
EFFECTIVE AND EFFICIENT COMMUNICATION

Top-down, bottom-up and horizontal communication are all integral to a successful business operation. While "effective
communication" is an oft-uttered phrase.

Inconsistent body language. Sometimes the message is well received; other times the brevity may be
insufficient for understanding or to compel action. Sometimes, employees might also take the lead in solving
problems faced by a group and help the group work effectively towards a solution. Bring your senses to the
rescue. This has two purposes: One, that what was said is mutually understood, and two, that the speaker feels
understood so is more likely to act. Team Communication Business owners want to build a team of employees
who understand how to communicate effectively in groups. It does NOT mean being hostile, aggressive, or
demanding. Use Visuals Place visuals at strategic positions around the workstations of your team. For
example, a supervisor who manages 10 employees will have a limited amount of time to give directions to
each employee. Consider all of the nonverbal signals you receive, from eye contact to tone of voice to body
language. Quick stress relief for effective communication When a conversation starts to get heated, you need
something quick and immediate to bring down the emotional intensity. Human Interaction For effective and
efficient communication, you need to be sure that you are using the most appropriate communication format.
The more you practice them, the more satisfying and rewarding your interactions with others will become. For
example, you could pop a peppermint in your mouth, squeeze a stress ball in your pocket, take a few deep
breaths, clench and relax your muscles, or simply recall a soothing, sensory-rich image. Sometimes the
message is well received; other times the brevity may be insufficient for understanding or to compel action.
Remember that the point of working as a team is to share ideas and boost productivity. He has been a college
marketing professor since  If there seems to be a disconnect, reflect what has been said by paraphrasing.
People who can send and receive messages clearly serve as representatives of a company's brand and are more
effective in their jobs. Accept compliments graciously, learn from your mistakes, ask for help when needed.
Common barriers to effective communication include: Stress and out-of-control emotion. Team Photo via
Shutterstock. As much as possible, these effective strategies are computerized or automated to make them
more efficient. Feedback Loop In a simple communication process, the feedback loop often is the missing link
to effective communication. Ashraf This is an all important and interesting question. It must be time limited,
crisp and pointed. Agree to disagree, if necessary, and take time away from the situation so everyone can calm
down. Michael Schrage of the Harvard Business Review Blog Network suggests that you create an email
correctly the first time with the assumption that it will be forwarded to others in the workplace. If they are not,
only then do you repeat what you have said. In many cases, how you say something can be as important as
what you say. You can also use the telephone, the interoffice memo, video chat or a virtual work space to
communicate with employees. Developing assertive communication techniques Empathetic assertion conveys
sensitivity to the other person. Master the art of using body language when communicating with your team.
Perfect communication is rare, given the filters that can get in the way of effective delivery or receipt of the
message. Effective communication sounds like it should be instinctive. I hope the following matter gleaned
from an article I had come across adequately answers your question. Summarize your response and then stop
talking, even if it leaves a silence in the room. Look for alternatives so everyone feels good about the outcome.
Use Body Language Your body language will pass your message faster and better.


