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“The most basic of all human needs is the need to understand and be understood." -
Ralph Waldo Emerson.

Effective communication is the lifeblood of any organization. It's not just about
conveying information; it's about building relationships, fostering trust, and ultimately
achieving organizational goals. In the workplace, effective communication can
lead to increased productivity, improved morale, and a more positive work
environment. Communication transcends merely conveying information, but rather
requires an understanding of emotions and motives behind messages.

The Art of Overcommunication

One of the most common communication missteps is assuming that once something
is said, it's fully understood. A bit of overcommunication never hurts—unless, of
course, you're sending a fifth reminder to a team that now knows the deadline
better than their own birthdays! But done right, frequent communication clarifies
rather than confuses.

Effective overcommunication ensures clarity and minimizes costly errors. Consistent
follow-ups reinforce key points and keep everyone aligned. This doesn’'t mean
overwhelming colleagues with unnecessary details, but rather offering timely
updates and reminders. Once a message or instruction is given, it's crucial to check
for understanding by asking clarifying questions or offering additional context.

When assigning projects, managers should not only outline tasks but also follow up
regularly to address questions, ensuring deadlines are met and quality is maintained.
Employees, too, should check in consistently to stay on track. This continuous loop of

communication keeps everyone engaged and focused on their goals.
(7

Have you experienced the benefits of overcommunication?2 We'd love to hear your

stories!
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Tailored Talk: Communicating on Their Terms

Effective communication is all about tailoring your message to fit your
audience—like choosing the right playlist for a road trip. Speak at a level that fits
your listener’'s knowledge and expertise.

Using jargon or overly technical language with someone unfamiliar with the topic
can lead to confusion and frustration. Alternatively, oversimplifying things for experts
can come off as, well, a little condescending.

To communicate effectively, take a moment to gauge your audience's
understanding and adjust as needed. For instance, when talking about new HR
policies with a mixed group, keep it clear and simple, using real-world examples that
make sense in their daily work. This way, everyone stays tuned in—and no one feels
like they need a translator!

Say It Right

The tone we use often speaks louder than our words. A positive tfone can work
wonders—like how adding a simple “please” to a request can almost make that
urgent task sound, well, inviting! On the other hand, the wrong tone can transform
“Good morning!” into “Do I really have to be here?2”

Tone has a major impact on how messages are received. A warm, enthusiastic tone
conveys confidence and energy, while a negative or sarcastic tone can lead to
misunderstandings and tension. Being mindful of your tone, especially with sensitive
or challenging information, helps to build trust and lowers defences. Conversely, a
poor tone can quickly escalate tensions and create friction.

Whether through email or in person, tone sets the stage for your message. Aim for
clarity and kindness—particularly when giving constructive feedback. ( C
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Communication isn't a one-way street; it's more like a two-lane highway where
active listening is just as important as speaking. Active listening shows you value the
other person’s input and that you're genuinely present in the conversation—not just
waiting for your turn to talk.

True active listening means you're not only hearing the words but understanding the
meaning behind them, asking clarifying questions, and offering thoughtful responses.
So, fry not to interrupt, keep eye contact, and use nonverbal cues to let the other
person know you're tuned in.

When people feel genuinely heard, they're more likely to trust their leaders and feel
connected to their work. Active listening opens the door to an environment where
ideas and concerns are welcomed, not dismissed.

What are your go-to strategies for making your colleagues feel heard?

FUN FACT!

Studies show that effective communicafion is only 7% about the acfual words we
use! A whopping 38% comes from our tone of voice, and 55% relies on body
language and facial expressions. 5o, your nonverbal cues play a huge role in how
your message is received!

L

Not One Size Fits All

Everyone has their own communication style, kind of like how everyone has their
own favourite coffee order—one person’s “quick email” is another person’s
“triple-shot, face-to-face meeting with extra details.” Understanding and adapting
to these preferences can make communication much smoother (and avoid
unnecessary caffeine jitters).

Some people thrive in face-to-face meetings, while others would rather get updates
by email or a quick call. Respect your colleagues' preferences and go with the
flow—flexible communication styles are often the secret ingredient to better

teamwork. F
%

For instance, if you know a team member is more responsive to a quick email than a
meeting, send that short follow-up rather than scheduling a sit-down. It'll save
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everyone time and keep the project moving along without any extra “decaf”
moments.

In Conclusion

By focusing on clarity, adapting to each other's unique communication quirks, and
actually listening (not just nodding along), managers and employees can create an
open, collaborative atmosphere. This approach doesn’t just prevent
misunderstandings; it's the glue that keeps relationships strong and everyone
working toward shared goals. Embracing a little overcommunication, tailored
messaging, and a friendly tone will keep morale high and set the stage for
success—even if it just means fewer “Can you clarify2” emails.

Elevate Your Communication Skills and Transform Your Workplace

Ready to take your communication skills to the next level2 Join our upcoming
webinar on 8 November to learn practical tips and strategies to improve your
effectiveness.

You will also receive the videos and documentation from the previous three

webinars.

Webinar registration link:
hitps://docs.google.com/forms/d/e/1FAIPQLSckGC928e9Vcamrs  gkOIMw2dOX 7s
vGySsa2wifJ2w -B5g/viewform2usp=sf link
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ESSENTIAL HR/ LABOUR LAW ~ Cont@ct Labour

Webinar Training

THIS TRAINING IS FOR SUPERVISORS,
MANAGERS AND BUSINESS OWNERS!

1t Webinar: Supervisory/ Managerial F ‘(- /

Training Pertaining to Initiating and Presented by Q
Maintaining Discipline in the Workplace Jaco Lessing r

2™ Webinar: /ncapacity — Poor Work
Performance and Ill Health

almln
3 Webinar: Performance Management

4t Webinar: £ffective Communication . €
and Preventative Action W ebnarates: (J
: 18 APRIL
14 June



https://docs.google.com/forms/d/e/1FAIpQLScjkGC98e9Vcqjmr5__gk0lMw2dOX_7svGySsq2wfJ2w_-B5g/viewform?usp=sf_link
https://docs.google.com/forms/d/e/1FAIpQLScjkGC98e9Vcqjmr5__gk0lMw2dOX_7svGySsq2wfJ2w_-B5g/viewform?usp=sf_link
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Sincerely yours!

Infroducing Klaen Coaching!

We recommend them to build the most efficient team for your company!

kleen

coaching

Grow your Business A S »
with Efficient Teams AS N ~

/3
E
@ +27837031166
2 miemie@klaencoaching.com
@J www.klaencoaching.com
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Miemie van Loggerenberg

As a psychologist with over 25
years of experience in private
practice, Miemie has a deep
understanding of personal and
work-related trauma in
individuals and groups. She is
skilled at helping people and
teams function optimally by
leveraging her experience. Her
focus on workplace culture and
teamwork is a proven strategy
for increasing efficiency and
driving profits in business.

Do you know about our Facebook and LinkedIn Business pages we just launched for

Contact Labour. This is where we will be sharing our best tips to help with any Labour

Relations problems or queries you might have. We would really appreciate it if you

Like our new pages and if you do, you will get our best content first.

Here are the links:

https://www.facebook.com/contactlabour 0
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m https://www.linkedin.com/company/contact-labour/eviewAsMember=true
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