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Section One Vocabulary 

 

Directive: Match the correct word in column A with the definition in column B, then use in a sample sentence 

 

Column A Column B 

VOCABULARY DEFINITION 

1. Communication (Noun) A. the ability, coming from one's knowledge, practice, aptitude, etc., to do something well. 

2. Skill (Noun) B. The imparting or interchange of thoughts, opinions, or information by speech, writing, or signs. 

3. Negotiate (Verb) C. to give attention with the ear; attend closely for the purpose of hearing; give ear. 

4. Project (Verb) D. expressed in spoken words; oral rather than written. 

5. Listen (Verb) 
E. to cultivate people who can be helpful to one professionally, especially in finding employment or 
moving to a higher position. 

6. Verbal (Adjective) F. any malfunctioning part or element. 

7. Network (Verb) G. controversy; quarrel. 

8. Dysfunction (Noun) H. pertaining to or characterized by energy or effective action; vigorously active or forceful; energetic. 

9. Conflict (Noun) I. to extend or protrude beyond something else. 

10. Dynamic (Noun) 
J. To deal or bargain with another or others, as in the preparation of a treaty or contract or in 
preliminaries to a business deal. 

 
 

Section Two Reading 

 

ARTICLE A 

Five Communication Skills That Make Good Leaders Great 
Source 

 
1. Whether you’re the CEO of a Fortune 500 company, or a teenage entrepreneur just starting out, communication skills are 

vitally important. Great leaders motivate, encourage and inspire. They also train people, share new ideas and negotiate. These 
activities have one thing in common: They all require excellent communication. Here are five communication skills that make good 
leaders great: 
 
Interpreting Body Language 

In his book, Introducing Body Language – A Practical guide, Glenn Wilson writes: “Where body language conflicts with the words 
that are being said, the body language will usually be the more ‘truthful’ in the sense of revealing true feelings.” That’s why the 
most successful leaders are always paying attention to people’s unseen language and nonverbal cues. 

 
2. When you’re able to read thoughts and sentiments that aren’t revealed by a person’s words, you have many clear advantages. 

Take interviewing, for example. By learning non-verbal signs, you can oftentimes determine how honest a candidate is being with 
you. You can also tell if someone is comfortable with what you’re saying, and whether the person feels confident in what they are 
saying to you. Reading body language also gives you an advantage during negotiations, selling, delivering presentations and 
speeches, and conducting meetings. 
 
Also, when you know how to read body language, you’ll be able to master the art and science of projecting effective body language 
to those around you. Exuding honesty, confidence and leadership is just as important as being able to read these traits in others. 
 

3. Video Skills 
As a leader in today's visual-centric world having skills when it comes to video is paramount. No, I don't mean shooting cat videos, 
not that there's anything wrong with that. What I am referring to is how you present yourself in video form and the quality of the 
video itself. 

https://www.forbes.com/sites/steveolenski/2016/03/29/five-communication-skills-that-make-good-leaders-great/%2324fba0c77ae9
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See below for the verbal skills needed as these will also apply to video, of course. Speaking is not just for in person after all. As for 
the quality or production of the video, a lot will depend on the size of the company or brand you're working for. If 
you're the CMO or leader at a big company, you more than likely have access to either an in-house agency or external 
agency to handle your video needs. Or if you're a CMO at a smaller company or entrepreneur you may want to look at using 
companies such as Fiverr, Freelancer.com or GigBucks for a quality freelancer. 
The production quality of a video is just as important as the words you use. 
 

4. Listening Carefully 

 
In our modern, global society, the skill of listening has taken a back seat. Voice inflections, verbal pauses and eye contact have 
been replaced with texts, thumbs-up icons and emoticons. While electronic communications make long-distance interaction 
easier than ever before, it has unfortunately hindered our ability to really listen during an information-rich conversation. This is 
unfortunate, because skillful listening enables you to catch details that others miss. Many epiphanies and business solutions have 
been reached thanks to a good listener’s ability to pick up on a hidden gem. 
 
