
Chapter 14 Outline 

 
(Italicized words are key words) 

 

I. Presenting yourself during the hiring process is important. 

 A. There are multiple ways to locate job openings. 

  1. There is the campus career center. 

  2. Online job posting sites offer another resource for locating jobs. 

  3. Networking is developing or using established relationships to gain  

  career information and insight, including access to the hidden job    

 market, jobs that are never advertized because employers hire    

 people already known to them. 

II. Writing effective résumés and cover letters and conducting oneself effectively in an 

interview is part of a successful job search, which is part of the hiring process. 

A. Résumés and cover letters are two chief screening devises used to    

 eliminate people who don’t meet job qualifications. 

1. A résumé is a summary sheet outlining work history, education,   

 skills, and accomplishments. 

 a.  Craft your resume for a particular position. 

 b. Highlight your skills and experiences. 

  1. A chronological résumé lists your job positions   

   and accomplishments in reverse chronological    

  order. 

  2. A functional résumé categorizes and lists your   

   skills and experiences related to the job in question. 

 c. Format for the online application process. 

 d. Include an appropriate cover letter, a short written letter or   

  e-mail expressing interest in a particular position. 

B. Careful handling of an interview includes preparing for the interview,   

 conducting oneself in the interview, and following up. 

1. A job interview is a structured conversation with the goal of   

 exchanging information needed for decision making. 

a.  For the interview, be sure to do your homework by    

 extensively researching the position and the company. 

b. Prepare a list of questions about the company and the job   

 based on your research. 

c. Rehearse the interview. 

d. Dress appropriately and conservatively. 

e. Plan to arrive early. 

f. Bring supplies such as extra copies of your résumé,    

 references, and a list of the questions you want to ask. 

g. In the interview, use active listening skills and maintain eye  

 contact. 

h. Think before answering if initially stumped by a question. 

i. Be enthusiastic and show that you genuinely want the job. 

j. Ask questions. 

k. After the interview, be sure to write a thank-you note. 



1. Self-assess your performance. 

m. Contact the interviewer for feedback. 

III. Interpersonal communication skills are needed to develop healthy relationships at work, 

including managers and co-workers. 

A. Communication in managerial relationships is a two-way process, with   

 managers needing to communicate effectively with employees and   

 employees needing to communicate effectively with their managers. 

 1.  There are guidelines for effectively communication with your   

  manager. 

  a. Identify how you can help you manager. 

  b.  Volunteer for specific assignments. 

  c. Clarify assignments, when needed. 

  d. Ask for feedback. 

  f. Adapt to your manager’s communication preferences. 

  g. Develop a mentoring relationship. 

B.  Communicating in co-worker relationships requires developing mutual   

 trust and cooperation through effective communication. 

 1. There are multiple types of co-worker relationships. 

  a. Informational relationships are work-based peer    

   relationships in which interaction and conversation are    

  devoted solely to work topics. 

  b. Collegial relationships are work-based peer relationships   

   that have developed into context-based friendships. 

  c. Special relationships are work-based peer relationships   

   that have developed into “best-friend,” intimate     

  relationships that extend beyond the workplace. 

 2.  There are some guidelines for communicating in co-worker   

   relationships. 

  a. Use positive nonverbal cues that make it easy for someone   

   to approach you. 

  b. Share information freely. 

  c. Resolve conflict through collaboration. 

  d. Talk in person. 

  e. Demonstrate respect. 

  f.  Do not gossip. 

  g. Be a good team member. 

   1. A workplace team is a formally established    

    group with a clear purpose and appropriate structure   

   in which members know each other’s roles and     

  work together to achieve goals.  

   2. Task roles are communication behaviors that help a   

    team focus on the issue under discussion.  

   3. Maintenance roles are communication behaviors   

    that improve interaction among team members. 

C. Romantic relationships at work. 



 1.  Organizational romance is sexual or romantic involvement    

  between people who work for the same organization. 

D.  Communicating in customer, client, and vendor relationships. 

 1.  Customers and clients are the people, groups, or organizations that   

  use our organization’s goods or services.  

 2. Vendors are the people, groups, or organizations that supply our   

  organization with necessary raw materials or other goods and    

 services.  

 3. Boundary spanning is the process of communicating with people   

  outside of our organization in a mutually beneficial relationship. 

  a. There are some guidelines for communicating in boundary-  

   spanning relationships. 

   1. Listen to understand.  

   2.  Demonstrate empathy and provide comfort. 

   3. When turning down a request, honestly explain the   

    reasoning being a company policy as well as the    

   limitations of your authority. 

