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Course Overview

We will study the topic of organizational communication through immediate application of the course theory to our everyday experiences-professional
and personal. And, of course, we will develop our communication skills by communicating effectively with each other.

Capella's model of learning is centered on you, the learner. We acknowledge the experience you bring to the course and encourage you to share your
personal thoughts and ideas with other learners. We all benefit from hearing the perspectives of others and comparing them with our own. Please
communicate openly and share your stories with us as we journey together through the course.

The approach of this course and the textbook is competency-based. Communication competencies fall into the following categories:

• Knowledge: Understanding of theoretical concepts, definitions, and information.
• Sensitivity: Understanding various roles and relationships within the organization.
• Skills: Understanding how to make decisions, solve problems, and present information.
• Values: Integrating knowledge, sensitivity, and skills. Incorporating values and ethics into the communication process.

It is important to remember that organizations are systems. This means that the various parts of an organization are linked together or interdependent. In
order to function well, these different units must work well together. Failure of one part of the organization can impact other parts of the organization. In
the organizational system, communication holds the parts together and keeps the organization moving forward. The primary focus in this course is on
communication within organizations.

Course Competencies

To successfully complete this course, you will be expected to:

Course Prerequisites

There are no prerequisites for this course. 

Analyze business communication situations.1

Analyze the interrelationships of communication within organizational systems.2

Communicate effectively.3



Syllabus  Course Materials

Required

The materials listed below are required to complete the learning activities in this course.

Integrated Materials

Many of your required books are available via the VitalSource Bookshelf link in the courseroom, located in your Course Tools. Registered learners in a
Resource Kit program can access these materials using the courseroom link on the Friday before the course start date. Some materials are available
only in hard-copy format or by using an access code. For these materials, you will receive an email with further instructions for access. Visit the Course
Materials page on Campus for more information.

Book

Shockley-Zalabak, P. S. (2015). Fundamentals of organizational communication (9th ed.). Upper Saddle River, NJ: Pearson. ISBN:
9780205980079.

Library

The following required readings are provided in the Capella University Library or linked directly in this course. To find specific readings by journal or book
title, use Journal and Book Locator. Refer to the Journal and Book Locator library guide to learn how to use this tool.

• Colin, T. (2006). Leadership energy. Leadership Excellence, 23(10), 19.



• Durrance, B. (1997). Stories at work. Training and Development, 51(2), 25–29.
• Hill, R. P., Stephens, D., & Smith, I. (2003). Corporate social responsibility: An examination of individual firm behavior. Business and Society
Review, 108(3), 339–364.

• Roddick, A. (2000). Business as unusual: The triumph of Anita Roddick. London: Thorsons. ISBN: 0722539878.
• Shockley-Zalabak, P. (2009). The new career development program that ruins careers. In Fundamentals of Organizational Communication. Upper

Saddle River, NJ: Pearson Education.
• Stanton, P. (2002). Ten communication mistakes you can avoid when managing a crisis. Public Relations Quarterly, 47(2), 19–22.
• Taylor, P. (2009). Emotional intelligence at work. Summit: The Business of Public Sector Procurement, 12(5), 1–5.

External Resource

Please note that URLs change frequently. While the URLs were current when this course was designed, some may no longer be valid. If you cannot
access a specific link, contact your instructor for an alternative URL. Permissions for the following links have been either granted or deemed appropriate
for educational use at the time of course publication.

• Backlund, G. (2001). Team effectiveness [PDF]. Retrieved from
https://www.capella.edu/aspscripts/centers/learner/resources/classroom/bus_team_effect.pdf

• Southwest Airlines. (n.d.). Retrieved from https://www.southwest.com/

Suggested

Optional

The following optional materials are offered to provide you with a better understanding of the topics in this course. These materials are not required to
complete the course.

External Resource

Please note that URLs change frequently. While the URLs were current when this course was designed, some may no longer be valid. If you cannot
access a specific link, contact your instructor for an alternative URL. Permissions for the following links have been either granted or deemed appropriate
for educational use at the time of course publication.

• Amazon.com. null
• Apple Computer. null
• AT&T. null
• Bornstein, S. M., & Smith, A. F. (1996). In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future: new visions, strategies, and
practice for the next era (pp. 281–292). New York, NY: Jossey-Bass.

• CNN. null
• Covey, S. R. (2005). The 7 habits of highly effective people signature program. Salt Lake City, UT: FranklinCovey.
• Farren, C., & Kaye, B. L. (1996). New skills for new leadership roles. In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future:
new visions, strategies, and practice for the next era (pp. 175–188). New York: Jossey-Bass.

• Fisher, R., & Ury, W. (1991). Getting to yes: Negotiating agreement without giving in. New York, NY: Penguin Books.
• Hamel, G., & Prahalad, C. K. (1996). In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future: new visions, strategies, and
practice for the next era (p. 186). New York, NY: Jossey-Bass.

• Johnson, S., & Blanchard, K. (1998)Who moved my cheese? New York, NY: G. P. Putnam's Sons.
• Lombardo, M. M., & McCauley, C. D. (1988). The dynamics of management derailment. Center for Creative Leadership Technical Report, 34, 1–33.
• Microsoft Corporation. null
• Pearce, J. A., & Robinson, R. B. (2004). Strategic management: Formulation, implementation, and control (9th ed.). New York, NY: McGraw-Hill.
• Richardson, C. (1999). Take time for your life: A personal coach's seven-step program for creating the life you want. New York, NY: Broadway

Books.
• Russell, P. (1998).Waking up in time: Finding inner peace in times of accelerating change. Novato, CA: Origin.

Projects

Project  Organizational Communication

Project Overview



Unit 1  Fundamentals and Theories of Organizational Communication

Your course work will culminate in a final paper that will demonstrate your understanding of the course material through the development and analysis of
a detailed case study. The case study will be based on a significantly problematic communication situation you have observed or participated in at an
organization.

One possible approach to help you develop your project is to think of yourself as an outside consultant hired to research, evaluate, and present formal
communication-related improvement recommendations to the upper management of your organization. While it is not necessary to use this approach to
complete the project, it might help you understand the information needed to complete the project if you think of it from this perspective.

Most learners choose their current workplace for their case study organization, but you may use any of the following:

• A former place of employment.
• A club.
• A committee.
• An organization where you volunteer.

If your organization is larger than 500 employees, you may choose to concentrate on a communication situation pertaining to a particular section or
department.

The success of your project will depend on the knowledge, skill, sensitivity, and value-related communication competencies you have acquired
throughout the course. You will draw on the insights and awareness you have gained through the research and writing of your weekly assignments and
your participation in the ongoing weekly discussions.

