Speaker Note of Effective communication in workplace
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[bookmark: _Toc183736829]Slide 2: What is Effective Communication in the Workplace?
[image: ]Good communication covers listening, delivering clear messages, and offering comments in addition to speaking. DeVito (2016) claims that this is the method of precisely and clearly sharing knowledge. Any company depends on communication for decision-making, problem-solving, and guaranteeing seamless teamwork. It is the basis keeping the company together and guiding staff members towards common objectives and efficient teamwork.


[bookmark: _Toc183736830]Slide 3: Why Communication Matters in the Workplace
[image: ]Communication improves teamwork since it guarantees everyone is in agreement. As Robbins & Judge (2018) noted, good communication helps to clear misunderstandings, so improving the workplace conditions. Furthermore improving employee engagement, satisfaction, and retention is effective communication. Employees who feel heard and understood are more likely to stay dedicated and driven to help the business to flourish.


[bookmark: _Toc183736831]Slide 4: Belbin's Team Roles and Communication
[image: ]Belbin's Team Roles Theory clarifies the several ways in which different team members support communication. Coordinators, for example, are adept at defining roles and team alignment; Shapers guarantee the team's continued concentration and support dynamic communication. Understanding these roles helps teams modify their approach of communication to satisfy different requirements. This guarantees that everyone's strengths are fully utilised and helps to lower conflicts and enhance teamwork.


[bookmark: _Toc183736832]Slide 5: Key Elements of Effective Communication
[image: ]Good communication consists in several important components: 
· Sender: The individual starting the correspondence. With what they are sharing, they should be deliberate and clear.
· Message: This is the central knowledge being shared. It needs to be precisely and orderly clear.
· Receiver: The person that picks up and decodes the message. Good communication calls both proactive and attentive behaviour.
· Feedback: Confirming understanding depends on giving comments. Comments ensure no misunderstandings by helping to close the communication loop. 
Keyton (2017) emphasises how flawless communication requires these components working together. 


[bookmark: _Toc183736833]Slide 6: Thomas-Kilmann Conflict Mode Instrument and Communication
[image: ]The Thomas-Kilmann Conflict Mode Instrument names five conflict-handlers: competing, accommodating, avoiding, working, and compromising. Every style affects team communication and the handling of problems. Knowing these conflict styles will enable us to match our communication strategy to properly handle conflicts. For example, whereas a "avoidance" style may restrict communication in trying circumstances, a "collaborative" style may be ideal for encouraging honest communication and constructive resolution of problems (Altmäe, Türk, & Toomet, 2013).


[bookmark: _Toc183736834]Slide 7: Verbal and Non-Verbal Communication
[image: ]Most of the time, when we think of communication, we think of spoken language, including words, tone of voice, and how clearly we say things. But nonverbal communication, like eye contact, body language, and facial expressions, is just as important. Both forms must match up for interaction to work (Guffey & Loewy, 2016). For instance, it's not clear what someone means when they say they're happy but their face looks neutral or sad. To keep things clear, it's important that spoken and unspoken cues support each other.


[bookmark: _Toc183736835]Slide 8: Barriers to Effective Communication
[image: ]Good communication can be hampered by several obstacles. Among these are physical barriers like noise or inadequate technology that might compromise message clarity. Psychological barriers like stress, emotions, or cognitive biases that might skew the message's interpretation. Cultural barriers that might lead to misunderstandings between team members from many backgrounds including variances in language, values, and social norms. Knowing these obstacles helps us to reduce communication breakdowns and lets us modify our approaches for more successful transmission (Jandt, 2017).


[bookmark: _Toc183736836]Slide 9: Active Listening Skills
[image: ]A key ability for good communication is active listening. It entails giving the speaker all of your attention, grasping their point of view, and reacting carefully. Brownell (2012) underlines that active listening enhances problem-solving, helps to build trust, and helps to avoid conflicts. Important skills are keeping eye contact, nodding to indicate attention, and posing clarifying questions. Active listening guarantees that we grasp the speaker's point of view and helps us to prevent misunderstandings.


