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Time allocated: 1 hour. Ple return yourpaper to the lecturer upon completion. It will be returned to you at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1 (part of the Assignment for this module).
Ex.l. Read the following brief and write a business email according to the instructions.
You are the Director of Communications at your company and you would like a Supervisor, Mary December, to go on a training course in non-verbal communication because you have observed that her non-verbal skills sometimes send the wrong message. - Tell Mary why you are writing
- Say what you have observed about her communication skills
- Tell her how you think this course would improve her skills and her relationship with her fellow
workers.
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Time allocated: 1 hour. Pe se return your paper to the lecturer upon completion. It will be returned to you at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together with your Task 1 (part of the Assignment for this module).
Ex.l. Read the cases and answer the questions that follow
	
	CASE 1: Mary was working on some paperwork when her daughter came into the room upset. As the child told Mary what was wrong and how she felt, Mary kept typing on her keyboard and said, "It'll be OK," and 'Everything will be all right.' She was confused when the child only continued to become more and more frustrated. Just then, Mary's phone rang and she was all excited when she heard her friend's voice. They spoke for fifteen minutes and when the call ended, she turned and said to her daughter, 'Oh, darling, that was Susan. I'm so excited about seeing her tomorrow!'. The child broke down and cried.


1
Why 
weren't 
Mary's 
calming 
r 

CASE 2: Steve was exhausted from work when his wife, Sally, came home. So he was quite annoyed when she began telling him all that went wrong about her day. He interrupted her and said, 'I'm so tired, can't it wait?'. The next morning while they were in the kitchen making breakfast, Steve said, 'Did I tell you what happened at work yesterday?. Sally said nothing, but walked out of the kitchen.
[image: ]

	2.	What could Steve have done to help the tension that had developed?
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Time allocated: 1 hour. Please return your paper to the lecturer upon completion. It will be returned [image: ]to you at the next session. You will need to include a scanned copy of this exercise in the form of an appendix together with you Task 1 (part of the Assignment for this module).
Ex.l Write a paraphrase of the following passage.
(Chocolaty has always been considered an@ffordable} little(UuxuryDassociated with romance and celebrations. Therefore in 2001, revelations that the production of cocoa in Ivory Coast involved child slave labour deeply shocked chocolate companies, consumers and governments alike. TheUSÄ, passed[legislation hmandating that standards be created to permit companies who could prove that their chocolate was produced without forced labour to label their chocolate "slave-labour free." The [image: ]chocolate industry agreed to an international protocol that would give chocolate roducers four
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Ex.2	[image: ]
Re-read the text 'To be a great leader, you need to start by leading yourself' on the previous page. [image: ]Summarise main ideas from the text in your own words. Write about 175 words.
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