


Lesson summary

m Communication: Process, categories, channels, barriers, tips on presentations
m [ransaction analysis technique

m Interactive communication model,

m Increase the effectiveness of your communication

m Discussion on specific examples learners have experienced



The Communication Process
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Comunicarea este pur si simplu actul de a transfera informatii dintr-un loc,
persoana sau grup in altul.

Decode

Sender

Feedback

Fiecare comunicare implica (cel putin) un expeditor, un mesaj si un destinatar.

Expeditorul ,,codifica” mesajul, de obicei intr-un amestec de cuvinte si comunicare non-verbala. Se
transmite intr-un fel (de exemplu, in vorbire sau scriere), iar destinatarul o ,,decodifica”.




The Communication Process
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e Acest lucru poate suna simplu, dar comunicarea este de fapt un subiect foarte complex.

* Transmiterea mesajului de |la expeditor la destinatar poate fi afectata de o gama larga de
lucruri.

* Acestea includ emotiile noastre, situatia culturala, mediul folosit pentru a comunica si
chiar locatia noastra.




INTERACTION model of Communication



https://www.youtube.com/watch?v=Ml5tieIioLc

Care este primul lucru care 1ti vine Tn minte
cand citesti aceste patru cuvinte?

Write down the first word that comes in your mind when hearing the word:

corona




Care este primul lucru care iti vine in minte
cand citesti aceste patru cuvinte?

masca




Care este primul lucru care 1ti vine Tn minte
cand citesti aceste patru cuvinte?

manusi










manusi motocicleta

twinkl.com




Categories of Communication

Spoken or Verbal Communication

face-to-face, telephone, radio or
television and other media.

Non-Verbal Communication

body language, gestures, how we
dress or act, where we stand, and
even our scent.

Written Communication

letters, e-mails, social media, books,
magazines, the Internet and other
media

Visualizations:

graphs and charts, maps, logos...

Comunicare vorbita sau verbala

- fata in fata, telefon, radio sau
televiziune si alte mijloace media.

Comunicare nonverbala

- limbajul corpului, gesturile, modul in
care ne Imbracam sau actionam, unde

stam si chiar mirosul nostru.
Comunicare scrisa

- scrisori, e-mail-uri, retele sociale, carti,
reviste, internet si alte mijloace media

Vizualizari
- grafice si diagrame, harti, sigle ...




Communication channels

m Channel = the method used to transmit our = Canal = metoda utilizatd pentru a transmite
message 10 a recipient, or to receive a message mesajul nostru citre un destinatar sau pentru a

from someone else. . : .
primi un mesaj de la altcineva.

- Face-to-face conversations L .
- Conversatii fata in fata

- Apeluri telefonice
- Mesaje text

- Telephone calls
— Text messages

- Email _
_ _ _ _ - E-mail
— the Internet (including social media such _ _ _
as Facebook and Twitter) - Internetul (inclusiv retelele sociale precum
Radi 4TV Facebook si Twitter)
- adio an o
: - Radiosi TV
- Written letters D
_ - Scrisori scrise
- Presentations . .
- Prezentari

— Brochures, infographics

- Brosuri, infografii
-  Reports

- Rapoarte
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ENCODING messages

 channel and the intended audience
 Language
e Information simply and clearly

* causes of confusion
* misunderstanding

* recipients’ experience in decoding similar
communications.

Successful encoding of messages for the audience and
channel is a vital skill in effective communication.

Codificarea mesajelor

Comunicatorii eficienti isi codifica mesajele astfel
incat sa se potriveasca atat canalului, cat si
publicului vizat.

Folosesc un limbaj adecvat, transmitand
informatiile simplu si clar.

De asemenea, anticipeaza si elimina cauzele
probabile de confuzie si neintelegere.

In general, sunt constienti de experienta
destinatarilor In decodarea unor comunicari
similare.

Codificarea cu succes a mesajelor pentru public
si canal este o abilitate vitala pentru o
comunicare eficienta.
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}“ " \ Decodarea mesajelor

/’g;‘ - Odata primit, destinatarul trebuie sa decodeze

£

‘{;) mesajul.

 Decodarea cu succes este, de asemenea, 0
abilitate vitala de comunicare.

