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AIU Exam – How to Balance Work and Life

Subject of Courses: Business Communication
[bookmark: _Hlk103341075]What is your Name: Lorraine Passirem
What is your Student ID number: UB77121BBU86326

Name of study material (book): BUSINESS PROFESSIONAL COMMUNICATION, 2020	
Business and Professional Communication by Quintanilla, Kelly, (Chapter 14)
Link to access study material (video or book):
http://aiustudev.aiu.edu/submissions/profiles/resources/onlineBook/u7B7M4_Business_professional_communication2020.pdf 
Exam Starts Here.
Introduction: In the following space, write 4 to 8 paragraphs to introduce the topics covered in the exam.
Business Professional Communication is a term professional communication refers to the various forms of speaking, listening, writing, and responding carried out both in and beyond the workplace, whether in person or electronically from meetings and presentations to memos and emails to marketing materials, and annual reports, in business communication, its essential to take a professional, formal, civil tone to make the best impression on your audience, whether it’s members be your colleagues, supervisors, or customers. – Microsoft Bing – Google.
Business Professional Communication is also a term for students preparing to succeed in today’s workplace require solid training in Communication skills and principles, as well as experiences applying them in realistic professional context.
Kory Floyd and Peter Cardon bring substantial and concrete business-world experience to bear in the text’s principles, examples, and activities and ensure that the theories, concepts, and skills most relevant to the communication discipline are fully represented and engaged. The result is a program that speaks student’s language and helps them understand and apply communication skills in their personal and professional lives. Occurring in every chapter, a feature called People First Presents Students with realistic scenarios that are sensitive, discomforting, or tricky to manage. It then teaches students how to navigate those situations effectively. This gives students concrete skills for preserving relations with others as they encounter these difficult conversations.
Unique to the market, this text includes a dedicated chapter focused on perspective taking covering the processes of person-perception, common perception, errors, the self-concept and the processes of image management. This equips students to understand and pay attention to the perspectives of others. Also unique to the market, this text includes a dedicated chapter focused on career communication. This encourages students to engage in networking and to consider the priorities and points of view of others as they seek employment and interact professionally.

Questions:
Answer each question below with complete paragraphs. Also give examples to illustrate the ideas. As well, give examples on how you would apply the knowledge in your work or life. 
Chapter 14
1. Define work–life balance.

Is the “accomplishment of role-related expectations that are negotiated and shared between an individual and his or her role-related partners in the work and family 

(life) domains 


2. List two examples of information and communications technologies (ICTs).
	
	1. Personal Digital Assistants (PDAs)

2. Smart Phones



3. Define emotional intelligence.

	Your ability to monitor your own and others feelings and emotions, to discriminate among them, and to use this information to guide your thinking and actions 

	For e.g; my friend who is a co-worker and support officer to me in assisting with training materials. She assist me to do printing and binding of course books training.

	She is a very difficult person to work with. When she is asked to do printing ad binding of the course note books, she will want to wait till the last day of printing and the 

	very last minute. This is very annoying because I don’t like waiting till last minute to print because of the high demand of the job. Sometimes, the printer breaks down 

	when doing a lot of printing and also the machine gets heated up when there is a lot of printing. This leads me into ANGER.



4. Discuss a time when you felt burned out or overloaded. How did you respond? How did burnout influence your communication with other people?
	
	There was a time when I felt burnt out is on a time when I do back to back training in 2 different courses. I always plan head with time management because to ensure 

	that all printing is done 2 weeks or a week ahead so this does not take up your time too much. Concentrating and focusing is another thing you have to ensure you are 

	not burnt out completely and how I respond to people during the burnt out influence in communication, I take time to consider on how to talk to people. Ensure to take 

	control of the situation I am in when talking to the people. If things get out of my hand, I seek support officers assistance.



5. Have you ever experienced or observed bullying? How did you respond to the bullying? As a professional, what steps would you take to address workplace bullying?
	
	Yes, and as professionals, the following steps are taken.

1. Put selection process in place to reduce the likelihood of hiring bullies (behavioral Interviewing)

2. Restructure the bully’s job requirements to reduce his/her direct contact with vulnerable groups or individuals in the organization

3. Assign additional training and awareness coaching to the identified bully based on his or her past behaviors and the resulting impact on the victims and observers 

of bullying events.
	


6. How do you manage stress and emotions such as anger? What strategies do you have, if any, that work for you?

1. Identify the reason and clarify your position

2. Practice relaxation techniques like deep breathing and other relaxation techniques

3. Talk it out, discussed the problem and explore to solve the problem

4. Use physical exercise, physical activity such as long walk, yard work, or any outlet you choose.



7. Can the risks and health consequences (for individuals and organizations) associated with difficult customers and coworkers be alleviated with employee education and training? What experiences have you had, if any, concerning training or education related to uncivil workplace behavior?

	Managers should consider employed development opportunities (e.g; corporate wellness programs, training activities) to help manage the risk. 



8. Do you use ICTs to manage time between your school, work, and family life? Do these devices help you achieve balance? If so, what technologies work for you? If not, what traditional life organizers do you recommend?

	Indeed, technology works for me and help professionals to be more productive and stay connected with clients, respond quickly, accomplished tasks despite 

	geographic distance, travel with tons of data, maintain electronic calendars and organizers and more.

	Yet, some people believe that email systems and other forms of communication technology created to help us manage our time more efficiently, have actually 

	increased our work-related tasks and maintenance 

	The use of technology help my work-life boundary manageable.



Conclusion: In the following space, write 4 to 8 paragraphs to conclude this course. 
· Describe the 3 most important concepts you learned in this course.
· How would you use this knowledge to improve your life and work?
· How would you use this knowledge to increase your income?
· How would you use this knowledge to promote human rights in the world?

	The 3 most important concepts I learned in this course are as follows;

1. Work – life balance

2. The triggers that causes imbalance, and

3. Strategies or achieving work-life balance.

	How would I use this knowledge to improve my life and work?

1. Ensure to apply the KEYS approach to achieve professional excellence regarding work-life balance.

	How would I use this knowledge to increase my income?
	
1. Apply for a better employment with a good pay

	How would you use this knowledge to promote human rights in the World?

1. Ensure to make an awareness on Education to be an important matter in the World.
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