Course:
01.051

Cooperative Agribusiness Sales and Marketing

Unit 6:

Personal Development and Human Relations 
 
Lesson 2:
Interpersonal Skills

QCC:
65, 67, 72, 74, 75, 76
Objectives: 

1.
Perform verbal and nonverbal communication skills.

2.
Demonstrate personal conduct important to successful 

employment.

3.
Illustrate physical appearance important to successful employment
Teaching Time:


5 hours
References:
Group Instruction Handbook B Agriculture Cooperative Training, Instructional Materials Service, Texas A & M University.  College Station, TX.

Materials and Equipment:

Teaching Procedure
Introduction and Mental Set
You are working at a garden center.  A customer asks you if a certain plant will grow in the shade.  You answer, AI dunno@ and walk away.  Later, the same customer asks you if Sevin dust will control aphids.  You answer, AI dunno,@ then continue talking with your friend who is visiting you at work.  Another customer asks you to write the directions for properly applying fertilizer to her flower bed.  You write:  Throw down. Water.  

While at work, you are given the responsibility of serving as clerk.   A customer approaches the counter to make a purchase.  You do not greet the customer in any way.  You take his money, give him change and say nothing to the customer.  Later, a friend calls you on the telephone.  When a customer approaches to make a purchase, you continue to laugh and talk and do not even make eye contact with the customer.  The customer sarcastically thanks the owner of the business for letting him make her purchase at his business.

When you report to work in a job in which you will be greeting customers, you are wearing dirty, wrinkled clothes that look as though you have worn them 24 hours a day for a week.  Your hair has not been brushed or combed for three days.  Remnants of the eggs that you had for breakfast remain on your face. Your deodorant quit working long before you came to work.

What will the customers think about you and the business?

What will your boss think about your abilities or your desire to be employed?  

Are you showing employer that you want to work for him/her?

The interpersonal skills of communication, personal conduct, and personal grooming are extremely important for successful employment.

Discussion
1. Nonverbal Communication Skills 

Require students to keep accurate written records on their work experiences.  Assign grade based on spelling, punctuation, neatness, sentence structure.  Refer to Unit 1, Lesson 2.

2.
Verbal Communication  Skills B Topic 900-24 and Topic 900-51, Group Instruction Handbook
A.
Have the students read the information sheet on Improving Conversational and Speaking Abilities.  Discuss the importance of effective:

· Conversation

· Mannerisms

· Voice

· Speech preparation

· Audience rapport.

B.
Have students prepare a written speech concerning their job.

C.
Have students read the information sheet on Voice and Speech.

D.
Have each student present their speech.  Have class members use the voice rating scale in Topic 900-51 to help each speaker become more effective in verbal communications.

3.
Personal Conduct B Topic 900-23, Group Instruction Handbook
A.
Have students read the first page of the information sheet on Developing Good Manners.

B.
Discuss the point that personal conduct toward other persons is attributed to good manners or lack thereof.

C.
Have students complete the Business Manners Analysis in the information sheet on Developing Good Manners.

D.
Have the students role play appropriate and inappropriate personal conduct on the job.  Situations may include conduct toward customers, fellow workers, and supervisor.  Telephone courtesy should be also be stressed during role play activities.

4.
Physical Appearance B Topic 900-22, Group Instruction Handbook
A.
Have students read the information sheet on Good Grooming.

B.
Discuss the importance of good grooming at all times, especially while on the job.

C.
What determines if dress is appropriate?

· Appearance.  Appropriate dress will be determined by type of job.  
· Safety.  Loose fitting clothing can be dangerous in some jobs.
Summary
Interpersonal skills are critical to successful employment.  Appearance can cause a person to form an opinion of you or a business before you even speak.  Communications reflect your knowledge and confidence.  Personal conduct or manners indicate respect for others.  The person who masters these skills will be more competitive in the workplace.  

Evaluation

Record book

Written speech

Speech presentation

Written exam from quizzes included in Group Instruction Handbook
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