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Better communication increases understanding, fosters trust, and stands out as the essential ingredient for getting things done. But how you choose to improve your communication makes all the difference when helping people understand you, your ideas, and your message. We’ve gathered nine ways that you can improve communication at work
right away. Better communication at work is the answer. Ok, maybe not THE answer...but it’s close. Fact is, it’s almost always the first step when addressing persistent issues that hold you back, as well as what helps you move from good to great. Better communication increases understanding, fosters trust, and stands out as the essential ingredient
for getting things done. It’s not a silver bullet - it’s silver buckshot. But how do you improve communication in the workplace? What steps can you take right now? Read on to find out about technology’s role, what practices to start (or recommit to), and how certain approaches for communicating in meetings and in person make all the difference when
helping people understand you, your ideas, and your message. If we’re talking workplace communication (and we are) we’ve gotta talk about all the ways we can communicate today. Chat, email, face-to-face, video...the list is long. The cool thing is, each channel has its benefits. But there’s a not-so-cool thing, too: not everyone understands how to use
each channel to the best of its (and their) abilities. For example, chat is a boon to working together as a team, especially as a remote and hybrid workplace becomes the norm. It's a powerful, immediate, and effective communication channel. But there are times when chat isn’t the best way to communicate, like when written text is wonky and gets
misunderstood, or getting pinged at a bad (and often off-hours) time. And sometimes, it’s just better to talk to someone. Imagine that - one of the best tactical devices for better communication in the workplace is the oldest there is: talking to someone face-to-face and getting a sense of their body language (if that’s not possible, based on geographies,
jump on a video chat). Different channels should be used for different situations. Get together with your team and communicate the various methods you use. Here’s a great place to start: we’ve got a list of how to choose the right channel and use it to its full advantage. The better you and your team understand your channels, the better your overall
communication. This is a particular favorite of ours, and it comes highly recommended to you. It’s a play from the Atlassian Playbook called My User Manual. Essentially, it’s an operating manual for... YOU. It’s a fun and informative exercise to do, especially as a group, and can serve as an ice-breaking and bonding team experience to boot. The My
User Manual play helps you connect better with other team members by letting them know how to work best with you. It’s quite eye-opening and informative. Maybe your body language and non-verbal cues mean something different among your co-workers - let them know in your user manual. Maybe eye contact makes someone feel uncomfortable.
Maybe someone loves a good rambling chat thread, but someone else gets driven up the wall by it. This tip links directly to “seek first to understand.” That is, it’s about learning more before making assumptions. Because more effective communication comes through transparency. With a willingness to share more about yourself and accept what
others share about themselves, you’ll understand more (like about diverse communication styles), and you’ll work better together. Many of these tactical ideas pivot on a broader philosophical base: Open. Open is an approach to teamwork emphasizing a free - but thoughtful - flow of information. We believe all teams can do amazing things when they
approach teamwork emphasizing empathetic transparency, and embrace open tools and practices. Working Open enables continuous improvement and increases an organization’s ability to adapt, innovate, and grow while at the same time deepening employee engagement. Working Open requires effort, though. And not just effort, courage and
vulnerability to boot. This is especially true when communication isn’t going well, when there’s tension and indecision. But when communication is the hardest, better communication skills shine through. Rather than retreat to separate corners, step into the difficulty and attempt to work things through with the help of these tactical ideas. Even if
these concepts resonate with you, you still might be thinking: I'm not sure how to start. I want good communication, but how do I practice openness and champion open thinking, working, being? It’s not a simple matter, but we got you. There are many things to try and think about, and one place to start is this resource with examples of ways to
practice open communication. Here’s something that blocks better workplace communication: assumptions. If you've already decided what someone meant by something they said, especially in a confusing or tense exchange, you're already coming to the interaction with a POV - your point of view. We’re proud of our values at Atlassian, and that
includes an “unofficial” sixth to our core five: seek first to understand. This is something that’s easy to say, but hard to practice. Try to: Ask open-ended questions. They will help you understand where someone’s coming from, or what they really meant. Make sure you have all the information. This is essential before giving feedback, offering opinions,
or making recommendations. Assume positive intent. This saves you from the negative feelings that can come from being on the defensive. Again, it’s a practice. But it’s a fundamental mindset for better communication in the workplace. Here’s the thing: we’re all in need of this advice, in our professional and personal lives. The sad reality is people
just don’t place enough emphasis on the power of really listening to each other. We spend a lot of time working on being better communicators - which usually means (to most people) being better talkers. Since we’re talking practical and tactical here, let’s say it straight: work on your listening. Really observe the times when you’re not listening -
when someone’s talking to you, do you look away in distraction? Look down at your laptop or suddenly pull out your phone? Why? Better communication in the workplace starts with better listening - in all your interactions. This is a practice guaranteed to work. And if you're on a distributed team and interacting with a remote teammate, double down
on conveying that you're listening by staying focused (on video, people can see when you’re multitasking). Think of it like this: if better communication is the key to almost everything that you’re working on, better active listening is the first solid step to get there. The benefits of this simple, yet all too challenging, aspect of improved and effective
communication can’t be overstated. It’s fundamental. Best of all: it’s immediately available to practice. Did you get that, or were you just thinking about something else? A conversation about improving communication in the workplace would be sorely incomplete without mentioning feedback. In fact, constructive feedback could top this list. (A pattern
is emerging here.) How to get feedback? How to give feedback? We have lots of guidance and discussion about feedback, including practical ways to get feedback, and how to give better feedback. But just how important is feedback? In a word: very. Like listening is fundamental to improving straight-up understanding and interpersonal
communication, feedback is fundamental to better communication while working together with other team members on projects and boosting employee engagement. You must pay attention to how you offer critiques, especially those that can be perceived negatively or possibly as attacks. Like different communication channels, there are different
avenues for feedback. If you're offering a comment for all to see on a page, be tactful. The same goes for a piece of feedback in an open Slack channel or reply-all email. If you’'re aware of many eyes seeing the feedback, make sure whatever you say isn’t potentially embarrassing for someone. Always err on the side of caution. This doesn’t mean to be
