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WORDS HAVE POWER!

“ . . . effective communication requires more 
than an exchange of information.  When 
done right, communication fosters 
understanding, strengthens relationships, 
improves teamwork and builds trust.”

Liz Papadopoulous, OCT “Let’s Chat,” Professionally Speaking



The Effect of Poor 
Communication

• Low employee morale.
• Loss of productivity.
• Increased workplace 

conflict and disruption.
• Distrust.
• Absenteeism.
• Employee retention 

problems.

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://mauriciocohensalama.com/tecnicas-de-persuasion-3/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Active Listening
Active listening involves attitude, 
attention, and adjustment.
• Paraphrase to show 

understanding.

• Use nonverbal cues to show 
understanding such a nodding, 
eye contact, and leaning 
forward.

• Brief affirmations – “I know,” 
“Sure,” “I understand.”

• Ask questions for clarification.

This Photo by Unknown Author is licensed under CC BY-SA

https://ibgvr.org/ibgvr-conversations-013/
https://creativecommons.org/licenses/by-sa/3.0/


Communicate Face-to-
Face Whenever Possible

• Builds trust.
• Fosters positive relationships 

among team members and 
managers.

• Leads to greater productivity.
• Better collaboration.
• Increases employee engagement.

• Reduces misunderstandings.

This Photo by Unknown Author is licensed under CC BY

https://www.artarmonunited.com/workplace-coach-methods-of-conducting-training/
https://creativecommons.org/licenses/by/3.0/


Be Mindful of Body Language

• Your eyes, facial expression, and 
how you are standing matters.

• Maintain eye contact.

• Be open and concentrate fully on 
the conversation.

• Maintain a relaxed posture.
• Never let them see you sweat.



Emotional 
Intelligence

• Slow down and “read the room.”
• Know when to speak.

• Never confront anyone when you are 
angry.

• Be mindful of your own insecurity.
• Be empathetic.

• Adjust your words in accordance 
with the situation and emotional 
well-being of others.

This Photo by Unknown Author is licensed under CC BY-SA

http://www.impacta.com.br/blog/2017/05/17/entenda-o-que-e-a-inteligencia-emocional/
https://creativecommons.org/licenses/by-sa/3.0/


Speak Clearly and 
Monitor the Tone of 
Your Voice
• What does speaking loudly convey?  

Mumbling? 
• It is not always what you say, it is how you 

say it!

• Your tone sets the mood and employees 
become inclined to act in a similar manner.

• Pay attention to the volume and the 
emotion you allow to show.

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://www.flickr.com/photos/92385518@N00/8387906909/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Provide Clear 
Information
• Ensure that the information you 

relay is provided in a way that it is 
easily understood.

• Communicate accurate 
information.

• Allow feedback and questions.

• Avoid hi-fi words and acronyms 
that not everyone will understand.

• Confidence in your knowledge will 
be reflected via your attitude and 
body language.

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://open.lib.umn.edu/businesscommunication/chapter/15-2-telephonevoip-communication/
https://creativecommons.org/licenses/by-nc-sa/3.0/


Put Others At 
Ease

• Small talk is an effective way to put others at ease.

• Establish common ground and a rapport with others.

• Let others know you are interested in their observations and opinions.

• As with all other skills mentioned in this presentation – LISTEN.



Five Characteristics 
of Effective Written 
Communication
• Clear Purpose

• Clarity and Conciseness

• Awareness of Audience

• Appropriate Tone

• Attention to Form

This Photo by Unknown Author is licensed under CC BY

https://signor-julent.blogspot.com/2008/07/inviare-email-dal-desktop.html
https://creativecommons.org/licenses/by/3.0/


Empathy
• Empathy is a soft skill that includes 

understanding someone else’s view.

• You do not have to agree with the 
other person, but you should try to 
understand.

• An empathetic leader will consider 
every viewpoint and try to reach a 
decision that is beneficial for all if 
possible.

• Having empathy makes you more 
approachable.

• Empathy and emotional intelligence 
go hand-in-hand.



Respect

• A respectful attitude is 
essential for effective 
communication.

• You must give respect to 
earn respect.

• Show respect by listening 
attentively and 
communicating in an 
appropriate manner.

This Photo by Unknown Author is licensed under CC BY-NC-ND

http://educare-zone.blogspot.com/2013/11/challenges-in-teaching-profession.html
https://creativecommons.org/licenses/by-nc-nd/3.0/


Feedback

• Like all communication, feedback can be verbal or written.
• Body language is a type of feedback.

• Encourage feedback to understand points, clarify the 
issues, and implement the necessary suggestions.

• Never forget that your way is not always the best way.  

This Photo by Unknown Author is licensed under CC BY-NC-ND

http://www.sheshachaturvedi.com/2014/04/yawn.html
https://creativecommons.org/licenses/by-nc-nd/3.0/


Questions

• Questions indicate that a person is 
interested and listening.

• Encourage employees to ask 
questions.

• Ask your employees relevant, 
probing, and open-ended questions.

