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 KEY 

POINTS 

Communicate (Face to Face)  

 

Why Communication Breaks Down 
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 KEY 

POINTS 

Inform - Instigating discussion, such as giving feedback on performance. 

Invite - Inviting a response by asking a question; open questions to get more 

information, and closed questions to get confirmation. 

Listen – to understand. If you have asked a question, do the person the courtesy of 

listening to understand – not to assume and then interrupt. 

Acknowledge - Accept what they have said, and check that you have received the 

message clearly. 

 

The Communication Model 

When communication is unclear or emotional, people tended to interpret the message based on 

the following proportions: 

 

 

 

 

 

 

 

 

The Communication Cycle 

 

 

 

This doesn’t mean that words are not 

important. Instead, this research shows that 

when given emotional or unclear 

messages, it is our natural instinct to take 

meaning from the non-verbal messages that 

someone gives off. Our body language and 

tone must match the words being spoken for 

there to be understanding. 
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