less explicit or candid, necessarily, it means to be mindful of the where and when. Quality feedback makes the work better, and feedback sincerely given should be sincerely received. But to that end, make sure the feedback focuses on the work (not the person) and offers suggestions and alternatives. This last bit is key and often overlooked. Why
overlooked? It’s harder. It’s very easy to say, “I don’t like that.” (Not very helpful feedback, either.) It’s another thing to say, “I don’t think this part is striking the right tone, and here’s why. Maybe try this instead?” (And offer suggestions.) Feedback like that is gold. There are also feedback situations that you’'re probably uncertain about because it
involves offering criticism up the chain, so to speak. If you're curious about ways to give a manager feedback, we’ve got you covered there too. In short, feedback is a major currency in working life, and improving how you get and give feedback, and how you engage in things like feedback loops, will undoubtedly improve your overall communication in
the workplace. Ever had a meeting to discuss another meeting? Or a meeting to go through everything on a page, step by painful step, as if you couldn’t just read the page yourself? Of course you have. And many other boring, pointless meetings, too. There are many, many different types of meetings. Sure, some are very important. But many aren’t. If
you want to improve communication, look at your calendar and do some serious pruning. Get rid of meetings that are merely status updates. Decline meetings that aren’t actually relevant to you. Stop the habit of scheduling meetings as a mere show of working, when more important work could get done. Meeting time is precious. When you find
yourself in a meeting disengaged, bored, or thinking of all the ways you could be spending your time better... this is a bad meeting. More, this is a bad communication practice. It reinforces the notion that when you get together as a team, not all team members’ time is valuable, and not everything talked about is important. Pay attention to when
meetings boost alignment and motivation and creativity, and to when they become proxies for soul-sucking alien lifeforms. The healthier the organization, the fewer unnecessary meetings. Start right now with better habits. Always have a meeting agenda, and share it before the meeting. Let people decide for themselves whether they need to attend.
Carefully decide how long the meeting should be, and stick to it. Avoid time-wasting practices like ‘'round-the-room introductions - unless essential. For in-person meetings, ask that attendees focus and close laptops and avoid phones. Remember this: meetings are essential to effective communication. In fact, aside from conversations around the office
(or via a communication tool - remember, this applies to remote work too) meetings are the main way we actually communicate. In other words, meetings are a constant and consistent opportunity to practice better communication skills. If the first step is to look at your overall meetings, and the habits and practices you’ve developed around them,
step two is to establish a healthy practice of at least one specific type of meeting: the 1-on-1 meeting. You want tactical? This is it. 1-on-1 meetings are especially important for managers and leaders. They help keep the lines of communication open and consistent with each member of your team. They help people feel heard and understood as
individuals, and allow for opportunities to touch on topics that might not have any other outlet. These meetings are a practice that establishes trust, which naturally encourages more overall (and open) communication. Virtuous cycle FTW. Set up your 1-on-1 meetings with care. Find a cadence that works (weekly, biweekly, monthly), decide on a
length of time that works for both schedules (30 minutes to an hour) and continue to check in about how everything is working and make adjustments as needed. Don’t be afraid to reschedule or cancel if it works better for both parties. These meetings, ideally, are not meant to be mere status updates. But don’t be too rigid about it. If project status
issues are top of mind and you need to use some time to discuss them, do it. At the same time, don’t let things that can be communicated at other times rob you of what can often be the only time you have with this colleague. Connect and learn together how to communicate - and work - together better. Related to feedback, there’s the idea of having
the ability to offer feedback, thoughts, ideas, or critiques to the company at large. Organizations that provide ways - anonymously, when needed - for employees to voice concerns, fears, and burning questions create more trusting and invested company cultures. Consider having all-hands meetings or what we at Atlassian call “town hall” with a time
dedicated for Q&A and AMAs (ask-me-anythings). Consider an open Slack channel or another place for submitting questions. And again, make them anonymous if needed so people don’t feel reluctant to be honest, or fear reprisal. Providing more and different opportunities for candor, clarification, and camaraderie is not only an essential element of
working Open, it opens the door for people to feel more comfortable with bringing their whole selves to work. And you want this. You want your team members to be themselves, because they’ll bring so much more of their talent and passion to everything they do. Which includes communicating with more openness, and less hesitation or worry about
something like office politics. There’s a bit of a paradox here. It's simpler than it sounds, but the onus is on you. If you want to improve communication, you have to put those communication skills to use. When there are breakdowns in the system, it often means that people aren’t communicating. They’re opting for silence. More opportunities for open
communication - to express and question and relate - in a variety of forums, increases the chances of issues being aired and not bottled up. As leaders and managers, you want this. The opposite means you’re not in the know, and we know you don’t want that. One last thing: in the context of the practical, opportunities must be used. It’s one thing to
offer, it’s another to take up the offer. Encourage the use of opportunities to engage with the community. That is, improve your communication skills by actively communicating. If your team or organization is mired in a bout of poor or infrequent communication, there’s really only one solution: start doing it. When done well, the “rules” around it will
begin to become more evident. If you really want good communication in the workplace, there must be a willingness to do things to improve. It won’t just “happen.” Better communication requires effort, it involves buy-in and action on the part of everyone. But if done in earnest, and with the right mindset, the results will come. Lead by example, walk
the talk, and reward courage. Practice these methods, inspire others to try them, and reward the effort. Because these tactical suggestions work. You’ll be delighted by the results. Subscribe to Work LifeGet stories like this in your inbox Let’s face it; communication is one of the most important issues in the workplace. Good communication helps
everyone on your team (and you) to feel heard and understood, and as a result, everyone benefits from a positive, encouraging and successful environment. Conversely, ineffective communication brings about the opposite results. Ideas fall flat due to lack of follow-through. You and your team feel frustrated, unacknowledged and misunderstood, and
morale declines. Leadership sets the tone in any business. While improving communication may seem like a daunting task, it can be done, and you can successfully lead the way. Start employing our five strategies for improved workplace communication to increase understanding, improve the workplace environment and promote team spirit. As these
natural by-products of effective communication take place, improved success will follow. Effective Workplace Communication Strategies 1. Give Your Undivided Attention. Whether you’'re in a group meeting or with one employee, offering your full focus to those you're with will greatly improve how you're received. How often have you been in a
conversation with someone who kept looking at their smartphone or elsewhere while talking or listening to you? Lack of focus devalues the conversation causing people to tune out. Maintain eye contact during conversations and meetings, and put all other things aside to visually convey your focus and encourage each individual to stay present. 2.
