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THERE IS SIGNIFICANT COST TO 
THE POOR COMMUNICATION 

THAT IS PERVASIVE IN MANY OF 
OUR WORK GROUPS, TEAMS, 

AND ORGANIZATIONS. 

ALL ORGANIZATIONS CAN BENEFIT 
FROM IMPROVING COMMUNICATION 

FLOW BOTH VERTICALLY 
(SUPERVISOR TO EMPLOYEE) AND 

HORIZONTALLY (BETWEEN 
COWORKERS). 
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WE WILL COVER STEPS YOU CAN TAKE 
TO IMPROVE THE QUALITY OF 
INDIVIDUAL AND ORGANIZATIONAL 
COMMUNICATION.

“SINCE WE COMMUNICATE WHETHER 
WE WANT TO OR NOT, IT’S IN OUR BEST 
INTEREST TO GET GOOD AT IT.”

- DAVID GROSSMAN, COMMUNICATIONS EXPERT
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COMMUNICATION TIPS FOR THE PAYROLL PROFESSIONAL

o Everything you do and say communicates SOMETHING. 

o The most effective leaders know that their team’s performance hinges on 
being a great communicator.

o When a leader communicates effectively, everyone understands the vision and 
the values of the organization’s culture.

o As leaders we find ourselves “out in the field” trying to communicate our 
messages day in and day out to inspire our teams toward important shared 
goals.

o Improving your communication skills with your team is a journey (not an 
event) that we all must take to motivate and inspire others.

COMMUNICATION TIPS FOR THE PAYROLL PROFESSIONAL

oGreat leaders articulate and share their vision through their daily 
interactions by working on their communication skills. 

oCommunication sometimes can be underestimated considering 
the world we live in.

oWe are globally interconnected with almost every facet of 
technology, but we have yet to connect on a level of 
understanding and articulating a better world.
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COMMUNICATION TIPS FOR THE PAYROLL PROFESSIONAL

oEffective leaders recognize their ability to achieve results 
from their teams by generating engagement. 

oIf you want to inspire and motivate, you must get 
teams (employees) moving in the right direction.

oYou often succeed or fail based on your and their 
ability to communicate with everyone.

HERE ARE SOME ITEMS YOU CAN WORK ON 
THAT WILL HELP YOU BECOME A BETTER 
LEADER-COMMUNICATOR WITH THE 
ABILITY TO GUIDE OTHERS TO THE 
"FRONT ROW":
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BUILD RAPPORT AND GET TO KNOW YOUR PEOPLE

oNo one cares how much you know until they know how much 
you care.

oBe aware of YOUR communication style to ensure you don’t 
come across as condescending or demeaning or make others 
feel “less than/not as smart/stupid” for asking questions so 
as to clarify their role.

BUILD RAPPORT AND GET TO KNOW YOUR PEOPLE

o People communicate best when they feel safe and trusted around their leader.

o Rapport isn’t a one-time thing.

o Rapport is a continuous process of building relationships and cultivating 
shared perspective.

o When rapport becomes a priority in your culture, people sense they can 
approach their leader and have open dialogue. 

o Without getting to know people on their level, it becomes a hit or a miss to 
communicate effectively with them on a regular basis. You often succeed or 
fail based on your and their ability to communicate with everyone.
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BUILD RAPPORT AND GET TO KNOW YOUR PEOPLE

o Tailor conversation to the audience to which you are communicating. 

o Communication with your boss, co-worker, customer or supplier may 
require a slightly different style. 

o With your boss, be careful to pick the right time, and ask for what you 
need and what you expect they can reasonably deliver.

o For a co-worker, be direct, transparent, and open-minded.

o And if a customer or supplier calls with a problem, listen carefully, 
apologize if necessary even if it wasn’t your fault, and offer a solution.

TAKE TIME TO EXPLAIN

o We tend to assume everyone knows as much about the subject as we do. Yet, 
this is not always true. 

o Take the time to explain and give a brief background on the subject you are 
addressing.

o This may take additional effort on your part but in the long run, it helps to 
know you covered all bases with your team. 

o In one way or another you are setting your team up for success because you 
want to ensure everyone gets the message clearly from the very beginning.
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TAKE TIME TO EXPLAIN

oBe certain the information you need to convey—whether it is 
spoken or written

o Is clear and directly communicated - Clear & Direct

oUse language that is specific and unambiguous.

oCheck that the receiver understands the message as you 
intended.

oAvoid acronyms when there’s a chance they will be unclear.

CREATE A SAFE PLACE TO SHARE FEEDBACK

o We must ask for honest feedback from those around us.

o We need to create an environment where people feel safe about sharing their 
thoughts with you and vice versa.

o It’s an on-going process to create moments of truth and accountability in 
your organization. 

o Check that the receiver understands the message as you intended.

o When people feel appreciated for their feedback, they know they can come 
back and share more of their struggles, frustrations and aspirations.
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ACT OR REACT ON THE FEEDBACK YOU HEAR

oFeedback is only good if people are acting on it.

o Leaders have a great opportunity to learn and grow through 
communication feedback.

o It teaches us that we need to act on the needs of others in our 
organization.

oGreat teams act on what everyone is sharing so they can get 
better results.