As Shockley-Zalabak (2012) describes in your text:

Case studies help to close the gap between reading about organizations and theory and knowing what to do in an actual organizational
situation. Case studies are examples or illustrations of organizational problems to which we apply the theory we study to determine how best
to solve problems. (p. 98)

Reference

Shockley-Zalabak, P. (2012). Fundamentals of organizational communication (8th ed.). Boston, MA: Allyn & Bacon.

• Follow the three-step process outlined in the "A Guide to Case Development and Analysis" section of your book (likely starting on page 100).The
answers to the questions listed within the three steps will be the starting point of your paper.

• Support your writing with material from your text, other course materials, and outside sources.
• Cite and format resources following APA guidelines (6th ed.). For more information visit the APA Style and Formatting tutorial on the Capella Web

site.
• Format your paper with 1" margins and double-spacing. An Organizational Communication Project Template is provided to help you with the

formatting of your project.

Project Components

Activity Grade
Weight
(%)

u07a2 - Summary 5

u08a1 - Outline 5

u09d2 - Peer Review 5

u10a1 - Organizational Communication 10

Introduction

In this unit, we introduce the concepts of organization and communication and examine their relationship. We do this by first acknowledging the changing
nature of today's organizations as the backdrop for the competencies we will learn in future units. We then take a close look at the fundamental
communication processes.

The assignments in this unit are designed to further your understanding of the fundamentals of the communication process and how that process works
in organizations. In addition, they serve to introduce you to the online course protocols and the other learners in the course.



u01s1 - Organizational Communication Readings

u01a1 - Personal Organizational Communication Experience

If you are not familiar with the online course protocols, please explore the tutorials and support that are available to you in the courseroom.

Communication
Communication appears to be a rather straightforward topic to many people. Hence, we may never be exposed to any formal communication training
before we enter the workforce or an institution of higher education. Does this mean that it really is that simple? You probably agree that this is not the
case.

Applying communication models is more straightforward the fewer the number of individuals involved in a communication. Straightforward does not
necessarily mean easy or simple. The smallest number of individuals involved in communication is, in fact, one-yourself! The next level of complexity
involves two individuals, such as the communication that occurs in a personal relationship.

As we add more and more individuals and create business models and organizational structures, communication becomes quite complicated. This
course provides insight into the communication approaches within all sizes of organizations and supplies tools for approaching these as effectively as
possible-regardless of the number of individuals involved.

Communication Models
Early models of communication often looked at the topic from a standpoint of mechanical output and electronic transmission. Later, more people-oriented
models were developed, but most still consist at their core of the basic four elements of communication:

1. Sender.
2. Receiver.
3. Message.
4. Channel.

That is, communication takes place between a sender and a receiver. A message is sent from the sender to a receiver via a channel. A message is sent
in an environment that may present barriers to successful transmission. Sometimes, there is noise in the system. Sometimes, feedback is returned to the
sender.

Shared Reality
This unit introduces the concept of shared realities as the basis for communication. For communication to be considered successful, the message must
be received, but additionally, a shared reality must be created. We will examine how the concept of shared reality relates to organizations, especially as a
way of assessing whether a particular communication event was successful.

Learning Activities

Readings
Read Chapters 1 and 2 and review Chapter 3 in the Shockley-Zalabak text.

Read the Durrance article, "Stories at Work."

Consider your own personal environment as related to organization communication. That most likely implies your job and work environment, but might
also include organizations you are affiliated with outside of work.

Write a paper (likely 1–-2 pages in length) describing the organizations you are involved with, and how organization communication impacts the
effectiveness of those organizations. End with a statement describing what interests you the most about the subject of organizational communication.

Submit your completed paper as an attachment to this assignment, and be sure to utilize current APA formatting (as is used throughout Capella courses).



u01d1 - Personal Development Self-Assessment Results

u01a2 - The Human Communication Process

Unit 2  Values and Ethical Communication Behaviors

Read the Discussion Participation Scoring Guide to learn how the instructor will evaluate your participation in discussion activities throughout this course.

In this first discussion, let us evaluate, compare, and discuss our current communication-related skills and what we each would like to take away from this
course. Complete Figure A.1, "Self-Assessment of Personal Development Needs," starting on page 411 of the Shockley-Zalabak text. Analyze the
results of your assessment and share your answers to the following questions with your fellow learners:

• Where do your strengths currently lie in regard to communication competencies?
• What do you feel are your top three needs for development in communication competency?
• Explain why you feel it is important for you to gain mastery in these areas.

Post your discussion.

Response Guidelines
Respond to at least two other learners. When responding to each learner, consider the following questions:

• What struck you about the learner's post?
• How are your top three needs for development similar to or different from those of the learner you are responding to?
• Do you agree or disagree with the explanation the learner gave for with gaining mastery in his or her areas is important? Explain.

Course Resources

Choose a communication situation you recently experienced at your workplace or other organization you are affiliated with. Use the human
communication process described in your text, starting on page 11, "Human Communication: Message and Constitutive Processes," to analyze why—or
why not—a shared reality was experienced as an end result. Summarize your experience and include your analysis as an attachment in this assignment
thread. Consider the following items in your analysis:

• Identify the source and the receiver.
• What was the message and what type of message function was it serving?
• How was it encoded?
• How was it decoded?
• What channel was used to transmit the message?
• What type of noise was experienced?
• Comment on the competencies, fields of experience, and culture of the participants involved.
• Identify the communication context of this situation.
• What was the intended effect versus the actual effect of the message?
• Was a shared reality constructed? If not, what needed to change?

Introduction

Organizational communication takes place within a context of making choices and judgments. Values are the subjective assessments made about the
relative worth of a quality or thing. In organizations, values are a part of the shared reality that is created in part through communication. Shared values
are reflected in an organization's stories, myths, decision processes, and rules. An individual's values may or may not align with an organization's values.

Undergraduate Discussion Participation Scoring Guide



u02s1 - Organizational Communication Readings

In order to assure a fit within an organization, it makes sense to be aware of one's own value preferences and the values exhibited within an organization.
Ideally, there will be a match.

Ethics, Values, and Social Responsibility
The assignments in this unit are designed to further your thinking regarding the role of ethics, values and social responsibility in organizational
communication. In addition to taking an in-depth look at the concept of corporate social responsibility, we will look at basic ethical issues to gain an
appreciation of how important they are to organizational communication.

Privacy and Personal Data
Privacy is the need to keep personal data private. When companies use personal data, they need to do so in a secure manner and do everything
possible to protect that data. Communication efforts need to respect privacy of data and information, both in respect to its distribution and to its gathering.