Take Time to Listen. Don’t monopolize the conversation. After a while, people will start tuning you out and your message will be lost. Be frugal with your words, avoiding fluff and fillers. Pause after important points to take questions or check for understanding. This will help your staff members feel that they play an active role in the conversation. 3.
Be Mindful of How You're Communicating. Your words are only a fraction of the message you relay to staff members. Body language and tonality contribute heavily toward the effectiveness with which your communication is received. Maintain a relaxed stance and facial expression while speaking with employees. Rest your arms by your sides rather
than crossing them over your chest as this is a defensive posture. Make eye contact, smile when it’s appropriate and nod your head affirmatively while listening. 4. Follow Up in Writing. No matter how compelling your meeting was, it’s probable that those in attendance will not remember everything that was shared. Prior to the meeting, designate a
person to take notes. Assimilate this information into a bullet-pointed email to send to your team as a follow-up and refresher. Short, concise notes will keep important information fresh in people’s minds. 5. Inform and Inspire. Communication is a form of information exchange. Explaining and clarifying your thoughts and ideas is important in a
leadership role. But passing on information to your team is only half of the equation. As a leader, it’s vital to your business that your communication efforts inspire your team as much as they educate them. Plan ahead for meetings and conversations so you can effectively mix information and inspiration. If this is particularly challenging for you, the
support of a mentor or coach can be helpful. The effects of improved communication may or may not appear overnight. Stick with it for the long haul, and eventually your business will reap the rewards of better communication in the workplace. Check in with a business peer or mentor whenever possible to talk about how things are going and
brainstorm ways to continue improving communication between you and your employees. With a solid understanding of how crucial effective communication in the workplace is, let’s look at the top tips for effective communication, including the key communication soft skills you need to adopt, how to prioritize two-way communication, how to
organize communication and more. 1. Communicate the Right Way For more effective communication, first, ask these questions. What is the goal? Who needs to hear this? How should I pass the message across? Ineffective communication often occurs when managers talk to the wrong employees or share information in the wrong workplace setting.
So, make sure the communication purpose directs you to relevant recipients. Also, choose the most appropriate communication method out of the different communication channels for the employee and situation. For example, an employee may prefer email, while another person likes a physical interaction, where there’s eye contact, and they can
read your body language. Generally, though, you should communicate urgent information or instructions, major news or sensitive news such as a promotion or transfer face-to-face. 2. Prioritize Two-way Communication Effective communication in the workplace involves speaking, active listening and feedback. Both parties need to understand each
other. Now, how can you make that possible? Practice active listening: To avoid missing important information, don’t listen to a coworker just so you can reply. Instead, listen to understand them. Maintain eye contact with the speaker, jot down whatever comes to your mind while they’re speaking, and respond with relevant gestures to show you’'re
listening. Embrace feedback: Ask your team members for feedback on your message and communication style, and note their comments and concerns. They can share such information during meetings or drop them anonymously in suggestion boxes. You can also offer feedback, but do it thoughtfully. Just don’t do it harshly or in public. Also, adopt
constructive feedback by first appreciating their work and then pointing out how to improve. Allow them to share their thoughts on your feedback, too. 3. Build Your Communication Skills Effective workplace communication starts with you developing good communication skills. Here are the vital ones. Be clear: To communicate effectively, be clear
about your goal, use easy-to-understand words and avoid incomplete sentences. Also, provide context when communicating with your team. For example, when setting expectations, share samples and highlight the groups that should be involved and those that will be affected by the output. Also, encourage employees to ask questions to minimize
errors and maximize productivity. Remain courteous: To enhance effective communication in the workplace, you need to practice respectful communication and work through differences positively. Even during disagreements, try to stay polite, avoiding offensive words. Also, watch your body language and facial expressions, and use the right tone, so
you don’t give off unintentional cues. Stay open-minded: Make sure your employees feel comfortable approaching you with ideas or concerns. That means you must keep considering their thoughts and attending to them respectfully, even when busy. And if you have concerns about an employee’s behavior or performance, discuss it with them instead
of making assumptions. 4. Embrace the Uniqueness of Each Employee One of the most important things to improve communication and employee engagement at your workplace is embracing each employee’s unique communication style. That means you need to learn about their preferred communication channels and style. Then, tailor your
communication methods to their select style. While the sales team seeks endless data analytics, the analytics team might not want detailed stories about how to land clients. 5. Have One-on-One Interactions To improve workplace communication, you need to be intentional about relationships. Schedule one-on-one meetings with your team members.
