Communicate
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Communicate (Face to Face)

By the end of the Power Hour you will be able to:

« [dentify why communication breaks down, and the
reasons why your communication may not always be
successful

« Use your words, tone and body language
to express yourself clearly

» Use the communication cycle to manage Pyl
communication and improve
understanding
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Effects of
Communication
Breakdown

Wasted time

Reduced
profits

Low morale

Outcomes

Lowered
customer
satisfaction

Poor
teamworking

Lack of trust

Unnecessary
errors/waste
[re-work

Arguments

e

Bad
relationships
between
people

Un-
productive
meetings




Message Components

This applies to
ambiguous or
emotional
communication
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Voice Tone

Volume
Energy
Speed
Pitch
Articulation




The Communication Cycle

Inform
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The Communication Cycle

Instigating discussion, such
Inform as giving feedback on

performance
Accept what they / \

have said, and check
that you have

received the Acknowledge
message clearly.

Inviting a response by
asking a question; open
questions to get more
information, and closed
guestions to get

\ / confirmation

If you have asked a question, do the .
person the courtesy of listening to Listen
understand — not to assume and
then interrupt.




Make it Work at Work

What are you
going to DO as a
result of this
Power Hour
Session?
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Thank You
&
Good Luck
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