Data accuracy is defined as keeping the data authentic and accurate. Data accuracy entails ensuring that the party responsible for managing the data is
clear, and that any injured parties are properly compensated when errors occur that cause hardship. A major reason for this effort from an organizational
communication perspective is that the more inaccurate data is, the higher the potential for not reaching a receiver or of not relaying the most suitable
content for achieving the desired effect.

Access is related to having the intellectual skills to deal with the information, having access to information technologies, and having access to the data
itself. In today's world, access presents a different type of problem. With the advent of the Internet, access to data is much simpler than it was two
decades ago. The Internet provides equal access to anyone.

Other ethical issues that are relevant in the current environment include:

• Integrity and Misconduct. There may be a lack of trust in today's executives, especially with all of the recent financial scandals from leading
companies such as Enron, WorldCom, Tyco International, and Boeing.

• Corporate Security. Companies are under tremendous pressure to safeguard their data and computer systems from viruses and cyber attacks.
• Individual Security. Identity theft is an ever-increasing risk. People need to be careful with protecting personal information.

Managing Ethical Issues
It is important for business and technology managers to be proactive in managing these ethical issues. This includes:

• Publishing guidelines on their Internet and intranet Web sites, including privacy, security, and accessibility guidelines.
• Adhering to the guidelines.
• Performing internal audits to ensure compliance.
• Hiring trusted third parties to monitor and report on compliance.
• Updating guidelines to evolve with current knowledge.
• Taking action quickly when guidelines are broken.

It is crucial for everyone to understand and respect ethical issues when it comes to organizational communication. Check the footer of any major Web
presence- Microsoft, Amazon, CNN, AT&T, or Apple, for example-and you will find that companies are paying attention these issues.

References

Amazon.com, Inc. (2005). Amazon.com. Retrieved December 13, 2005, from http://www.amazon.com/.

Apple Computer, Inc. (2005). Apple.com. Retrieved December 13, 2005, from http://www.apple.com/.

AT&T. (2005). ATT.com. Retrieved December 13, 2005, from http://www.att.com/.

Cable News Network. (2005). CNN.com. Retrieved December 13, 2005, from http://www.cnn.com/.

Microsoft Corporation. (2005). Microsoft.com. Retrieved December 13, 2005, from http://www.microsoft.com/.

Learning Activities

Read the following materials:

• Chapter 4 in the Shockley-Zalabak text.
• Hill, Stephens, and Smith's "Corporate Social Responsibility: An Examination of Individual Firm Behavior."
• Roddick's "Business as Unusual: The Triumph of Anita Roddick."



u02a1 - Organizational Ethics and Social Responsibility

u02d1 - Personal Values Appraisal

Unit 3  Individuals in Organizations

Evaluate the level of ethical behavior and corporate social responsibility of the organization you work for or are otherwise involved with. Research and
document the organization's internal and external communication, such as mission statements, credos, et cetera, in regard to their values and ethics. If
possible, interview a human resources representative from your chosen organization to further expand your research. Use this information and the Triple
Bottom Line questions on page 456, "People, Planet, and Profit: Sustainability and the Triple Bottom Line," of your text, to help evaluate and report on the
organization's performance in regard to:

• High ethical standards.
• Dedication to community service.
• Embracing diversity.
• Being an employer of choice.
• Having compassion for the disadvantaged.
• Commitment to charitable giving and concern for the environment.

How do you rate your organization overall in terms of ethical behavior and social responsibility? What improvements do you recommend and why?

Let us discuss and compare what we each value most in our lives. Are we all living true to our values, experiencing balance and overall life satisfaction?
Complete Figure A.2, "Values Appraisal Exercise," starting on page 414 of the textbook. Score and graph your results, based on the instructions (Parts 1
and 2) immediately following the figure. Post a detailed initial response, answering these questions and sharing this experience with your fellow learners:

• How do your results from this exercise relate to the work value dimensions ("Work Values") detailed, starting on page 114?
• Are you experiencing a sense of value congruence in your life?

Response Guidelines
Respond to at least two learners. Discuss how your response is similar to or different from those of the learner you are responding to. If the person you
are responding to is experiencing a sense of value incongruence, what advice or own experience with personal incongruence might you share?

Course Resources

Introduction

The assignments in this unit are designed to further your understanding of the individual in organizations and intrapersonal and interpersonal
perspectives on organizational communication. We will have an opportunity to take an in-depth look at personal listening skills and the concept of
personal motivation.

Intrapersonal and Interpersonal Communication
Individuals are the essence of communication. Even before involving others, intrapersonal communication is at work. These are the messages we send
to ourselves and relate to our own issues and perceptions.

Undergraduate Discussion Participation Scoring Guide



u03s1 - Organizational Communication Reading

u03a1 - Case Study

Interpersonal communication takes place when a second individual is incorporated into the setting. Trust and power are often part of interpersonal
relationships, as is perception, the way we think about others. In today's organizational environment, technology is also closely linked with the ways we
communicate one-on-one.

There are many ways to improve interpersonal effectiveness and the benefits of doing so are profound. Many studies point to interpersonal effectiveness
as the leading predictor of future success. Derailment studies (Lombardo & McCauley, 1988) found lack of interpersonal communication skills to be a key
factor in the likelihood of a manager to derail, or be removed from his or her job.

The Importance of Good Listening Skills
Many misunderstandings occur in organizational communication. One of the reasons for this apparent problem may rest on listening skills.

Are you a good listener? Can you identify a few personal listening skills that you could improve upon?

Please reflect for a moment on the following:

• Is the effort you put into listening different depending upon who is doing the communicating and the context?
• Do you listen differently to a police officer than to a salesperson?
• Why do these differences exist?

When we take a moment to think about this, we begin to realize that many of the previously discussed themes regarding shared realities, noise, and
channel are important influences. However, focus for a moment on the effect rather than these communication process components.

When communication takes place, the sender usually intends an effect. This effect is to be achieved through the receiver acting upon the message in a
specific manner. Here is an example:

1. There is a car accident on the road and a police officer is stopping traffic.
2. The intent of the police officer is to protect those involved with the accident.
3. This effect is achieved by communicating "stop" to the other drivers.

If we follow this logic, we see that it is primarily in the sender's interest to ensure that the receiver is receiving the correct message so that the desired
effect is generated. Good listeners often are found in contexts where the receivers make a specific effort to communicate as effectively as possible in
order to achieve the effect. Additionally, good listeners are genuinely interested in helping receivers achieve their effect-this relates to the concept of
shared realities.

Reference

Lombardo, M. M., & McCauley, C. D. (1988). The dynamics of management derailment. Center for Creative Leadership Technical Report, 34, 1-33.

Learning Activities

Read Chapter 5 in the Shockley-Zalabak textbook.