* QOamenii vor decoda si vor intelege mesajele in
moduri diferite.

Decoding Messages

Acest lucru va depinde de experienta lor si de
intelegerea contextului mesajului, de cat de bine il
cunosc pe expeditor, de starea lor psihologica si de
cum se simt si de momentul si locul primirii.

» Successful decoding is also a vital communication
skill.

* People will decode and understand messages in
different ways.
- experience
- understanding
- how well they know the sender
- psychological state
- feeling
- time and place of receipt.
- Barriers to Communication

Ele pot fi, de asemenea, afectate de orice bariere
Tn comunicare care ar putea fi prezente.

Comunicatorii de succes inteleg modul in care
mesajul va fi decodat si anticipeaza si elimina cat
mai multe dintre posibilele surse de neintelegere.




Feedback-ul

Ultima parte a unei comunicari este feedback-ul:
destinatarul Ti anunta expeditorului ca a primit si a inteles
mesajul.

feedback

channel

nessage

Destinatarii de mesaje sunt susceptibile de a oferi
feedback cu privire la modul in care au inteles mesajele
atat prin reactii verbale, cat si non-verbale.

Comunicatorii eficienti acorda o atentie deosebita acestui
feedback, deoarece este singura modalitate de a evalua
daca mesajul a fost inteles ca fiind intentionat si permite
corectarea oricarei confuzii. Retineti ca amploarea si
forma feedback-ului vor varia in functie de canalul de
comunicare.

Receiver

Feedback

The recipient lets the sender know that
they have received and understood the message.
* through both verbal and non-verbal reactions.
* pay close attention to this feedback

* message understood as intended

e confusion to be corrected.

Feedback-ul in timpul unei conversatii fata in fata sau
telefonic va fi imediat si direct, in timp ce feedback-ul la
mesajele transmise prin TV sau radio va fi indirect si poate
fi intarziat sau chiar transmis prin alte mijloace media,
cum ar fi Internetul.

Feedback communication channel
* face-to-face or telephone conversation = immediate and direct

* via TV or radio =indirect/delayed/other media




Barriers to communication

m Video: https://www.youtube.com/watch?v=slql1nAhZugk

(You will receive extra notes in .pdf file)



https://www.youtube.com/watch?v=slq1nAhZuqE

Lets see OUR communication!

WORKSHEET 2.1

Can you fill the blank shapes?

MESSAGE

The Communication Process

FEEDBACK




Presentations

Speaker’s credibility

m /% presentation itself

m 93% speaker’s visual characteristics and voice.
- Body language
m Posture
Gestures

N
m Facial expressions
m Eye contact

"I didn't know we made pizzas."

source: www.businesscartoons.co.uk/shop




Preparing for a presentation

m Select a topic of interest
m Divide into subtopics
m Structure the presentation

m Prepare an outline




Presenting your home town
- Listing

Listing: In listing, you brainstorm and list ideas you might want to use. For example:

My hometown

e first; next; then e finally; eventually ® during; while

* location e trivia ® history

* population e things to do e why it's attractive

* castle e famous residents * entertainment: theatre, restaurants, sports




Presenting your home town
- Clustering

Clustering: In clustering, you write ideas and provide supporting information. This helps you see the relationships
between ideas. For example:

Background info: @ Things to do
location, population
History and Theatres, @
landmarks restaurants
City hall, Famous people
monuments, castle




Presenting your home town
- Structuring

1. Introduction
2. bBody:

a. Background information
b. History and landmarks
c. Things to do

5. Conclusion




Delivering a presentation

Greet the audience
Explain the structure
Use signposts (signals for new information)

Speak clearly

_
_
_
m Use transition words effectively
_
m Look confident

_

Ask for audience’s questions/comments




Introduction

Greeting the audience

m Good morning/afternoon ... everyone.

m Hello; Welcome everybody; My name is ...; | am ...

Introducing the subject

m Tloday | am going to talk about ...

m My presentation is going to be about ...
m The purpose of my presentation is to ...

m The subject of mytalkis ...




Introduction

Outlining the structure of the presentation

m My presentation has (three) parts: ...

m First, | will ...; In the first part, ...

m Then; Secondly; After that, | will ...

m Thirdly, ...; Finally, | will ...

