Checklist: Are These 25 Hidden Mental Traps
Sabotaging Your Business Communication Class?"

Use this checklist to identify and reflect on potential cognitive biases in your teaching. Each
item includes the bias name and a reminder of what to watch out for or implement. Aim to
use this list as a self-reflection tool throughout the semester.

O Confirmation Bias: Actively seek evidence that challenges your assumptions. Solicit
diverse feedback.

O Anchoring Bias: Avoid letting early impressions overly influence your decisions.
Reassess regularly.

[0 Recency Bias: Review data over time, not just recent events. Use rolling averages
where appropriate.

0 Overconfidence Bias: Regularly seek feedback and challenge your assumptions with
data.

O Status Quo Bias: Evaluate whether tradition is truly best. Try one innovation each
semester.

0 Sunk Cost Fallacy: Don't cling to outdated materials because of past effort. Focus on
future value.

O Bandwagon Effect: Adopt teaching methods based on fit and evidence, not popularity.

0 Framing Effect: Be mindful of how course policies or assignments are presented to
students.

O Availability Heuristic: Base decisions on trends and records, not just memorable
incidents.

[0 Hindsight Bias: Reflect on what truly was predictable versus surprising to guide future
choices.

Final Thoughts

Recognizing and mitigating cognitive biases is essential for effective, fair, and adaptive
instruction. By using this checklist regularly, instructors can reduce judgment errors,



WHY Al LITERACY IS THE NEW CORE
COMPETENCY IN BUSINESS COMMUNICATION

THE COMMUNICATION LANDSCAPGE
HAS CHANGED

FROM EMAILS TO
ALGORITHMS,

THE NEW COMMUNICATION

FRONTIER

« Tools like ChatGPT, Grammarly, and

Hemingway Editor are commeonly used.

« Professionals must know how Al
affects clarity, tone, and credibilllity.

Al TOOLS ARE
THE NEW
WORKPLACE NORM

p

COMMUNICATORS
WHO CAN'T USE Al
WILL FALL BEHIND

« Al is used in writing proposals,
summarizing meetings.
and generating visual content.

« Resumes, presentations, and email.
are incressingly Al-assisted.

» Al-savvy communicators are faster
sharper, and more effective.
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EMPLO%ERS ARE
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Job postings increasingly
list "Al communication skills
» Candidates must understand prompts,
feedback loops, and ethical Al use.

» Interviews are increasing Al-analyzed
for nonverbal cues, behavior and personality
insights, and paralinguistic features.

& ETHICAL COMMUNICATION NOW INCLUDES Al

CAN YOU SPOT AN
f Al DEEPFAKE?

CAN YOUR

STUDENTS?

« Real Faces, Fake Voices: Deepfakes
can make people appear to say things
they never did—blending video and
audio with Al precision.

« Emotion Over Evidence: These fakes
are designed to spark strong reactions
before you think critically.

» Detecting Reguires Understanding:
Spotting deepfakes takes more than
sharp eyes—it takes Al awareness and
digital literacy.
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FUTURE-PROOF IT. & e X
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« Don't just teach business
communication—future-proof it.

» Integrate Al Skills Early: Prepare
students to write, edit, and present
with Al as a trusted co-creator,

not a threat.

« Emphasize Ethical Fluency: Teach
students how to navigate
misinformation, bias, and deepfakes
with confidence and clarity.

increase student engagement, and continuously improve teaching practices. Let it serve as a
guide toward more thoughtful and reflective decision-making.

In today’s workplace, Al literacy
isn’t optional—it’s foundational.
As the attached infographic
illustrates, business com-
munication how demands the
ability to collaborate with Al,
interpret Al-generated content,
and use Al tools to craft clear,
persuasive messages.

Business Communication Today,
16th Edition, makes this shift
seamless. With Al woven into
every chapter, it helps students
develop the communication
skills employers want and the Al
fluency they expect. This isn’t
just smart learning—it’s future-
ready education by the leading
authors in the field.
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