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Communication Frequency Poll 8%8 plaza

Which types of communication do you use
most frequently in your day-to-day work? (Choose 2-3)

Instant
messaging/
chat

Virtual Face-to-face
meetings meetings




Effective and More Efficient Communication 8%6 plaza

Effective communication Is the process of successfully exchanging
Information, ideas, opinions, or other types of messages between
two or more people, resulting in mutual understanding.

Taking this further, efficient communication means using
communication skills to increase our day-to-day business efficiency




Why is it Vital in the Workplace? 8%9 plaza

What percentage of employees say a lack of effective collaboration
and communication is the main cause for workplace failures?

Teams who communicate effectively may
Increase their productivity by as much as 25%




Communication Preferences
Styles, and Situations
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Communication Preferences 8%8 plaza

What Is your preference of What do others you
communication method? communicate with prefer?




Observe and Adapt to Communication Styles @XQ Plaza



https://www.mindtools.com/altyquv/adapting-your-communication-style-video

Communication Situations and Purposes 8%8 plaza

Consider the method and style of communication based on the given situation

Innovation and

Announcement of Planning and :
strateqy Sharing feedback

brainstorming



Active Listening Across
Communication Channe
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Active Listening Techniques

1. Be attentive.

7. Summarize.

c 7 KEY
ACTIVE
“oamd W LISTENING
reflect feelings. SKI LLS

Vv

5. Paraphrase.

2. Ask open-ended
questions.

[,

3. Ask probing
questions.

4. Request
clarification.

IE’



Active Reading in Online Communication @g@ plaza

Scan the emaill entirely to see the scope of the full message

Be present in the conversation, without starting a reply in your head

Be generous, yet discerning, with the tone to reveal subtext

Ask yourself these questions...

« What is the sender sharing and why are they sharing it?
 What is the mood and urgency of this message?

* What cares, concerns, or priorities am | hearing?

« What questions and actions am | seeing?

 What is my best response?



Effective Emails:
Best Practices and Tips
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Effective Email Best Practices @g@ plaza

Understand your audience

Set a goal for the emaill

Important information in subject
line — searchable

Make the text easy to read with the
main point first

Provide clear instructions - bullet
points and highlight call to action




Effective Email Best Practices @g@ plaza

Proofread for message, tone, and
typos

Recognize your temperament
when composing emails

One content area per email

One emaill thread for the same
(e]0][@

Recognize when a meeting iIs more
efficient — and email follow-up
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Inbox Efficiency Tips
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Inbox Efficiency Tips 8%8 plaza
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Reflect

-

\

Take a minute to think about
one thing you will takeaway
after this session today...

~
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Recap
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Moving from effective to more efficient communication

Communication preferences, styles, and situations

Active listening across communication channels

Best practices for effective emails and inbox efficiency




Thank You for Attending! 8%9 PlazZa

Share In the questions box

a key takeaway from today’s session

Please let us know your thoughts on the survey form when you exit the webinar.
We value your feedback!

Webinar recording and the slide deck will be emailed to you within
the next 48 hours.

If you have any questions or comments, please feel free to contact
the Plaza Training Team at training@plazahomemortgage.com.
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