Review – Test 1
Chapter 1
Human relations:

  Definition (broad)

  What it covers

  What is emphasized

Information tech revolution

  What price is being paid

Two top rated skills by employers hiring new employees

Know all developments related to human relations, specifics noted:

  Changes in the labor market*

  Changes in work patterns

  Organizational orientation*

  Workplace incivility

  Company reorganization

  Diversity*

  Income inequality

Know all changes related to human relations:

  Relationship with self

  One to one relationship

  One to group relationship

Focus of text on concept of human relations

Total person
Reason for looking at the total person

Reason for using human relations in an industry

Organizational culture – know general

  Be able to identify the components from a list

Family influence – know general

  Be able to identify the components from a list

Personal Characteristics of the worker – know general
  Be able to identify the components from a list

Supervisory/Management influence – know general

  Be able to identify the components from a list

Work Group influence – know general

  Be able to identify the components from a list

  Know specifics –

    Social needs

    Emotional support

Job influence – know general

  Be able to identify the components from a list

Impact of Industrial revolution

Taylor’s Theory (know general, impact)

Hawthorne’s studies (know general)

Know all of the following, specifics marked:

  Communication*

  Self Awarness

  Self Acceptance

  Motivation*

  Trust

  Self disclosure

  Conflict resolution

Chapter 2

Interpersonal communication
Impersonal communication

Feedback

  Problems associated with communication
Communication filters (Know all generally, marked specifics):

  Semantics* (be able to identify an example, but also know specifics of filter, why important to consider)

  Language Cultural barriers
  Emotion

  Attitudes

  Role expectations* (be able to identify an example, but also know specifics of filter, why important to consider)

  Gender specific focus* (be able to identify an example, but also know specifics of filter, why important to consider)

  Nonverbal Messages*

Nonverbal Messages (know general unless marked):

  Eye contact*

  Facial expressions (know cultural importance – evidence for cross cultural existence)

  Gestures*

  Personal space

Responsibility for effective communication

Ways to ensure effective communication (know general unless specified):

  Clear, concise language (why important)

  Repetition

  Appropriate timing

  Receivers preferences

Effective listening skills:

  Training (benefits of)

  Creativity

  Cost effectiveness

Table 2.1 (pg. 40)

Active listening

Critical listening

Empathic listening (know all generally)

Self disclosure (what is being disclosed)

Self description (what is being disclosed)

Differences between self disclosure and self description

Benefits from self disclosure (know generally unless otherwise noted):

  Increase in accuracy

  Reduction of stress*

  Increase in self awareness

  Stronger relationships

Guidelines for appropriate self disclosure (know all generally unless otherwise noted):

  Repair

  Discussion*

  Proper time/place*

  Overwhelming

Be able to identify corrective behavior regarding self disclosure (if given an incident, be able to identify as either proper or not proper self disclosure, as well as corrective action if necessary)
Telecommuting

Voice mail (general etiquette)

Email (general etiquette – see Human Relations in Action box)

Watch language (what type of language should be used)

