®: Effective Workplace Communication: HR Cheat Sheet
Why it matters: Clear, respectful, and open communication fosters trust, reduces misunderstandings,
boosts team engagement, and prevents conflict.
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-4 Golden Rules of Communication

e Be Clear & Concise
o Use simple language.

Listen to Understand, Not to Reply
o Don’tinterrupt.

o Ask clarifying questions.
e Be Consistent
o Align words with actions.

Assume Positive Intent
o Start from a place of trust.
o Don’t jump to conclusions.
Tailor to Your Audience

o Avoid surprises—keep teams in the loop.

o Adjust tone and channel (email, chat, 1:1) based on the

o Get to the point—avoid jargon and over-explaining.
o Check for understanding: “Does this make sense to you?”

o Reflect back: “What | hear you saying is..”
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recipient.
o Know when not to write and pick up the phone instead.
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9%‘\7 | “2 Emotional Intelligence in Communication
S Skill Example in Practice
. . “I’m feeling frustrated, so I’ll pause before |
~ Great Questions to Spark Dialogue Self-Awareness | .. >
* “What’s your perspective on this?” Self-Resulati “Let’s revisit this once we’ve all had time to
¢ “|s there anything | might be el-Regulation | . .qect»
missing?” E h “That sounds tough—thanks for sharing it
e “How can | support you better?” mpathy with me””
e “What’s one thing we could ‘ . .
improve as a team?” Social Skills “I noticed team morale is low—let’s check in.”
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7! Channels & When to Use Them
Channel Best For
1:1 Meetings Feedback, sensitive topics, development
Self-Regulation Alignment, announcements, group input
Empathy Recaps, updates, formal communication
Social Skills Quick info, coordination, informal check-ins
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P Watch Out For... 2 HR Can Support By: v Use This Weekly
X Gossip or unclear ¢ Facilitating feedback training  Reflect: “Did | truly listen
backchanneling e Offering conversation this week?”
X Passive-aggressive language templates  Reset: “Where might |
X Speaking for others without e Modeling vulnerability & need to clarify or
permission curiosity reconnect?”
X Feedback without context or e Encouraging psychological / Reach out: “Who could
timing safety use a check-in today?”
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Mental well-being and coaching services.



