Communicating Effectively in the Workplace 
The dean of Harvard’s Business School is quoted as saying, “Communication is the real work of leadership.” Anyone who manages employees knows how true this is. Through the FOH program, “Communicating Effectively in the Workplace” gives you information and tools to help you and your team communicate more effectively. Just log on to www.FOH4YOU.com to access this information on the Spotlight section, including: 
· Tools that wil help define your communication style and help you put it to best use with your employees. 
· Learning how to develop effective communication skills. It’s easier than you think! 
· Getting back to basics with Communication 101. 

Practice Your Non-Verbal Communication 
Verbal communication accounts for less than 10 percent of how a message is interpreted by another. People communicate through body language, words and tone of voice. The clearest communication occurs when all three elements send the same message. 
Tune into your body language as you speak with others: 
· Friendly, open and relaxed body language makes employees feel comfortable and receptive to your ideas. 
· Crossed arms and a clenched jaw is unfriendly body language that puts employees on the defensive, making them less open to your suggestions. 
· Even in the most trying of situations, keep an upbeat, positive tone in your voice.
Podcast: “Effective Communication in a Diverse Workplace” 
Managers often face the challenge of building a harmonious and productive work environment among employees from various cultural and ethnic backgrounds. Communication is the key to success. The podcast is available on the website under Tools, On Demand Learning, Webinar Recordings and Podcasts. 

Log on to check it out online 
Log on to www.FOH4YOU.com to access “Communicating Effectively in the Workplace” and other helpful resources in the Spotlight section. 

We are all different in the way we perceive the world. And that extends to the workplace. By knowing this and learning some tips on how to communicate better with your employees, you will reap the benefits of a more satisfied workforce.