One excellent way to immediately improve your listening ability is to practice empathetic listening. Try to feel excited when the 
person you’re listening to is excited, or concern when the other person is concerned. Reflect the other person’s emotions not only 
verbally, but also with your facial expressions. It isn’t always easy, and it takes a bit of energy, but it will help you tune in to the 
thoughts and emotions of anybody you’re having a conversation with. 

 
5. Crystal Clear Verbal Communication 

 
As a general rule, people do not listen attentively. Therefore, it’s your job as a leader to speak as clearly and effectively as possible. 
So, don’t use words that aren’t understood by most people. Not only will your message be lost, but you’ll run the risk of sounding 
arrogant. Remember, the goal of communication is clarity. 
 

Also, prepare your conversations in advance. There’s no rule that says a conversation needs to be purely improvised. When you 
know you are going to have an important discussion, take as much time as needed to plan your words and sentences. Think about 
objections people may have toward your opinions or solutions and prepare convincing answers to the objections. Preparation 
always pays off. 

 

Another way many people improve their verbal communication skills is to read more often. Whether it’s your favorite business 
journal, a well-authored blog, or even a sci-fi novel, reading from articulate authors greatly helps your verbal communications. 
Lastly, spend some time watching speeches, debates, or presentations on YouTube. When you listen to people of inspiration 
speak convincingly to an audience, you’ll quickly discover that your own verbal skills improve. 
 

6. Writing Skills 

 
It’s true that smart executives and entrepreneurs can use agencies or hire freelancers who specialize in the complete production 
process of video & animation for fairly routine projects like speeches and presentations. However, it’s still very important that 
you’re able to write well on a day-to-day basis. After all, you certainly can’t hire someone every time you need to write a 
convincing email. 
 
Well you probably could but it wouldn’t be very cost effective. 
You don’t have to dig through your attic and dust off your old English Grammar textbooks. You do, however, need to be concise and 
direct when you write. One way to write better is to remove unneeded words. Excellent writers say a lot with as few words as 
possible. For example, compare the following sentences: 
 
Sentence A: “After the morning meeting has been completed and everyone is dismissed, there will be a networking event 
with coffee and donuts for those of you who choose to attend.” 

 
Sentence B: “After the morning meeting, we hope you’ll join us for coffee and donuts at the networking event. 
Sentence B not only sounds better. It’s quicker for the audience to read. 
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7. Great Communicators Are Made, Not Born 

 
If you lack any or all of these skills, don’t be discouraged. Spend a little bit of time each day learning, reading, and practicing 
essential communication techniques. It may seem difficult to become an excellent communicator, but with practice, you’ll soon 
discover that you can do it. And who knows? You might even discover that you’re a natural. 
 

 

ARTICLE B  
How to effectively de-escalate a family conflict 
Source 

 

1. I’ve always felt the weight of my family’s dysfunction on my shoulders. 

From a young age, I was the listener and the mediator, which wasn’t necessarily healthy. 
Whenever a conflict arose, I felt overwhelmed and unsure of what to do. Should I run and hide? 
Or jump in and try to save what feels like a sinking ship? 
 
Luckily, since starting therapy in the last few years, I’ve become more equipped at setting boundaries, so the burden isn’t so heavy, and 
I’ve also learned how to help de-escalate a family conflict when things get particularly tough. 
 
Whether your family is dysfunctional or not, it can be hard to know when or how to step in. Here are a few things to keep in mind 
whenever a family conflict arises: 
 

2.  Take a breath and write out how you feel 

 
Sometimes, when things feel really intense, it can be helpful to take a step back and figure out 
how you feel. Psychotherapist Jessica Meiman recommends writing out a letter about what’s 
coming up for you, but with no intention to send it. It’s more about getting your feelings out on 
paper, which will help you decide how and when 
you want to communicate with your family. 
 
“With family dynamics, there can be a lot of emotion and it can be hard to communicate when you’re in the heat of 
the moment,” says Meiman. Thus, writing in an unfiltered way and reading what you wrote will help you identify what’s really behind the 
emotion and what you want to express. This can bring intention into resolving a family 
conflict, which will help you feel more protected, even if it’s painful. 
 

3. Be transparent about what you’re doing to process your feelings 

 
If you need to step away, it is beneficial to indicate that you’re doing that to help de-escalate the 
family conflict. Meiman says, “There’s a huge difference between storming off and saying, ‘I need 
to take 15 minutes to figure out what I want to say right now because if I speak now, I might say 
something I don’t truly mean.’” 
 