Read the case study, "I Thought I Gave Them Everything," starting on page 445 in the textbook. This case study involves interpersonal and intrapersonal
communication competencies. Examine and evaluate this communication situation by providing detailed responses to the three discussion questions
found at the end of the case study.

Examine and evaluate this communication situation.

• Provide detailed responses to the three discussion questions found at the end of the case study.
• Directly reference the theories of motivation you have learned about in this unit, and the 10 work-related evaluation items listed on page 179, "What

Do People Really Want?," of the text to help explain your thoughts, reasoning, and insights.

Submit your detailed response as an attachment to this assignment.



u03d1 - Listening Skills

Unit 4  Groups in Organizations

An outsider's opinion can be an eye-opening experience. Ask a supervisor or coworker to provide you with honest, detailed feedback regarding your
personal communication and listening skills. Share this feedback with your fellow learners, identifying your strengths and any barriers you may be facing
(as outlined starting on page 170, "Valuing Diversity," "Barriers and Positive Approaches," of the text). Also, note any feedback you found surprising.

Response Guidelines
Respond to at least two learners. Select one learner whose feedback was similar to your own and one feedback whose feedback was different:

• How was it for you to get the feedback you did?
• Do you agree with the assessment made by your supervisor or coworker?
• If you received feedback you did not expect, how did you respond?
• If areas for growth were noted, what plans, if any, do you have for growth?

Course Resources

Introduction

A trend in today's organizations is a movement toward team-based structures. Organizations form groups to fulfill diverse organizational needs based on
the assumption that the efforts of a group exceed those of individuals for completing certain tasks. The assignments in this unit are designed to provide
an overview of concepts and theories related to group communication and interrelationships in organizations.

Group Types
There are many types of organizational groups or teams. Some of the most common types of groups include:

• Primary work groups, to which we are assigned to complete our typical job duties.
• Quality teams that identify ways to enhance quality or solve problems associated with products or processes.
• Task force teams that look into specific, limited projects.
• Steering committees that provide guidance and oversight to plans or programs.
• Focus groups that provide perceptions and inputs, often in a non-structured format, to be used to plan and implement projects.
• Geographically diverse groups, such as our class, that are groups linked across distances using technology.

The most important resource in any group is its members. Groups and group members have both social and task concerns. That is, as a group moves
forward on tasks and assignments, there is an interpersonal dynamic present that should be recognized and used to its fullest positive potential.

Group Development
Researchers suggest that groups go through stages of development. These stages are:

1. Forming.
2. Norming.
3. Storming.
4. Performing.
5. Adjourning.

Individuals' Roles in Groups
Individuals play roles in groups. There are three types of roles:

Undergraduate Discussion Participation Scoring Guide



u04s1 - Organizational Communication Readings

u04a1 - Personal Work Group Evaluation

u04d1 - Emotional Intelligence and QEMS

1. Group task roles promote accomplishment of assigned objectives.
2. Group maintenance roles promote and enhance team relations.
3. Self-centered roles focus on personal goals and may or may not be compatible with the group goals.

As groups become an increasingly common tool for accomplishing work, it is important to have the key skills required to be a successful group member.
Oftentimes, opportunities arise to design organizational teams from scratch. Individuals with this task usually have solid skills in organizational
communication, extensive experience within the specific context, and a sound knowledge of the way potential members of the sub-unit perform. Even
with all of this knowledge, performance is not guaranteed:

• Why might this be?
• Are there points being overlooked?
• Are there concepts that need to be understood about fundamental human behavior, emotions, and interpersonal relationship patterns?

Learning Activities

Read the following materials:

• Chapter 6 in the Shockley-Zalabak textbook.
• Backlund's "Team Effectiveness."
• Colin's "Leadership Energy."
• Taylor's "Emotional Intelligence at Work."

Prepare an investigative paper that applies group related communication theory to a workgroup in which you are currently involved. If possible, choose a
group that may be experiencing communication difficulties. Include detailed information about:

• Group type.
• Group members—formal roles and group communication roles (use the "Identification of Group Communication Roles" worksheet on page 213 in

the text).
• Group stages experienced (refer to the "Team Effectiveness" article).
• Group norms.
• Positive and negative participation behaviors.

Rate this group on their level of communication competencies in regard to:

• Engaging diversity.
• Stimulating creativity.
• Collaboration.
• Responding to the virtual environment.

Submit your completed this assignment as an attachment to this assignment.

Course Resources

Team effectiveness [PDF].



Unit 5  Leadership and Management Communication

As our world constantly experiences change, our communication-related theories continue to evolve to meet our new realities. Review Colin's 2006
article, "Leadership Energy," and Taylor's 2009 article, "Emotional Intelligence at Work," to explore the current theories on quantum energy management
system (QEMS) and emotional intelligence, respectively. Let us share our thoughts and discuss the validity and possible applications of these two
theories in supporting effective organizational communication.

Response Guidelines
Respond to at least two learners. Discuss which theories resonated most with you:

• Did you find theories you do not understand or that you disagree with?
• Did you read about theories that would be applicable to your personal or professional lives?

Course Resources

Introduction

This unit involves an in-depth examination of the ever evolving topics of organizational leadership and effective communication competencies:

• Who are the truly influential leaders in our organizations and personal lives?
• How do we each individually define leadership and how did we come to our current level of understanding?

Modern thought holds that true leadership versus management occurs when followers willingly choose to follow their leader out of a belief in their ability
to manifest a well communicated mission, goal or outcome. Hamel and Prahalad, 1996) write, "The role of leader as forecaster is to articulate a future so
full of exciting possibilities that no one will be able to rest until it is achieved" (p.186). According to Farren and Kaye (1996), "Leaders are bridges that
connect people to the future. They include others' visions in their own, building alliances and partnerships based on shared aspirations" (p.187). True
leadership results in shared realities and a sense of trust!

In addition, it has been suggested that potential followers engage in both conscious and unconscious evaluations of a potential leader, but they will only
follow and strive to perform at their full potential if they believe this leader to be credible. To help support this theory, Bornstein and Smith (1996) have
identified what they consider to be the Six C's of Leadership Credibility:

1. Conviction: the passion and commitment the person demonstrates toward his or her vision.
2. Character: consistent demonstration of integrity, honesty, respect, and trust.
3. Care: demonstration of concern for the personal and professional well-being of others.
4. Courage: willingness to stand up for one's beliefs, challenge others, admit mistakes, and change one's behavior when necessary.
5. Composure: consistent display of appropriate emotional reactions, particularly in tough or crisis situations.
6. Competence: proficiency in hard skills, such as technical, functional, and content expertise skills, and soft skills, such as interpersonal,

communication, team and organizational skills. (pp. 283-284)

We all act as both leaders and followers-within our families, at work, and in our social lives. Take some time to study and reflect upon our own beliefs and
competencies in regard to leadership and communication.

