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Module 1 — Communication Foundations &
Professional Email

Effective business writing prioritizes reader understanding, not writer convenience. Before
writing anything, identify three things: your purpose, your audience, and the action you want
them to take.

The Core Writing Principles (The 4 Cs)

Clear — the reader immediately understands what you mean without re-reading
Concise — every word earns its place; unnecessary filler is removed
Complete — all information the reader needs to act is included

Professional — tone, language, and format match the workplace context

Audience Analysis Before Writing

Every message should begin with three questions:

Who is my audience? — their role, knowledge level, relationship to me, and what they
care about

What is my purpose? — inform, request, confirm, persuade, or build goodwill?

What action do | want? — be specific — what should the reader do, decide, or respond
with?

Audience-centered messages improve response quality and reduce confusion. Write for
the reader, not for yourself.

Professional Email Structure

Subject Line — specific and useful — tells the reader exactly what this is about before
they open it

Opening — state the key point or purpose in the first sentence

Body — provide necessary context and details in logical order

Call to Action — tell the reader exactly what to do next, by when

Goodwill Close — professional closing that maintains a positive relationship

Tone Control

Tone directly affects trust, clarity, and outcomes. It should match the relationship, channel, and
situation while remaining respectful and confident.

Peer vs. Supervisor — more formal with authority figures; still direct and clear with both
Positive vs. Negative news — softer framing for difficult messages; direct for routine
ones

Internal vs. External — external audiences often require more formality and context



. Tone mistakes — being too casual, too blunt, or too vague — are among the most
common professional writing errors.

Key Vocabulary

Term Definition / What to Know

Audience Analysis Examining who will receive the message — their role, knowledge,
needs, and expectations

Purpose Statement A clear internal definition of what the message is meant to
accomplish
Professional Tone Language that is clear, respectful, direct, and appropriate to the

workplace context

Conciseness Using the fewest words necessary to communicate completely and
clearly
Subject Line The preview of an email's purpose — should be specific enough to

act on before opening

Call to Action (CTA) An explicit instruction to the reader stating what to do, decide, or
respond with

Email Etiquette Professional norms for email: appropriate tone, timely replies, clear
structure, no unnecessary CC

Quick Self-Check

Q Can I identify the audience and communication goal before drafting?
QA Can | revise an email to improve clarity, tone, and structure?
Q Can I adapt the same message differently for a peer vs. a supervisor?



Module 2 — Cross-Cultural Communication & Channel

Selection

Communication effectiveness increases when you align message style with audience norms.
The wrong channel or the wrong cultural approach can cause delays, confusion, or unnecessary
conflict — even when your content is correct.

Cross-Cultural Communication

+ Avoid idioms and slang — region-specific phrases are often misunderstood or

untranslatable

+ Avoid shorthand and abbreviations — assume nothing; spell things out for global

audiences

* High-context cultures — meaning is implied and relational; direct statements may feel

abrupt

* Low-context cultures — meaning is explicit and written; indirect communication can

feel unclear

+ Adapt structure and tone — formal/informal norms, directness expectations, and
hierarchy acknowledgment vary significantly across cultures

Channel Selection

When unsure, clarify assumptions and confirm interpretation before taking action. A
quick confirmation message prevents costly misunderstandings.

Match the channel to the message's complexity, urgency, sensitivity, and documentation need:

Email
Best for Documentation,
formal requests,
updates
Urgency Low—Medium
Tone Formal—
Professional
Paper trail? Yes — always
Key risk Tone misread,

ignored

Chat/Instant

Quick questions,
team check-ins

High

Casual—
Professional

Partial (thread)

Lost in volume,
misunderstood

Phone/Video

Complex/sensitive
topics, real-time
discussion

Medium-High

Conversational

No (unless
recorded)

No documentation
without follow-up

In-Person

High-stakes
decisions,
relationship
building

High

Conversational

No (unless notes
taken)

No record
without written
summary



Synchronous vs. Asynchronous Communication

Synchronous (Real-Time) Asynchronous (Delayed)

Phone calls, video meetings, in-person Email, recorded video, chat threads

Best for complex, sensitive, or urgent topics Best for detailed info, documentation, global
teams

Allows real-time questions and clarification Allows thoughtful, well-organized replies

Risk: no automatic documentation Risk: slower resolution, tone misread

Always follow up with a written summary Include all context the reader needs upfront

