Тема №7. Невербальный деловой английский. «Nonverbal Business English: Cultural Differences» 

TEXT
Nonverbal communication
Nonverbal communication—such as facial expressions, gestures, posture, and tone of voice—is an important component of personal business interactions. Nonverbal communication can help a small business owner to get a message across, or to successfully interpret a message received from another person. On the other hand, nonverbal communication can also send signals that interfere with the effective presentation or reception of messages. "Sometimes non-verbal messages contradict the verbal; often they express true feelings more accurately than the spoken or written language," Herta A. Murphy and Herbert W. Hildebrandt noted in their book Effective Business Communications. In fact, studies have shown that between 60 and 90 percent of a message's effect may come from nonverbal clues. Therefore, it is important for small business owners and managers to be aware of the nonverbal messages they send and to develop the skill of reading the nonverbal messages contained in the behavior of others. There are three main elements of nonverbal communication: appearance, body language, and sounds.

APPEARANCE. In oral forms of communication, the appearance of both the speaker and the surroundings are vital to the successful conveyance of a message. "Whether you are speaking to one person face to face or to a group in a meeting, personal appearance and the appearance of the surroundings convey nonverbal stimuli that affect attitudes—even emotions—toward the spoken words," according to Murphy and Hildebrandt. For example, a speaker's clothing, hairstyle, use of cosmetics, neatness, and stature may cause a listener to form impressions about her occupation, socioeconomic level, competence, etc. Similarly, such details of the surroundings as room size, furnishings, decorations, lighting, and windows can affect a listener's attitudes toward the speaker and the message being presented. The importance of nonverbal clues in surroundings can be seen in the desire of business managers to have a corner office with a view rather than a cubicle in a crowded work area.

BODY LANGUAGE. Body language, and particularly facial expressions, can provide important information that may not be contained in the verbal portion of the communication. Facial expressions are especially helpful as they may show hidden emotions that contradict verbal statements. For example, an employee may deny having knowledge of a problem, but also have a fearful expression and glance around guiltily. Other forms of body language that may provide communication clues include posture and gestures. For example, a manager who puts his feet up on the desk may convey an impression of status and confidence, while an employee who leans forward to listen may convey interest. Gestures can add emphasis and improve understanding when used sparingly, but the continual use of gestures can distract listeners and convey nervousness.

SOUNDS. Finally, the tone, rate, and volume of a speaker's voice can convey different meanings, as can sounds like laughing, throat clearing, or humming. It is also important to note that perfume or other odors contribute to a listener's impressions, as does physical contact between the speaker and the listener. Silence, or the lack of sound, is a form of nonverbal communication as well. Silence can communicate a lack of understanding or even hard feelings in a face-to-face discussion.

В рамках занятия изучаются культурные различия в стилях деловой коммуникации представителей различных народов -
Cultural differences in business communication styles
Recognizing cultural differences is vital in international business relations.

When it comes to conducting business on an international basis, it is important that all professionals understand cultural differences. Promoting cultural sensitivity will help to ensure that communication amongst different cultures is successful, leading to successful business transactions and partnerships. Failure to understand cultural differences can lead to interactions which might be offensive.

Gestures

· Hand and arm gestures in business communication can make or break a business deal. Gestures used in the United States often have a common meaning amongst Americans but can be deemed as very offensive to individuals from other business cultures. One example of cultural differences is the use of pointing a finger to signify someone should look at something. This gesture -- especially in Asian cultures -- signifies calling a dog. As a result, this gesture is very offensive. In Asian cultures, individuals point with the entire hand, as opposed to one finger.

Touch

· In the United States, you may never have thought twice about shaking the hand of an individual during an important business meeting. However, in many other cultures, this simple act of solidarity or friendship is considered inappropriate. In many Middle Eastern cultures, the left hand is never used, except for personal hygiene. If you were in a meeting with business professionals in the Middle East, you should never use your left hand to touch another individual or to pick up objects. This is deemed unsanitary and unprofessional. Additionally, Muslim cultures frown upon touching the hand of an individual of the opposite gender.

Masculinity and Femininity

· In some business cultures, men are seen to be the more dominate force in making business decisions. As a result, men making business deals may lead to more success. In Japan, men are seen as assertive, competitive and ambitious. Men are also designated to by the accumulators of wealth. As a result, men should be making business deals. However, cultures such as that of Sweden place more emphasis on building relationships, showing a sense of compassion and improving the general overall quality of life in a business partnership. This type of culture is seen as more feminine. As a result, women may be more successful in making a business deal.

Separation of Power

· When planning a business meeting or function with certain cultures, you need to be careful about how you mingle. In cultures including Arab nations and Latin American countries, there is a distinct separation of power. Those with high levels of power in a business must be respected. Their ideas should never be questioned, and inferior employees should not mingle with these individuals on a social basis, even if a function is for business. This is the exact opposite of the United States. In America, interaction between superiors and inferior employees is perfectly acceptable. Superiors welcome ideas and can interact with their employees in a social setting.

ВОПРОСЫ ПО ТЕМЕ ЗАНЯТИЯ

1. What's the next stage of going through the customs after passport control? 

2. Is recognizing cultural differences important in international business relations? Why? 

3. How can we see hidden emotions of a person? Can they contradict verbal statements? 

4. What are the forms of body language? 

5. What is meant under “nonverbal communication”? 



ТЕСТОВЫЕ ЗАДАНИЯ 


1. WHAT IS MEANT UNDER “NONVERBAL COMMUNICATION”? 

1) Nonverbal communication is an important component of personal business interactions, such as facial expressions, gestures, posture, and tone of voice.; 

2) Nonverbal communication (including facial expressions, gestures, posture, and tone of voice) is not very important in personal business interactions.; 

3) Nonverbal communication represents using technical aids while making presentations.; 

4) Nonverbal communication includes all kinds of gestures.; 

2. WHAT ARE THE THREE MAIN ELEMENTS OF NON-VERBAL COMMUNICATION?: 

1) Appearance, body language, and sounds. 

2) Appearance and sounds. 

3) Body language, gestures and sounds.

4) Appearance, body language and verbal statements. 

3. IS IT IMPORTANT TO UNDERSTAND NONVERBAL MESSAGES? IS IT HELPFUL FOR BUSINESS? 

1) No, nonverbal messages are not helpful for business.; 

2) Yes, it is very important to understand nonverbal messages. It’s very helpful for business; 

3) It is very important for art and theatre, but it is not very helpful for business.; 

4) It is seldom helpful for business.; 

4. HOW CAN WE SEE HIDDEN EMOTIONS OF A PERSON? CAN THEY CONTRADICT VERBAL STATEMENTS? 

1) Facial expressions are especially helpful as they may show hidden emotions that contradict verbal statements.; 

2) Facial expressions are not helpful as they do not show people's emotions.; 

3) Facial expressions can be helpful as they may reinforce your verbal statements.; 

4) Facial expressions can not show hidden emotions.; 


5. WHAT ARE THE OTHER FORMS OF BODY LANGUAGE (APART FROM FACIAL EXPRESSIONS)?: 

1) Verbal statements, posture and gestures.; 

2) Posture and gestures.; 

3) Verbal statements and gestures.; 

4) Verbal statements and tone of voice.; 