These meetings show your employees that you value them and are willing to connect with them more personally. Plus, the timid or reserved ones tend to be more open and share valuable information and feedback in private settings. 6. Schedule Weekly Team Meetings To foster good communication amongst team members, schedule weekly meetings
where employees can speak their minds. Team managers can meet with team members to review each week’s accomplishments, challenges and concerns. They can also set goals and tasks for the following week and even discuss big-picture ideas. You can also take a step further by documenting important conversations and sharing recaps to clarify
points and help the team remember recommendations and action points. 7. Make Time for Team Building Team building activities often create a dynamic working environment, where people feel safe and build their confidence. So, get creative—offer employees an escape from usual activities by promoting casual interactions such as nonwork Slack
channels or out-of-office events. Let them socialize and collaborate through activities such as icebreaker games, puzzle-solving games, fitness sessions, team lunches and movie dates. Team members will loosen up and improve communication and team collaboration, promoting employee retention. 8. Show Appreciation Businesses with engaged and
happy workers make 23% more profits than those with miserable employees. To move closer to achieving your goals as an organization, you need to appreciate employees and show you care. Thank them for their brilliant ideas or for completing a task quickly. And that includes zeroing in on exactly what made you happy. It will show that you’'re
genuine, and they can replicate it, too. For instance, you can say, “You did great highlighting the customer segmentation steps in your presentation. The examples you gave helped the team understand the process.” 9. Get a Team Communication App Without good team communication, there will be miscommunications, especially since many
organizations are now hybrid or remote. But with team communication platforms, whether UCaaS or CPaa$S, employees can communicate, stay up to date and collaborate on projects. They can meet to carry out their tasks, share relevant information and discuss upcoming tasks. Communication apps include project management tools, video
conferencing tools and voice-over-internet-protocol services. 10. Organize Communication Training Sessions Consider holding regular communication training sessions so that both team leaders and employees can grasp basic communication skills that improve workplace communication. Hold training sessions physically or meet online over Google
Meet or Zoom or any other communication platform. You can also use webinar tools for training so that old and new employees can always access them. Bottom Line Communication in the workplace should exceed exchanging information. It should include intentional communication exercises that enhance confidence, promote engagement and
improve an organization’s overall productivity. So, use the given tips to retain your best employees and nail your goals. Effective communication transcends simple information exchanges. Understanding the emotions and motives behind the given information is essential. In addition to successfully conveying messages, it's important to actively listen
and fully understand the conversation, making the speaker feel heard and understood.Today, we’re in almost constant contact with our coworkers. You might not put a lot of thought into saying “hi” to your coworker, grabbing virtual coffee with a remote team member, or sending a gif of a cat wearing pajamas to your team—and that’s ok. Even
though you’re communicating at work, there’s a difference between these types of messages and communication in the workplace.Communication in the workplace refers to the communication you do at work about work. Knowing when and how to effectively communicate at work can help you reduce miscommunication, increase team happiness,
bolster collaboration, and foster trust. Teams that know how to communicate effectively about work are better prepared for difficult situations. But building good communication habits takes time and effort—and that’s where we come in. Here are 12 ways to take your workplace communication skills to the next level.Drive clarity and impact at scale
by connecting work and workflows to company-wide goals.What is effective communication?Effective communication is the exchange of ideas, thoughts, opinions, knowledge, and information so that the message is received and comprehended clearly and purposefully. When we communicate effectively, all stakeholders are fulfilled.Developing
effective communication skills requires a delicate balance of active listening, verbal communication, nonverbal cues, body language, and emotional intelligence to ensure messages are clearly transmitted and understood.It's about more than just talking; effective communication involves listening skills and a deep understanding of interpersonal
dynamics. Individuals can use these communication skills to bridge gaps, make informed decisions, and strengthen relationships. What does “workplace communication” mean?Workplace communication is any type of communication you do at work about work. This includes things like communicating about individual tasks, sharing project status
updates, or giving feedback to managers or employees. Knowing how to communicate in the workplace is a key part of effective collaboration—because if you can’t communicate clearly, then you risk miscommunication, confusion, or even unintentionally hurting someone’s feelings.Communication in the workplace can happen face-to-face, in writing,
over a video conferencing platform, on social media, or in a group meeting. It can also happen in real time or asynchronously, which happens when you’re communicating about work over email, with recorded video, or on a platform like a project management tool. Some examples of workplace communication include:Team meetings1:1 feedback
sessionsReceiving informationCommunicating about project status or progressCollaboration on cross-functional tasksNonverbal communicationExplore key traits that have made the most effective teams in the world successful: their strategies, techniques, and tips for working well together.What makes communication effective?Now that you know
what type of communication can be included in workplace communication, how do you start getting better at it? There are a few key tenets of effective communication that you can use, no matter what type of communication it is. In particular, good communication:Aims for clarity. Whether you’re sending a Slack message, drafting an email, or giving
an off-the-cuff reply, aim to be clear and concise with your communication.Seeks to solve conflicts, not create them. In the workplace, we're often involved in problem solving and collaborating on projects or tasks. Good communication in the workplace can involve bringing up blockers or providing feedback—but make sure the goal is to get to a better
place than where you are now.Goes both ways. Every instance of effective communication in the workplace represents an exchange of information—even when the information is communicated solely through nonverbal cues.Read: How to give effective project feedback in 7 stepsBenefits of effective communication in the workplaceClear, effective
workplace communication can:Read: What is a matrix organization and how does it work?7 tips for more effective communication in the workplaceEffective communication in the workplace is all about where, how, and when you’re communicating. Try these seven tips to develop better communication skills.1. Know where to communicate—and about
whatCommunication happens in many different forms—face-to-face, over email, via instant messages, and in work management platforms. To be most effective, make sure you’re following communication guidelines and messaging about the right things in the right places.Sometimes, knowing where to communicate is half the battle. Your company
may have different communication tools, which makes knowing which tool to use all the more important. Which tool is appropriate for your question or comment? Do you need to communicate in real time, or is it ok to send an asynchronous message? If you’re not sure, ask a team member or manager where you should be sending different types of
messages. It is important for everyone to be on the same page. For example, at Asana, we use:Read: Why a clear communication plan is more important than you think2. Build collaboration skillsCollaboration is the bedrock of effective teamwork. In order to build strong team collaboration skills, you need to practice open and honest communication.
