Types of business
communication

Internal External

Upward Customer

communication
Support and engagement

From employees to
management

(®)
Downward Stakeholder
From management communication
to employees Reporting and updates

Public relations
Managing the

Business
4 Types o Rhetorics

Business Communication

Horizontal @'

Between peers

Upward Communication

Information exchanged up the DiSCIaimer

organizational hierarchy

Always check Blackboard and your email for
Downward Communication all official communication. This is not an

Information exchanged from the top

o ioriet el et official communication and only serves as a

Lateral Communication I:I |:> .

Information exchanged between

peers or across teams I:I G .

External Communication

reminder.

Contact

Contact me with any questions you have or if
Information exchanged with

an outside organization you need assurance. My email is on the
Blackboard website.




Next week

You will examine how rhetoric—whether in written, verbal, or
visual forms—can perpetuate or challenge biases in the
workplace and beyond. You will explore the subtle and powerful
ways bias shapes interactions, policies, and organizational
culture, while also considering strategies for identifying and
addressing these issues. By analyzing the role of rhetoric in
shaping narratives and decision-making processes, you will be
equipped with the critical thinking skills needed to navigate and
influence professional environments ethically and effectively.

What you should do this week

Resume

Develop a resume and bring it to class. You cannot use a pre-fill
resume from websites like LinkIn or Indeed. Must be printed.

Other Items

-Complete any assignments posted on Blackboard.

-Complete the attached vocabulary sheet.
This is not the same as the research list. Just write
information/definition and cite your source.

Read selections in this Mbongi and use them to
help you with Blackboard assignments.

Mbongi

Research the following:

e Abe Dua

e What are the NAMLE Key Questions?

* When were women allowed to open bank accounts in
the United States, without a man involved?

e The Dark Triad

Paul Laurence Dunbar

Octavia Butler and Parable of the Sower

Future of Jobs and Artificial Intelligence

Harvard IAT test

Redlining

The Rise of Anti-Intellectualism

Kenneth Bancroft Clark

Intersectionality

Implicit Bias vs Explicit Bias

Resume Bias by humans

Biassed AI Resume Reading Tools

Note:
A definition is not research.

*%*%APA citations are always required. Use an in-text
citation and include a reference list for EVERY assignment.
Use a separate sheet of paper if the assignment does not
have a designated space for your research or a reference
list.

Students who do not bring their written research to class
will not be able to participate.

Students who do not read and bring their hand written
annotations to class will not be able to participate.
Annotations must be on the reading and not a separate

paper.



Who made this?
Authorship | Who was and was not involved in the creation of this?
When was this made?

Why was this made?
Purposes What does this want me to do?
Who is the target audience?

N A M L E Esonorales Who paid for this?

Who makes money from this?
Key

L]
Questions
What does this want me to think (or think about)?
CEntasE What could someone learn from this?
Review these questions. once What meanings, values and perspectives are obvious, and what are implied?
Soon you will need to use What is left out that might be important to know?
these in your Mbongi. How does the format or method of communication impact my experience with the media?

Techniques | Where or how was it shared with the public?
and Format | What techniques are used to communicate meaning, and why?
How do those techniques communicate this message?

What is my interpretation?
Interpretation | What can | learn about myself by reflecting on my interpretation?
How might different people understand this message differently?

How does this make me feel?
Responses | How do my emotions influence my interpretation of this?
If | feel the need to respond, what actions could | take that would feel productive?

Is this fact, opinion, or something else?

What are the sources of the information, ideas, or assertions?

How credible is this (@and how do you know)?

How do | know | can trust this source to give me credible information about this topic?

Credibility




A.l. Resume Screening

Submitted
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Your
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F Motion Z Motion

Tina Miller Tina Miller

K EXPERIENCE WORK EXPERIENCE
r Marketing Manager « New York, United States Senior Marketing Manager - New Yor
WeWork

eting Managing
Lotus Resort

e Your eyes always follow an F motion.
e Sometimes it uese a Z motion.

e If nothing peeks your interests, you move on to the next
document.



The Effects of Redlining, Mortgage
Discrimination, and Race on Breast Cancer in

Georgia

A study funded by the HERCULES Exposome Research Center
to better understand if exposure to certain historical and modern discriminatory

policies affects breast cancer outcomes
Breast Cancer

Why does this matter?
Breast cancer is the second leading

@ Mortgage Discrimination
cause of death for women in the

Historical and current mortgage
U.S. and in the state of Georgia.

discrimination affects the built,
socioeconomic, and chemical environments
that people experience.
When Black women are diagnosed, it is
usually when the disease is more
advanced or aggressive, which gives

Historical redlining kept
many Black residents in
them a 41% higher death rate.

