6. Each group will evaluate each of their members’ speeches

7. Each group will work with other groups to determine overall date cohesion

8. Each group will work with other groups to eliminate repeat topics

9. Each group member will receive a grade for their speech presentation

10. Each group will receive grades based on the successful and timely completion of the project. 
Project Rubric
	Assignment
	Superior
	Good
	Average
	Poor

	Topic Selection
	*Select a speech topic by the assigned deadline

*Instructor approval for topic

*Thesis paper about their approved topic which his ¾ to 1 page in length, typed, double spaced, and at a reasonable font/size
	*Select a speech topic by the assigned deadline

*Instructor approval for topic

*Thesis paper about their approved topic which his at least ¾  page in length, typed, double spaced, and at a reasonable font/size
	*Select a speech topic by the assigned deadline

*Instructor approval for topic

*Thesis paper about their approved topic which his ½  to ¾  page in length, typed, double spaced, and at a reasonable font/size
	*Topic selected after deadline

*Failure to obtain instructor approval

*Topic Paragraph not typed

*Topic paragraph less than ½ page

	Rough draft
	*Complete a rough draft speech *Between 1200-1400 words, 

*typed, double spaced, at a reasonable font/size with *Minimum of 6 sourches included
	*Complete a rough draft speech 

*At least 1200 words, 

*typed, double spaced, at a reasonable font/size with *Minimum of 6 sourches included
	*Complete a rough draft speech *Between 1000-1200 words, 

*typed, double spaced, at a reasonable font/size with *Minimum of 4 sourches included
	*Rough draft has less than 1000 words

*Not typed

*Less than 4 sources

	Final Draft
	*Between 1200-1400 words

*Includes changes from rough draft suggestions

*Minimum of 8 sources

*Coversheet

*Works cited page

*Copies of all research 

*Typed, double spaced, reasonable size/font
	*Between 1200-1400 words

*Includes changes from rough draft suggestions

*Minimum of 7 sources

*Coversheet

*Works cited page

*Copies of all research 

*Typed, double spaced, reasonable size/font
	*At least 1200 words

*Includes changes from rough draft suggestions

*Minimum of 6 sources

*Coversheet

*Works cited page

*Copies of all research 

*Typed, double spaced, reasonable size/font
	*Less than 1200 words

*No changes from rough draft

*Less than 6 sources

*No coversheet

*No Works cited page

*No copies of research

*Not typed

	Visual Aid
	*Visual aid is appropriate size

*Visual aid is colorful

*Visual aid is aesthetically pleasing

*Visual aid is creative

*Visual aid is organized appropriately

*Visual aid adds to the speech

*Student uses visual aid appropriately during speech

*Visual aid does not distract during speech
	*Visual aid is appropriate size

*Visual aid is colorful

*Visual aid is aesthetically pleasing

*Visual aid is organized appropriately

*Visual aid adds to the speech

*Student uses visual aid appropriately during speech

*Visual aid does not distract during speech
	*Visual aid is appropriate size

*Visual aid is colorful

*Visual aid is creative 

*Visual aid is disorganized 

*Visual aid adds to the speech

*Student uses visual aid appropriately during speech

*Visual Aid is somewhat distracting during speech
	*No visual aid produced
*Visual Aid is bland

*Visual aid is too small or too large

*Visual does not add to the speech

*Student does not use the visual aid appropriately



	Practice
	*Student receives 2 peer critiques from different members of their team
*Student receives 1 practice critique from Ms. Locke

*Student receives 1 outside adult critique
	*Student receives 2 peer critiques from at least one member of their team
*Student receives 1 practice critique from Ms. Locke

*Student receives 1 outside critique from a student or adult
	*Student receives 1 peer critique from a member of their team
*Student receives 1 practice critique from Ms. Locke

*Student receives 1 outside critique from a student or adult
	*No peer critique
*No Practice Critique from Ms. Locke

* No outside critique

	Performance
	*Speech is fully memorized

*Speech has varied vocal intonation

*Speech has varied and appropriate pacing

*Language is specific

*Use of 3 literary devices 

*9-10 minutes

*Speech addresses all listener types
	*Speech is fully memorized

*Speech has varied vocal intonation

*Speech has varied and appropriate pacing

*Language is specific

*Use of a literary device

*8-10 minutes

*Speech addresses all listener types
	*Speech is mostly memorized

*Speech has varied vocal intonation

*Speech has appropriate pacing

*Language is specific

*Use of a literary device

*at least 8 minutes

*Speech addresses 2 listener types
	*Speech mostly un-memorized

*monotone

*too fast or too slow

*language is too general

*no literary devices used

*less than 8 minutes

*Speech addresses only 1 listener type



	Evaluation
	*Completion of self evals

*Completion of group eval

*Performance strategy turned in by deadline

*Performance deadlines met

*Strategy meeting with Locke 

*Group evaluation paper 5-7 pages, typed, double spaced, reasonable size/font

*Group eval paper addresses all points requried
	*Completion of self evals

*Completion of group eval

*Performance strategy turned in by deadline

*Performance deadlines met

*Strategy meeting with Locke 

*Group evaluation paper 5-7 pages, typed, double spaced, reasonable size/font

*Group eval paper addresses most points requried
	*Completion of most self eval

*Completion of group eval

*Performance strategy turned in late

*Performance deadlines met

*Strategy meeting with Locke 

*Group evaluation paper 5-7 pages, typed, double spaced, reasonable size/font

*Group eval paper addresses a few points requried
	*few or no self evals

*no group eval

*no performance strategy

*performance deadlines not met

*no strategy meeting with Locke
*Group evaluation paper not typed, under 5 pages

*Group paper addresses 1 point required


