
Communication

Communication is about transmitting information AND receiving feedback. It’s about checking that the information has been received and understood by others.


Benefits of Good Communication Skills

· Problems are solved in a timely manner- efficiency

· People understand each other - attitudes, feelings, opinions - better team working

· Avoids procrastination - efficiency, motivation

· Can influence the decision making - self esteem, higher morale



Communication Methods

There is a range of ways that we communicate information at work:

· Face to face (1-1 or group)

· E mail

· Written messages e.g. answering a phone for someone 

· Internet

· Meetings

· Presentations

· Telephone

· Voice mail

· Memos and Letters

· Faxes

· Reports

· Video conferencing

· Company newsletter

The method we choose can depend on:

· WHAT we need to communicate?

· WHO it needs to be communicated to?

· WHY do they need the information?

· WHERE are they based? 

· By WHEN do they need the communication?

· HOW much feedback is required about the message?

· HOW emotive is the topic? (the more emotive to sender or receiver, the more we should go face-to-face)

· HOW did they react/respond last time? (e.g. if they ignored your email request for information last time, you may want to pick up the phone this time)

· WHAT are the company guidelines on which method to choose?


A message is ONE WAY – Sender to Receiver.





Communication is TWO WAY – Sender send message to Receiver, and Sender receives feedback on that message. 





Communication is a two way street!








 “People are always blaming their circumstances for what they are.  I don’t believe in circumstances. The people who get on in this world are the people who get up and look for the circumstances they want, and if they can’t find them, make them”


GEORGE BERNARD SHAW





“Men of few words are the best”


WILLIAM SHAKESPEARE








www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!
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