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DEFINITION
Etective Communication ;Ai
n

(W . effective Communication requires more than
, § 4 anexchange of information. When done right,
il ; A% communication fosters understanding, strengthens
LIRS relationships, improves teamwork and builds trust.




. 7 Truths &,
\ﬁbout Effective *
Communication
I. Earn Trust - be honest; don’t exaggerate, distort or deceive.
2. Really Listen - you can’t change another’s opinion until you truly understand it.

3. Be Open - if you want to change another’s mind, show yours is open; be willing
to make the first concession.

4. Show Respect for the opinion you want to change and the person who owns it
~ insults and sarcasm only fuel resentment and fortify resistance.

5. Discuss, Don’t Debate ~ success is agreement, not surrender.

6. Don’t Be Self-righteous - the depth of your convictions shows your sincerity,
but to the other person, your truths are just opinions.

7. Be Satisfied With the Best Possible Result - even if it’s not all you wanted.

- Michael Josephson

© Michael Josephson 2015 whatwillmatter.com
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* Correctness

* Clarity

* Conciseness
* Completeness
* Consideration
* Concreteness
* Courtesy
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ACTIVITY 7~ O\
It's Me AA
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In a very creative way,

* Prepare a 2 minutes presentation with one
slide information

« What would you like yourself to be related
as anything in this world?

» Share the anything with the audience in a
very creative way.




BARRIERS OF EFFECTIVE
COMMUNICATION
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What are the most common ways to communicate?

|
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SPOKEN VISUAL
WORD IMAGES
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Non Verbal Communication

Hear;:;g Smelling (/% ‘

Touching
£
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FACIAL EXPRESSIONS
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PRESENTATION

e Informative
* Persuasion




Presentation Skills
Simplicity

Have an argument or maim topic and
stick to it

Unexpectedness

Don't state the obvious, Challenge
your audience with 2 snew idea

Credibility
Use datas to back up yoaur statements.

I you're ot sure about something,
chack!

Concreteness

Use simple metaphors and examples
to clarify your points

ks Tke
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Emotions

Appeal to the esmotions of your
audience. What's in it for them?

Story

Havieag » story will help your sudience
understand and remember your
presentation

T aplace of mind learmingcommons. ubec.ca
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Memo

To: 6"-12" grade facuity

From: Leah Zuidema

Date: November 14, 2003

Re: What a memo is and how to write one

This memo provides basic mibrmaton about memos that you may wish © adapt and share with your students. Many
teachers are so famiiar with memas that we find ot difficult © actually explan them to students; thes document outlines
some of the basics that students need o know. A memo s a short document hat members within an organzason use
to exchange mibrmation. To wrile a memo, consder the needs of your audience, use the inverted pyramid for
organzaton, and support your content with formatting that makes it easy to read.

Whata memois

Memaos are considered 1o be official documents in mast arganizabons. They are used © ask for nformaston or to call for
action, or they are writien 1o report badk in response 1 requests for information or acton. Memos are ofen read by
many people. Many memaos are wrien 1o large groups of people within an organizaton. Some memaos are writen
only one person but are passed along (' forwarded”) to other people in the organzation who need the mormaton.
Because memaos are official organzasonal documents, they are sometimes read by people outside of the organizaton.
Some memos are made publc for legal reasons or durng court cases.  Other times, parscular ly “juicy” memaos are
leaked o the press.

How to write a memo
Alter you have analyzed your audience and settied on your purpose, you can write a memo by follonwing these sieps:

1. Open a new Microsoft Word document and select the memo template, or desgn apage of your own that looks
similar ©© this one.
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LETTER

 Informative message
 Persuasive message
» Bad news message
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EXERCISE
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Terima Kasih | Thank You
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