WebQuest

Communication

gSCO Vgp

HPowe*

Co-funded by
the European Union

Funded by the European Union. Views and
opinions expressed are however those of the
author(s) only and do not necessarily reflect
those of the European Union or the National
Agency. Neither the European Union nor
National Agency can be held responsible for
them. Project Number: 2023-1-LT01-KA220-
ADU-000156443




Mastering Communication for Career Success

Introduction

Effective communication is a cornerstone of career success. It enables us to express our ideas
clearly, collaborate with others, and build strong professional relationships. Whether you’re giving
a presentation, writing an email, or engaging in a team discussion, strong communication skills can
set you apart in the workplace.

This WebQuest will guide you through exploring different aspects of communication. You will
analyze your own communication style, learn new techniques, and apply them to real-world
scenarios. By the end, you’ll have created a personalized Communication Toolkit to enhance
your career opportunities.

Tasks
Your mission is to:

Research the importance of communication skills in the workplace.

Assess your current communication style and identify areas for improvement.
Explore techniques for verbal, non-verbal, and written communication.

Solve workplace communication scenarios to apply what you’ve learned.

Develop a Communication Toolkit with strategies for improving your skills and
boosting employability.
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You will present your findings and solutions as a reflective journal, infographic, or short
presentation.

Process

Step 1: Understanding Communication in the Workplace
e Research Activity:

1. Watch a video or read an article on why communication is critical in professional
settings.
2. Explore the different forms of communication (verbal, non-verbal, and written)
and their impact in the workplace.
Reflection Question:
o How do communication skills influence career success and teamwork?

Resources:

o Why Communication Skills Matter
o Types of Communication

Step 2: Assess Your Communication Style

e Activity:
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1. Take a communication style quiz to identify your strengths and weaknesses (e.g.,
are you direct, empathetic, or analytical?).
2. Reflect on how your communication style impacts your interactions with others.

Task:
Write a short analysis of your communication style and its effectiveness in professional
settings. Include examples of when it worked well and when it could be improved.

Resources:

o Communication Style Quiz

Step 3: Excplore Commmnication Techniques
e Practice Activity:
Learn and practice techniques for:

Verbal Communication: Active listening, clear articulation, tone, and empathy.
Non-Verbal Communication: Body language, eye contact, and facial
expressions.

o Written Communication: Structuring emails, using professional language, and
avoiding common mistakes.

Task:

0. Write a professional email responding to a workplace conflict.
1. Record a short video practicing non-verbal communication cues during a mock
interview.

Resources:

2. Active Listening Tips
3. Writing Effective Emails

Step 4: Solve Workplace Commmunication Scenarios
o Activity:
Solve real-world communication challenges:

o Scenario 1: "You’ve been misunderstood duting a team meeting. How do you
clarify your message?"

o Scenario 2: "A colleague is giving you vague instructions for a task. How do you
ensure you fully understand their expectations?"

o Scenario 3: "You need to give constructive feedback to a coworker. How do you
approach this conversation?"

Task:
For each scenario:

0. Identify the communication challenge.
1. Propose a solution using techniques you’ve learned.
2. Justify your approach.
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Step 5: Create Your Communication Toolkit
e Final Task:
Build a personalized toolkit that includes:

1. Insights from your communication style assessment.
2. Strategies for verbal, non-verbal, and written communication.
3. Real-world solutions for common workplace communication challenges.
4. An action plan for improving your communication skills (e.g., joining a public
speaking club, practicing active listening daily).
Deliverable:

Present your toolkit as a reflective journal, infographic, or short presentation.

Evaluation
You will be evaluated based on:

1. Understanding: Depth of research and clarity in identifying communication techniques.

2. Application: Creativity and practicality in solving workplace scenarios.

3. Reflection: Insightful self-assessment and actionable ideas for improvement.

4. Toolkit: Organization, relevance, and practicality of your Communication Toolkit.
Conclusion

Congratulations on completing the Communication WebQuest! You’ve gained valuable insights
into your communication style, practiced techniques to overcome workplace challenges, and
created a toolkit to guide your professional growth.

Reflection Questions:

e How has this activity changed the way you communicate with others?
e What strategies will you implement to improve your career opportunities?
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