SUMMARISING
Task 1: Identifying main points from the text
The text below is from a chapter called ‘Examples of Bad Communication at Work’ by Zach Lazzari (2019) from https://smallbusiness.chron.com/examples-bad-communication-work-24256.html. 
Please read it and make notes on the key points.
	No business runs perfectly but the way people communicate and work through problems can be a sign of a company's overall well-being. Healthy communication in the workplace is critical for driving results while also creating a positive work environment. However, bad communication can begin to cripple an organization and have a negative impact on all staff. Learning to detect poor communication habits and replace them with healthy ones will have a positive effect on productivity and even financial success.
Passive Aggressive Communication
Passive-aggressive communication is a poor practice that directly affects how people feel about themselves and others in the workplace. Passive-aggressive behaviour or communication is a difficult issue, because the negative things that are being said or done are often subtle and may not be seen as overtly aggressive, offensive or confrontational. However, the person on the receiving end of the communication repeatedly feels neglected or treated poorly and to the point that the relationship is damaged. For example, employees or leaders who refuse to speak directly to a co-worker are being passive-aggressive. Intentionally using only email and memos to communicate without ever speaking face to face with someone in the office is a form of the problem. Purposely avoiding working with someone on a specific task without providing a reason for it is also a form of passive-aggressive behaviour in the workplace.
Intimidation in the Workplace
Intimidation tactics are a form of negative communication that quickly creates a toxic and often fear-filled work environment. A boss who bullies his employees into getting things done is likely to experience high turnover rates. Intimidation can also occur between co-workers competing for the same promotion. This unnerving type of behaviour is often in the form of direct verbal language or physically threatening actions. Examples of intimidation include loud speech, physically taking over workspace, or standing in close physical proximity to cause discomfort.
The Blame Game
Another example of poor communication is closely linked to ethics and responsibility. Failure to own a mistake or accept responsibility for a missed deadline shows a lack of responsibility. Yet, blaming others is counterproductive and does not work towards a solution for the common good. Learning to accept responsibility and move forward is one positive solution. However, those who continue to blame others for their mistakes will damage working relationships and may find themselves ostracized.
Failing to Listen
Leaders and employees who operate as disconnected individuals and fail to listen to those around them are engaging in poor communications. There are many examples of failure to listen, among them the failure to listen to your customer base. If a product or service receives recurring negative feedback and you do not listen and solve the problem, your customers will quickly become dissatisfied and buy elsewhere. A competitor who listens and meets the need, may also win your customers' business. In an office environment, failing to listen to co-workers is also problematic. It creates an ecosystem of disregard for individual feelings, and devalues personal relationships in the workplace. For example, if employees express concern over an issue they see in the workplace, but the manager doesn't ask them to explain the problem in greater detail or look into the issue, the problem may go unchecked and the employees will likely feel that their input does not matter. Workers want to feel that their ideas have value and know that they are recognised as valuable contributors to the corporate mission.



Task 2: Summarising ideas
Now summarise ideas from the text above in your own words. Write about 150-175 words. 
You can use these expressions to introduce the authors’ ideas: 
Lazzari (2019) suggests… 
Lazzari (2019) observes…
According to Lazzari (2019)…
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