Giving instructions on questions

m Please feel free to ask questions during my presentation.

m Please interrupt if you have a question.

m After my talk, we will have some time for your questions /discussion.

m | will try to answer all your questions after the presentation.




Signposting/signaling

m alert the audience to the structure of a presentation.

m words or expressions (signposts) to indicate to the audience

WHERE WE ARE ||_ WHERE WE GO NEXT




Signposts

m Introducing the subject:
- I'd like to begin with ...
— First, | will ...
— I'll start by ...

m Finishing one subject:
— That’s all | have on ...
- ['ve told you about ...
— This concludes this part of the presentation ...

m Starting another subject:
- Now I'd like to discuss ...
- Let’s look at ... now.
- Next... Now | am going to move on to ...




Signposts

Giving examples:
- For example/instance ...
— To illustrate this ...
- A good example of this is ...

Ordering;:
— Firstly ..., secondly ..., thirdly ...., lastly ...
- First..., next ..., then ..., after that ..., finally ...

Comparing and contrasting:
- Let’s compare ....

Moving from one part to another:
- Now that | have explained ... -1 will move on to ...
— That’s the first example/point ...
- Let me give you another ...



Ending a presentation

To sum up the discussion of the subject:

That’s all | have to say for now on ...

Okay, that ends my presentation ...

I’d like to end this presentation by reviewing the main points ...
I’d like to end with some conclusions ...

Let me wrap up my talk by going over the main points ...

Let me recap what | have just said ...



Ending a presentation

To invite questions/discussion:
m Do you have any questions or comments?

m Can | answer any of your questions?

m That concludes my talk. Now I'd like to invite your comments on ...

m Now, I'd be interested to hear your comments.

m Now we have (15 minutes) for questions and discussion.
To thank the audience:

m Thank you for your attention.

m Thank you being such an attentive audience



Body language

m Use of intonation and pausing

m helps the listener separate ideas
and process the meaning easily.

m For example, signposting words
(e.g., I'd like to begin with..., now
I’d like to discuss..., for
example...) require a pause after
them.

m Using incorrect intonation or
pausing can confuse the listener.

In timpul unei prezentari, utilizarea adecvata a
intonatiei si a pauzelor poate ajuta ascultatorii sa
inteleaga si sa urmeze ce se spune.

In general, folosim intreruperea si prelungirea unei
silabe (sau accent) la sfarsitul fiecarei grup de
gandire (un grup de cuvinte despre o idee).

Acest lucru 1l ajuta pe ascultator sa separe ideile si
sa proceseze sensul usor.

De exemplu, semnarea cuvintelor (de exemplu, as
dori sa incep cu ..., acum as dori sa discut ..., de
exemplu ...) necesita o pauza dupa ele. Pauza il
ajuta pe ascultator sa observe noua idee.

Utilizarea unei intonatii incorecte sau a unei pauze
poate confunda ascultatorul.




Body language

Use of emphasis: Utilizarea accentului:
. * Acest sistem a functionat foarte bine.
m This system used to work very well. L Y
(better than anything else) (mai bine decat orice altceva)
* Acest sistem a functionat foarte bine.

m This system used to work very well. (dar nu mai exista)

(but doesn’t any more)

Use of pausing; Utilizarea pauzei:
m  When the wheel stops, // quickly * Cand roata se opreste, // o rotiti rapid in
turn it in the opposite direction. directia opusa.

m  When the wheel stops quickly « Cand roata se opreste repede, // rotiti-o in
//turn it in the opposite direction. directia opusa.




Worksheet 2.2 Presentation Assessment

m  Watch the video : https://www.youtube.com/watch?v=Q5WT2vweFRY

m Then try to evaluate the presentation you have just seen:

Worksheet 2.2 -

Holistic: Listeners can follow the presentation

Analytic:

The presentation is up to 10 minutes long with visuals

Uses an introduction, development and conclusion

Uses explicit discourse markers and logical connectors for
chronological order/sequence comparison, cause and effect

Provides detailed descriptions

Uses adequate vocabulary for the topic

Speaks with appropriate eye contact, body language, voice
volume and rate

Criterii

Holistic: Ascultatorii pot urmari prezentarea

Analitic:

Prezentarea dureaza pana la 10 minute cu imagini vizuale

Foloseste o introducere, dezvoltare si concluzie

Foloseste markeri de discurs
Foloseste markeri de discurs explicit si conectori logici pentru
compararea ordinii / secventei cronologice, cauza si efect

Oferd descrieri detaliate

Foloseste vocabular adecvat pentru subiect

Vorbeste cu un contact vizual adecvat, limbajul corpului,
volumul si rata vocii



https://www.youtube.com/watch?v=Q5WT2vweFRY

MEETING
(parents/colleagues/administration)

5-..._...——--_—-EJ=-—-I

R
P——
_-_

"I've called this meeting to discuss absenteeism.”




Meeting
Exchange information

presenting ideas and
supporting them with facts,
examples and reasons

asking for input and opinions
from others

responding to another person’s
point of view

Schimbul de informatii si opinii este o
parte integranta a intalnirilor.

A da opinii intr-o Intalnire poate
Implica:

e prezentarea ideilor si sustinerea
acestora cu fapte, exemple si motive

e cererea de opinii si opinii de la altii

e raspunsul la punctul de vedere al
altei persoane




Meeting
Opening a discussion

m | would like to discuss/determine/find out ...
m The problem/issue hereis ...

m Let'stalk about...

m Let'slook at... and discuss/decide ...
m [he main thing we need to discuss is ...

m We will start by ... (verb + ing)



Meeting
Giving your opinion

m | think that ...;

m | feel that ...

m | believe that ...

m ltseemsto me ...

m [n my opinion ...

m Asfaras|'m concerned ...
m | don’t think that ...;

m | don't believe ...

m Aslseeit...



Meeting
Supporting your opinion

For example ...;

For instance ...

To give you an example ...

Let me give you an example ...
To elaborate ...

Let me illustrate ...

First, ... (second, etc., followed by details)




Meeting
Asking for opinions

m What do you think?

m What are your ideas?

m What's your opinion?

m Do you have any thoughts on that?
m How do you feel about ...?

m How about you, (name of person)?



Meeting
Asking for support or details

m Why do you think that?

m Could you elaborate?

m Could you give me/us an example?
m Could you explain it in more detail?
m What do you mean by that?

m What makes you think/say that?




Meeting
Agree - Disagree

m Agreeing:
e That’s right. * | completely agree with you.
* | agree (with you). * | think we are on the same page about this.
* | think so, too. * That’s exactly what | wanted to say/I’'ve been saying.
* | definitely agree. * That’s my point, too.

m Expressing reservations and disagreeing:
* Well, but ... * | am not sure | agree here because ...
* Yes, that may be true, but ... * Yes, but the problem/issue here is ...
* Possibly/That’s possible, but... ¢ I don’t think it is going to work because ...

* | see what you mean, but ... * | see your point. However ...




Worksheet 2.3

m Read the situations below.
In pairs or small groups, have a discussion. Use appropriate expressions to:

m present your opinion
m support it with reasons, details, facts, examples

m ask your colleagues about his/her ideas

WORKSHEET 2.3 — Support my opinion

m ask your colleagues to support his/her view

Read the situations below. In pairs or small groups, have a discussion. Use appropriate expressions to:
® present your opinion
* support it with reasons, details, facts, examples
* ask your partner about his/her ideas
* ask your partner to support his/her view

Situation - Roles

TEACHER 1 - You are a teacher and one of your students has a very bad attitude against
you and other kids in class. You propose this student to be expelled for one day. This
student has too many family problems.

TEACHER 2 — You have no problem with this student. You teach Art and not only the
student is very gifted but alsc he is very cooperative in your class. You disagree to
TEACHER 1.

TEACHER 3 — You are the Head of the school and you have to decide what is best for your
personnel and for the student.

TEACHER 4 - You have don’t teach this student but you have witnessed the bad behavior
of this student and you agree to TEACHER 1.




Transaction analysis technique

m behavior in terms
of behavior development

m understand how we
interact with students

m the basis for such
behavioral development.

Tehnica analizei tranzactiilor

* Ne gandim la comportament in termeni de dezvoltare a
comportamentului prin utilizarea unui sistem de
comunicatii numit Analiza tranzactionala.