[bookmark: _Toc183736837]Slide 10: Effective Communication Tools
[bookmark: _Hlk183728477][image: ]The digital era of today offers several tools for communication that might improve office correspondence. Maintaining contact across teams now depends critically on digital tools including email, instant messaging, video conferences, and collaboration platforms like Slack or Microsoft Teams (Allen, 2016). The secret is selecting the correct instrument depending on the urgency and degree of complexity of the message. For thorough, non-urgent information, for instance, email could be appropriate; for real-time teamwork or meetings, video conferences are perfect.


[bookmark: _Toc183736838]Slide 11: Best Practices for Effective Workplace Communication
[image: ]Encourage open dialogue and promote transparency in all interactions at work to make communication better. Always look at and improve the way you communicate so that you can meet new needs. Get feedback from your team members to make sure everyone is on the same page.Next, use these ideas with own team to help everyone talk to each other better and create an environment where people can work together (Zenger & Folkman, 2019).
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Key Elements of Effective Communication

*Sender: Initiates the message with clarity and intent.
*Message: The core information to be communicated.
*Receiver: Listens and interprets the message.
*Feedback: Confirms the understanding of the message.

*Effective communication requires all elements to work
seamlessly (Keyton 2017).





image6.JPG
v

Thomas-Kilmann Conflict Mode Instrument and
Communication

* Five conflict-handling styles are identified by the
Thomas-Kilmann Conflict Mode Instrument: competing,
accommodating, avoiding, collaborating, and
compromising (Alimée, Tirk and Toomet, 2013).

* These styles impact team dynamics and disagreement
communication.

* Recognizing and adjusting these styles can help teams
resolve conflicts and maintain clear communication in
difficult situations.
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Verbal and Non-Verbal Communication

*Verbal: Includes spoken words, tone, and clarity of
expression.

*Non-Verbal: Body language, facial expressions,
posture, and eye contact.

*Both forms of communication must align for effective
interaction (Guffey & Loewy 2016) .

*Inconsistencies between verbal and non-verbal cues

can lead to confusion.
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Barriers to Effective Communication

*Physical Barriers: Noise, distance, or poor technology.

*Psychological Barriers: Stress, emotions, or cognitive
biases.

*Cultural Barriers: Differences in language, values, or
social norms.

*Awareness of these barriers helps mitigate communication
breakdowns (Jandt 2017).
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Active Listening Skills

* Active listening involves focusing on the speaker,
understanding the message, and responding thoughtfully.

* It helps build trust, prevent conflicts, and improve
problem-solving (Brownell 2012).

* Show attentiveness by maintaining eye contact,
nodding, and asking clarifying questions.
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Effective Communication Tools

*Digital Tools: Email, instant messaging, video

conferencing, and collaborative platforms (e.g., Slack,
Teams) (Allen 201 6).

*Choose the right tool based on the message
complexity and urgency.

*Technology should simplify communication, not create
barriers or overload.
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Best Practices for Effective Workplace
Communication

*Promote transparency, open dialogue, and active
listening in all interactions.

*Continuously assess and refine communication
methods.

*Encourage feedback and ensure clarity in all forms
of communication.

*Next Step: Apply these principles to improve
communication within your team (Zenger & Folkman

2019).
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What is Effective Communication in the
Workplace?

*It involves not just speaking, but also active listening,
clear messaging, and feedback.

*Effective communication is the process of clearly and
accurately exchanging information (DeVito 2016).

*Crucial for teamwork, decision-making, and
problem-solving in any organization.
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Why Communication Matters in the
Workplace

*Communication enhances collaboration and team
cohesion.

*Reduces misunderstandings and fosters a positive
work environment(Robbins & Judge 2018).

*Key to improving employee engagement, satisfaction,
and retention.
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Belbin's Team Roles and Communication

* Belbin's Team Roles Theory suggests that team
members play different roles and contribute
differently to communication (Belbin and Brown,

2022).
* Coordinators clarify and align, while Shapers keep
the team focused and encourage dynamic

communication.

* Understanding these roles helps adapt

communication strategies to the team's diverse
needs, reducing conflicts and improving
collaboration.





