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American Management Association

In cooperation with

Mt. Aloysius College

Presents

Communication Skills for Managers

Larry E. Pearce, Instructor

Johnstown, PA  January 24 – February 21, 2002

Phone: (814) 629-5272 home, (800) 922-2302 Center for Lifelong Learning, or

266-8789 Holiday In Express

E-mail: PEARCEL@NETZERO.NET
Website: WWW.GEOCITIES.COM/PEARCE2002
Tentative schedule:







Comments:

January 24, 200

6:00 – 6:30
Paperwork, Introductions, and Pre-test

6:30 – 7:15
Memory exercise and Interviews

-Break-

7:30 -- 9:00
Chapter 1 – Communication: An Introduction (p. 1)

Assignment: Read

· Four levels



Chps. 1 -- 3; prepare

· A timeline



2-minute “P.R.”

· The standard model


presentation(
· Six obstacles

· Effective communication

January 31, 2002

6:00 – 6:30
Presentations

6:30 – 7:30
Chapter 2 – What is Good Writing? (p. 17)

· Writing vs. speaking

· The six “C’s”

Assignment: What writing have you done? Samples?

-Break-

January 31 (cont.)

7:45 – 9:00
Chapter 3 – How to Write Well (p. 35)


Assignment: Read

· Writing as thinking


Chp. 5; 


· The writing “Process”


writing exercises; 

· Twelve ways to Write Right

3-min. presentation(
February 7, 2002

6:00 – 6:30
Review writing exercises

6:30 – 7:15
Presentations

-Break-

7:30 – 8:30
Chapter 5 – What is Good Speaking? (p. 67)

· Conversing vs. Presenting

· The speech-making model

· Building the perfect speech

· Various kinds of speeches

8:30 – 9:00
Video – “Effective Public Speaking”



Assignment: Read











Chp. 4;











writing exercise;











3-min. presentation( 

February 14, 2002

6:00 – 6:30
Review and Revising assigned writing

6:30 – 7:15
Presentations

-Break-

7:30 – 8:30
Chapter 4 – Managing Others’ Writing (p. 55)

· What is your responsibility?

· Top Down management

· Bottom Up management

Assignment: What kind of manager are you?

February 14 (cont.)

8:30 – 9:00
Video -- “Delivering the Successful Presentation”

Assignment: Read











Chps. 6 – 8;











Writing exercise;











3-min. presentation(
February 21, 2002

6:00 – 6:30
Collect writing and hear presentations

6:30 – 7:30
Chapter 6 – How to Speak Well (p. 83)

· Style vs. Substance

· Fight or Flight anxiety

· Non-verbal body language

· Vocal variety

-Break-

7:45 – 8:15
Chapter 7 – Asking Questions (p. 95)

· Asking vs. Answering

· Types of questions

· Techniques

· Interpersonal rules

· Small group theory

Assignment: Small groups; discussion
8:15 – 8:45
Chapter 8 – Listening (p. 109)

· The BIG four

· Types of listening

· Obstacles to effective listening

· Guidelines to good listening

8:45 – 9:00
Post-test and Farewell

Assignments:





( Present your company/ your job in two minutes with visual aid


( Write 2-page personal goals statement; present in 3-minutes with visual aid


( Write 2-page professional goals statement; present in 3-minutes with visual aid


( Write 2-page report of your class experience; present in 3-minutes with visual aid








Notes:	All final drafts should be prepared on computer, saved to floppy disk, and printed for 	peer review and the instructor. Modern Language Association (MLA), American 	Psychological Association (APA), business/technical report (usually available on 	MSWord software), or your own professional formatting should be used (see stylebook):





1” margins all around (except for page headers),


Short headings in upper left-hand corner with your name, instructor’s name, class, and date,


Title centered (no quotation marks or underlining), and


Double-spaced.





Or





Business report or memo format with various headings (usually single-spaced, in which case less than two pages is acceptable).





Presentations should be “extemporaneous,” that is, fully prepared and rehearsed in “heightened conversational tone” (learned, not memorized) with maximum eye contact, complimentary gestures, and minimal notes. At least one visual aid is expected each week.





Please feel free to contact me at anytime during or after the course. I am available for advice, consultations, and/or recommendations. Your personal references are also welcome. Thank you for this opportunity to work with you.