* Acesta este un cadru de baza util care ne poate ajuta sa
intelegem mai bine modul in care interactionam cu elevii
si care poate actiona ca baza pentru o astfel de dezvoltare
comportamentala.

www.youtube.com/watch?v=NfluXGEAN9Y (from start to 7:30”)



https://www.youtube.com/watch?v=NfIuXG8AN9Y

Parent
{introject)

Adult

1ere & now)

{(archaic)

thoughts
feelings
behaviours

thoughts
feelings
behaviours

thoughts
feelings
behaviours




Classroom example TEACHER STUDENT

PARENT PARENT
m T[EACHER: “Put your gum away if you want to speak”
m STUDENT: “l am just finishing my sentence”
ADULT ADULT
Profesorul a ,ordonat” elevului sa indeplineasca o sarcina si se
asteapta la o conformare instantanee ,asemanatoare unui copil”.
Cu toate acestea, elevul face un comentariu rezonabil, explicand logic CHILD CHILD

ca o activitate concentrata este finalizata rapid; daca acest raspuns
pentru adulti a fost oferit de un coleg in camera de personal, acesta

ar fi acceptat fara sa se gandeasca, dar pentru ca profesorul a
instigat o interactiune parinte-copil, raspunsul adultilor se simte

deplasat si poate duce la escaladarea unei conversatii negative.




Classroom example

m TEACHER: “Doesn’t the gum you are chewing
bothering you to from speaking?”

m STUDENT: “l am just finishing my sentence”

Prin realinierea constienta a tranzactiei prin
concentrarea asupra stimulului de la adult la adult,
exista o sansa mai mare de a dezvolta un raspuns

pozitiv cu elevul implicat.

TEACHER STUDENT
PARENT PARENT
-
ADULT ADULT
%
CHILD CHILD



Effective communication skills

Abilitati de comunicare eficiente

m Become a good listener

m Learn articulation - be brief but specific
m Tailor your message to your audience

m |mprove your body language

m Assert yourself

m Ask questions

m Learn new skills

m Do not be afraid

Deveniti un bun ascultator

Invata articulatia - fii scurt, dar specific
Adaptati-va mesajul la public
Imbunatatiti limbajul corpului
Afirmati-va

Intreaba intrebari

Invatati noi abilitati

Nu-ti fie frica




Become a good listener

m Listen

m Pay attention

m  Without interrupting

m Show interest

m Set aside your judgments.
=» Engaged listener

=» Recipients will be willing to
listen to your ideas in turn.

Deveniti un bun ascultator

e Cel mai bun lucru pe care il puteti face pentru a va
Imbunatati abilitatile de comunicare este sa invatati sa
ascultati.

» Fiti atenti la ceea ce spun ceilalti, lasati-i sa 1si exprime
ideea fara a-i intrerupe, aratati interes pentru ceea ce se
spune si lasati deoparte judecatile voastre.

e Acest lucru va va ajuta sa deveniti un ascultator angajat,
care este o calitate cheie a unui bun comunicator.

e Daca oamenii cred ca sunteti interesat de gandurile si
opiniile lor, vor fi dispusi sa va asculte ideile pe rand.




WORKSHEET 2.4.

m You will be divided in 2 groups of 2 persons
m We will give instructions to GROUP 1
m We will give instructions to GROUP 2

Group 1 Group 2




Learn articulation - be brief but specific

Not long speeches
Not long mails
communications short and crisp

be clear

avoid beating around the bush.

- lose interest easily

Invata articulatia - fii scurt, dar specific

* Nimanui nu 1i place sa asculte discursuri lungi sau
sa citeasca e-mailuri lungi atunci cand acelasi
mesaj ar fi putut fi implicat prin cateva cuvinte.

« Incercati sa v mentineti comunicarile scurte si
clare, fiti clar cu privire la punctul pe care incercati
sa 1l faceti si evitati sa bateti in jurul tufisului.

—> Oamenii isi pierd cu usurinta interesul atunci cand
orice forma de comunicare verbala sau scrisa nu are
claritate si concizie.




Tallor your message to your audience

m Students =include stories/anecdotes

m short stories about some famous
person from their generation

or add references to the latest movies
or TV shows.

- get recipients interested in your speech

- much better impact.

