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Clear and effective communication is essential for creating a positive work
environment, fostering collaboration, and ensuring productivity. Strong
communication skills help prevent misunderstandings, reduce stress, and build better
relationships with colleagues. Effective communication builds trust, reduces
misunderstandings, and strengthens teamwork, all of which contribute to a more
harmonious and productive workplace.

Be Clear and Concise: Avoid ambiguity by
expressing your thoughts in a straightforward
and concise manner.

Listen Actively: Pay attention to what others
are saying without interrupting them, show
empathy and validation.

Be Respectful and Professional: Stay calm,
polite, and mindful of tone, especially during
stressful times.

Ask Clarifying Questions: Ask questions to
ensure understanding and prevent
miscommunications later.

Provide Constructive Feedback: Offer
suggestions for improvement in a positive and
supportive way.

Tips for Effective Communication
in the Workplace
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For more support, visit your National
EAP Member Portal for access to
helpful articles, resources, and mindful
practices.
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