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Communication is the key to
relationships. Verbal and non-
verbal communication must be
properly displayed & understood.

GOOD
COMMUNICATION

Builds mutual
confidence

and trust
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COMMUNICATION
Causes mishaps,
confusion, and

distrust
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Ten Essential {IE/

Communication Guidelines
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I will think about what 1 want
to say before I say it

2. 1 will clarify my ideas before I
attempt to communicate them

3. 1 will state my message as
simply as possible.

4. 1 will consider the environment
affecting my communication

5. 1 will be aware of the receiver

6. 1 will consider the possible
outcome of my message.

7. 1 will provide and encourage
feedback

8. 1 will follow up to ensure my
message was received

9. 1 will be sure my actions
support my message

10. I will seek to understand by
being a good listener

So...am | a good listener?
Evaluate your listening style!

Do I listen even if |
don't like the message
or the person talking?

@Do I look like I'm
listening?

@Do I let others finish
what they are trying to
say?

@Do I summarize what the
person has said to make
sure I understood it?

&4 Do 1 ask questions in
order to encourage the
person to explain the
ideas more fully

Listen as you would want
others to listen to you!!l