Confirmation & Follow-Up
After meetings, calls, or fast-moving chat threads, a written follow-up prevents misalignment. A
strong follow-up includes:

» Decisions made

* Who is responsible for what

» Deadlines for each action item

* Any open questions still to be resolved

Key Vocabulary

Term Definition / What to Know

Cross-Cultural The ability to communicate effectively across cultural differences in
Competence style, norms, and expectations
High-Context Culture Communication relies heavily on implication, relationship, and

nonverbal cues — meaning is rarely stated explicitly

Low-Context Culture Communication is explicit and direct — meaning is stated clearly in
words
Channel Richness The amount of social, tonal, and contextual information a

communication channel can carry

Synchronous Real-time communication where all parties are present
Communication simultaneously



Asynchronous
Communication
Audience Adaptation

Confirmation Loop

Message
Documentation

Quick Self-Check

Communication where participants engage at different times; allows
reflection but delays response

Adjusting tone, language, format, and detail to match the specific
audience's context

The process of verifying that a message was received and correctly
understood

Creating a written record of decisions, agreements, and action items
from communication

Q Can I choose a better channel for a message based on its urgency, complexity, and

sensitivity ?

QN Can I rewrite a message so it works for a cross-cultural audience?

Q Can I write a clear follow-up summary that captures decisions, owners, and deadlines?



Module 3 — Visual Communication & Clear Business
Writing

The best visual is the one that communicates the point with the least confusion. Formatting
choices — headings, spacing, bullets — directly affect comprehension. Editing for clarity is a
professional skill, not an optional finishing step.

When to Use Visuals

Use visuals only when they make information faster and clearer to understand — not to
fill space or look polished.

+ Tables — comparing multiple items across consistent categories; structured data with
clear labels

+ Bar/Column Charts — comparing quantities across categories

* Line Charts — showing trends over time

* Pie Charts — showing proportions of a whole — only effective with few categories

* Flowcharts/Diagrams — showing processes, sequences, or relationships

Visual Clarity Principles

* Label everything — axes, units, data points, and chart titles must be explicit

+ Signal-to-noise ratio — remove decorative elements that don't add meaning
(unnecessary gridlines, 3D effects, excessive color)

+ Consistency — use the same formatting conventions throughout a document

+ Explicit takeaway — state the key insight in a caption or the surrounding text — don't
make readers guess
. A crowded or unlabeled chart is worse than no chart — it adds confusion, not

clarity.

Clear Business Writing

+ Short sentences — aim for one idea per sentence; long sentences bury meaning

+ Specific words — replace vague terms ('soon,' 'some,' 'various') with concrete ones ('by
Friday,' '3 options,' 'marketing, finance, and legal')

» Active voice — subject performs the action — "The team approved the budget' vs.
passive 'The budget was approved by the team'

+ Plain language — avoid jargon when writing for general audiences; define technical
terms when unavoidable

* Logical flow — organize as: purpose — key points — action needed

Editing for Readability



Scannability means a busy reader can extract the key message without reading every word.
Achieve it by:

+ Using meaningful headings — not just 'Introduction' — but 'Why This Matters for Q3
Budget'

* Using bullet points — for lists of 3+ parallel items

* White space — short paragraphs and spacing make text less intimidating

* Front-loading — put the most important information first in paragraphs and documents

Key Vocabulary

Term Definition / What to Know

Visual Hierarchy Organizing visual elements so the most important information is
seen first

Data Labeling Adding clear labels to axes, units, data points, and chart titles

Signal-to-Noise Ratio The proportion of meaningful content vs. decorative or irrelevant

elements in a visual

Scannability How quickly a reader can identify key information without reading
every word

Conciseness Using the minimum words needed to communicate completely and
clearly

Plain Language Writing that is immediately understandable to the intended audience

— free of unnecessary jargon

Active Voice The subject performs the action — produces clearer, more direct
sentences
Revision The professional process of editing content for clarity, accuracy,

tone, and structure

Quick Self-Check

Q Can I choose a visual format that fits the message and audience?
QN Can I rewrite unclear text into concise, plain-language business writing?
QN Can I format a message so the reader can scan and act quickly?



