1. Use multiple channels. You improve the likelihood of clarity for two reasons because: 1) you stimulate a number of the receiver’s senses, and 2) people have different abilities to absorb information.

2. Tailor the message to the audience. Different people in the organization have different information needs. People vary in the type of information they need to know, their preferred channel for receiving the information, and their understanding of language.

3. Empathize with others. Put yourself in their shoes.

4. Remember the value of face-to-face communication when dealing with change. Since the maximum amount of information can be transmitted through face-to-face conversation, this channel is preferred when messages convey information that is likely to be seen as ambiguous, threatening, or implying significant change.

5. Practice active listening. Many people confuse hearing with listening. Listening is making sense out of what we hear. Active listening skills behaviors:

· Make eye contact.

· Exhibit affirmative head nods and appropriate facial expressions. 

· Avoid distracting actions or gestures.

· Ask questions. 

· Paraphrase. 

· Avoid interrupting the speaker. 

· Don’t overtalk.

6. Match your words and actions. When nonverbal messages contradict official messages as conveyed in formal communications, people become confused and the official message loses its focus.

7. Use the grapevine. Astute employees and effective managers accept its existence and use it. The grapevine also can serve as both a filter and feedback mechanism by highlighting issues that employees consider relevant and by consciously planting messages that managers want employees to hear.

8. Use feedback. Effective communication is a two-way process between sender and receiver. There needs to be a mechanism that allows executives to know that the message has been received and understood. The following four suggestions help a manager be more effective when giving performance feedback.

· Focus on specific behaviors. Feedback should be specific rather than general.

· Keep it impersonal. Feedback, particularly the negative kind, should be descriptive rather than judgmental or evaluative. 

· Make it well timed. Feedback is most meaningful when there is a short interval between behavior and feedback.

· If negative, make sure the behavior is controllable by the recipient. Negative feedback, therefore, should be directed toward the behavior the recipient can do something about. 
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