IV. To be successful in the workplace, one must be able to communicate with a  diverse 

workforce. 

A. Culture plays a role in different work styles. 

1. A results-oriented culture is a culture that prioritizes the results of   

 working over building relationships at work. 

2. A relationship-oriented culture prioritizes building relationships at  

 work. 

3. A sequential task completion culture is a culture whose members  prefer 

to break large tasks down into separate parts and complete  one part at a time, in 

order. 

4. A holistic task completion culture believes that a large or complex  task 

should be tacked in its entirety. 

B. Gendered communication in the workplace is worthy of understanding. 

 1. Because of the different ways that they were socialized,    

  most men and women have different linguistic styles. 

 2. Women tend to encounter the glass ceiling, an invisible yet    

  real barrier that prevents deserving employees from      

 advancing. 

C. Intergenerational differences in the workplace tend to center around   

 authority, rules, priorities regarding work versus leisure, technology,   

 competence, and degree of loyalty to company and career. 

1. Views of authority differ between older people, who may have a  greater 

respect for authority, and people under 30, who are more  likely to question 

their managers and openly disagree with  decisions made by authority. 

2. Age-related differences in attitude toward rules include those who strictly 

adhere  to company rules (typically older workers) and those who see rules 

as suggestions (typically younger individuals). 



3. Priorities regarding work versus leisure may differ by generation,  with 

older workers sacrificing leisure to work and younger  employees desiring to 

balance work and leisure. 

4. Technology competence may differ depending on one’s age. 

5. Degree of loyalty to the company varies, with older workers   

 expecting to stay with the same employer for a lifetime, while   

 younger workers do not have such loyalty expectations. 

V. There is a dark side of workplace communication. 

A.  Aggression at work 

1. Workplace aggression is any counter-productive behavior at work 

intended to hurt someone else. 

2. Verbal aggression is sending verbal messages intended to hurt someone. It 

includes incivility, rudeness, teasing, brushing people off, name calling, and 

verbal fighting. 

3. Behavioral aggression is nonverbal acts intended to hurt someone. 

4. Physical aggression is nonverbal acts of violence against another person 

with the intent to do bodily harm. 

5. Bullying includes both the habitual use of aggression and the repeated use 

of aggression against one target individual. 

B. Avoiding sexual harassment in the workplace can be aided by employers clearly 

communicating that sexual harassment, or unwanted verbal or physical sexual 

behavior that interferes with work performance, will not be tolerated; coping with 

sexual harassment involves informing the harasser directly that his or her actions 

are unwelcome and must stop and deciding whether or not to use the employer 

complaint mechanism. 

VI. Digital communication skills in professional relationships 

A. Social media allow us to remain in touch with work when out of the office. 

1. This crossover can blur the lines between personal and professional lives. 

2. Relationships with professional colleagues can comprise the bulk of our 

interpersonal relationships. 

B. Learning how to take advantage of opportunities provided by social media can 

better position communicators for professional success. 

C. It is also important to be an effective manager of your online identity and manage 

digital communication etiquette. 

VII. Enabling digital communication between colleagues  

A. Digital communication allows us to be constantly connected to work.  

1. Response rate and type will create expectations for how you will 

communicate in the future. 

2. These expectations hold even when workers are out of the office. 

B. Digital communication can have uncomfortable consequences.  

C. Social media allow us to manage multiple conversations while on the job.  

1. Many forms of digital media can create stress and confusion. 

2. To be a more effective digital communicator in the workplace, you should 

develop strategies to manage your digital communication. 

VIII. Implications for privacy in professional relationships  



A. Many companies have guidelines that limit or prohibit the use of social 

networking sites at work. 

B. We should also consider how appropriate it is to engage in communication on 

social media sites with co-workers. 

C. It is important also to use privacy settings and to use social media with care, 

because employers may be monitoring your digital communication. 

1. It can be beneficial to have a professional alternative to your personal 

online profiles. 

2. You can use digital communication to present a professional image to the 

world as you prepare to graduate college and search for jobs. 

IX. Digital communication etiquette in your profession  

A. Social media can allow us to communicate easily and inexpensively with co-

workers to work toward professional goals.  

B. Learning etiquette for incorporating social media into professional relationships is 

essential.  

1. Match your purpose with the social media device. 

2. Respond to ideas, not to people.  

3. Use social media to add value to a conversation. 

4. Response appropriately and efficiently.  

5. Give praise where appropriate.  

 

 


