	
	
	



Task 2 – Group Presentation – Effective Communication Skills in the Workplace 

Effective workplace communication is crucial for productivity, collaboration, and maintaining a positive work environment. Key communication skills include open-mindedness, empathy, problem evaluation, thoughtful responses, mutual understanding, responsibility, and compromises. These skills apply to various settings, including school, home, work, and community. By practicing Positive Communication techniques, teams can bridge gaps, foster unity, and navigate conflict, making it a natural part of their problem-solving skills. 
[bookmark: _Int_vwINhUPQ]Effective communication in business is crucial for organisational success, impacting career advancement, management style, and product marketing. Corporate training programs should focus on enhancing communication skills at various levels. Nonviolent Communication (NVC) is an alternative approach that promotes understanding, connection, and peaceful conflict resolution. NVC consists of four components: observation, feelings, needs, and requests. Observations should be made without evaluation or judgment, needs should be clearly identified and communicated, requests encourage cooperation and collaboration, and empathy is essential. By focusing on these elements, the team can foster a more harmonious and productive work environment Rosenberg, M. B. PhD. (2023).


Positive Communication - Less Conflict, More Happiness
Active listening is a crucial communicative process that involves concentrating, understanding, responding, and remembering spoken words. It fosters mutual respect, reduces misunderstandings, and builds trust among team members. Effective listening involves four factors: sensing, message decoding or interpreting, evaluating, and response. Listening skills are critical in language learning, speaking, reading, and writing. Professionals use listening more than other skills, and it is perceived as crucial for communication at all levels. This paper explores strategies for developing listening skills and its goal and need for professionals. Dash, B. B. (2022).
[bookmark: _Int_PTmyyu6x]Example: During a team meeting, Siham listens intently to her colleague's presentation without interrupting. She nods and occasionally asks clarifying questions, ensuring she fully understands the points being made. After the presentation, she summarises key points and provides constructive feedback, which helps her colleague refine their project.
Clear communication is essential for avoiding confusion and understanding messages, preventing errors, saving time, and enhancing efficiency. It involves sending and receiving messages using various methods like email, phone calls, and print advertisements. Over 70% of our time is spent communicating, and everyone needs to communicate their needs and ideas. Communication can be classified into WOVEN (Written, Oral, Verbal, Electronic, and Non-Verbal), with oral and written forms being the most common. It ensures everyone is on the same page and prevents misunderstandings. Prabavathi, R.  Nagasubramani, P. C. (2018).
Scenario: Ali sends a detailed yet concise email to his team outlining the steps for a new project. He uses bullet points for clarity and ensures all necessary information, including deadlines and responsibilities, is included. His clear communication helps the team understand their tasks and deadlines, leading to efficient project execution.


[bookmark: _Int_Nnh8EeeF][bookmark: _Int_z3vYiEhv]Nonverbal communication, including body language, facial expressions, and eye contact, helps convey emotions and attitudes, complementing verbal communication, building rapport, and enhancing understanding. Joe Navarro, a former FBI counterintelligence officer and expert on nonverbal communication, teaches readers how to "speed-read" people, decode sentiments, avoid hidden pitfalls, and look for deceptive behaviors. He explores how body language influences perceptions of oneself by bosses, family, friends, and strangers, and explains ancient survival instincts, why the face is less likely to gauge true feelings, and powerful behaviors that reveal confidence and sentiments. It also covers simple nonverbals that establish trust and communicate authority Navarro, J.  Karlins, M. (2008).
Scenario: During a performance review, Emily maintains eye contact and uses open body language to show her employee that she is engaged and supportive. Her positive nonverbal cues create a comfortable environment, encouraging the employee to share their thoughts and concerns openly.

Empathy, the ability to understand and share others' feelings, is crucial for creating a supportive work environment, improving employee morale, and enhancing teamwork. However, it is declining, and evidence suggests that individuals with higher empathy levels have a larger social circle, are mentally healthier, better leaders, and have a higher level of happiness Dalmasson, M. (2014).
Scenario: Alex notices his colleague, Tom, is unusually quiet and withdrawn. Taking a moment to speak privately, Alex expresses concern and asks if everything is okay. Tom shares that he is dealing with a personal issue. Alex listens empathetically and suggests Tom take time off if needed and informs him about the company’s support resources.

Adaptability is a crucial human trait that allows for swift and intelligent adaptation to changing situations and audiences. It is essential in today's competitive and economic uncertain times, as it enables smoother collaborations and project success. McKeown, M. (2012) offers practical rules to enhance adaptability in individuals and organisations, focusing on real-world examples from business, government, military, and sports. Adaptability is a practical and inspirational guide to success in uncertain times, helping individuals and organizations create winning positions and thrive in the face of competition and economic uncertainty.
Scenario: During a multinational project, Maria adapts her communication style to suit her diverse team. She uses more formal language and clear, structured emails for colleagues in one country, while opting for more casual, direct communication with those in another region. She also adjusts meeting times to accommodate different time zones.


Conclusion:
Active listening is a crucial aspect of effective communication, involving understanding the speaker's words, tone, and non-verbal behavior. Feedback, such as facial expressions and verbal expressions, helps move the conversation forward. The listener should provide feedback to clarify information and resolve problems. Clarity in verbal and written communication is essential for conveying specific meaning and avoiding misunderstandings. Nonverbal cues include empathy and adaptability, which are essential for success in a constantly changing higher education environment. Adaptable individuals quickly regain balance after unexpected changes, are open-minded, accept innovative ideas without prejudice, and embrace diverse cultures. Top management teams with strong adaptive leadership implement effective strategic planning processes, navigating complexity and ambiguity. Overall, effective communication requires active listening, clarity in verbal and written communication, empathy, and adaptability Hanh. T. N. (2014).

















https://www.youtube.com/watch?v=UZAa8M_sNa4&t=79s
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