*Communication Tips #1

· When trying to persuade people to change their minds, it’s not enough to keep repeating your point of view; you’ve got to redescribe it.  That means you must think of several different ways to say essentially the same thing.

· Criticizing others: Nothing stops communication faster than one person criticizing another.  Defensive barriers go up immediately.  When you are tempted to criticize someone, ask yourself “Could I phrase this critical remark in a more positive way?”

· Guiding people through change:

· Stamp out silence: If you let silence reign, people will fill the gap with their own interpretation of the situation.  Keep the information flowing even when you don’t have much to relay.

· Repeat Key Messages: People do not always fully understand the scope of change until you’ve reiterated it several times.  So think about several different ways to present the same information.

· Give background information:  Mae sure people know how the organization is doing and why things must change. 

· Reduce stress with five questions: A few simple questions can help you gain perspective and reduce stress:

· What is the worst that can happen?

· What is the likelihood of the worst happening?

· Have I done everything that I reasonably can do to alter the outcome?

· Will I even remember this situation years from now?

· How would I counsel a friend in a similar situation? 

· Ensure clarity with three drafts: A three draft method works well for creating well polished documents, whether it be email or something more substantial.  When working on each draft, focus on a specific set of tasks:

· First draft is for setting the ideas in place, more or less as you need them in the final draft

· Second draft is where you refine those ideas, add missing points, delete superfluous items and sequence material for a logical and comprehensible flow

· Third and final draft is for addressing mechanical issues such as spelling, punctuation, and sentence structure.  

· Q&A strategy: When you respond to an audience member’s question, don’t frame your reply by saying “That’s a very good question.”   Reason: Evaluating the question-or the questioner-can come across as arrogant.  People who do that usually are just stalling for time.  If you need time to form your response, look directly at your questioner and say “HMMMMMM” while slowly nodding.

· Stand-out email messages: A recent report estimated that more than 7 trillion emails circulated worldwide last year.  Spam massages jam in-boxes across the globe, and the average office worker now receives between 60 and 200 messages a day.  How can you make your very important business communication stand out from the crowd?

· Strategy: Keep email messages short.  Most recipients will immediately read and comprehend a 10-sentence email.  But if you send them a 10,000-word document, they’ll likely scan the highlights and then save it for when they have more time.  That means your message may never be fully read.

· Before you launch into a speech look around the room.  As you adjust the microphone and prepare to begin, imagine dividing the room into four quadrants. Now make eye contact with one person in each of the four parts of the audience.  By visually scanning the room for a few seconds before you speak, you establish stage presence and capture everyone’s attention.

A favorite quote:

“Seek first to understand, before you seek to be understood” (Covey)
*Taken from “Communication Briefings…Ideas That Work” June/November 2005

