Workplace
Communication

Good communicationisakey part of successintheworkplace. However, for thosewho are new to theworkforce,
knowing how to communicate effectively can be challenging. A cceptable communication differsfrom company to
company, but many aspectsareuniversal. Hereareafew tipsto help you communicate effectively intheworkplace.

Communication Works!

Listen- Whenyoulistento othersattentively itmakes Have I ntention - Ask yourself what your intentionis
them feel good. It also makesfor adeeper and more  before starting aproject, going to ameeting, or speaking
positive connection with others. Inturn, youforman tosomeone. You can aso ask otherswhat their intentions
undergtanding and they will ligentoyouwhenit'syour  areinsmilar tuations. Knowing your intentionwill help
turn to speak. Poor listening happensoftenandresults  you be more conscious of what you' redoing or saying--

in misunderstandings and
miscommunications.

Speak Clearly - Take a deep
breath and remain positivewhen
talking to people. Try to cut out
the“ums” “uh-hmms’ and“ahhs”
thesemakeit difficult for people
to understand what you' retrying
tocommunicate. Try to keep your
voice steady and don’t talk too
quickly or too quietly. Be
confident inwhat you’ re saying
and others will feel your
confidencetoo.

Be Receptive- Beopentowhat
others are saying or offering.
Often, peoplerestrict theflow of
ideas or communication because
they’re making too many
assumptionsor arebeing too quick
tojudgeandcriticize.

which meansyou’ll be ableto be more
effectiveand skillful.

BeGenuine- Being genuinecaninclude
speaking honestly, expressing excitement
or sadnesswhenyoufed likeit, and being
friendly. There is nothing wrong with
saying, “no, | don’treally agreewiththat,”
or “you know, | think you' ve changed my
mind!” However, don’t berude. “| was
just being honest” isnot agood excuse
for being harsh. Being genuinebuildsyour
confidence.
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Communication Works! (cont.)

Proper Speech - When you' re not exactly surewhat
kind of languageisacceptableintheoffice, itisaways
safer to be moreformal than not. Try not to usewords
like “ain't” and “y’all” or any others that might be
acceptable with friends, but not in the workplace.
Formality in speech should aso beused inyour e-mails
and memos.

L earn When to Say No - Learntowork onyour own
goals. Theart of saying noisavauablething. Often
women areasked to* help out” with projectsand tasks
evenwhenthey will not get credit for their help. A key
to avoiding this dilemmais to recognize which are
important goalsfor you to accomplish and which are
tasksthat will not help you gain recognition for your
work. Don't let othersguilt-trip youinto helping with
sayings such as, “you’ll be ateam player;” think of
yourself fird. If you decideto help, you dwayshavethe
right to say “O.K. I’ll help thistime, but next timel

need help, | hopeyou'll betherefor me.”

For More Information

Communicate Clearly by Robert Heller and Tim Hindle

How to Say It for Women: Communicating Confidence and Power Using the Language

of Successby PhyllisMindell, Ed.D.

Mars and Venus in the Workplace: A Practical Guide for Improving Communication
and Getting Results at Work by John Gray, Ph.D.

For agreat article on workplace communication go to www.ehow.com and search “How to

use appropriate businesslanguage’

For aninteresting article on communication gaps between generationsgo to
www.usatoday.com and search “ Today’ s generati onsface new communication gaps’
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