Module 4 — Positive Routine Messages & Goodwill
Communication

Routine communication quality shapes team trust and execution speed. Clear requests reduce
back-and-forth and prevent delays. Using the direct approach — key point first — works best for
the vast majority of workplace messages.

The Direct Approach

Main point first, then necessary details. Don't make the reader scroll to find out what
you need.

* Opening — state the purpose or main message immediately

+ Body — provide supporting context, required details, or relevant information

+ Close — confirm next steps, deadlines, and goodwill

Types of Routine Messages

* Requests — ask for information, action, or approval — be specific, realistic, and easy to
acton

* Responses — answer what was asked completely; remove ambiguity about who does
what and by when

+ Confirmations — recap decisions, agreements, or next steps after a conversation or
meeting

* Routine announcements — inform a team or stakeholder of a policy change, schedule
update, or status

Writing Effective Requests

A strong request message answers these questions for the reader immediately:
* What do you need? — be specific — vague requests generate vague responses
* Why does it matter? — give enough context for the reader to prioritize appropriately
+ By when? — always include a deadline or suggest one
* How should they respond? — email reply, form submission, meeting, phone call?

Goodwill Closes

Goodwill language maintains professional relationships without sounding hollow. Effective
goodwill closes:
+ Acknowledge the reader's effort or time — Thank you for reviewing this before the
deadline.
+ Express positive forward momentum — | look forward to your feedback.
+ Offer continued availability — Please let me know if you have questions.



. Avoid hollow phrases: 'Don't hesitate to reach out' (vague) or 'As per my previous

email' (passive-aggressive).

Key Vocabulary

Term Definition / What to Know

Positive Routine A common workplace communication (request, response,
Message confirmation) that keeps work moving forward
Direct Approach Organizing a message with the main point first, followed by

supporting details

Request Message A message asking for specific information, action, approval, or
resources

Response Message A reply that answers what was asked — completely and without
ambiguity

Confirmation Message A written recap of decisions, agreements, or next steps after a
meeting or conversation

Goodwill Close A professional, courteous closing that maintains and strengthens
the working relationship

Courtesy Tone Language that is polite and respectful without being hollow or overly
formal
Action Clarity Explicitly stating what the reader should do, by when, and how —

reducing follow-up questions

Quick Self-Check

QN Can I write a direct request with a clear action, timeline, and response format?
QN Can I respond to a routine request with complete and concise information?
Q Can I close a message with professional goodwill language that doesn't sound hollow?



Module 5 — Negative Messages & Conflict
Communication

Bad-news delivery is a communication skill, not just a policy statement. Message framing can
reduce unnecessary conflict without hiding the decision. Respectful language and forward-
looking options protect long-term trust.

The Indirect Approach for Negative Messages

Use the indirect structure when delivering unwelcome news to reduce defensiveness and
maintain the relationship:
+ 1. Buffer — a neutral, non-misleading opening that acknowledges the situation without
giving away the decision immediately
* 2. Reasons — explain the context or rationale behind the decision before delivering it
* 3. The Decision — state the bad news clearly — don't hide it or make it ambiguous
* 4. Alternatives (when possible) — offer other options, resources, or next steps
+ 5. Goodwill Close — end with a professional, forward-looking, relationship-preserving
statement
When the reader already knows bad news is coming, or when delay would feel
dishonest, use the direct approach instead.

When to Use Direct vs. Indirect

Use Direct Approach Use Indirect Approach

Reader already expects bad news Unexpected bad news that may create strong
reaction

Delay would feel dishonest or manipulative Relationship preservation is a priority

Safety or urgency requires immediate clarity Time exists to soften delivery without
misleading

Internal memo to peers or subordinates External message or sensitive personnel
matter

Language for Negative Messages

+ Avoid blame language — focus on circumstances, not fault — 'The timeline did not
allow for..." not 'You failed to...
+ Use neutral, factual tone — describe the situation; avoid emotionally charged words



+ Face-saving language — allow the reader to move forward without embarrassment or
defensiveness

+ Avoid vagueness — be clear about the decision — a vague refusal is worse than a
direct one

Conflict Communication

Workplace conflict communication works best when focused on issues, facts, and shared goals
— not personalities.

+ De-escalation — acknowledge the concern before responding to it; slow down the
exchange

* Neutral tone — describe behaviors and outcomes, not character or intent

* Focus on solutions — pivot from what went wrong to what happens next

+ Action-oriented follow-up — confirm agreements and responsibilities in writing after a
difficult conversation

. Conflict language that attacks character, assigns blame, or exaggerates impact
will escalate, not resolve, the situation.

