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Communication Basics Worksheet
Respond to the following in your own words:

1. Define communication.
	

	

	

	


2. What are the major principles of communication, as outlined in this week’s class materials?
	

	

	

	


3. Why are these principles important to effectively communicating in the workplace?
	

	

	

	


4. Describe interpersonal communication, group communication, and public communication. 
a. How are these communication types different? 
b. How are they similar? 
c. How are these three communication types important in the workplace?
	

	

	

	

	

	

	

	


	


5. Describe a scenario that took place either at work or in your personal life that touched on a task that was not carried through properly because of a lack of proper listening. What steps could have been taken to avoid the situation and end with the proper results?
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