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Supporting Workplace Communication Skills: A Guide for Mentors
Purpose: This guide is designed to help mentors support high school students in developing essential communication skills for success in a professional work environment. The students participating in this initiative are enrolled in the Corporate Work Study Program at Providence Cristo Rey High School. As part of their academic and professional development, students attend a bi-monthly Corporate Work Study class where they learn, reflect on, and practice workplace readiness skills. 
This guide complements classroom instruction by outlining key communication competencies, providing real-world examples, and offering actionable strategies that mentors can use to reinforce these skills in the workplace. Mentors play a crucial role in modeling and supporting communication behaviors that help students grow in confidence, professionalism, and effectiveness. We are grateful for your partnership.

1. Verbal Communication 
Definition: The ability to clearly and effectively express ideas, information, and needs through spoken words.
Examples:
· Introducing oneself to a new colleague
· Asking clarifying questions about a task
· Participating in team discussions or meetings
· Giving a verbal project update to a supervisor
· Greeting customers or clients professionally
Mentor Strategies:
· Encourage students to practice introductions and small talk.
· Use role-play scenarios to simulate professional conversations.
· Provide opportunities for students to share updates or reflections during team huddles or meetings.
· Gently correct filler words (e.g., "um," "like") and coach students on tone, pace, and clarity.
Game Ideas: 
· Play "Speed Interview," where mentors and students rotate through mock interviews every 2 minutes with new questions each round.
· Try "Talk Toss," where a ball is passed around and whoever catches it answers a prompt or question to practice speaking clearly and confidently.
Discussion Prompts:
· What makes someone a strong verbal communicator in the workplace?
· When have you felt confident speaking in a professional setting?
· What strategies can help reduce nervousness when speaking aloud?

2. Active Listening 
Definition: The ability to fully concentrate, understand, respond, and remember what is being said.
Examples:
· Following multi-step instructions accurately
· Paraphrasing directions to confirm understanding
· Making eye contact and showing engagement during conversations
· Listening during meetings and taking notes
· Responding appropriately to feedback from a supervisor
Mentor Strategies:
· Ask students to repeat back instructions in their own words.
· Reinforce listening with brief check-ins (e.g., "What are your next steps?").
· Discuss the importance of staying off phones and minimizing distractions.
Game Ideas: 
· Try "Listening Recall," where you read a short list of tasks or a story aloud, and students repeat as many details as they can remember.
· Use "Simon Says: Workplace Edition" to emphasize listening for detail and acting only when directions are clearly understood.
Discussion Prompts:
· Why is listening just as important as speaking in the workplace?
· How can you show someone that you're actively listening?
· What are some common distractions that get in the way of good listening?

3. Asking Questions 
Definition: Demonstrating curiosity and a willingness to learn by seeking clarification or additional information.
Examples:
· Asking how a task fits into the bigger project
· Clarifying terms or expectations
· Inquiring about next steps or priorities
· Asking for feedback on performance
· Requesting help when stuck or uncertain
Mentor Strategies:
· Normalize question-asking by praising thoughtful inquiries.
· Provide examples of good follow-up questions (e.g., "Could you walk me through that again?").
· Prompt students with, “What questions do you have about this task?”
Game Ideas: 
· Play "Question Relay," where each person in a group has to respond to a topic with a question instead of a statement, passing the topic along like a baton.
· Host a "Question Hunt"—give students a list of information to gather from staff using only open-ended questions.
Discussion Prompts:
· Why might someone hesitate to ask a question at work?
· What’s the difference between a good question and a great question?
· How can asking questions show professionalism and initiative?

4. Written Communication 
Definition: The ability to convey ideas clearly and professionally through writing.
Examples:
· Sending professional emails to supervisors or teammates
· Writing a daily summary of completed tasks
· Creating reports or documenting work
· Writing thank-you notes or follow-ups
· Editing or proofreading documents for clarity and accuracy
Mentor Strategies:
· Review and provide feedback on emails or written updates.
· Model email structure: greeting, body, closing, signature.
· Highlight the difference between formal and informal writing.
Game Ideas: 
· Play "Email Makeover," where students edit casual or poorly written emails into professional formats.
· Try "Professional Mad Libs," where students fill in missing words or phrases in a template email using professional tone and structure.
Discussion Prompts:
· What makes a workplace email different from a text message?
· Why is proofreading important before sending professional communication?
· How can written communication impact your professional image?

5. Non-Verbal Communication 
Definition: The use of body language, facial expressions, eye contact, and posture to support verbal communication.
Examples:
· Smiling and making eye contact when greeting someone
· Nodding while listening
· Sitting upright and looking engaged during meetings
· Maintaining appropriate personal space
· Showing enthusiasm through tone and expression
Mentor Strategies:
· Demonstrate positive and negative examples of body language.
· Provide real-time feedback on posture and eye contact.
· Encourage students to be mindful of their expressions and presence.
Game Ideas: 
· Try "Charade Cues," where students act out workplace emotions or attitudes (e.g., confidence, confusion, boredom) and others guess what they are expressing.
· Use "Mirror Match," where one student mirrors the mentor’s non-verbal behaviors to build awareness of body language and expressions.
Discussion Prompts:
· What messages can your body language send without saying a word?
· How do you know if your non-verbal signals match your message?
· What are some examples of positive vs. negative non-verbal behavior?

6. Confidence and Professional Presence 
Definition: Projecting assurance and maturity through speech, behavior, and appearance.
Examples:
· Speaking clearly and assertively
· Entering a room with purpose
· Engaging with team members respectfully
· Making eye contact during presentations
· Maintaining a professional demeanor in stressful situations
Mentor Strategies:
· Reinforce positive behaviors by offering praise and constructive feedback.
· Offer tips on professional attire and grooming.
· Create low-pressure opportunities for public speaking or presenting.
Game Ideas: 
· Use "Power Poses Practice" where students strike confident poses and practice walking into a room as if they’re leading a meeting.
· Try "Confidence Countdown," where students prepare a short speech on a random topic in 60 seconds and present it with strong body language and voice.
Discussion Prompts:
· What does a confident professional look and sound like?
· How do you build confidence even when you're nervous?
· How can your appearance and attitude affect how others perceive you?

Final Tips for Mentors:
· Be patient: Students are still developing these skills and benefit from consistent reinforcement.
· Be specific: Offer clear, actionable feedback rather than general praise or criticism.
· Be supportive: Celebrate progress and create a safe space for learning and making mistakes.
· Be consistent: Reinforce expectations for communication every time the student is in the workplace.
· Be encouraging: Focus on growth and improvement rather than perfection.
· Be a model: Demonstrate strong communication in your own interactions—they are always observing.
· Be proactive: Address communication challenges early and constructively.
· Be adaptable: Adjust your mentoring style to the student’s learning needs and communication comfort level.
By guiding students through these communication skills, you’re not only helping them become more successful in their current roles—you’re preparing them for future academic and professional success.
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