Adaptati-va mesajul la public

 Daca va adresati unei camere pline de
studenti, includeti povesti / anecdote care
vor fi relevante pentru ei.

* De exemplu, daca vorbiti cu studentii
despre importanta serviciului comunitar,
va recomandam sa aruncati povestiri
despre unele persoane celebre din
generatia lor sau sa adaugati referinte la
ultimele filme sau emisiuni TV.

=> Acest lucru ii va interesa sa vorbeasca si
mesajul dvs. va fi transmis publicului cu un
impact mult mai bun.




Improve your body language

m watch your non-verbal signs

m Dbring attention to your words.
— pounding your fists to emphasize your point
— air quotes to highlight something.

m sSteady stance as you communicate
m moving too much = anxiety and under-confidence.

m Make eye contact with your audience = confidence

Tmbunatatiti limbajul corpului

Tn timp ce comunicati fata in fat3 cu oamenii,
este important sa va urmariti semnele non-
verbale impreuna cu cuvintele pe care le
spuneti.

Foloseste-ti limbajul corpului pentru a atrage
atentia asupra cuvintelor tale. De exemplu,
batandu-ti pumnii pentru a-ti sublinia
punctul sau folosind ghilimele pentru a
evidentia ceva.

De asemenea, incercati sa mentineti o pozitie
constanta pe masura ce comunicati,
deoarece miscarea prea mare este un semn
de anxietate si lipsa de incredere.

Faceti din cand in cand contact vizual cu
publicul dvs., ceea ce reflecta, de asemenea,
increderea dvs. si ili mentine implicati in
conversatie.




Body language



https://www.youtube.com/watch?v=cFLjudWTuGQ

Body language exercise
(Worksheet 2.5)

m Sentence:

- “We all need to gather our possessions and move to
another building as soon as possible.”

— ,Cu totii trebuie sa ne adunam bunurile si sa ne mutam
intr-o alta cladire cat mai curand posibil.”




Worksheet 2.5. analysis

m Which emotions were the easiest to

portray and guess? L

m  Why might this be?
H

m |n what situations facial expressions

become particularly important at work. 0
m How it becomes more difficult to know

how someone is feeling when you’re L

unable to see the person’s face or body

language.
m Brainstorm ideas for overcoming this L

challenge.

Ce emotii au fost cele mai usor de
reprezentat si de ghicit?

De ce ar putea fi asta?

In ce situatii expresiile faciale devin
deosebit de importante la locul de munca.

Cum devine mai dificil sa stii cum se simte
cineva atunci cand nu poti vedea limbajul
fetei sau al corpului.

ldei de brainstorming pentru depasirea
acestei provocari.




Assert yourself
Ask questions

m Assert yourself
- believe in whatever you are saying
- know your needs and wants,
— offer constructive criticism
— receive feedback positively.

m Ask questions

- Communication is a two-way street.

- prompt them to express their
thoughts and opinions too.

m Afirmati-va

Poti comunica cel mai bine numai atunci
cand crezi in orice spui.

Apreciaza-ti opiniile, cunoaste-ti nevoile si
dorintele, ofera critici constructive si
primeste intotdeauna feedback pozitiv.

Intreaba intrebari

Comunicarea este o strada cu doua
sensuri.

Daca doriti ca ceilalti sa fie interesati de
orice scrieti sau spuneti, trebuie sa i
determinati sa-si exprime si gandurile si
opiniile.

Acest lucru va asigura o comunicare
captivanta si fructuoasa.




Learn new skills
Do not be afraid

m Learn new skills

Join a club

volunteer

explore new opportunities
Step out of your comfort zone

m Do not be afraid

confidence and assertiveness
Express yourself

m Invatati noi abilitati

— Alaturati-va unui club la alegere la
facultate, faceti voluntar pentru
prezentari si explorati noi oportunitati
in jurul vostru si dezvoltati-le.

— lesirea din zona dvs. de confort si
implicarea cu oameni noi va vor ajuta
sa va Iimbunatatiti competenta.

m Nu-tifie frica

— Pentru a fi un bun comunicator,
trebuie sa va transmiteti gandurile cu
incredere si asertivitate.

- Deci, nu va fie frica sa va exprimati; te
vei imbunatati doar cu fiecare
greseala.







