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Key Terms - Answer Key
1. Active Listening: Focusing completely on the speaker’s words without planning your response
2. Professional Language: Using appropriate vocabulary while avoiding slang during business conversations
3. Voice Tone: The way your voice sounds that conveys attitude and emotion
4. Verbal Communication: Sharing information through spoken words
5. Pronunciation: Speaking words correctly and clearly

Main Concept Overview - Answer Key

Verbal communication is the process of sharing information through spoken words. In the 
workplace, strong verbal communication skills help you express ideas clearly, build relationships, 
and advance your career. The key components include clear speech and pronunciation, active 
listening skills, and professional language choices. Modern workplaces increasingly rely on video 
calls and virtual meetings, which require stronger verbal communication skills. Effective verbal 
communication balances speaking and listening to demonstrate engagement.

Matching Section - Answer Key

C 1. Clear Speech and Pronunciation	 A. Focusing completely on the speaker’s words without 
                                                                   planning your response
A 2. Active Listening Skills          		 B. Using appropriate vocabulary while avoiding slang 
                                                                   during business conversations  
B 3. Professional Language Choices    	C. Using proper pronunciation, appropriate pace, and 
                                                                   correct grammar when speaking
E 4. Video Conferencing              	 D. Recording yourself to practice presentations and phone 
                                                                   conversations
D 5. Voice Recording Apps            	 E. Technology that requires maintaining eye contact with 
                                                                   the camera, not the screen

True/False Questions - Answer Key

F 1. Talking more always equals better communication in the workplace.
T 2.  You should speak slowly enough for others to understand but not so slowly that you sound uncertain.
T 3. Professional verbal communication requires consistent tone, clear pronunciation, and 
       appropriate volume.
F 4. Verbal communication skills are only important for certain types of jobs.
T 5. The 70-30 rule means you should listen 70% of the time and speak 30% during conversations.

Fill in the Table - Answer Key

Chapter 1 - Guided Notes Answer Key

Communication Scenario Best Practice

Team meetings Contribute valuable ideas and practice active listening

Customer service calls Resolve issues quickly and maintain customer satisfaction

Performance reviews Use formal language and confirm understanding

Video conferencing Maintain eye contact with camera, not screen

Receiving instructions Listen carefully to complete tasks correctly  
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Critical Thinking Questions - Sample Answers

1. How might your verbal communication style need to change when speaking with different 
audiences?
   Sample Answer: You should use formal language with executives, respectful tone with peers, 
and clear explanations with customers. Adapting your approach shows professionalism and helps 
ensure your message is understood by different audiences.

2. What steps would you take to improve verbal communication if you interrupt others frequently?
   Sample Answer: Practice active listening by focusing completely on speakers, count to three 
before responding, and ask clarifying questions instead of interrupting. Set a goal to let others 
finish speaking completely during the next five meetings.

Chapter 1 - Guided Notes Answer Key

Verbal Communication Basics
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2. Speaking words 
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message without 

confusion.

3. The skill of 

focusing completely 

on the speaker's words 

without planning your 
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clarifying questions 
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feedback. ____ 

Listening

7. The process of 

sharing information 

through spoken words, 

including everything 

from casual workplace 

conversations to 

formal presentations. 

___ Communication

8. Your personal 

reputation for specific 

communication 

qualities like clarity, 

enthusiasm, or 

thoughtful questions 

in professional 

settings. 

Communication ___

9. Unnecessary 

sounds like "um" and 

"like" that interrupt 

speech flow and 

reduce professional 

credibility. ___ Words

10. The practice of 

looking directly at the 

person you're speaking 

with, or at the camera 

during video calls, to 

show engagement and 

respect. (Two words)

Down

1. Appropriate 

vocabulary that 

matches your 

workplace culture 

while avoiding slang or 

overly casual 

expressions during 

business 

conversations. ____ 

Language

4. A communication 

guideline where you 

listen 70% of the time 

and speak 30% during 

conversations to 

demonstrate 

engagement. 

___-Thirty Rule

5. Specific 

questions asked to 

ensure understanding 

and gather important 

information accurately 

during conversations. 

____ Questions

6. Positive 

professional 

relationships built 

through genuine 

interest in others and 

effective verbal 

communication 

techniques.

