
Business Communications and Presentations

Workplace Communications and Cultural Differences Project

Guidelines and Assignments
You have just been informed that the empty cubicle next to yours will soon be occupied by a new employee from your company’s international headquarters.  Create a fictitious person from another country and culture that will be your new coworker.   What will you need to know about his/her culture before you start working with him/her? How is the culture of that country different from U.S. culture?

Begin by researching cultural and business etiquette for that country. Choose a country from Africa, Asia, Europe, North America, Oceania, or South America. Your group will compile and present this information to the rest of the class in a 5-10 minutes oral presentation as well as a written report that must be emailed to your department head.

1. Social and professional etiquette consists of written and unwritten rules that reflect cultural expectations as well as official policies and procedures. Search the Internet using the following terms: 

· business dress

· conversation

· public behavior

· body language and gestures

· business negotiations

· travel etiquette

· dining etiquette

· gift-giving etiquette

· making proper introductions
Possible Internet sites to use:  
www.buzzle.com/articles/world-cultures-heritage 
http://en.wikipedia.org/wiki/cultures_of_present- day_nations_and_states 
www.everyculture.com 

http://www.countryreports.org/people/aboutThePeople.aspx 
As you research information, use the form Web Site Evaluation Worksheet provided to evaluate each website used for author’s credentials, perspective and bias.

2.  In the opening paragraph of your report, describe the situation of the new coworker.  List his/her name, his/her country, and any other relevant information about the person.

3.  In the second paragraph list the cultural differences (you may use bullets to highlight them) of his country.  Give details and explains to compare and contrast how the coworker’s country and the U.S. do business differently.  What things should he/she know when working and doing business in the U.S.?

4.  Assume your new coworker has a working knowledge of the English language, but no real day-to-day experience with the language or with American culture.  A list of corporate vocabulary is included with this project – Common Business Phrases, Corporate Vocabulary.  Explain in your report in the third paragraph how business phrases used in the U.S. might be confusing to him/her.  Choose five (5) phrases to use in your presentation from the handout or your own from Activity 2 and explain the definition and meanings of the phrases and how they are used in corporate America.  In the third paragraph also explain what you and your department will do to help simplify communication between the two of you?  Possible reasons:  learn some phrases from his/her language or find someone in the company that speaks his/her language.
5. In the closing paragraph give details and explanations on the benefits of effective communication in the workplace using the model communication process presented in this class.

6. Email your department head (Dr. Nichols) a copy of the report (as an attachment) including a message  that lets her know that letters and memos have been replaced with email messages and that the report outlines cultural differences that our department needs to know in order to have a smooth working relationship with the new employee.  Include in your email message each source used for the report.  Include a graphic of the coworker’s country in the content of your email message.
7. Prepare a PowerPoint presentation to present to the other members of your department.  Prepare 12 slides.  Save your file and then copy and paste into my teacher drop box.  Also print your slideshow handouts – 6 per page.  This slideshow will help inform all employees about the cultural differences of the new coworker as well as outline the findings about workplace communications you included in your report.  Students will listen objectively and record major points of each speaker’s presentation using the handout provided – Listening Guide – Workplace Communications Handout - I Can Explain – Speaker’s Points.  
8. Use this MLA format to create your business report.

Name

Dr. Nichols
Business Communications/Presentations
Date


Title (Title Case)

Double space the body. Use 12-point Times New Roman. Side margins and top and bottom margins are 1-inch. Spelling, grammar, capitalization and punctuation matter.
9.  Make sure all documents are proofread for correct spelling, grammar and word usage.

Business Communications and Presentations
Workplace Communications and Cultural Differences Project

Student Name:  _________________________________________________

	Possible Pts.
	Required Elements Grading Rubric

	3
	Coworker data – included name, country, nationality, and culture

	20
	Research data – includes cultural differences of coworker country as compared to U.S.

(business dress, conversation, public behavior, gestures, business negotiations, travel etiquette, dining, etiquette, gift giving, greetings and introductions, and business cards)

	10
	Web Site Evaluation Forms for each web site used

	40
	Report – include 4 paragraphs – correct grammar, spelling, and word usage 

opening – coworker data

second – cultural differences – info about country and U.S.

third – corporate vocabulary (5 phrases); ways to simplify communications

closing – benefits of effective communication in workplace

	12
	PowerPoint Slideshow – minimum of 12 slides

	15
	Speaker Points notes – minimum of 3.

	100
	Possible Points - Grade


GRADE= _____________________

Teacher Comments:  