ACT OR REACT ON THE FEEDBACK YOU HEAR

oBy listening to all perspectives and taking the information in, we 
are able to make better decisions for the future.

oHelp people feel they can disagree. 

oConsider all the input before making decisions. 

oPeople will communicate better information if they’re not 
always trying to guess what you want to hear.
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FACE TIME IS VALUABLE

oTechnology is a great resource to reach many people fast in today’s world.

oWe want to reach our teams all across the world in the most efficient 
way possible. 

oHowever, we have gotten away from face-to-face connection that should 
not be replaced with technology. 

oFace time in communication can be underestimated at times; get out of 
the office and communicate eye-to-eye.

FACE TIME IS VALUABLE

o Build relationships by a human connection. 

o Face time & building rapport/relationships – VITAL to success of both individuals & 
companies. 

o When the leader knows the person, they can better assign tasks/duties, know how the 
person works (thereby lowering frustration on everyone’s part) and know what level of 
excellence to expect from them.

o You will also have the huge benefit of non-verbal communication cues including tone of 
voice, facial expressions and other body language.
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MAKE COMMUNICATION FLOW FAR AND WIDE

oCommunication needs to flow across an organization so everyone has insight 
into the goals and progress of the organization. 

oEmployees who can seek and quickly acquire new information are able to 
efficiently connect the dots and avoid huge mistakes by simply having 
access to important information about what other employees and teams 
are doing. 

o Information is power, and teams that have easy, quick access to as much 
of it as possible make decisions to beat their competitors to the punch.

MAKE COMMUNICATION FLOW FAR AND WIDE

oThe only way to do this is by radically embracing technology to facilitate team 
communication that is not dependent on email.

oTo succeed, your goal has to be to radically improve the communication 
within the walls of your organization. 

oStart by freeing yourself from your familiar and habitual relationship with 
email.

oOpen your mind to new ideas.
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MAKE COMMUNICATION FLOW FAR AND WIDE

oReinvent your organization as a "team of teams," 

oWhose employees are empowered to act within defined limits because they 
know and understand what is going on.

oSeek out ways to incite dialogue with every member of your organization. 
Very quickly you will see meaningful and fluid communication go from a far-
off fantasy to become the new backbone of important communication for a 
faster and more effective team.

SEEK OUT INFORMATION FROM THOSE 
AROUND YOU –“ASK ME/TELL ME.”

o Instead of waiting for employees to seek out information, managers and supervisors 
(employees) can approach them directly and ask about employees’ informational needs. 

o Most meetings in organizations end with the meeting leader asking if anyone has any 
questions.  

o Move that question to the beginning of each meeting. 

o This simple switch tells employees that their questions and concerns are more important 
than the impending meeting agenda.

o By quickly responding to their concerns and informational needs, their perception of the 
communication concern in the organization will likely change.
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SEEK OUT INFORMATION FROM THOSE 
AROUND YOU –“ASK ME/TELL ME.”

o In order to keep the program going, it may be helpful to require managers and 
meeting leaders to schedule time for “Ask me/Tell me” until it becomes part of 
the organizational culture. 

oCreate opportunities for more informal time for employees to interact with 
managers. 

oEmployees are often hesitant to interrupt their busy boss for small things 
such as information needs. 

SEEK OUT INFORMATION FROM THOSE 
AROUND YOU –“ASK ME/TELL ME.”

oManagers who provide opportunities for casual work conversation actually help 
employees feel needed and comfortable with sharing their information needs. 

oTo do this, managers should work alongside staff.

oAll need to work together.

o Initiating “water-cooler” conversations and fostering open communication 
through these informal means supplements communication that occurs 
through formal reporting lines. 
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SEEK OUT INFORMATION FROM THOSE 
AROUND YOU –“ASK ME/TELL ME.”

oRegardless of the conversation, try to keep it positive. 

oEven the harshest feedback can and should be delivered in a positive, 
supportive, team-centric manner. 

oStay focused on behavior or performance and not character. 

oWhen you are on the receiving end, avoid getting triggered by difficult 
messages.

oKeep in mind the bigger picture and the long-term implications.

CREATE  A SAFE PLACE TO SHARE FEEDBACK

oSharing ideas for the betterment of the organization as well as individuals is a 
WIN-WIN. 

oSharing ideas causes new communication & interaction because it allows the 
individual personality to be interjected and stimulates others to think outside 
the box. (You know, that AH-HA moment when you say, ” Gosh, I would 
never have thought to do it that way!”)
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IMPROVING COMMUNICATION ACROSS THE ORGANIZATION

oThese items/tips for improving workplace communication can be implemented 
and perfected by anyone. 

oTake an honest look at your own communication skills, then choose those of the 
above to improve upon.

oThe work you put into improving your communication skills will pay dividends 
both at work and at home.

"IT'S NOT ABOUT BEING BETTER THAN 
EVERYONE ELSE, IT'S ABOUT BEING 
BETTER THAN YOU USED TO BE."

~DR. WAYNE DYER
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THANK YOU 
FOR ATTENDING 

& FOR YOUR TIME