Key Vocabulary

Term Definition / What to Know

Buffer Statement A neutral opening in a negative message that acknowledges the
situation without revealing the decision

Indirect Approach Presenting reasons before the bad news to soften delivery and
reduce defensiveness

Refusal Strategy A planned approach to declining a request that is clear, respectful,
and relationship-aware

Face-Saving Language Phrasing that allows the reader to accept bad news without feeling
embarrassed or attacked

Neutral Tone Language that describes facts and circumstances without assigning
blame or emotional charge

Conflict De-escalation Communication techniques that reduce tension by focusing on
facts, shared goals, and next steps

Action-Oriented Follow- A written summary after a difficult conversation that confirms
Up agreements, owners, and deadlines



Resolution Summary A concise written record of how a conflict or disagreement was
resolved and what happens next

Quick Self-Check

Q Can I deliver bad news clearly without sounding harsh or vague?
Q Can I rewrite conflict language into neutral, solution-focused wording?
 Can I close a difficult message with realistic next steps and goodwill?



Module 6 — Persuasive Communication & Business
Recommendations

Persuasion in business focuses on shared goals, clear reasoning, and practical outcomes —
not pressure or manipulation. Persuasive messages succeed when they align with decision-
maker priorities and use evidence, not opinion alone.

Persuasive Message Structure

* 1. Context / Audience Need — start with what the reader cares about — not your
preferred solution

+ 2. Recommendation / Claim — state what you are proposing, clearly and early

+ 3. Evidence / Support — use credible, relevant data, examples, or expert opinion to
back the claim

* 4. Objection Handling — address likely concerns before they become barriers to
agreement

« 5. Call to Action — make the ask explicit with a specific, actionable next step and
realistic timeline

Start with audience needs, not your preferred solution. Readers agree with
recommendations that feel designed for them, not imposed on them.

Evidence Quality

The strength of a persuasive message depends on evidence credibility:
* Relevant — directly connected to the claim being made
+ Recent — from a timeframe applicable to current conditions
* Credible source — peer-reviewed, industry-recognized, or verifiable
+ Specific — data, figures, and examples — not vague generalizations
. Emotional intensity does not replace evidence quality. The stronger the claim, the
stronger the evidence required.

Handling Objections

Anticipate and address objections before the reader raises them — this improves credibility and
reduces resistance:
* Acknowledge tradeoffs — show you have considered downsides, not just benefits
+ Reframe concerns — connect objections back to shared goals
+ Offer alternatives — where the primary recommendation has risks, offer a modified
option
* Use concession language — "While X is a fair concern, the data shows...'



Adapting Persuasive Tone by Audience

+ Executive/decision-maker — lead with impact, ROI, and risk — they want strategic
relevance, not operational detail

+ Peer/colleague — collaborative tone; emphasize shared benefit and workload
implications

+ External stakeholder — formal tone; lead with credibility and evidence before making
the ask

Key Vocabulary

Term Definition / What to Know

Persuasive Claim The central recommendation or position being argued in the
message

Evidence Credible, relevant data, examples, or expert opinion used to support
a claim

Reasoning The logical connection between evidence and the claim being made

Audience Motivation The reader's underlying goals, concerns, or priorities that the

message must align with

Objection Handling Proactively addressing likely reader concerns before they block
agreement

Call to Action An explicit, specific request for what the reader should do next —
and by when

Credibility The reader's trust in the writer's expertise, honesty, and alignment

with their interests

Business A clearly argued professional proposal supported by evidence and a
Recommendation defined next step

Quick Self-Check

 Can | make a recommendation and support it with relevant, credible evidence?
N Can I identify likely objections and address them before they block agreement?
Q Can I end with a specific, actionable request that makes it easy to say yes?



Module 7 — Business Reports & Data-Driven Writing

Reports help decision-makers solve problems with organized, evidence-based communication.
Strong report writing starts with purpose, audience, and a clear recommendation path. Data-
driven writing turns numbers into insight — not just tables or charts.