This doesn’t necessarily mean always agreeing on things—knowing how to disagree and work through those differences is a key part of collaboration, too.Collaboration and communication skills are kind of a “chicken and egg” scenario. You can build good collaboration by communicating effectively, but knowing how to collaborate is a key component
of strong communication. Essentially, this just means you’ll have to practice improving both collaboration and communication skills over time. As you improve team collaboration, you’ll get better at conveying information and opinions in a work environment—and as a result, that honest communication will make collaboration feel more
effortless.Explore key traits that have made the most effective teams in the world successful: their strategies, techniques, and tips for working well together.3. Talk face-to-face when you canPerhaps the most tried-and-true way to avoid miscommunication is to talk face-to-face. If your team is virtual, speaking via video conferencing also works. Eye
contact is particularly important if you know a conversation is going to be hard. Tone can be difficult to communicate through writing so ideally, you want your team member to be able to see your facial expressions and body language.If your team is remote or distributed, communicating via a phone call instead of a video conference could work as
well. Video conferencing fatigue is real, and it can make collaboration and communication particularly difficult for remote teams. Communicating over the phone reduces some of the visual strain, while still giving you the ability to hear your team member’s voice and tone.4. Watch your body language and tone of voiceCommunication isn’t just about
what you say—it’s also about how you say it. Make sure you aren’t crossing your arms or coming off as curt. Oftentimes, your body language may have nothing to do with the current situation—maybe you’re tired or stressed about something in your personal life. But your team members, who might not have that context, could see your actions and
assume you’re angry or upset about something. Particularly for hard conversations, try to relax your body language and facial expressions to avoid giving off any unintentional cues.5. Prioritize two-way communicationListening skills are just as important to communication in the workplace as talking. Part of being a collaborative team member is
listening to other people’s ideas instead of just trying to put your own ideas out there.There are two common types of listening: listening to reply and listening to understand. When you listen to reply, you're focusing on what you’re going to say next, rather than what the other person is saying. With this type of listening, you risk missing key
information or even repeating what the other person just said.Instead, try active listening—that is, listen to what the other person has to say without thinking about how you’re going to reply. If you do think of something you want to say, jot it down so you can go back to listening to understand, instead of trying to remember the thing you want to say
next.6. Stick to facts, not stories“Facts vs. stories” is a technique recommended by the co-founder of the Conscious Leadership Group, Diana Chapman. In this case, “facts” are things that have actually happened—things that everyone in the room would easily agree on. A “story,” on the other hand, is your interpretation of the situation.For example,
say your manager gives you live feedback during a small team meeting. That is a fact. You weren’t expecting the feedback, and you feel like your manager shared the feedback—instead of saving it for your 1:1—because they’re dissatisfied with your work. This is a “story” because you have no way of knowing if it is true or not.Stories are inevitable—
we all create stories from facts. But try to separate stories from facts, and avoid acting on stories until you’'re able to validate them. For example, in this case, you might want to talk to your manager during your next 1:1 and ask why they shared feedback in a team meeting.Read: How to write a memo for effective communication (with template)7.
Make sure you're speaking to the right personEffective workplace communication is as much about who you’re talking to as it is about what you’re saying. Poor communication often occurs when you’re talking to the wrong people or trying to share information in the wrong setting.To avoid this, make sure the right people are in the room or receiving
the message. If you aren’t sure who that would be, go through an exercise to identify any important project stakeholders who might be missing.Read: What is a project stakeholder analysis and why is it important?5 tips to build effective communication skills in the workplacelf you're a leader, you have the power to set and establish communication
conventions on your team. Effective communication skills can build healthy company culture, foster trust among your employees, and break down silos between cross-functional teams. Here’s how:1. Address any underlying changesBefore you start improving your team’s communication skills, ensure there are no underlying issues that keep everyone
from communicating honestly. Does everyone feel comfortable talking openly? Is there anything that might make a team member feel like they can’t be their full selves?One of the most valuable things you can do as a leader is to make sure your employees feel comfortable showing up to work as their whole selves (or as much of themselves as they
want to bring). Whether that means voicing disagreements, talking about their passions outside of work, or being honest about what type of communication works best for them, make sure to understand each team member’s needs and ensure they’re being met in the team environment.One theme that kept coming up in our employee engagement
surveys was that we could improve information sharing and communication across the organization, so we looked for a way to do that.”—Usama Khan, Director of Finance, Islamic Relief CanadaRead: Islamic Relief Canada increases its impact by 75% with Asana2. Frequently ask for feedbackIf you don’t ask for feedback on your communication style,
you may never get it. Even though communication in the workplace impacts every other interaction, team members might not immediately think of it as something to provide feedback on. By asking your employees for feedback on your communication style, you can continue to improve and develop clear communication strategies for your team.3.
Understand team communication stylesAnother effective way to communicate with your team is to ask them how they want to communicate. Communication preferences shouldn’t be a secret—or a guessing game—and knowing off the bat if your team members prefer video conferences or phone calls, early morning meetings, or afternoon jam
sessions can help you create an environment where they can thrive.Important questions to ask include:Are they an early bird or a night owl?Do they like structured meetings or prefer free-flow brainstorming sessions?Do they do their best thinking out loud, on the spot, or on paper?What personality type do they identify with: introvert, extrovert, or
ambivert?Do they feel like they know their team members, or would they prefer more team bonding activities?What types of meetings or tasks are most energizing for them?Read: The manager’s guide to communication styles4. Make time for team building or icebreakersGetting to know your team is critical to developing good communication skills.
