Jan. 2006

Effective Communication
Even though people communicate frequently every day, many of us fail at it!
Think about all the small misunderstandings that occur on a daily basis and it becomes clear that communicating to, and understanding others, is an essential technique often overlooked or undervalued.

Common causes of misunderstandings include:
· Trying to be a mind reader by assuming what is behind another person’s words. 

· Rehearsing your next sentence and paying little attention to the person who is speaking. 

· Drifting in and out of the conversation, often ignoring the words coming out another’s mouth. 

· Derailing the conversation by changing the subject before the speaker has fully explained the original topic. 

· Filtering another’s words by only hearing what you want to hear and ignoring the rest of the information. 

Effective communication is two parts: 

· Communicating the information and…
· Understanding the information. 

Effective communication is achieved when the listener not only hears what the speaker says, but understands exactly what that person means.
· You can help by combining the right mix of words, tone, and body language to suit the message. Not only will this increase the chances of recognition and understanding…

It will also capture the imagination of your audience.

Here are a few easy-to-use communication tips:

· Put more emphasis on eye-to-eye communication. Delivering messages or information verbally is the best way to ensure a complete understanding of the material. 

· What? …Speak up! Most people need to speak louder. 

· Question whether what you’re saying is understandable or if it can it be made clearer. Many miscommunications are a result of vagueness or ambiguity. 

· Listen to comments or questions co-workers may have. Providing answers to questions often provides a greater sense of understanding and can actually increase productivity and dedication. 

Just as there are ways to communicate better, there are productive ways to criticize. Often, healthy criticism sparks uneasy thoughts because of the way it‘s delivered.
How do you avoid causing uneasiness through criticism?
· Always keep in mind that you’re trying to help someone, not destroy his or her foundation of reality.

· Demonstrate that you’re genuinely concerned about their success and your criticism is a way to get there. 

· The time you choose to deliver helpful criticism can also make a big difference. Try to avoid picking apprehensive or emotional times. 

· Make it clear that the person(s) you are speaking to will benefit from acting on your suggestions. 

· Avoid vague suggestions. Focus on giving clear suggestions that people can use to make changes. The “I don’t know, but just change it” criticism only spurs boxing matches, not improvement. 

· Avoid using “you should have” at all costs. 

© Copyright "As The Words Turn" 
1999 - 2006 -- All Rights Reserved. AsTheWordsTurn.com® is a REGISTERED TRADEMARK. All Rights Reserved