Business Report Structure

Executive Summary — brief overview of the entire report — purpose, key findings, and
recommendation — written to stand alone

Background / Introduction — context for why the report was needed and what
question it answers

Findings — the data, research, or information gathered — presented objectively
Analysis — interpretation of findings — what the data means for the decision
Recommendations — specific, feasible, and measurable actions based on the analysis
Next Steps / Appendix — implementation timeline, supporting data, sources

Write the Executive Summary last — after validating that the logic flows from findings
through analysis to recommendation.

From Data to Insight

Raw data is not communication. Insight is communication. The writer's job is to translate
numbers into meaning:

Don't just display data — interpret it — explain what it means for the decision

State the implication plainly — 'This means that...' or 'These findings suggest we
should...'

Avoid data dumping — choose the most relevant data points; more is not always
clearer

End with 'Therefore, we recommend...' — every report section should connect to the
decision

Data Integrity & Source Evaluation

Relevance — does this data actually answer the question being asked?

Recency — is the data current enough to reflect present conditions?

Source credibility — is the source recognized, peer-reviewed, or verifiable?
Definitions — are the terms and measures used in the data consistent with your
analysis?

Correlation vs. causation — two things happening together does not mean one causes
the other

A recommendation that doesn't match the findings section is one of the most

common — and damaging — report failures.



Visuals in Reports

Charts and tables should clarify the written argument, not replace it. Every visual needs:
+ A title — what is being shown
* Labels — axes, units, and data categories
+ A written interpretation — what the reader should conclude from this visual

* Plain-language context — avoid jargon; explain implications for a non-technical
audience

Key Vocabulary

Term Definition / What to Know

Executive Summary A brief, standalone overview of the report: purpose, key findings,
and recommendation

Findings The data, evidence, or information gathered — presented
objectively before analysis

Analysis The writer's interpretation of findings — what the data means for the
decision

Recommendation A specific, feasible, and measurable action proposed based on the
analysis

Data Literacy The ability to read, interpret, and communicate data accurately and
meaningfully

Source Credibility The reliability, expertise, and objectivity of a data source

Trend Analysis Identifying patterns in data over time to support forecasting or

decision-making

Correlation vs. Two factors co-occurring does not prove one causes the other
Causation
Actionable Insight A conclusion drawn from data that directly informs a specific

decision or action

Audience-Centered Tailoring report content, language, and structure to the reader's
Writing knowledge and priorities

Quick Self-Check



N Can I explain the purpose and structure of a business report?
Q Can I distinguish raw data from meaningful insight?

Q Can I write a recommendation based on evidence — not opinion — that matches the
findings?



Module 8 — Presentations & Career Communication

Professional presentations combine clear structure, confident delivery, and audience focus.
Slides should support the message, not replace the speaker. Career communication —
resumes, cover letters, interviews, and follow-ups — is professional communication applied to
your own advancement.

Presentation Structure

* Opening — hook the audience, state your purpose, and preview your main points —
establish why this matters to them
* Main Points — 3-5 key ideas, each supported by evidence, examples, or a visual —
organized logically
+ Transitions — explicit bridges between sections that help the audience follow the
argument
+ Close / Call to Action — summarize the key message and state clearly what you want
the audience to do, decide, or remember
Open strong, organize clearly, and close with a specific action. A presentation without a
call to action is just a performance.

Slide Design Principles

* One idea per slide — crowded slides signal poor preparation, not thoroughness
+ Minimal text — use keywords and phrases — the speaker delivers the full explanation
* Readable font size — minimum 24pt for body text; 32pt+ for key points
* High contrast — dark text on light background or vice versa — never gray on white
* Visuals with intent — only include images, charts, or diagrams that directly support the
point
I\ Full paragraphs on slides make the audience read instead of listen — and they will
read, not listen.

Delivery Skills

+ Pace — slow down for key points; don't rush through your evidence

* Voice clarity — project clearly; vary pitch and emphasis to maintain audience attention

* Eye contact — connect with the audience, not the screen or your notes

+ Posture and movement — purposeful movement signals confidence; constant
movement signals nervousness

+ Handling questions — listen fully before answering; 'That's a great question' is filler —
go straight to the answer

The STAR Interview Method



Use STAR structure when answering behavioral interview questions ('Tell me about a time
when..."):

+ Situation — briefly describe the context or challenge

» Task — explain your specific responsibility or goal in that situation

* Action — describe exactly what YOU did — be specific and use first person

* Result — state the outcome, ideally with a measurable impact

STAR answers should be 90 seconds to 2 minutes. Long answers that don't reach the
result lose the interviewer.