It’s particularly important to make time to get to know your team outside of a workplace setting. Icebreaker questions can help bring an element of personality and fun to every meeting, so consider starting with a light chat before diving into your meeting agenda.Read: 110+ best icebreaker questions for team building5. Set the toneRemember: the
way you communicate and collaborate will impact your entire team. It’s up to you to set the standard for open and clear communication in the workplace. Once you establish this standard, your team will follow suit.Every few months, make a note to follow up with how everyone is feeling about team communication. Are there any habits that have
cropped up in the last few months that you want to cull or encourage? Regularly thinking about how your team communicates—instead of “setting and forgetting” your team practices—can help you be more intentional about your communication methods.As an organization grows, communication starts to bottleneck. At Hope for Haiti, we’ve seen
those inefficiencies hurt us: when we can’t run like a well-oiled machine, we’re not serving as many people as we could be—and it’s our responsibility to improve upon that.”—Skyler Badenoch, CEO, Hope for HaitiRead: Hope for Haiti improves the lives of more Haitians with AsanaMore types of workplace communicationMost discussions about
communication in the workplace assume the “workplace” is in person. But there are various forms of communication across different locations—from global offices to remote teams. Most effective communication best practices still apply to any type of team, but there are a few additional considerations and best practices you can use to help team
members truly connect.Distributed teamsDistributed teams work across multiple national or global offices. These teams might span different time zones and languages, and each office will have its own culture and habits. Don’t expect each distributed team to communicate in the same way—in fact, one of the advantages of distributed teams is the
variety of thought you're exposed to by working with teammates from all over the world.If you work on a distributed team, it’s critical to over-communicate so that team members in different time zones and offices stay in the loop. Make sure to document everything in a central source of truth that team members can access when they’re online, and
look for a tool that updates in real-time so no one has to slow down due to information lag.Keep in mind that time zones might affect how people come to a conversation. Try to schedule meetings when everyone is available, or offer recordings and notes if team members can’t make it. It’s also critical to double check that the right people are in the
loop, and that they aren’t just being left out because they’re in a different office than the majority of your team.Read: Reuniting and thriving in a distributed world with AsanaOnline coworkersIf you're working with a virtual team, it’s critical to establish where you’'re going to communicate and how frequently. Knowing exactly what each
communication tool should be used for can help team members feel connected—even while they’re remote.While working remotely, we’ve had to re-learn how to communicate in many ways. Slack, Asana, and integrations between these tools has replaced or supplemented a lot of in-person ways we used to communicate.”—Casey James, Head of
Creative Operations, JKR GlobalRead: Jones Knowles Ritchie designs brands for scale, disruption, and good with AsanaRemote team members can feel isolated and disconnected from one another, so consider doing an exercise with your entire team about preferred business communication habits. Some team members might love cold calls, while
others might prefer scheduled meetings with concise agendas. Because team members have fewer chances to interact in person, it’s critical to establish these forms of communication as a team so you can keep the communication channels open.Finally, make sure to bring team members in for regular team bonding events. Whether you’re doing
icebreaker activities at the beginning of every meeting or scheduling some time to just chat at the end of each week, dedicated team time can help team members connect, no matter where they're dialing in from.Read: 3 guiding concepts for successfully managing a newly remote teamThe cherry on top of effective workplace communicationThe last
component of great communication is having a central source of truth for all of your communication and work information. Using a centralized system like a work management tool can help you coordinate work across all levels of your team. Learn more about how work management makes project coordination and communication easier in our
introduction to work management article.Explore key traits that have made the most effective teams in the world successful: their strategies, techniques, and tips for working well together.FAQ: Effective communication in the workplaceWhat are the best ways of communicating with your work colleagues?The best ways of communicating with your
work colleagues involve concise, respectful, and timely exchanges. This can be achieved through various channels, such as emails, instant messaging, face-to-face meetings, and video calls. Selecting the right medium based on the context of your communication (e.g., using emails for formal requests or Slack for quick queries) and ensuring you're
concise and to the point can enhance the effectiveness of your communication.Why is effective communication important?Effective communication ensures that information is accurately conveyed and understood, resulting in improved efficiency, fewer misunderstandings, and better working relationships. It promotes teamwork, decision-making, and
problem solving, which makes effective communication a cornerstone of successful operations and a positive work environment.What constitutes effective communication?Effective communication is characterized by clarity, conciseness, coherence, and considerateness, also known as the 5 Cs of communication. It means the message is delivered in a
clear and understandable manner, is direct and to the point, logically organized, and sensitive to the receiver's needs and perspectives. It also involves active listening, openness to feedback, and the ability to adjust or paraphrase the message according to the audience and context.How can you become an effective communicator?To become an
effective communicator, focus on clarity and brevity in your messages, actively listen to others, and provide constructive feedback. Pay attention to both verbal and nonverbal cues, such as body language and tone, to ensure your message is received as intended. Practice empathy by considering the receiver's perspective, and be open to feedback to
continuously improve your public speaking skills. With a solid understanding of how crucial effective communication in the workplace is, let’s look at the top tips for effective communication, including the key communication soft skills you need to adopt, how to prioritize two-way communication, how to organize communication and more. 1.
Communicate the Right Way For more effective communication, first, ask these questions. What is the goal? Who needs to hear this? How should I pass the message across? Ineffective communication often occurs when managers talk to the wrong employees or share information in the wrong workplace setting. So, make sure the communication
purpose directs you to relevant recipients. Also, choose the most appropriate communication method out of the different communication channels for the employee and situation. For example, an employee may prefer email, while another person likes a physical interaction, where there’s eye contact, and they can read your body language. Generally,
though, you should communicate urgent information or instructions, major news or sensitive news such as a promotion or transfer face-to-face. 2. Prioritize Two-way Communication Effective communication in the workplace involves speaking, active listening and feedback. Both parties need to understand each other. Now, how can you make that
possible? Practice active listening: To avoid missing important information, don’t listen to a coworker just so you can reply. Instead, listen to understand them. Maintain eye contact with the speaker, jot down whatever comes to your mind while they’re speaking, and respond with relevant gestures to show you’re listening. Embrace feedback: Ask your
team members for feedback on your message and communication style, and note their comments and concerns. They can share such information during meetings or drop them anonymously in suggestion boxes. You can also offer feedback, but do it thoughtfully. Just don’t do it harshly or in public. Also, adopt constructive feedback by first