References

Hesselbein, F., Goldmith, M., & Beckhard, R. (Eds.). (1996). The leader of the future: new visions, strategies, and practice for the next era. New York:
Jossey-Bass.

Farren, C., & Kaye, B. L. (1996). New skills for new leadership roles. In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future: new
visions, strategies, and practice for the next era (pp. 175-188). New York: Jossey-Bass.

Hamel, G., & Prahalad, C. K. (1996). In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future: new visions, strategies, and practice
for the next era (p. 186). New York: Jossey-Bass.

Undergraduate Discussion Participation Scoring Guide

Emotional Intelligence at Work

Leadership Energy



u05s1 - Organizational Communication Reading

u05s2 - Preparation

u05a1 - Effective Leadership Essay

u05d1 - Personal Leadership Theory

Bornstein, S. M., & Smith, A. F. (1996). In F. Hesselbein, M. Goldsmith, & R. Beckhard (Eds.), The leader of the future: new visions, strategies, and
practice for the next era (pp. 281-292). New York: Jossey-Bass.

Learning Activities

Read Chapter 7 in the Shockley-Zalabak textbook.

In the final units of this course, you will create a course project that will be submitted in Unit 10. In preparation for this project, read the Organizational
Communication course project description to learn more about the project and how you will be graded.

Choose an individual who you consider to be an effective leader to study. This person may be someone you have worked for or with, or you may choose
a prominent figure you admire. Write an essay identifying their leadership style and approaches, and explain how the leader's effectiveness is determined
by the following:

• Communication competencies.
• Predispositions for leadership communication.
• Use of strategic communication objectives.
• Use of power bases.
• Contributing behavioral factors.
• Refer directly to the information in Figure 7.1,"The Blake and Mouton Managerial Grid" on page 224; the Hersey and Blanchard concept of

situational leadership starting on page 226; Figure 7.2, "Communication Tactics for Leadership" starting on page 241; and Figure 7.3, "Principled
Leadership" starting on page 247 of the course text.

Submit your essay as an attachment to this assignment.

In this discussion, you will discuss leaders, including the type of leader you believe you are and a leader who has influenced you. Then, you will visit The
Wall Street Journal (in Resources) to explore current leadership articles and share one article that may align with your personal leadership theory (check
out Getting Started on how to access WSJ articles if you have not set this up). As an example, from the WSJ you can focus on an article on “Leaders that
are Democratic” who encourage diversity in the workplace.

Then, address the following:

• What type of person and situation does your personal leadership theory describe?
• Are the results congruent with your results from the Unit 2 Personal Values Appraisal discussion?
• Identify and describe a mentor or role model who most strongly has influenced your beliefs and preferences in regard to effective leadership.
• From your WSJ research, share the one article you found that helps you complete the third incomplete sentence on Figure A.3 on page 417 of the

textbook stating “My Experience with Leadership and Leaders has taught me that the most important aspects of leadership are ...”



Unit 6  Developing Critical Organizational Communication Competencies

Response Guidelines
Respond to at least two learners. Discuss similarities and differences in your personal leadership theory with each learner.

Course Resources

Introduction

This unit is designed to build knowledge and skills in a number of organizational communication competency areas, including:

• Problem solving.
• Decision making.
• Communication methodology.
• Technology use.

The acts of solving problems and making decisions involve considering the possible options and then selecting of the best option to solve an
organizational issue. Problem solving and decision making can be done as individual or team processes. Effective organizational communication
supports how we think through, discuss, and choose resolutions for issues.

Other organizational activities that rely on communication competencies include interviews, written correspondence, and presentations:

• We gather and exchange information during the interview process.
• Written correspondence uses media to communicate without corresponding verbal messages.
• Presentations are formal communication events designed to educate, inform, or persuade.

Information Technology
Information technology heavily supports these communication methodologies. In fact, communication competencies would be incomplete without
considering the influence of technology and electronic communication. Therefore, constant competency development and an attitude of openness to
change and lifelong learning are keys to success.

Technology has continuously changed the face of social and economic systems, beginning with simple tools, through production automation, to the use
of technological interfaces. One benefit of technology is that it enables communication between individuals across geographical distance and time zones.
This course is an example of how organizations use technology in their search for sustainable success. In this sense, technology has not only provided
us with significant channels for communicating, it has also reduced the time required to communicate and provided the ability to multiply the reach and
richness of communication.

It has also led to information overload.

With all of its benefits, the most fundamental change that technology growth is driving, however, is that of changing the way individuals interact, thus
challenging our concepts of communication to the core. Many teams consist of individuals who:

1. Have never met face-to-face.
2. Belong to different organizations.
3. Belong to different cultures.
4. Reside in different time zones.
5. Have different competencies in working with technology.

Maybe you can add a few more differentiating factors? In any case, working in such a context requires not only very different technical skills (i.e.,
professional usage of project management software), but also quite different behavioral skills (i.e., we need to trust people we have never met). This may
not seem too significant to you because participating in this technology-enabled distance learning course requires that you take advantage of technology.
For others, however, these are significant issues-so much so that these people are reluctant to participate because of the technology involved.

Learning Activities

Undergraduate Discussion Participation Scoring Guide

The Wall Street Journal
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Unit 7  Organizational Conflict: Communicating for Effectiveness

Read the following materials:

• Chapter 8 in the Shockley-Zalabak textbook.
• Capella's APA Style and Formatting module on iGuide.
• Capella's Writing a Course Paper module on iGuide.

Read Chapter 8 of your textbook as a basis for discussing a decision or problem you have experienced in your workplace or other organization in which
you are involved. After reading the grading criteria for this assignment, describe the issue and discuss:

• The influences present.
• The skills required.
• Any barriers present.
• Which methods and processes were used and the quality of the outcome.

Submit your write-up as an attachment to this assignment.

Start planning your final organizational communication project, which is due in Unit 10. Read the Organizational Communication course project
description. Then, visit the Undergraduate Writing Center and browse through the resources available there.

Rate the quality of your learning experience:

• How well do you learn using different styles of presentation formats? Do you learn better by reading, hearing, having hands-on interaction, and so
on?

Response Guidelines
Respond to at least two learners. Share a valuable fact or skill learned from the training modules and information you found on iGuide that will add value
to your final project effort and help your fellow classmates.

Course Resources

Undergraduate Discussion Participation Scoring Guide

Organizational Communication Project Template

Capella Writing Center

Academic Success Center.

