Solution File
Assignment 4 (Spring 2011)

Business Communication-ENG301

Total Marks: 15
Objectives:
· The assessment of students’ understanding of Business Communication and to get them motivated for acquiring conceptual knowledge and practical application of the subject.
· The assessment of students’ ability to understand business language and the development of their presentation skills
Instructions
· Late assignments will NOT be accepted.
· If the file is corrupt or problematic, it will be marked zero.
· Plagiarism will never be tolerated. Plagiarism occurs when a student uses work done by someone else as if it was his or her own; however, taking the ideas from different sources and to express it in your own words will be encouraged.
· No assignment will be accepted via e-mail. 
· The solution file should be in Word doc form; the font color should be preferably black and font size can be 12 Times New Roman.
Q1.
“The fear of conflict can work as a psychological barrier in Salary Negotiation; an integral part of a successful job interview.” Comment.
(10)
As per definition ‘Negotiation’ is a process in which two or more parties try to resolve differences, solve problems and reach agreement. Successful negotiation means to reach a mutually beneficial agreement. Negotiation requires honest response from both parties; each others respect will communicate warmth that will result into acceptance of each other’s point of view.
Salary negotiation is an integral but tricky part of a successful job interview. Fear of conflict can overcome any job candidate, and he may think of the initial salary offer as a "take-it-or-leave-it" proposition. One may fear that asking for more can make him seem covetous in spite of a team player. 
The fear of losing the job, acting as a psychological barrier, can lead you in accepting a job with unsatisfactory salary. Here the candidates must stay alert and use their communicative powers to deal with. If you don’t like the offer, you might try to negotiate, provided you’re in a good bargaining position and the organization has the flexibility to accommodate you. 

Although, negotiating salary is a standard procedure, usually employers like to do with their chosen candidates. The candidate must remember, his goal is not to "win," but to reach at a mutually acceptable agreement. 

The key to successful salary negotiation is to be realistic in your salary expectations and diplomatic in your negotiations. If you do receive an offer during the interview, you’ll naturally want to discuss salary. However, let the interviewer raise the subject. If he asks your salary requirements, tell him that you would expect to receive the standard salary for the job in question. 

Being prepared is very important for successful negotiation. When you deal salary negotiations with the clear idea of your needs – you will find it easier to arrive at a deal that satisfies the both parties. Negotiating benefits or salary alternatives may be another way to get more value from an employment package. Even if you can’t bargain for more money, you may be able to win some concessions.

Researching for salaries and fringe benefits for the types of jobs you are interested in also prove a help to have an idea of the average salary range. You need to research salaries for the career field and the geographic areas you're interested in. Next step is to calculate your market value. This indicates where you are along the salary continuum for the job. Your research should give you a range of salary possibilities for the job you want. Now you need to figure out where you fit on that scale.

‘When to negotiate’ is also important to consider. During the interview it is important to discuss the job responsibilities before beginning the salary negotiations. Once you have talked about the job, told the employer what you are bringing to the table, how you will benefit the organization and the job offer is ensured then it is the right time to negotiate the salary.

‘Express your flexibility’ to the prospective employer telling him that you are more interested into knowing the job requirements. Interview preparation should include skillful answers to politely turn aside the salary demand question until the job offer is made. Remember, negotiation means giving up some things in order to get other things that matter more to you.

Emphasize on the benefits of your skills and strengths that you have acquired during your studies span and through the experience of previous jobs. Focus on the qualifications that are apt to the job responsibilities.

It must be the part of your interview preparation to understand employers’ psychology. The employers’ vision about the compensation packages could be quite different from yours. Therefore, while negotiating salary keep his interests in consideration to tie him up to the mutual agreement. 

Pen down all the matters which are important for you about the compensation package like paid vacation time, etc. Once you've listed your demand wait for the response. Avoid taking a reverse gear due to impatience or being uncomfortable with the uncertain situation. Negotiation about concessions must be based on logic or reasoning.

Respect is vital in negotiation procedures. Job candidate must negotiate in a respectful way. Overcome the fears and experience it as a friendly practice because if you get the job then the interviewer will very likely be your boss. Stubborn attitude yields nothing. It’s quite different to talk about difficult issues or talk in a bad and difficult manner. The later can leave you unemployed. Candidates normally confuse it, they are not the same. Don’t put yourself on confrontational end. Staying polite and observing respectful manner is the key communication skill that earns more points for you. People confuse asking for hard things with being stubborn and unyielding. They are not the same. Never be confrontational. You can be perfectly charming and still ask for difficult things. Serious and hard issues can be perfectly discussed without losing the charm of your personality. In fact in doing so, you demonstrate a key business skill that makes you an even more attractive employee.

Keep your spirits high and don’t let your heart to lose the courage and hope. A salary negotiation is a difficult and uneven track with many ups and downs. So, don’t doubt your skills surely, your persistence will pay even if the employer gives you a difficult time and doesn’t meet the hopes immediately. 

Get it done in Black and White - The final step is once you have agreed on some terms and conditions; ask the employer draw up a letter that outlines the specifications of the offer made to you in the result of the negotiations.

Q2.   
Keeping in view the steps of an Oral Presentation, NAME the following groups of phrases using your knowledge about signaling/ language practice for an oral presentation.






 (5)              
Example:

Introducing the topic
Let me start by……………......
I’d like to begin with…………...
1. Conclusion 

If I can just sum up the main points…………………………

Let me remind you, finally, of some of the points I’ve made.

2. Explanation/Description

A good example for this is………

To illustrate this point…………...

3. Emphasis
Let’s look at this in more details….
Translated into real terms…………

4. Moving to next topic/ example/ slide

Let’s move on to………

Next…………………...

5. Summing up a topic/ a sub-topic

Right, I’ve told you about….

So much for………………...
__________