• Creating a dialogue improves the 
outcome of a conversation, leads to 
creativity, solutions and mutual 
understanding and respect.



Civility in the Workplace

• Promote and build a culture 
of civility and inclusion.

• Make certain you give credit 
to your employees. This 
ensures they feel valued.

• Employees thrive in an 
environment where they are 
respected, treated fairly and 
heard.

• As leaders, you are key in 
creating a civil workplace!

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://nursemanifest.com/civility-project/
https://creativecommons.org/licenses/by-nc-sa/3.0/


Civility and 
Communication

• Civility lends itself to effective communication.
• You cannot behave disrespectfully and expect to be 

heard and understood.

• A workplace that fosters a culture of civility and 
effective communication thrives – better employee 
morale, job satisfaction, more productive and less 
absenteeism and turnover.

This Photo by Unknown Author is licensed under CC BY-SA-NC

http://www.tanveernaseer.com/making-recognition-more-common-guest-post/
https://creativecommons.org/licenses/by-nc-sa/3.0/


Consider 
a Civility 
Policy

You have an anti-harassment policy, but why not 
consider a civility policy? The League’s policy is 
below.

• We greet and acknowledge each other;
• We say please and thank you;
• We treat each other equally and with 

respect, no matter the conditions;
• We acknowledge the impact of our behavior 

on others;
• We welcome feedback from each other;
• We are approachable;
• We are direct, sensitive and honest;
• We acknowledge the contributions of others;
• We respect each other’s time commitments; 

and
• We address incivility when it occurs.



Distribute the 
“Emotional Intelligence Personal Profile”



This Photo by Unknown Author is licensed under CC BY-SA-NC

http://www.tanveernaseer.com/how-to-make-your-employees-feel-valued-and-important/
https://creativecommons.org/licenses/by-nc-sa/3.0/


I’m so busy, I can’t keep up, Things are Crazy!



Recognize your energy 
drains and fillers.

• You start the day with energy in your 
tank. 

• Throughout the day you constantly fill up 
or drain away that energy.



Know your energy profile
We all have a certain time of the day when we’re performing at our best. 



Coordinate your energy for your day

• Use what you know about  your energy fillers, energy drains and your 
energy profile to coordinate your energy and your day. 



Balance the BIG 
Picture

• Even when you 
become proficient at 
balancing your daily 
energy, there is the 
week, the month, the 
year to consider. 



Be Aware of your energy profile and your energy drains and fillers. 

• Try to balance each day, 
week, month, and year. 

• This allows you to be in a 
better mind frame for you to 
be a leader. 



Take the “Personal Communication Profile”



Communicating 
for Power or 
Influence

http://blogs-images.forbes.com/womensmedia/files/2012/11/Photo-Schilling-listening.jpg


Communicating 
for Power

What do you think of when you hear 
the word “Power?”
• Authority
• Position
• Title
• Organizational Stress
• Secondary Thoughts of:

o Fear
o Intimidation
o Control
o Power struggles
o Abuses of Power



Communicating for 
Influence

What do you think of when you 
hear the word “Influence?”
• Ability to make an impact
• Community
• More effective
• Spreading your impact
• Positive communication



Who 
Influenced You 
Growing Up?

This Photo by Unknown Author is licensed under CC BY

https://sillysirry.deviantart.com/art/Growing-Up-617286875
https://creativecommons.org/licenses/by/3.0/


Growing Up—Who Influenced You?

This Photo by Unknown Author is licensed under CC BY-SA

• Parents—Primary Influence For Most
• Grandparents
• Guardians
• Teachers
• Coaches
• Mentors

http://www.elasticmind.ca/innerpreneur/index.php/2011/05/05/exploring-peer-to-peer-mentorship/
https://creativecommons.org/licenses/by-sa/3.0/


Who Created an Impact on 
Our Beliefs and Behaviors?

• If a person has a good experience 
growing up, he or she developed 
a deep respect for those who 
influenced them because 
influence evokes respect.

• Although influence and power 
can be synonymous, the two have 
different impacts on followers.

• Why emphasize the difference 
between power communicators 
and influence communicators?

This Photo by Unknown Author is licensed under CC BY

http://www.flickr.com/photos/wwworks/6320530955/
https://creativecommons.org/licenses/by/3.0/


Power vs. Influence

Communicating for Power or 
Communicating for Influence 
• Two very distinct leadership styles
• Will impact the people you lead
• Will impact YOUR status as a 

leader



The Lasting 
Difference

This Photo by Unknown Author is licensed under CC BY

http://411.ca/blog/uncategorized/influencers-use-positive-leadership/
https://creativecommons.org/licenses/by/3.0/


This Photo by Unknown Author is licensed under CC BY

https://leadershipfreak.blog/2019/09/24/how-to-maximize-your-greatest-point-of-influence/
https://creativecommons.org/licenses/by/3.0/


This Photo by Unknown Author is licensed under CC BY

https://owl.excelsior.edu/writing-process/prewriting-strategies/prewriting-strategies-asking-defining-questions/
https://creativecommons.org/licenses/by/3.0/
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