Smarthinking
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Introduction

This unit explores processes and theories involving communication competencies and how they can be used to resolve organizational conflict. You will
have the opportunity to uncover and reflect upon your own conflict-related tendencies and behaviors. In addition, you will apply unit theory to situations
outlined in the text and experiences in your own organization.

Many probably agree that life revolves around relationships. Because we are all unique, we each bring our own beliefs, preferences, communication
styles, wants, and needs to our various relationships. As such, conflict is bound to occur. We all frequently experience opportunities for negotiation in our
personal, professional, and social lives.

As part of the Harvard Negotiation Project, Fisher and Ury (1991), Harvard Law School professors, helped to devise principled negotiation, a decision-
making process based on the merits of issues rather than on a haggling process focused on what each side says it will or won't do. They explain
principled negotiation as follows:

It suggests that you look for mutual gains whenever possible, and that where your interests conflict, you should insist that the result be based
on some fair standards independent of the will of either side. The method of principled negotiation is hard on the merits, soft on the people. It
employs no tricks and no posturing. Principled negotiation shows you how to obtain what you are entitled to and still be decent. It enables you
to be fair while protecting you against those who would take advantage of your fairness. (p. xviii)

In principled negotiation, all sides work together to creatively come up with a solution that works for both parties and, ideally, is better than what any side
initially had in mind.

Stephen R. Covey incorporates the theory of principled negotiation in Habit 6: Synergize of The 7 Habits of Highly Effective People Signature Program.
Covey (2005) believes that "[p]eople who are truly effective have the humility and reverence to recognize their own perceptual limitations and appreciate
the rich resources available through interaction with the hearts and minds of other human beings" (p.127).

Many organizations have incorporated training programs to address successful conflict resolution. You can see why these types of training programs
would rely heavily on effective communication competency levels.

References

Fisher, R., & Ury, W. (1991). Getting to yes: negotiating agreement without giving in. New York: Penguin Books.

Covey, S. R. (2005). The 7 habits of highly effective people signature program. Salt Lake City, UT: FranklinCovey.

Learning Activities

Read the following materials:

• Read Chapter 9 in the Shockley-Zalabak textbook.
• Read Shockley-Zalabak, "The New Career Development Program That Ruins Careers" case study from Fundamentals of Organizational
Communication.

As an option, read Fisher and Ury's book, Getting to Yes: Negotiating Agreement Without Giving In.

Read "The New Career Development Program that Ruins Careers Case" from Shockley-Zalabak's Fundamentals of Organizational Communication from
this unit's studies. Apply the theory you learned in Chapter 9 to this situation by preparing an essay based on the discussion questions at the end of the
case study. Be sure to discuss the conflict preferences, strategies, tactics, and emotions displayed by all of the participants involved in the situation.

Note: It is important that you thoroughly interpret and answer all four of the questions at the end of the case study. This applies to question three in
particular. A careful reading of the case shows that any attempt to resolve the conflict has to include deciding who will run the project. If you read the case
too quickly and do not analyze it, you may be apt to submit a response such as "Jane should think about it and then make a decision" or "Jane should



Summary

u07d1 - Conflict as a Valuable Productive Process

have another meeting and then make a decision." These types of answers for question three show a lack of careful consideration of the case, which will
cost you points.

The important part to answering question three is that you suggest which individual or individuals Jane should pick to lead the project and that you
provide detailed rationale for the decision. Case studies such as the one assigned here allow you an opportunity to work through difficult work decisions
and make your best decision given the information available.

So, for the third question, make sure you take a stand based on what is known about the case and what you have learned from the course, and pick a
leader and provide detailed ideas about why you think the person you have chosen might work best.

Submit your essay as an attachment to this assignment.

Course Resources

It is time to choose an organizational communication scenario to use as the case study for your final project. Most learners choose a problem or issue
they are experiencing at their current workplace, but you may use any of the following:

• A former place of employment.
• A club.
• A committee.
• An organization for which you volunteer.

If your organization is larger than 500 employees, you may choose to concentrate on a communication situation pertaining to a particular section or
department.

Review the requirements of the final project before choosing your scenario. Carefully choose a situation that will serve as an example or illustration of an
organizational problem that needs to be resolved.

Submit your choice in a properly formatted and cited paper long enough to adequately introduce your organization and present a high-level description of
the scenario you have chosen to study. This assignment will serve as a section of your final project. Take into account the knowledge and skills you have
acquired from completing the iGuide tutorials in Unit 6.

Course Resources

Read "Productively Engaging in Conflict" and "Guidelines for Productive Conflict" starting on page 307 in the textbook. Identify an episode of specifically
uncomfortable conflict you have experienced at your workplace or another organization. How might the application of this theory have helped to facilitate
a more pleasant process and ensure a more mutually accepted outcome?

Response Guidelines
Respond to at least two learners. Discuss how conflict can be used to bring about positive changes. If you shared a situation similar to that posted by the
learner you are responding to, share your experience. What was the outcome? After reading the above-mentioned sections of the course text, what, if
anything, could have done differently? If the situation you shared is different from that posted by the learner you are responding to, share ideas for
dealing with a similar situation in the future.

The New Career Development Program That Ruins Careers

Capella University Online Writing Center

Organizational Communication Project Template



Unit 8  Strategic Organizational Communication

Course Resources

Introduction

Unit 8 addresses one of the most crucial aspects of business that relies on the use of effective communication competencies: strategic management. In
this unit, you will identify and evaluate how communication competencies support public relations, marketing, and crisis management functions. And,
with the new knowledge and skill base you have acquired over the last seven units, you will now choose an appropriate case study for your final project.

Strategic Management
Strategic management can be described as a set of decisions and actions that result in the formulation of plans designed to achieve a company's
objectives. One of the fundamentals of strategic management is the formulation of a mission statement that serves as an overall guide for all aspects of
an organization's efforts. Often, organizations also develop a statement of philosophy or company creed that reflects or specifies the basic beliefs,
values, aspirations, and philosophical priorities upon which the mission statement is based.

Saturn Corporation
Consider Saturn Corporation's statement of philosophy and the incredibly focused and coordinated effort that is required to communicate its message to
all of the stakeholders of the organization:

We, the Saturn Team, in concert with UAW and General Motors, believe that meeting the needs of customers, Saturn members, suppliers, dealers, and
neighbors is fundamental to fulfilling our mission.

To meet our customer's needs.

Our products and services must be world leaders in value and satisfaction.

To meet our member's needs, we.

Will create a sense of belonging in an environment of mutual trust, respect, and dignity.

Believe that all people want to be involved in decisions that affect them, care of their jobs and each other and take pride in themselves and in
their contributions, and want to share in the success of their efforts.

