Good Communication



Makes a Difference



At work and at home

No matter where you are -- at work, at home, on the road, or out with friends -- good communication makes a difference.  Good communication increases awareness, understanding, meaning, enjoyment, and even profits.

How often do you talk with a co-worker, a customer, a family member, or a friend and there are a lot of words exchanged but little or no real communication takes place?  How often are we talking with someone in a crowed or noisy environment and one person is talking and the other person is nodding their head as though they are hearing and you know very well that the other person is not really hearing a word you are saying (or you are the one nodding and not hearing a word they are saying.  All too often, there is the appearance of or the assumption that something has been communicated, when in reality nothing has been communicated.

What are the results of such lack of communication? – Apathy, frustration, extra work, and many missed opportunities for greater success, increased sales, as well as building better relationships. 

Good communication is a simple “picture”:

 –   1)  There is a simple and clear statement of a message or information

· 2)  That message or information has been accurately heard

· 3)  There is some form of confirmation, response, or action taken that    indicates that the message or information has been heard and understood

Good communication is very simple and basic yet often just doesn’t happen. It is like common sense – It is not at all common.

Here are some common sense ingredients that can make good communication more common:

1. Establish and maintain eye contact 

Communication is more non-verbal than verbal.  The words that are exchanged are less than half of how we communicate and what is communicated.  Eye contact helps to create a good connection when communicating.

2. Create or go to an environment where all parties can hear and be heard

When and where there are distractions and/or noise, the ability to hear and listen is greatly diminished or even impossible.  This may take some extra effort and even be inconvenient to move to another setting but may well make the difference between communication happening or not happening.  Whatever the setting – consider the consequences and benefits.

3. Keep messages and information simple, specific, and clear

When we hear a message or information that is easy to grasp (simple), focused on a particular item (specific), and very apparent and understandable (clear), we can easily make a connection to our own experience and know what is expected or being shared.

4. Ask for clarification and invite questions

If you are the person listening, and did not hear or understand what was being said – ask for the person to repeat or clarify what was said.  If you are the person communicating a message or information, invite questions.  With this type of intentional interaction, the level of real communication increases drastically.

5. Listen carefully with an open mind

There are two important points here.  First point - To really listen takes concentration and effort.  Listening is not easy!  Often we do a lot of “rehearsive” listening – this is where we are really rehearsing what we are going to say to the other person while the other person is still talking.  This means we cannot be fully listening to them because we are thinking about what we are going to say.  To really listen, requires focused attention on all that the other person is saying.

Second point – This is closely related to our not being in the “rehearsive” listening mode.  It is listening without judging or being bias about what the other person is saying.  It is listening with openness to differences of perspective or position.

6. Respond with care and respect

No matter if we are the speaker or the listener in any situation of communication, it is important and helpful to respond and interact with care and respect.  Communication is much more meaningful and enjoyable where there is a tone of personal conversation and a focus on creating a mutual beneficial result.

At work, at home, or at play – a focus on good communication – using one or more of the six items above, may take some time and effort but the benefits are well worth it.  

Good communication -  creates the highest probability for the highest levels of:



Success…




Efficiency…





Customer Satisfaction (and employee satisfaction)






And the enjoyment of life and work!
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