
4 Simple Practices to Effective Communications 

"The problem with communication is the illusion it has been accomplished."  

-- George Bernard Shaw 

 

Effective communication occurs only if the receiver understands the exact information or 

idea that the sender intended to transmit. How can you tell when you've hit the mark and 

when you've lost them? 

 Are you getting the results you want?  

 How well does your team know your goals, priorities and expectations? (Double check 

your answer with your team!) 

 Do projects get executed on time, and if not, are you aware of the delays (in other words, 

no surprises)?  

 Are there consistent misunderstandings company-wide, or is it an isolated case or 

individual?  

 Does your company seem to be plagued with inefficiencies? 

What Are You Saying, How Are You Saying It and Under What 

Conditions?  

Content vs. Context Communications 

 

"Content" is the actual message - the spoken and written words we use to express 

ourselves, our ideas, emotions and our intentions. 

  

"Context" is the way the message is delivered. It involves the tone of voice, body language, 

the look in your eyes, attitudes, expectations, demographics and the state of emotions. 

These factors - and more - serve as the back drop in which the message is being transmitted 

and received.  

 

Consider this when you communicate: 

 Words are 7% effective  

 Tone of voice is 38% effective   

 Non-verbal clues are 55% effective 

4 Ways You Can Become A More Effective Communicator:  

1. Organize and clarify ideas in your mind before you attempt to communicate them. If 

you are feeling passionate about a topic, you may become garbled if you haven't already 

thought of some key points to stick with. A good rule-of-thumb is to choose three main 

points and keep your communication focused on those. Do not be shy about re-

iterating your 3 key points.  



2. Be clear about the purpose of the communication. For example, your purpose could be 

to inform others, to obtain information or to initiate action. Knowing this in advance will 

help you achieve the results you want from the conversation. 

3. Listen. Communication is a two-way street. Remember, while you are talking you are not 

listening - and when you are not listening, you are not learning anything new. In 

listening, you will be able to gauge how much of your message is getting through to 

your listeners and whether or not it is being received correctly or is being misinterpreted. 

Ask listeners to rephrase some of what you have said in their own words if they appear 

to be returning confused or mistaken views to you. 

4. Pay attention to "Context" as much as "Content".  Provide the right context to deliver 

your message - whether that's body language, energy level, pace of the conversation or 

your tone of voice. Remember, everything communicates! 

Take the K Communications Challenge:  

For the next week, practice these 4 tools of effective communication for every conversation. 

Notice the difference! Now, coach your team to do the same. 
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