Will develop the tools, training, and education for each member, recognizing individual skills and knowledge.

Believe that creative, motivated, responsible team members who understand that change is critical to success are Saturn's most important
asset.

To meet our suppliers' and dealers' needs, we.

Will strive to create real partnerships with them.

Will be open and fair in our dealings, reflecting trust, respect, and their importance to Saturn.

Want dealers and suppliers to feel ownership in Saturn's mission and philosophy as their own.

To meet the needs of our neighbors, the communities in which we live and operate, we.

Will be good citizens, protect the environment, and conserve natural resources.

Will seek to cooperate with government at all levels, and strive to be sensitive, open, and candid in all of our public statements. (Pearce &
Robinson, 2003, pp. 17, 27-28)

Dow Chemical
Unfortunately, sometimes organizations need to backtrack and develop or revise their strategic management approach in response to a crisis situation.
For example, in response to a disturbing negative trend in public image, Dow Chemical undertook an aggressive communication campaign, describing
their approach in an annual report as follows:

Undergraduate Discussion Participation Scoring Guide
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All around the world today, Dow people are speaking up, people who care deeply about their company, what it stands for, and how it is viewed
by others. People who are immensely proud of their company's performance, yet realistic enough to realize it is the public's perception of that
performance that counts in the long run. (Pearce & Robinson, 2003, p. 29)

We will explore in Unit 8 how communication knowledge, awareness, skills, and values are vital in supporting strategic management efforts.

Reference

Pearce, J. A., & Robinson, R. B. (2004). Strategic management: formulation, implementation, and control (9th ed.). New York: McGraw-Hill.

Learning Activities

Read the following materials:

• Chapter 11 in the Shockley-Zalabak textbook.
• Stanton's "Ten Communication Mistakes You Can Avoid When Managing a Crisis."

Prepare and submit a detailed outline for your final paper. This outline will help you to organize your thoughts and to create a paper that readers will find
easy to understand. This assignment presents an opportunity to organize your ideas in a logical sequence and to develop evidence to support your
writing.

Use the "Organizational Communication Project Outline Template," linked in the Resources, which was derived from an earlier edition of the Shockley-
Zalabak text. You will not write paragraphs at this time. Your outline should provide brief answers that will be further developed in the writing of the paper.
Be sure to include your references (as per the last criterion in the scoring guide)—from the text and other outside sources—to support or explain your
thoughts.

Course Resources

Shockley-Zalabak (2012) describes strategic organizational communication as "communication processes in which organizational messages are
deliberately generated and guided by organizational objectives" (p. 353). Keeping this in mind, explore Southwest Airline's Web site in depth:

• Identify the overall message Southwest Airlines is attempting to convey to stakeholders.
• Which stakeholders are targeted on this Web site?
• Identify uses of marketing verses public relation functions with these stakeholders.
• Do you feel that Southwest Airlines has successfully integrated their marketing communications? Explain why or why not.

Organizational Communication Project Outline Template

Organizational Communication Project Template

Capella University Online Writing Center



Unit 9  Organizational Change and Communication

Response Guidelines

Respond to at least two learners. Compare your responses. Did you identify different marketing and public relations functions? Given the information you
read, is there anything you would do differently at Southwest? Explain.

Reference

Shockley-Zalabak, P. (2012). Fundamentals of organizational communication: Knowledge, sensitivity, skills, values (8th ed.). Boston, MA: Allyn & Bacon.

Course Resources

Introduction

The times they are a-changin'.

— Bob Dylan

The successful design and implementation of a change-related communication plan depends on professionals who possess excellent communication
competency skills. Changes-planned and unexpected-are realities in all facets of our lives. In this unit, we will study the concept of organizational change
communication and examine our individual change-related perceptions, behaviors, and skills.

Communicating Change
Why is structured management and communication of change such a necessary focus in organizations today? Why does change seem to be happening
faster and faster?

As Peter Russell (1998) explains in his book,Waking Up in Time: Finding Inner Peace in Times of Accelerating Change:

The pace of life is speeding up. As most of us are only too aware, change comes more and more rapidly. Technological breakthroughs spread
through society in years rather than centuries. Calculations that would have taken decades are now made in minutes. Communication that
once required months occurs in seconds. Development in every area is happening faster and faster. As a result, more of us are living in the
fast lane-many in overdrive. We are faced with more information to absorb, more challenges to meet, more skills to learn, and more tasks to
accomplish. Yet the time to fit it all in seems to be getting less and less. (pp. 3-4 )

Globalization and technological advances have indeed resulted in broad-based, fast-paced change becoming the new norm. Even our attention spans
have been evolving to match the short, fragmented timing patterns of television commercials and the pace of video games.

Stop and think about it for a moment-if you can find the time! Did you know that Ford's Model T was virtually unchanged for almost twenty years? How
long will this year's car models stay the same? Tools from the Stone Age went unchanged for thousands of years. When was the last time you upgraded
your cell phone? There are many other examples of how quickly things change.

On a positive note, Cheryl Richardson, author of Take Time for Your Life, assures us that:

More and more people are tired of the fast-paced, frenzied "information age" and are interested in higher quality lives-lives in which they have
more time for themselves and their relationships, more energy to invest in their emotional, physical and spiritual well-being. Whether you are
a corporate executive working sixty hours a week, a single parent trying to raise a family, or someone who's tired of feeling stressed out and
pressed for time, you have a choice about how to live your life. You can step back, reevaluate your priorities, and make a conscious decision
about the future you would like to create. (p. 1)

Organizations can also decide to tackle their time-related change challenges with the same attitude. As rapid change becomes the norm, individuals and
organizations are gaining valuable experience in managing change successfully. As a result, more and more resources become available every day for

Undergraduate Discussion Participation Scoring Guide
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others to research and use. And, as we will discover in Unit 10, many new professional communication career opportunities are emerging to address the
growing needs that this phenomenon of rapid change is presenting.

References

Dylan, B. (1963). The times they are a changin'. On The times they are a changin'. [CD]. New York: Sony.

Richardson, C. (1999) Take time for your life: A personal coach's seven-step program for creating the life you want. New York: Broadway Books.

Russell, P. (1998).Waking up in time: Finding inner peace in times of accelerating change. Novato, CA: Origin.

Learning Activities

Read Chapter 10 in the Shockley-Zalabak textbook.

Optional

Read Johnson and Blanchard'sWho Moved my Cheese?

Course Resources

How well do you respond to change? Review theWho Moved My Cheese? change concepts as quoted from the 8th edition of the Shockley-Zalabak text.
If possible, obtain and review a copy of the bookWho Moved My Cheese? by Johnson and Blanchard (1998).

