Name__________________________________Date____________________________

Information   Lesson 4

Vocabulary p. 43

1. barrier to communication

2. body language

3. graphic

4. visual aids

Objectives

1.

2.

3.

4.

5.
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Looking Forward pp. 42-43

1. Many people blame __________________________________for the sinking of the Titanic.

2. You can avoid future minidisasters by improving your ______________________

    skills.

3.One way to improve your communication skills is through regular ________________________________.

      4.Another way is to determine what makes some communication better than 

_______________________________.

5. Good communicators are not merely people who _________________and 

__________________________clearly; they also pay attention to the needs and

abilities of their _________________________.

6. A good speaker will interpret the ________________________of the listeners.

7. Body language is ___________________________________________________

_________________________________________________________________

8. A good speaker will adjust the message and the manner of __________________.

9. Knowing how to _____________________________, ______________________,

    and ____________________________information in a clear, simple way will 

    make you a more valuable worker.

Date: _____________


Name: _____________________________

Hour: _______
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Moving Ahead pp. 43-48

1. What are some things that might interfere with the smooth flow of information?

2. In order to understand people, and to be understood, it is necessary to interpret

information _________________________, apply it 

______________________________________, and communicate it

______________________________________.

3. Four things that can help clarify and simplify information are:

1.__________________________________3._____________________________

2.__________________________________4._____________________________

4. As you can see from looking at the chart, a sponsor would have reached more viewers with an ad on Touched by an Angel rather than the Sunday Night Movie,

yet the movie had a higher rating. Write a brief explanation of this.

5. Looking at the chart on page 46 answer the following questions:

a. The information in the table and bar graph could also have been presented in the form of a paragraph. In what respects are the table and graph preferable?

b. In what ways is the table more effective than the bar graph?

c. Do you think the bar graph is more visually striking than the table? Explain.

      6. Bar graphs are often used to compare the degrees of difference among a number of

          ______________________________.

7. Using graphs, tables, and charts make it easier for people to interpret information,        

using them does not guarantee that communication will be completely

____________________________________.

8. Three types of graphs are:

1. _____________________________________________________________

2._______________________________________________________________

3._______________________________________________________________

9. For what other kinds of data would you use a pie chart?

10. Give examples of when a line graph would be an effective visual device.

Date: ________________

Name: ___________________________

Hour: ________
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Communication Barriers pp. 48-50

1. To make sure the audience gets the message, a good writer or speaker must avoid or overcome various _________________________to communications.

2. A __________________________is anything that interferes with the meaning of the message.

3. There are two kinds of communication barriers:

1.________________________________2.____________________________

4. If you are the sender of the message:

· be __________________________and ___________________________

· develop your message in a ________________________, easy to follow way

· eliminate _______________________________barriers

· choose your words ____________________________

· make clear what is ______________________________and what is __________________

· know your ___________________________________

· in oral presentations, interpret facial____________________________,gestures, and other 

____________________________

  If you are the receiver:


      *help to eliminate _________________________barriers

· be open to new or challenging_____________________

· let the speaker completer the ________________________________

· concentrate on what you are reading or ________________________

· in conversation, be ready to ________________________________

· when listening, take ______________________________________

Date: _________

Name: ____________________________

Hour: ____________
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Stationed on the Web p. 51

1. How does Vince Pancini use graphics on his Web page?

2. Why must a Web page be monitored and updated frequently?

3. How did Pancini use traditional methods of communication to market his new Web page?

E Skills pp. 52-54

1. Create a table that compares the height and speed of the eight roller-coasters.

2. Create a bar graph in various colors to compare the speeds of the wooden and steel roller-coasters.
Skillfully Done p. 55

1. What kind of body language does Tom Brokaw use to enhance his news reporting?

2. How are visual elements used to enhance verbal communication in a news broadcast?

Quality Control pp. 56-57

1. What does the term communication barrier mean? List three different kinds of environmental barriers and three different kinds of personal barriers. Explain how to overcome each barrier.

2. Convert the following information about monthly temperatures in two states to a bar graph or line graph.

