ENHANCING EFFECTIVENESS OF YOUR COMMUNICATION

Our communications style is so much a part of our persona that it is often difficult to objectively assess how others perceive our communications style and the effectiveness of our communication. The most accomplished communicators achieve that level of accomplishment by continually working to develop their skills. Observing and emulating persons who are excellent communicators can help us modify ingrained communications patterns and incorporate new behaviors. Information professionals who are interested in an objective assessment of their communications skills, with the intent to enhance the effectiveness of their communications, should also consider how they could benefit from some of the resources described below.

Mentor

If you are fortunate enough to have a mentor in your organization or profession, you might look to them for guidance in this area. A mentoring relation is typically an open, comfortable relationship since you know your mentor has your best interests at heart, and you can expect your mentor to be straightforward with you.  Create a plan for your mentor to observe the way you communicate in specific situations and then provide feedback and suggestions for improvements. Investigate the possibility of role playing with your mentor to test new communications behavior in a safe environment.

Coach 

Check with your manager or Human Resources department to see if there are coaches available to you. With people being one of the most precious commodities of any business, management has a vested interest in training and developing their people. Make improvement of your communications skills a part of your professional development plan and seek out professionals in your organization or consultants in this area who are available to work one-on-one with you. A coach will have a structured, focused approach to the process and will likely be able to spend more time with you than your mentor. If there are no provisions for this type of coaching within your organization, consider a personal investment in coaching sessions—especially if there is potential for advancing your career. 

Seminars

In all of the literature that comes across your desk, you are sure to find announcements of various training seminars—some devoted particularly to improving personal communications. In addition, consider sales training seminars; Information professionals are selling their expertise and their service and can learn more about some practical communications skills, e.g., probing, negotiating, and closing from colleagues in sales. Train-the-trainer courses and general public speaking courses also can provide useful insights. While lacking the benefit of one-on-one coaching, such courses are often only a day or half-day and provide some useful tips. A chance to observe the seminar leader in action and note how they present material to a group is often as valuable as the course material itself.

Professional Associations

Key benefits of membership and active participation in professional associations are opportunities to network with other professional and to participate in continuing education activities sponsored by the association. Workshops on improving communications skills have broad appeal and are offered by many associations. Getting involved in committee work, leading committees, or serving as an officer of the association help you develop your own voice in a public arena. You learn by observing your colleagues, by doing, and by participating in training sessions provided for officers and leaders of the association.

Toastmasters

Toastmasters is an organization which helps members improve their communications skills, particularly public speaking skills, by involving everyone in the group—both in presenting and in providing constructive feedback. There are groups in many communities, and some companies have Toastmasters groups that meet in the workplace. For more information, see: http://www.toastmasters.org/
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