SmallBiz Assignments


Unit:  Managing your business









PART I
Reading
1. Textbook:  p.242-263, Chapter 10

2. “Symbols of Power” excerpt by Michael Korda

3. “Making Office Politics Work For You” article

4. “Body Language Shapes Work Image” article

5. “It’s Who You Know. Really.” article

6. “Prepare a Winning Strategy For Pesky Office Politics” article

7. “Strategies for Successful Meetings & Greetings” article

8. “Etiquette for Voice-mail Messages” article

9. “E-mail Etiquette 101: Grammar Guidelines and Rules Still Apply” article

10. “Games Mother Never Taught You” excerpt by Betty Lehan Harragan
11. “Conversational Ballgames” article by Nancy masterson Sakamoto

12. “The Value of Office Disrupters” by Peggy Drexler

13. “Resume, References, Now Tweets” by Bob Walker

Questions 
1. Journal Entries

2. Textbook:
p. 265-267, Questions #12, #13, #17, #28

3. Presenting Professionalism Handout

Projects 
1. Choose one of the following:

a. Select a person you know whom you would classify as an expert communicator.  In your opinion, what skills does this person possess that make him or her successful?  Write your response in paragraph form.

b. Select a well-known local, national, or international personality.  Describe why you feel this individual is a good or poor communicator.  Give concrete examples.

c. Describe a situation, humorous or otherwise, in which you were involved and miscommunication occurred.  What were the consequences?  How could you have prevented the miscommunication?

2. (in class) Office Politics packet with various articles

3. (in class) Symbols of Power: Tour, Readings & Summary Report

Vocabulary

Autocratic style; democratic style; laissez-faire style; empowerment; morale; incentive; Theory X & Theory Y; human resources; symbols (representational; abstract; arbitrary); context; interference (internal & external); perception, body language

Concepts

Leadership styles 

power, its sources and symbols

office politics

employee morale

hiring/motivating employees

express & non-verbal communication

perception & errors of perception

barriers to effective communication

Maslow’s hierarchy