appreciating their work and then pointing out how to improve. Allow them to share their thoughts on your feedback, too. 3. Build Your Communication Skills Effective workplace communication starts with you developing good communication skills. Here are the vital ones. Be clear: To communicate effectively, be clear about your goal, use easy-to-
understand words and avoid incomplete sentences. Also, provide context when communicating with your team. For example, when setting expectations, share samples and highlight the groups that should be involved and those that will be affected by the output. Also, encourage employees to ask questions to minimize errors and maximize
productivity. Remain courteous: To enhance effective communication in the workplace, you need to practice respectful communication and work through differences positively. Even during disagreements, try to stay polite, avoiding offensive words. Also, watch your body language and facial expressions, and use the right tone, so you don’t give off
unintentional cues. Stay open-minded: Make sure your employees feel comfortable approaching you with ideas or concerns. That means you must keep considering their thoughts and attending to them respectfully, even when busy. And if you have concerns about an employee’s behavior or performance, discuss it with them instead of making
assumptions. 4. Embrace the Uniqueness of Each Employee One of the most important things to improve communication and employee engagement at your workplace is embracing each employee’s unique communication style. That means you need to learn about their preferred communication channels and style. Then, tailor your communication
methods to their select style. While the sales team seeks endless data analytics, the analytics team might not want detailed stories about how to land clients. 5. Have One-on-One Interactions To improve workplace communication, you need to be intentional about relationships. Schedule one-on-one meetings with your team members. These meetings
show your employees that you value them and are willing to connect with them more personally. Plus, the timid or reserved ones tend to be more open and share valuable information and feedback in private settings. 6. Schedule Weekly Team Meetings To foster good communication amongst team members, schedule weekly meetings where
employees can speak their minds. Team managers can meet with team members to review each week’s accomplishments, challenges and concerns. They can also set goals and tasks for the following week and even discuss big-picture ideas. You can also take a step further by documenting important conversations and sharing recaps to clarify points
and help the team remember recommendations and action points. 7. Make Time for Team Building Team building activities often create a dynamic working environment, where people feel safe and build their confidence. So, get creative—offer employees an escape from usual activities by promoting casual interactions such as nonwork Slack channels
or out-of-office events. Let them socialize and collaborate through activities such as icebreaker games, puzzle-solving games, fitness sessions, team lunches and movie dates. Team members will loosen up and improve communication and team collaboration, promoting employee retention. 8. Show Appreciation Businesses with engaged and happy
workers make 23% more profits than those with miserable employees. To move closer to achieving your goals as an organization, you need to appreciate employees and show you care. Thank them for their brilliant ideas or for completing a task quickly. And that includes zeroing in on exactly what made you happy. It will show that you're genuine, and
they can replicate it, too. For instance, you can say, “You did great highlighting the customer segmentation steps in your presentation. The examples you gave helped the team understand the process.” 9. Get a Team Communication App Without good team communication, there will be miscommunications, especially since many organizations are now
hybrid or remote. But with team communication platforms, whether UCaaS or CPaaS, employees can communicate, stay up to date and collaborate on projects. They can meet to carry out their tasks, share relevant information and discuss upcoming tasks. Communication apps include project management tools, video conferencing tools and voice-
over-internet-protocol services. 10. Organize Communication Training Sessions Consider holding regular communication training sessions so that both team leaders and employees can grasp basic communication skills that improve workplace communication. Hold training sessions physically or meet online over Google Meet or Zoom or any other
communication platform. You can also use webinar tools for training so that old and new employees can always access them. Bottom Line Communication in the workplace should exceed exchanging information. It should include intentional communication exercises that enhance confidence, promote engagement and improve an organization’s overall
productivity. So, use the given tips to retain your best employees and nail your goals. Effective communication is the foundation of successful organizations and human relationships. Leaders need to articulate their vision so that managers and teams can work toward the organization’s mission and goals, and team members must express ideas clearly
and listen actively to prevent misunderstandings and foster collaboration. Effective communication is the clear and useful exchange of ideas and information between multiple parties. When thoughts are communicated effectively, both the communicator and the receiver understand the communication’s purpose and are satisfied with the outcome of
the exchange. Since each person brings different experiences and perspectives to the table, communication in the workplace can be complicated. In this article, we offer several tips you can use to improve your communication skills, collaborate more effectively and grow as a professional. 12 Tips for Effective Communication in the Workplace 1. Think
About Your Audience and Format When you plan a conversation, think carefully about who should be involved and how that conversation should take place. Loop in relevant stakeholders and consider if it’s a topic that requires real-time discussion. Your coworkers will appreciate you knowing when the occasion calls for a meeting, a one-on-one
conversation or an email. Scheduling lots of meetings is a telltale sign that you're “compensating for ineffective communication,” Kat Judd, chief people officer at workplace collaboration platform Lucid Software, told Built In. Communicating effectively saves time that would otherwise be spent on unnecessary meetings. 2. Accommodate Different
Communication Styles Learn how your colleagues communicate — their style, format and frequency — and adapt accordingly. If an employee tells you they find it easier to refer back to emails instead of Slack messages, respect their preferences. “I think the key is to understand how team members prefer to collaborate and communicate so you can
best leverage the team’s strengths — and not limiting or favoring a certain group,” Judd said. 3. Be Clear and Concise Be as straightforward as possible in your communication, leaving little room for ambiguity or misinterpretation. Avoid vague statements and aim for more specific details, including examples when necessary. Being direct doesn’t
mean being rude or stubborn, though. You should still leave room for questions and suggestions after making your point. 4. Practice Active Listening Practice active listening during conversations. Fully engage with what another person is saying by withholding judgment, summarizing the speaker’s thoughts and asking follow-up questions. When
employees feel heard, they are more likely to trust you with important feedback and feel engaged at work. 5. Be Open and Honest Be transparent with your coworkers. That includes good news, bad news and the rationale for how decisions are made. Transparent leadership builds trust with employees and makes them feel like a valued partner of the
organization. “A great rule of thumb is to ask, ‘If I told them everything I know, would they still agree with me?’” leadership coach Michael Gerharz told Built In. “Ultimately, it means to stop persuading your teammates and start resonating with what matters to all of you so that you can work toward a common goal.” 6. Facilitate Two-Way
Communication Talk with, not at, your coworkers. Value what others think about any given topic, and encourage them to ask any questions they might have. Whether it’s a one-on-one conversation or a meeting, make time for questions, comments and concerns during every discussion. “You can’t always change the trajectory of an organization,”
Brittany Barhite, vice president of communications and brand experience at workplace communication platform Firstup, told Built In. “But you can listen and say, ‘I hear you. Here’s what I can do. Here’s what I can’t do.”” 7. Promote Team Building Non-work conversations and activities can help teams feel more comfortable with each other, improving
