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Module Overview

Module Name: 
Communicating in the Workplace

Purpose:
Employees are often equipped in companies for the technical skills needed for the job, but they are rarely trained in the soft skills. In the Canadian workplace, 50% of the emphasis is placed on technical and 50% is placed on soft skills. These soft skills include how to get along with co-workers, how to communicate clearly and check to make sure you understand others, how to work in a diverse work environment (diversity in many areas such as ethnicity, age, disability etc,) how to lead in tasks when that is required and how to take care of yourself so that you are equipped with the stressors that come with working. This course dips into all these topics in a way that is interactive, fun and respectful.
Logistics: 

5 sequential days

Facilitator: 

Julie Bell is one of Communicating in the Workplace facilitators.



The facilitator can be reached through WEM.

Special Instructions: It is important the facilitator understand where the participants are at regarding communication.  To enhance transferability to the job and life it is important the examples used are relevant to the group.
Transferability to the Workplace 

Communication breakdown in a manufacturing environment can be costly and dangerous. There are practical communication skills that can help you excel in your job and be safer in your role. Also, inevitably there are conflict issues that arise with leaders and co-workers. In this course, you will be equipped with practical tools to help you deal with conflict effectively and respectfully. One participant said, "I learned more in this week than I did in 20 years in the workplace." 
Learning Objective
By the end of the session the learners will be able to:

· Communicate a clear and concise message using language 
appropriate to a workplace
· Use appropriate body language and correctly interpret the body language of others
· Use active listening skills 
· Ask questions when not understanding instructions or an explanation 
· Talk through work-related problems to a positive outcome 
· Actively participate in group discussions to contribute ideas, opinions, 
suggestions, etc.
· Communicate with co-workers to coordinate tasks, share information and 
discuss issues
· Keep conversations moving forward in a positive and results-oriented   manner
· Apply teamwork skills in a variety of situations
· Use strategies for building positive working relationships
· Act in a way that demonstrates an openness to the ideas, opinions and 
contributions of others
· Resolve inter-personal conflict positively and appropriately  
Assessment(s):

The facilitator will provide WEM Manager and facilitation team with the following assessment tools:

· Attendance at orientation

· Attendance at workshop

· If applicable, number of days late to class

· Skill summary

· Observations and anecdotal comments

· Summary of Self-Efficacy Survey (Appendix A)
Program Overview
	Day 1

	Topics Covered
	Type of Activity

	Icebreaker, Logistics, objectives, self-assessment
	Logistics and Introductions

	Explore prior experience – paid work and volunteer
	Sharing at tables and then whole group

	Potential breakdown between sender and receiver
	Video and discussion

	Practice clearly giving and receiving instructions by checking for clarification (Introduction to Essential Skills)
	Desert island activity (Working in pairs)

	Exploring the impact of verbal, non-verbal and tone in communication
	Interactive mini lecture

	Fixed and growth mindsets
	Self-assessment and discussion 

	Johari Window Explore importance of getting to know self and blind spots
	Mini lecture and discussion

	Get to know personal values and where adaptation may need to be made in the workplace
	Self-assessment and whole group activity

	Impact of organizational culture, as well as a diverse workforce
	Interactive mini-lecture

	Exploration of how perceptions can be completely misleading
	Perception activity

	Strategies for staying calm
	Group discussion with whole group debrief

	Elements of Diversity – so much more than ethnicity
	Brainstorming and mini-lecture

	Day 2

	Identify potential company expectations.
	Group brainstorming, critiquing of sample workplace expectations

	Identify reasons for conflict
	Whole group discussion

	Identify the difference between constructive and destructive conflict, as well as the value of constructive conflict
	Whole group discussion

	Determine preferred modes for dealing with conflict.
	Self-assessment

	Explore the strengths and weaknesses of the 5 modes for dealing with conflict.
	Group presentations

	Determine the best modes for dealing with conflict depending on the situation.


	Case Studies – group then debrief as a whole group

	Effective communication strategies
	Self-assessment and group debrief

	Day 3

	Getting to know our own expectations and wants for working
	Interviewing and sharing summarized information

	Explore additional conflict resolution strategies
	Puzzle activity

	Importance of Listening in the workplace
	Self-assessment

	The dangers of “Do you Understand?” and how to avoid them
	Interactive mini-lecture

	Active / Proactive listening
	Interactive mini-lecture

	Sandwich Approach to Giving Feedback
	Discussion

	Politeness and “Bad” Language
	discussion

	Platinum rule vs. golden rule
	discussion

	Resilience
	Self-Assessment and discussion

	Assertive communication
	Demonstration and practicing in pairs

	Day 4

	Stages of group development
	Mini-lecture and group discussion questions

	Team Effectiveness Model
	Mini-lecture and response from learners

	Getting Along with Others
	Self-assessment and group discussion

	Understanding Customer 
	Group Discussion

	Tips for being a Respectful Employee
	Brainstorming in groups

	Adapting levels of formality depending on the situation
	Puzzle completed in groups

	Positive Statements Activity
	Worksheet done in pairs

	Extra conflict strategies
	Learners take turns teaching the group

	Rapport and Dealing with Disrespect
	Group brainstorming

	Day 5

	Guess the number Activity
	Game that demonstrates how easy it is to miss non-verbal communication

	Review of Fixed /Growth Mindset / Johari Window
	Questions and Discussion

	Excellent Employee Review
	Go over activity done in orientation and watch testimonial video

	Purposes for meetings
	Mini-lecture

	Assertive Communication Review
	Video

	Conflict Resolution – Am I part of the problem?
	Self-assessment 

	Stress Management Strategies.
	Self-identifying new tools in handout

	Identifying Thinking that can Trigger “Set back me” Choices
	Mini-lecture

	Importance of Work
	Brainstorming

	Test Knowledge 
	Jeopardy game 

	Interviews 
	Speed Dating Style

	Sharing skills through telling stories
	Practicing in pairs

	Time to Wrap things up!
	


APPENDIX

APPENDIX A - Summary of Self-Efficacy Survey (Appendix A)

Individuals were asked to rate how certain they were that they would able to do the following at work, based on how they felt at the beginning of the workshop and again at the end of the workshop. The degree of confidence was recorded with a number from 0 to 100 using the scale given.

[image: image1.png]growth.
0 10 20 30 40 50 60 70 80 90 100
Cannot do Moderately
atall can do
Change in Confidence

Note that where the score went down, this indicates an increased awareness of an area for

I can communicate a clear and concise message using language
appropriate to a workplace

1 use appropriate body language and can correctly interpret the
body language of others

I use active listening skills to be able to understand what to do or
say next

I ask questions when not understanding instructions or an
explanation

I can talk through work-related problems to a positive outcome

I actively participate in group discussions to contribute ideas,
opinions, suggestions, etc.

I can communicate with co-workers to coordinate tasks, share
information and discuss issues

I can keep conversations moving forward in a positive and
results-oriented manner

I can apply teamwork skills in a variety of situations
I use strategies for building positive working relationships

I can act in a way that demonstrates an openness to the ideas,
opinions and contributions of others

I can resolve inter-personal conflict positively and appropriately

Highly certain

(# of points + or -)

-10 to a total of 80

+20 to a total of 80

+10 to a total of 90

+10 to a total of 90

+20 to a total of 90

+20 to a total of 90

+0 to a total of 70

+10 to a total of 80

+10 to a total of 70
+10 to a total of 80

+10 to a total of 80

+20 to a total of 80

can do
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