Georgia from buying
property and owning homes.

Redlining was a form of mortgage discrimination in the United States where certain
neighborhoods would be blocked from accessing loans and home mortgages, especially
those with a higher population of color.

What did we want to know?

Do redlining and mortgage discrimination play a role in breast cancer outcomes among women
of different races in urban areas of Georgia?

What did we do?

Identified Black and White adult women who had been diagnosed with breast
cancer between January 1, 2010, to December 31, 2017.

Assessed women's exposure to historical, current, and
ongoing mortgage discrimination.

Assessed breast cancer outcomes based on the severity of breast
cancer and whether it was early or late-stage.

Gathered cause of death from death certificates.

Compared women's exposure to mortgage discrimination

with their breast cancer outcomes.
What did we find? =

HERCULES 5 hrtpuiemoryhercules.com @ @EmonHERCULES
EXPOSOME RESEARCH CENTER [ £} SEmonHERCULESCenter

herculesexposomedemary edy

Atlanta redlining map courtesy of Mapping Inequality

What did we find?

In this study we found that, when factoring in mortgage discrimination and redlining, the risk of
certain negative breast cancer outcomes increases for both Black and White women.
(statistically significant differences are shown)

Type of breast cancer Late-stage diagnosis Death from breast cancer

Black women White women living in Black and White women
living in redlined areas were areas with past or current were more likely to die
more likely to be diagnosed mortgage discrimination from breast cancer if
with a more serious type of were more likely to receive they lived in areas with

breast cancer . alate-stage breast cancer ongoing mortgage
than Black and White diagnosis than those in discrimination
women in areas without areas without ., compared to those who
redlining. don't.
Breast Cancer Seve Race and Death from Breast Cance Race
Redllnlﬂntgy‘w NM:EM B| va:"m .m'l Housing* e d
£ diagnosed with a more Note there mere 1o Black women
$ serous type of breast Eg T e
3z cancer, receive a late stage 2 -
% diagnosis, and die from TE
i I breast cancer than White - .
z . women regardless of where -
Whits
Black White they live. N

Ongoing Mortgage Discrimination

W Rediining W NoRedlining * These graphs are only to illustrate the B NoMortgage Discrimination

comparison and do not represent actual results.

What does this mean for you?

The difference in stage at diagnosis is likely due 9

Q * * to health care access and the quality of disease Q

screening, rather than biological
Regardless of race, where you live
may have an impact on your health.

peoe ()

place, such as housing policies, that
can negatively impact your health.

Additional Resources
= b ¥E Learn how to do a self breast exam by

visiting:
www.nationalbreastcancer.org/breast

The Georgia Department of Public Learn more
Health provides free breast about redlining.in.
cancer screening, diagnostic services, the United States.

and treatment referral for eligible people.

HERCULES "¢



BUSINESS LETTER FORMAT

Senders address

Recipients contact

Introduction

Body

Closing

Justify
Left

Sell Your House, Inc.
206 N. Sell Dr.
Richmond, VA 23218
@ 1Lline

March 6, 2009 Date

+— 1Lline
Angela Property
220 Corporation Way
Somwhereville, VA 22590

4= 1Lline

Dear Ms. Property: Salutation

4 1line

I hope that you are doing well. My name is Lydia Lease, and | am an attorney at Sell Your

House, Inc. I am writing in regards to a parcel of land located at 225 Parcel St, Richmond,

VA. My client, Mrs. Tabitha Land, is running into some difficulties in selling her property that

is apparently still under lease by your organization. s o
1 Ling =

This parcel of land (100 ft by 300 ft) is located at the back of my client's property. According

to the city records, the lease was initiated in September 2001 and never terminated. After

calling your lease office, it appears that you no longer make use of this property. In order for

my client to be able to sell her property, the lease must be cleared. This parcel of land is still

under your organization's name. | have hed the d describing the lease and ask

that you clear your name from this property as soon as possibl
1Lline =

My client is wishing to put her property on the market by April 2009. In ordefNo do so, this

parcel of land must be cleared from your organization's hold. I have enclosed ty's 1"

d ing the ownership of this land as well as termination docus for your

use. If you have any additional questions or concerns, please feel free to contact

(123) 456-7890. 1 look forward to working with you to resolve this matter.
1Lline ——»

Sincerely,

Lydia Lease, Attomey, Sell Your House, Inc.

