Communication Tools for
Management

Culture and Communication in Development
(CCID)

Presented by: \Anne Ngumo- MBA-HR, BED, Higher Dip-HR,CHRP(Ct), IHRM

Member



Agenda

01 Why Communication Tools?

02 Communication Tools for
Management

03 Using Communication tools to
increase productivity

04 Q &A Session



20y  Effective Communication tools

A&J Global

& Strategies

3 YouTube

https://youtu.be/AViwpoWqgP-8




A&J Global

Why Communication tools?

Management is responsible for providing vision, inspiration and
motivation for those being led.
Leadership must to listen to concerns, resolve issues and implement

change.

Communication tools increase productivity, employee satisfaction
and effective change.

Effective communication enables employees to ask questions,
receive clarity and accomplish their task with clear steps to complete

goals
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A&mlal Communication Tools:

1. One-On-One Meetings:

» Training and developing individuals

» Providing professional coaching and
listening to the person’s needs and wants.

» Training someone in a specific area
because the manager can have a close
look at the person’s abilities..
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2. Surveys

- Surveys serve the dual purpose of collecting usable data
from employees and customers at the sametime.

-Surveys to explore and grade certain areas of an
organization's effectiveness.

- The surveys are tallied and used to highlight areas of
strength and weakness in the organization’s communication
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At Clobl 3. Focus GrOUpS

» Focus groups are used as a feedback agent that allow management
to express a particular goal or core value, and then let
representatives from different departments express their ideas,
thoughts and concerns about that goal.

» A manager facilitates a focus group discussion to learn the various
perspectives and opinions about a specific area of the company’s
communication. For example, the group could focus on customer
appreciation, understood direction or employee satisfaction.
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> All too often documents get lost in emails, too much
paperwork, employees miss out on important company
information, disconnected departments and employees,
new employees/interns lost about procedures and
processes...the solution?

> A central portal where everybody can access all relevant
information, communications, documents, and contracts
in one place ... no matter where they are.
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* 75 private, group messaging, and chat
tools.

> Employees and project teams need collaboration tools to help
them work together more efficiently. Without a platform to
collaborate, it becomes difficult for members to share ideas and
keep tabs on group progress.

» Employees spread across geographical locations in different time
zones. While public spaces like Facebook Groups may work,
dedicated intranet chat services ensure everyone is just a tap away.
They can also be used to share files (with a drag-and-drop function)
and search for contacts or past conversations.
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* 5. Task Management

» Combining strong communication features with assignment
tracking capabilities, a task management tool will transform the

way staff completes the most vital aspect of your company: their
jobs.

» From execution to completion, task management software helps
employees and directors reach their goals as efficiently and
successfully as possible. Managers can directly assign tasks to team
members and track their progress. They can also set due dates and

priority settings, which appears in an organized list for everyone
involved.
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> The brain processes visual information 60,000 times faster than
text. Therefore, it’s a no brainer that images and videos in

your digital workplace will get more traction from your employees.

» Posting training videos, messages from top-level managers, or
culture videos in your company intranet will increase engagement
and retention among employees.

» Image-focused content, infographics to display important
information. Particularly for data, timelines, or explaining
complicated topics, infographics will simplify information in a
catchy and engaging way.
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oo Other Communication Tools

7. Discussion Forums

8. Recognition and Reward Platforms for Employee Engagement
9.Podcasts




= Communication= Growth
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. Communication tools ensures
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