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Communicating with Employees and Staff 
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Communicating with 

Employees and Staff
"No arsenal is so formidable as the will and moral courage of free men and women. It is a weapon our adversaries in today's world do not have. It is a weapon that we as Americans do have. Let that be understood by those who practice terrorism." 

                                        —Ronald Regan
Grasp the Principles of Communicating with your Staff

Three Components of Communication

Listening, Thinking, Speaking

The Impact of Non-verbal Communication
The verbal (the words)

The vocal (the intonation)

The visual (the body language and non-verbal)
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Three Steps to Clear Communication




1. Speak



2. Summarize



3. Confirm

Recognizing learning preferences

Employees have learning preferences.

Visual

Auditory

Kinesthetic

What do you think is your preference?

Do you prefer E-mail or voice mail?  Audiotapes or printed notes?  Pictures or

sound?


 Pick one or two of your colleagues.  What do you think is their

 preference?

What words do they use?  “It looks good to me” . . . “It sounds good to me.”.

 . . “It feels good to me” . . . “Other words?”

 Two Qualities of Effective Communicators

The two qualities of effective communicators are speaking and listening. We’ll cover listening in module 10. 
Your Key Three Actions for Speaking
             Show interest in what they have to say.


             Ask questions to clarify that you heard.


             Let them know you understand. 




“M

ove from hearing to embracing, and make communication a way of life.  You’ll promote ‘buy-in’ instead of ‘buy-back!’”—Barry Pruitt

Master Your Message

Understand Communication

Communication is the process of sending and receiving messages. It’s more important than ever how we interact with coworkers, superiors, and subordinates as well as customers.

Why do we communicate?

What’s the primary goal of communication?





 
Inform






Request






Persuade






Build Relationships


“A vision without a task is a dream, a task without a vision is drudgery, a vision and a task is the hope of the world.”  —1730, a church in Sussex, England

Use a Simple Formula

Decide what it will take for the message to be heard, understood, and embraced.


Key Action—Use the                 Formula

The formula is:


Incident



Tell your story, explain your diagram, or 

offer your statistics.




Point

Make a clear and specific request of your audience. Tell them what you want them to do.



Benefit

Tell the audience how they will gain or benefit by doing what you ask.


Here’s an example:



Incident

Surveys show that over 75 percent of civilian employees that leave the Air Force complain of “lack of control.” That indicates that teaching our staff how to exercise control over their daily activities might actually reduce turnover.



Point




I recommend we use our internal staff to teach time 

management and control skills to our staff.



Benefit

We’ll reduce the cost of employee turnover and increase morale.


Saying No Positively


To Say “No”
Cushion – Decline (with reason) – Alternatives


If “Pushed”
1. When you do (or say)  _______________





2. _________________ happens





3. and I become __________________________ 





4. what I need is ______________________



Two Tips:

· Avoid “maybe.”  Maybe means yes. 

· Don’t wait.  The longer you wait, the harder it is to say no.

Four Steps:


cknowledge the need.


ecline clearly.


escribe your limited resources.


uggest alternatives.
Check Yourself!

1. The three components of communication are listening, thinking, and speaking. Explain the role of each in communicating as a supervisor.

2. List the primary goals of communication.

3. Using the “magic formula,” write a sample point in one sentence.

4. Practice saying “no” with a partner. Each of you should practice saying it in two different ways.

                End Day One Professional Development Plan     

	
	Start
	Stop

	People Power
	 
	 

	Making the Transition to Supervisory Responsibilities
	 
	 

	The Process of Managing Time and People
	 
	 

	Communicating with Employees and Staff
	
	

	Become an Influential Supervisor
	 
	 






A set of words, gestures, and/or images used to convey information, make requests, persuade, or build relationships





The person initiating the communication 











The person(s) acting as the audience for the message

































































Day One























		





Try It!














































































































Objectives of this module are to:





Grasp the principles of communication;


Know the two qualities of effective communicators;


Learn the magic communication formula; and


Know the basics of saying “no.”








Upon completion you will be able to:





Use the magic communication formula;


Say “no” when appropriate; and


Recognize the signals that you send when communicating. 





Verbal 




















How do you currently respond to a request that you can’t meet? 





Non-verbal 






























































“Fifteen percent of the reason you get a job, keep a job, and move ahead in that job, is determined by your technical skills and knowledge . . . regardless of your profession.  The other 85 percent has to do with people skills and people knowledge.”—Stanford Research Institute, Harvard University, and the Carnegie Foundation
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Non-verbal 














































































































Verbal 
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