Verbal Communication Basics

U Q D J U O A T T P B G M A V Z S E W Z J U Y C

G Z Y C V J C A W P H A W X Q S Q G H F Y R E O

W J S Q X V S S E C J B K N P S D D Q B C I W M

T D R D E Q E Q W C I C R A U Q G U G U P C I M

V O M T C L A R I F Y I N G Q U E S T I O N S U

D C T B D F P P B P U N I Z R U S C B D M X S N

Y U B T O I I S R A F X G O L W J I K V W G W I

B I V V B L X E A O L W O U R A P P O R T O F C

H D R J P L F K D A N C D I G A E O H H C G U A

J H B Q X E Q B K X R U O E Y E C O N T A C T T

R J Y F U R A D H N F J N M M Y F K V W G C X I

D F L G T W C H Q J Q F X C M M O J P Z L N O O

U O K M G O K H N R S J I T I U D L T C Q P G N

I R U B O R C P U V M H P J B A N N G S H L S B

X K R F R D V A U E M V Y P V L T I S G A J U R

L O Y G A S S W L L G S U U V N P I C Y Q S X A

E C H J K H X T I B L O X H X Z E B O A B J S N

T D I I E Z G V V B X C T G A D F C U N T W P D

R B Z K Y M K F J A C T I V E L I S T E N I N G

S E V E N T Y T H I R T Y R U L E E Y J A C O R

G N M O H Y Y R B N A E M A C C U H R U I H E N

H F F G U N E G F R U E O N V J L S D Z V V O I

H O D F X Q I Z D O A D J X E A B Z S Q P W E C

Z M P R O F E S S I O N A L L A N G U A G E H D

Verbal Communication Seventy-Thirty Rule Professional Language

Filler Words Communication Brand Clarifying Questions

Active Listening Rapport Pronunciation

Eye Contact



260 | CTE-2100: Soft Skills © 3andB.com

Introduction

Verbal communication involves sharing information through spoken words in professional settings. 
Strong verbal communication skills directly impact career advancement and workplace success, 
especially in today’s remote work environment.

Key Components

Clear Speech and Pronunciation
Practice speaking at appropriate pace with correct grammar. Avoid mumbling or speaking quickly 
when nervous. Record yourself to identify improvement areas.

Active Listening Skills
Focus completely on speakers without planning responses. Show engagement through eye 
contact, nodding, and questions. Apply the 70-30 rule: listen 70% of time, speak 30%.

Professional Language Choices
Adapt vocabulary to match audience and workplace culture. Eliminate filler words like “um” and 
“like.” Balance formal and respectful communication styles.

Modern Communication Tools
Master video conferencing by maintaining camera eye contact. Practice virtual presentation skills 
for remote work environments.

Real-World Applications

Customer service requires clear problem-solving communication. Team meetings demand active 
participation while respecting others. Performance reviews need formal language and careful 
listening to feedback.

Impact

Employers rank communication skills as top priority when hiring. Strong verbal communicators 
advance faster and build better professional relationships. Remote work increases demand for 
virtual communication expertise.

Discussion Prompts

1. How do your communication styles differ between texting friends and speaking with employers?
2. What challenges have you experienced during video calls?
3. How might strong verbal communication help you in job interviews?

Chapter 1 - Lecture Notes
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4 Hands-On Activities

Activity 1: Phone Communication Practice
Materials: Smartphones or classroom phones, role-play scenarios
Instructions: Students practice professional phone conversations using customer service and 
business inquiry scenarios
Expected Outcomes: Improved clarity and professionalism in voice-only communication
Safety Considerations: Ensure appropriate scenario content and respectful interactions
Assessment: Peer feedback forms rating clarity, professionalism, and problem-solving 
effectiveness

Activity 2: Video Presentation Recording
Materials: Smartphones, tablets, or computers with cameras, presentation topics
Instructions: Students record 3-minute presentations, then analyze their own speaking patterns 
and body language
Expected Outcomes: Self-awareness of communication habits and areas for improvement
Safety Considerations: Ensure privacy settings and appropriate content sharing
Assessment: Self-reflection worksheets and instructor rubric for verbal delivery

Activity 3: Active Listening Challenge
Materials: Complex instruction sheets, workplace scenario cards
Instructions: Pairs take turns giving detailed instructions while partners practice active listening 
techniques
Expected Outcomes: Enhanced listening skills and understanding of communication barriers
Safety Considerations: Use appropriate difficulty levels and supportive feedback
Assessment: Accuracy of instruction completion and demonstration of listening techniques

Activity 4: Professional Language Translation
Materials: Casual text messages, formal communication templates
Instructions: Students rewrite informal communications into professional workplace language
Expected Outcomes: Understanding of appropriate professional vocabulary and tone
Safety Considerations: Provide clear examples and avoid embarrassing personal content
Assessment: Quality of language transformation and understanding of professional standards

Chapter 1 - Lecture Notes Continued