Career Communication Documents

+ Resume — tailored to the specific job; uses action verbs and measurable results, not
duty descriptions

+ Cover Letter — connects your experience to the employer's needs; explains what you
bring that the resume can't

* Networking Message — clear purpose, concise, specific ask — no vague 'picking your
brain' requests

* Thank-You Note — sent within 24 hours of an interview; reference a specific topic from
the conversation; reinforce your fit

Resume Writing Essentials

Every bullet on a resume should follow this pattern: Action Verb + What You Did +
Result/Impact
o Weak — Responsible for managing social media accounts
o Strong — Grew Instagram following by 40% in 6 months through weekly content
calendar and engagement strategy

Tailor your resume to each role — use keywords from the job posting; hiring systems (ATS)
scan for matches before humans see your application.

Key Vocabulary

Term Definition / What to Know

Message Framing How a message is structured and positioned to connect with
audience priorities

Slide Readability How easily an audience member can scan and understand a slide
at a glance



Delivery Techniques Vocal variety, pacing, eye contact, posture, and movement used to
communicate confidence and clarity

Nonverbal Body language, eye contact, gesture, and posture that shape
Communication audience perception
Elevator Pitch A concise, compelling 30—-90 second summary of who you are, what

you do, and what you offer

STAR Method Situation, Task, Action, Result — a structured format for answering
behavioral interview questions

Resume Tailoring Adapting resume content, keywords, and emphasis to match the
specific job requirements

Cover Letter Alignment  Connecting your experience directly to the employer's stated needs
in the job posting

Professional Brand The consistent impression your communication, behavior, and work
create in professional settings

Interview Follow-Up A thank-you note sent within 24 hours of an interview, referencing
specific conversation points

Quick Self-Check

Q Can I organize a presentation with a clear opening, logical middle, and specific close?

QN Can I answer a behavioral interview question using the STAR format in under 2
minutes?

QN Can | rewrite a resume bullet to include an action verb and a measurable result?



Master Reference — All 8 Modules at a Glance

Big Idea

Key Terms

Module Topic

1 Foundations & Email

2 Cross-Cultural &
Channels

3 Visuals & Clear
Writing

4 Routine Messages

5 Negative Messages

6 Persuasion

7 Business Reports

8 Presentations &
Career

Identify purpose, audience, and
action before writing. 4 Cs: Clear,
Concise, Complete, Professional.

Adapt for culture; choose channels
by complexity, urgency, and
documentation needs. Always
follow up in writing.

Visuals only when they clarify. Edit
for scannability: plain language,
active voice, logical structure.

Direct approach: key point first.
Specific requests with clear actions
and deadlines. Goodwill close.

Indirect approach: buffer —
reasons — decision — alternatives
— close. Neutral, face-saving tone.

Audience needs first. Evidence +
reasoning + objection handling +
explicit CTA. Credibility over
intensity.

Purpose — findings — analysis —
recommendation. Data becomes
insight with plain-language
interpretation.

One idea per slide. STAR for
interviews. Tailored resume with
action verbs + results. Follow-up
within 24hrs.

The Communication Thread Across All Modules

Audience Analysis, Tone,
CTA, Email Etiquette

High/Low Context,
Channel Richness,
Sync/Async,

Confirmation Loop

Visual Hierarchy,
Scannability, Plain
Language, Active Voice

Direct Approach,
Request, Confirmation,
Goodwill Close

Buffer, Indirect Approach,
Face-Saving Language,
Conflict De-escalation

Persuasive Claim,
Evidence, Objection
Handling, CTA,
Credibility

Executive Summary,
Findings, Analysis, Data
Integrity, Actionable
Insight

Slide Design, Delivery,
STAR Method, Resume
Tailoring, Professional
Brand

Every module connects to one core principle: communicate with purpose, clarity, and
the audience in mind. Know what you need before you write (M1) — choose the right
channel (M2) — organize visually and clearly (M3) — use the right message approach
(M4, M5, M6) — support it with evidence (M7) — deliver it with confidence (M8).



The quiz questions that challenge most students ask you to apply these skills to new scenarios
— not just define the terms. For every vocabulary term, practice using it in a realistic workplace
sentence.



