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Agenda

WELCOME AND 
INTRODUCTION

TYPES OF 
COMMUNICATION

BARRIERS TO GOOD 
COMMUNICATION



Who we communicate with?

Clients

Employees

Business 
Owners

Suppliers

Other 
Stakeholders

Community



Types of Communication

• Verbal
• Active listening, speaking (pitch, tone, level of familiarity)

• Non-verbal
• Body language (facial expressions, posture, gestures, eye contact)

• Visual
• Short videos, pictures, charts, emojis, graphs 

• Written Communication
• Not just e-mails! (instant chats, group chats)



Written 
communication

• Risk of failure

• Recipient less likely to ask questions.

• Greater chance of mis-understanding if 
message not 100%

• Often used by managers to avoid a 
difficult situation

• Tone is open for interpretation by the 
recipient

• Emotional state of recipient cannot be 
controlled



Why does emotional state matter?

E-Mail to: Mr Tom Jones Today’s Date

From: The big boss Subject: It’s Not Unusual

Hello Tom

I know you aren’t in the office this week but I need to see you urgently.

Signed the big boss



Active Listening

Active 
Listening

Paraphrase

Ask 
questions

Positive 
body 

language
Empathy

Avoid 
judgement



Benefits of good communication

• Goal congruence

• Boosts moral and engagement

• Delegation/Productivity

• Healthy culture

• Reduce conflicts

• Greater job satisfaction

• Stronger team (and business)



Pitfalls to avoid

• Leave yourself enough time to communicate well

• Choose wisely
• Invest a little time at the beginning to avoid more time at the end

• Don’t put yourself under pressure to respond immediately

• Remember we are all different and react better or worse to differing 
methods of communication.

• Consider your emotional state as much as the recipients



Modern Communication 
Tools





T: 01509 214 999
E: admin@dglegal.co.uk
W. https://dglegal.co.uk

Contact Details
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