


I know.

Using all that
jargon in your reports 

makes it hard for 
anyone to figure out 
what you’ve done.







“What if, and I know this sounds kooky, we actually 
communicated with the employees?”



“Beasley, you’re a good communicator. Look down the 
table and make eye contact for me.”



Meeting Agenda
1. Chit Chat
2. Back Chat
3. Catty Chat







“Let’s begin our meeting. Everybody talk. Nobody 
listen.”







Does he realize 
how difficult 
he’s coming 
across?



I’m afraid you 
misunderstood.

I said I’d like a mango.















Written Communication Activity Instructions

1. When instructed, turn the picture given to you over.

2. Write out the instructions so that another 
participant can draw it.

3. You MAY NOT write what it is.

4. When done writing, turn the picture and written 
instructions over and wait for directions.



97% of workers
believe that 

communication
impacts their 

tasks every day.*

28% of 
employees cite 

poor 
communication 
as the reason 
for missed 
deadlines.**

Miscommunication 
costs companies 

with 100 
employees an 

average of 
$420,000 

annually.***

Impact of Communication in the Workplace

*cmswire.com;    **yourbusiness.azcentral.com;     ***shrm.org



SKILLS FOR EFFECTIVE COMMUNICATION





WHO DUN IT?
• VICTIM
• MURDERER
• WEAPON
• PLACE OF THE MURDER
• TIME OF THE MURDER
• MOTIVE



GROUP COMMUNICATION TASKS

TASK FUNCTIONS
• Begin the discussion

• Seek information/opinions

• Give information/opinions

• Ask others to clarify meaning

• Summarize

• Test for consensus



GROUP COMMUNICATION TASKS

• Encourage everyone to 
participate
• Express group feelings
• Create harmony
• Ask others to change 
their minds

• Enforce the rules
• Evaluate what others say
• Minimize risk
• Keep on track

Maintenance Functions



MAINTENANCE FUNCTIONS

• Encourage everyone to participate – “Have we heard from everyone?
• Express group feelings – “Are the rest of you as confused as I am?”
• Create harmony – “We’ll be more productive if everyone can share.”
• Ask others to change their minds – “If we can show you…would that 

convince you?”
• Enforce the rules – “We agreed to hear all clues first. Let’s finish that.”
• Evaluate what others say – “That contradicts what …said.”
• Minimize risk – “I’d like to hear what you think.”
• Keep on track – “We were talking motive, but have drifted to weapon.”



SKILLS FOR EFFECTIVE COMMUNICATION



NOW, WHAT ABOUT BACK AT WORK?

Who is willing to share something they’ve 
learned today?

Answer honestly, how can you improve your:

• Written communications?

• Individual and/or group verbal communications?
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