4 lines

Enclosures: 2




31} |eanoineyaq
J3A0 114 31myjnd anjea 03 Aouapua) SITEY 15Tl
'049Z 0) uosJad buoim ayy
Buiay jo s ayl axnpau 03 buikn Aq auly
Aue 40 >S11 3Y3 U0 1231102130 0} Aouapua] )SI 0437
*anb,, anoA bunsna Aluo uonINuI
"$yuIYy) uonisod
Aioyine ue uj uosiad ay) Jo dnoib seig Kyaoyiny
3yl 1eym o3 suoiuido ubije 03 aunssaid /seiq Ajiwaoyuo)
(seiq Kaejius)
"SJ13S1I910RIRYD PaJeys UO paseq WSiIJoAeS seiq Auiyy
"3 03 buiyifuana
yaew 03 buifiy pue abew dyy12ads Aian Joydoue
e uo suoneadxa 1nok Joydue nok usaym uoneyadx3
‘?1epipued e JOo (323448 uioy ay) Joj)
spadse annebau Jo cuow*o ojey ay) 1oy) 199449 UIOH
aAnIsod paaieaiad ayl uo buisndoy AlJaAQ /3934J3 O|eH

‘UOIIOU PAAIRIU0I-a.d e
uo paseq buiyiawos wuiyuod 03 buikiy

"M3IAJRIUI UB
Burinp aye) ayew noA s3nNdIoys |eIU3N

10108y |euonenyis Aue
uey) Jayied Jaeleyd J1Iayl YIim Inoiaeyaq
s,uosiad e uie|dxa 03 AHouapual ay)

seiq uonewuo)

S21IS1IN3Y 13y

seiq uonnquUNY

abe J1ayy
uo paseq auoawos Jsuiebe buneuiwiidsig wsiaby
‘?oueseadde s,2u03WOS UO pasegq seiq fineag

uapuab 113yl uo paseq |enpiAipul ue Jnoqe
SM3IA 3|geJinoAe) ss3| 10 aiow bBuiney seiq Japuan
uonuyaQ seiq jo adAy,

SVIL SNOIDSNOJNI
40 SAdAL




“WE WEAR THE MASK”

By
PAUL LAURENCE DUNBAR

We wear the mask thatgrinsandlies.
Ithides our cheeks and shades our eyes.—
This debtwe payto human guile:
With torn and bleeding hearts we smile.
And mouth with myriad subtleties.

Why should the world be over-wise.
In counting all our tears and sighss
Nay. letthem only see us. while

We wear the mask.

We smile. but. O great Christ. ourcries
Totheefromtortured soulsarise.
Wesing. butohtheclayisvile
Beneath our feet. andlongthe mile:
Butletthe world dream otherwise.

We wear the mask:



How to do APA Citations

1.Use parenthetical citations immediately after taking notes on a specific item
2.Then use reference list citations at the end of your research as a list of ALL of your sources.
3.Read the note at the bottom of this page for more information.

Reference list entry: Alexander, P. A. (2018). Past as prologue: Educational psychology’s
legacy and progeny. Journal of Educational Psychology,
110(2), 147-162. https://doi.org/10.1037 /edu0000200

Parenthetical citation: (Alexander, 2018)

Narrative citation: Alexander (2018)

Note. The four elements of a reference list entry include the author (in purple), the date (in blue), the title (in

yellow), and the source (in green). The in-text citations that correspond to this reference include the last name
of the author and year of publication, which match the information in the reference list entry.




Another Example of a
Reference List Entry in APA Citation

Reference components

APA citations include four components: who, when, what, and where. These components enable the reader to lo-
cate the source.

When

What
Who (author/creator)

\

The Stronger Smarter Institute. (2010, March 9). Getting closer: Program 1. Elders and community

[Video]. Queensland Departmentof Education. hiip://mediasite.eq.edu.au/Mediasite/

Play/bb3dbc846b2a4426ae2f1256bcasdci7e /‘

Where




WORD

Short Definition

APA Citation

Chevron
Deference

Frederick Ludwig
Hoffman

Harriett Jacobs

Casual Killing Act

W.E.B. DuBois
Double
Consciousness

Barriers to
Communication

Classical
Conditioning




WORD

Short Definition

APA Citation

Operant
Conditioning

SIC Codes

Qualitative
Research

Quantitative
Research

Grant Writing

Sponsorship
Package

Repair Orders




WORD

Short Definition

APA Citation

Service Orders

Brand Audits

Brand Analysis

Octavia Butler

What is the
average amount
of years before a

civilization

collapses?

Why give your
business a latin
name.

Technical
Communications




