
MISCONCEPTIONS 

 If I say it, the other person will understand. 

Not necessarily. Make sure the message is 

clear and understood as it’s intended. 

 The more communication, the better. Ex-

cessive talking won’t help. Try different ways 

of expressing yourself. Knowing when to re-

main silent is part of effective communica-

tion.  

 Any problem can be solved at any time if 

we communicate with each other. There 

are times when a break is necessary to gain 

perspective on the issue. 

 Communication is a natural ability—some 

have it, some don’t. Skillful communication 

can be learned with practice.  

EFFECTIVE COMMUNICATION TIPS 

 Use “I feel” Statements: “I feel” frustrated 

when people are late to  meetings. 

 Describe behaviors without judgment: “You 

interrupted me several times in the meeting”. 

 Describe your feelings: “I felt angry when you 

cut me off during the staff meeting”.  

 Match verbal words with body language. 

 Ask for feedback on clarity, delivery and tim-

ing of your message.  

TIPS FOR LISTENING AND RESPONDING 

 Focus fully on the speaker’s words. 

 Look for non-verbal cues such as eye contact, 

facial expressions or body postures. 

 Refrain from forming your response before 

hearing what the other person is saying. 

 Clarify and ask questions to help you under-

stand what is being said.  

 Paraphrase what the person has said. 

 Try to understand the speaker’s perspective. 

FOR MORE INFORMATION, VISIT: 

http://hrcouncil.ca/hr-toolkit/workplaces-

interpersonal.cfm#_secA3 

http://lifehacker.com/top-10-ways-to-improve-

your-communication-skills-1590488550 
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