


Misunderstandings are unpleasant under any circumstances,
but especially so in the workplace, which is often already stressful,
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Here are & iew ﬁ[@@ that should help.
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Give the business at hand and those you

are talking with your undivided attention.




2 Listenn

Hear your colleagues out
before expressing your;
own thoughts and opinions
and never intergupts

This will not only help you benefit from their experience,
but it is a whof showing reSpect, which wins respect.
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A lot of communication problems stem from people being
too proud to say they need more background information or
don’'t understand the point someone else is trying to make.



B Think thilRretArouah

Know what you want to get across before you start to speak.
This will help you be clearer, more specific, and more direct in
your presentation, and therefore less likely to be misunderstood.
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As John Kotter, a professor at the Harvard Business School
and author of the international lbestseller "Leading Change", put it,

"Good communication doestnot.mean that you have to speak
in perfectly formed séntences and paragraphs.

It isn't abour'slickness.
Simple and clear go a long way."’




Itations?

6 Acknowledgeyourdim

- be afraid to say
=1 don't know."™
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7 Y WatehiourTinspoken communications,

® -
Nearly everythinglyou do communicates something to others.

punctuality communicates.

A‘tlt‘e.nti'v| eness;,communicates.

Body Ianguage co/mﬁunicates.

Your facial expression communicates.
Your tone of voice communicates.

Even silence communicates.
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Positive signals open lines of communication;
hegative signals hinder.



8 Be sv pathetecs

To understand others, try to put yourself in their position.
Why do they think or act the)way theydo?.

.................
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Ua misread others’ body language.

Be carefu
If you're not’sure, ask.




'é) Strive for unitv.

It's easier to work with people than it is
. to,work when at odds with them.

Avoid conflicts and personality clashes by looking for

common groul‘]'d and admirable/qualities in those you work with.
-



il B positive.

"
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Build teamispiritjbyidwelling on jobs well done
and progress beingimadeitoward your united goals.

Focusion problems
from the an/g’le of
“"how can we fix this"”
rather than

“who's to blame."

reel iree to shiare with others!