When you do that, this will model something for your family, which can help improve the situation and hopefully they will learn from 
you. But they can’t learn from you if you don’t express your intention. 
 

4. Show your vulnerability 

 
According to psychotherapist Vanessa Kensing, “Assuming your family is generally healthy (e.g. 
no verbal or emotional abuse), then being vulnerable is a safe tool.” This means you don’t hide 
or bury your true feelings, but instead bring them to the table as a way to start an open dialogue 
about what’s going on. 
 

https://www.msn.com/en-gb/lifestyle/family-relationships/how-to-effectively-de-escalate-a-family-conflict/ar-AABP4mx?li=BBoPOOm
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It can be helpful to employ effective communication skills as a means to share your feelings. For example, using “I” statements and 
labeling your emotions or experiences will shift the conversation away from blame and instead give context and routes toward 
resolution. 
 
Kensing says, “’I’ statements are things like, ‘I feel hurt’ or ‘I got overwhelmed and said things I regret,’ which are more effective than 
saying, ‘You made me feel hurt/you hurt my feelings’ or ‘You did x, which is why I called you names.’” It’s good to avoid the blame game, 
as that can escalate a conflict even further. 
 

5. Be accountable for your actions 

 
When we take accountability for our role or actions in a conflict, it allows the other person to do 
the same. Says Kensing, “Oftentimes, conflict arises due to assumptions, so sharing about how 
you’re thinking, feeling, and experiencing something can help someone else see things from your 
perspective and build empathy. ” 
 
While you may still meet some defensiveness, if you’re committed to de-escalation, Kensing recommends using a gentle tone to reiterate 
your point. This will help them see that you aren’t there to be “right,” but there to be curious about how to achieve resolution together. 
 

6. Focus on the bigger picture 

 
“When people are defensive, they can be nasty and say biting things,” says Kensing. In these instances, it’s good to focus on 
“depersonalizing the situation and what someone says.” Try to take a step back and realize that often when people say hurtful things it’s 
because they feel threatened or anxious, which could also stem from earlier trauma that has nothing to do with you. 
 
“While it still hurts to hear these things, that doesn’t make them true. Staying grounded in who you are and your purpose will allow you 
to address those hurtful things as words vs. internalizing them as truths,” Kensing says. 
 
Because fights can go on forever as minor details are rehashed over and over again, Kensing believes that, “While you want everyone to 
feel seen and heard, it may be important to refocus conversations around the ‘big picture’ and repairing the relationship if it feels like no 
progress is being made.” 
 
Similarly, if someone comes to the table with the same complaint, you could take a more observational approach and objectively say, 
“I’ve heard you say that a few times today—what part do you feel like I don’t understand? What could I say to help you believe that I’ve 
heard you and understand you?” 
 

7. Sometimes, you might have to remove yourself from the equation 

 
If you feel unsafe, you might need to step away from the situation. If the situation “is characterized by verbal, physical or 
emotional abuse, de-escalation of conflict would focus more on removing yourself from threat,” Kensing says. In these 
cases, it could be worthwhile to seek out a mediator rather than trying to solve a situation on your own. Realize that it might take other 
people time to be ready for a solution 
 
Live in the moment. It sounds simple enough but we as human beings have an incredibly difficult time enjoying the moment. 
Another thing to recognize is that even if you’re ready to find a resolution and move on, the other individuals might not be on the same 
page. Thus, Kensing says it’s important to acknowledge your own expectations before you enter a conversation. 
 
“If you expect to ‘fix it,’ you may be easily frustrated or annoyed,” she offers. “If instead your expectation is that this is one 
conversation of many, or just the beginning of repair, you may find it easier to navigate.” 
 
Meiman also makes the point that it’s good to remember that you’re only one member of the family system, so it might not be possible 
to resolve the family conflict on your own. “It’s not just on you, so when you go in with intention about how you personally want to 
handle the situation, there will still be pain and discomfort. 
 
The goal isn’t to get rid of that but be able to sit with your feelings and communicate where you’re at.” 
 