communication and collaboration. Ask ice-breaker questions, play group games or organize social events to facilitate team building. “Well-bonded teams tend to work better together and more cohesively,” Caitlin Wehniainen, owner of staffing firm On Cue Hire, told Built In. “They are more likely to be understanding when mistakes occur and more
supportive when celebrating successes.” 8. Show Appreciation If you're a leader, take time to recognize employees who go above and beyond. Some employees might appreciate a public shout-out at a companywide meeting, while others might prefer something more discreet, like a personal email. When employees see that their hard work is
recognized, they feel more engaged with their work and connected with their team. 9. Have One-on-One Conversations Schedule one-on-one conversations with direct reports once a week. These meetings give you time to talk about deeper issues that employees probably won’t raise in casual office conversations or group meetings. Create a shared
agenda where both parties can contribute conversation topics. That way, your reports are encouraged to talk about what they want — not just what you want. “Leaders should take the time to ask questions like ‘How are you?’ or ‘Is there anything I can do to help you?’ and then leave pauses that can open the door for more authentic communications,”
Barhite said. 10. Offer and Receive Feedback If you're a manager, make a habit of welcoming input and offering constructive criticism. While negative feedback might be interpreted as rude, Oren Margolis, an executive coach at Pinetree & Palm Consulting, told Built In it’s actually more compassionate than withholding information that could help an
employee become a better professional. In fact, a Pew Research Center survey found that workers who receive regular feedback have a better relationship with their supervisor. 11. Practice Emotional Intelligence Take time to recognize your emotions, read others’ emotions and use that awareness to inform your communication style. Reflect on how
you can practice empathy, self-awareness and the ability to regulate your emotions. A leader who strives for emotional intelligence will have healthier relationships, happier employees and more impactful communications. 12. Use Body Language and Nonverbal Cues Remain aware of your body language during conversations. Make sure your
gestures, facial expressions and tone accurately reflect your emotions and thoughts. Saying one thing but communicating something else through nonverbal cues may muddle your message and lead to misunderstandings. Related ReadingWhat Are Interpersonal Skills? Why Communication in the Workplace Is Important According to a 2024 study by
Grammarly, environments with effective communication have more productive and satisfied employees — and better team relationships. This is especially important in hybrid and remote work environments, where employees rely more on text-based communication. By contrast, poor communication is often what plagues low-performing teams. In

a 2024 survey by Lucid Software, 75 percent of workers polled said either ineffective communication or collaboration is a barrier to innovation in their organization. Despite this, effective communication is something many leaders and organizations fail to work on or invest in. “Communication is crucial,” Barhite said. “We sometimes take it for
granted because we communicate every day, but that doesn’t mean you’'re good at it.” Related ReadingEmployee Communication: What It Is and Why It’s Important Benefits of Effective Workplace Communication Increased Productivity According to a 2024 ClickUp report, fragmented communication can be a major obstacle to productivity, with just
26 percent of low-performing teams saying they work collaboratively. When leaders and managers communicate effectively, teams align on a shared vision and avoid being slowed down by misunderstandings. Each employee understands what they need to do and is able to work collaboratively to help the company reach its goals. “If you have
departments that are running in silos or opinions that are diverging from one another,” Margolis said, “you’re going to have a super fragmented and unproductive workforce.” Fewer Conflicts A 2024 workplace conflict report by the Workplace Peace Institute found that 55 percent of respondents claimed destructive communication patterns were the
main driver of conflicts. Effective communication skills can help employees understand each others’ perspectives and reach a mutually agreeable solution, resolving misunderstandings that could lead to workplace conflicts. Higher Employee Engagement According to Gallup global metrics, the number of employees who feel their company’s mission



makes their jobs feel important has plummeted, contributing to a plateau in employee engagement. When employees know how their work connects to a higher purpose in the organization, they feel more motivated and engaged in their work, leading to higher employee retention, productivity and customer satisfaction. “If you don’t know why you’re
doing what you're doing, it generally results in a lack of trust, a lack of motivation and a lack of understanding,” Margolis said. “We’re motivated when we understand the bigger picture that we’re striving for.” Contributes to Positive Company Culture Communication is at the heart of a positive company culture. For example, more effectively
communicating employee recognition can increase productivity while reducing safety incidents and absenteeism, according to a 2023 Gallup survey. When employees feel seen and heard, they have the psychological safety to share honest feedback and innovative ideas. They feel like they belong and are more likely to stay and make the company a
great place to work for future employees. Effection Communication in Different Types of Workplaces Companies using non-traditional work models must adapt their communication strategies accordingly. Here are a few tips for employees to effectively communicate within hybrid, remote and distributed teams. Hybrid Workplace Communication Use
project management tools to help teammates manage tasks and workflows. Hold occasional in-person team meetings and activities, so employees can become more comfortable around each other. Provide an accessible method for all employees to keep up with company happenings, like company-wide meetings or an organizational newsletter. Remote
Workplace Communication Use messaging apps to maintain open lines of communication. Meet with each team member one-on-one at least once a week to provide a regular space for addressing lingering questions or concerns. Hold virtual team activities to give remote employees time to get to know each other in a more casual context. Distributed
Workplace Communication Schedule team meetings within regular work hours for employees across all time zones. Prioritize asynchronous communication with meeting recordings, messaging platforms and company policy documents. Hold cultural sensitivity training for internationally distributed teams to address cultural and linguistic differences.
Barriers to Effective Communication Many obstacles can get in the way of effective communication, depending on the situation and workplace model. These are some of the most common challenges to watch out for: Different communication styles: Two employees may have distinct communication styles, requiring them to adjust their approaches.
Physical distance: Remote work means less in-person communication, so teams need to use video platforms, messaging apps and other tools to stay in touch. Power dynamics: Employees may lack trust in leadership and feel uncomfortable bringing up issues, stifling the flow of ideas. Organizational structure: Companies may become too large or be
set up in a way that makes it harder for employees to communicate within and across teams. Information overload: Remote-heavy teams may face too many meetings and messages, suffering from issues like Zoom fatigue. Cultural differences: International teams may need to navigate different languages, mannerisms and customs. Wrong
communication channels: A communication channel may fail to meet the needs of team members or a company’s particular work model. Personal emotions: Workplace conflicts, introverted tendencies, stress and other emotional barriers may impact individuals’ ability to communicate. Communication is important because it can help align teams
around a shared goal. It’s also critical for collaboration, as effective communication is needed to coordinate efforts, share ideas, build relationships and prevent misunderstandings. To communicate effectively, leaders should think about the format and audience of their message. They should also be clear and concise, practice active listening, be
transparent, have one-on-one conversations, show appreciation and offer and receive feedback.