1. Having cheese makes you happy.
2. The more important your cheese is to you, the more you want to hold onto it.
3. If you do not change, you can become extinct.
4. What would you do if you were not afraid?
5. Smell the cheese often so you know when it is getting old.
6. Movement in a new direction helps you find new cheese.
7. When you move beyond your fear, you feel free.
8. Imagining yourself enjoying new cheese even before you find it, leads you to it.
9. The quicker you let go of old cheese, the sooner you will find new cheese.
10. It is safer to search in the maze than remain in a cheeseless situation.
11. Old beliefs do not lead you to new cheese.
12. When you see that you can find and enjoy new cheese, you change course.
13. Noticing small changes early helps you adapt to the bigger changes that are to come.
14. Move with the cheese and enjoy it! (Johnson & Blanchard, 1998)

Optionally conduct Internet research about how Johnson's change concepts have grown into a multimillion dollar corporate enterprise. Then based on
the textbook and optional additional research:

• Share any experiences or insights you may have related to this popular organizational change.
• Share personal ideas and insights related to the above change concepts.
• Is there a difference in your response when change is unexpected and when you plan for the change? What makes the difference?

Reference

Johnson, S., & Blanchard, K. (1998).Who moved my cheese? New York, NY: G. P. Putnam's Sons.

Who Moved My Cheese?
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Response Guidelines
Respond to at least two learners. Compare your experiences, ideas, and insights. Build on one another's posts to develop your ideal model for change
management (that is, how you can best approach change).

Course Resources

Post your rough draft during unit 9, in order to provide your classmates the opportunity to provide you with suggestions for improvement before you
submit your final version to the instructor on Friday of unit 10. In order to maximize the possibility of receiving one or more peer reviews of your draft, you
are encouraged to post your draft as early as possible during Unit 9.

Use the Peer Review Feedback Guidelines to provide specific corrective, coaching, or supportive feedback to at least two of your classmates'
presentations. You will be graded on both the timing of your own draft posting as well as the quality of your feedback.

Before beginning this discussion, be sure that you have posted a complete draft of your project and downloaded copies of the projects you will review. In
preparation for the peer review activity, read the Capella University Writing Program's Guidelines for Effective Peer Review.

Then provide feedback to the peers whose projects you agreed to review. List the name of the learner you are providing feedback for in the Subject area
of your posting so the learner can easily identify your feedback.

A peer review provides objectivity and a fresh perspective, and can be used to add clarity to your work. The feedback you receive encourages self-
reflection, as you consider how to incorporate these comments to revise and strengthen your work. The end result is a stronger body of work.

Giving Feedback
When giving feedback, address the following criteria using the Guidelines for Effective Peer Review provided in the Resources:

• Identify the strengths of the work first, then identify areas that would benefit from expansion or clarification.
• Comment on how well the draft analyzes business communication through specific, theoretically grounded concepts and appropriate methods.
• Comment on how accurately the draft analyzes the interrelationship of organizational communication, including individual and team relationships,

culture, and performance as appropriate.
• Comment on how well the draft develops personal communication competencies in regard to process understanding, interpersonal sensitivity,

communication skills, and ethical responsibility.
• Comment on how well the draft evaluates organizational communication events and includes recommendations for improvement.
• Comment on how well the draft complies with APA formatting guidelines for citations and references.
• Comment on the specific feedback questions posted by the author.

As you respond to each of the items above, provide specific examples from the paper of what is working or not working for you. Also, avoid focusing your
comments on issues of grammar and copy editing, but if there are glaring issues within the work, you can mention it. Remember to be constructive and
respectful in your comments. The bulk of your feedback should be about how well the learner is achieving the objectives of the project.

Receiving Feedback
When receiving feedback from other learners, you may:

• Thank them for their time and comments.
• Ask any follow-up questions regarding their comments.
• Let them know how their feedback will be used to improve the project.

Be sure to refer to the Organizational Communication course project description as you create your draft and as you provide feedback to your fellow
learners.

Response Guidelines

Respond to at least two other learners following the guidelines outlined above. If needed, ask any questions needed to clarify uncertainty or obtain
specific feedback.

Undergraduate Discussion Participation Scoring Guide
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u10d1 - Evaluating Your Personal Learning Experience

Course Resources

Introduction

In this final unit of the course, we will each individually evaluate our cumulative learning experience and compare our new knowledge, awareness, and
skills to the communication competency awareness and development needs we identified at the beginning of the course. We will explore in depth the
changing and ever-expanding career choices related to communication. And, you will submit your final project to your instructor.

Communication competencies are vital in every job position. As with this online course, relationships can be established and built through effective
communication even if the individuals involved never meet in person. At this point in your course, do you not feel like you have come to know many of
your fellow learners and your instructor? Usually, you find that you gravitate toward others with whom you have found a common ground. Think about
how you came to realize a sense of shared reality with specific individuals in this course. For most of us, it is a new experience to get to know someone
without hearing their voice or seeing a picture of them. Many find it refreshing to not have potential judgments associated with physical appearance, etc.,
in this process of getting to know others.

The textbook reading for this unit, Chapter 12, is full of valuable information, examples, and assessments designed to assist you with career-related
decisions now and in the future. Regardless of where you currently are on your career path, it is highly recommended that you dedicate a block of time to
read over and possibly complete some of the workshop activities at the end of Chapter 12. Your future is in your hands. It is important for you to:

• Identify your talents and strengths.
• Understand your own developmental and educational needs.
• Be true to your personal value system when researching possible career choices.

In our world of constant change, it might prove beneficial to be proactive and to attempt to align your personal career options with the emerging twenty-
first century career paradigms.

Learning Activities

Read Chapter 12 and Appendix in the Shockley-Zalabak textbook.

Use your work completed in units 7, 8, and 9 to complete your final paper. Review the Organizational Communication course project description before
submitting your final paper.

Course Resources

Guidelines for Effective Peer Review

Organizational Communication Project Template



This discussion addresses organizational communications competencies. Complete the exercise "Self-Assessment of Personal Development Needs" in
Figure A.8, starting on page 428 in the textbook. Compare your results to your original assessment completed in response to the first discussion activity
in this course:

• Identify the areas in which you have increased your knowledge and skills regarding communication competencies.
• Have your top three needs for development in communication competency, identified in the first discussion activity in this course, been successfully

addressed?
• Share an example of how your increased knowledge, skills, sensitivity, or values regarding organizational communication has affected your

personal or professional life.

Response Guidelines

Respond to at least two learners. Share common experiences. Offer advice you may have.

Course Resources

Undergraduate Discussion Participation Scoring Guide




