Guide Contents

Table of Contents

| Meet The 10 Employee Communication Traits 1-1
Overview and List of the 10 Traits I

Yes! Communication Makes a Difference! 1-10

Establishing the Right Mindset I-11

Il Data Gathering for High Performance Success 2-1
Employee Research: The Search for Clues 2-1
The Employee Survey: Subject Areas to Target 2-3
Sample Survey Questions to Ask 2-7
The Power of Focus Groups 2-12
Manager Interviews 2-14
Communication Measurement: A Continuing Process 2-14
Auditing Your Current Communication Materials 2-15
Tracking the Effectiveness of Messages 2-19
Getting Buy-In and Support for Action 2-20

i Communication Planning for High Performance 3-1
Overview: A 5-STEP Communication Planning Process 3-2
Step I: Analyze Your Input from a |0-Trait Perspective 3-3
Step 2: List Strengths, Weaknesses, Other Workplace/Industry Factors 3-26
Step 3: Integrate/Align with Key Goals/Business Targets/Messages 3-30
Step 4: Identify Actions to Support Your Plan 3-36
Step 5: Complete the Plan: Put All the Elements Together 3-42

Behind Section lll: WORKSHEETS 3A, 3B, 3C, 3D, 3E, 3F, 3G

GUIDE CONTENTS




Guide Contents

Table of Contents

IV 125 Great Ideas in Employee Communications

Ideas:
Ideas:

Ideas:

Ideas

Ideas:
Ideas:
Ideas:
Ideas:

Ideas:

Collaboration and Idea Sharing
Managerial Communication

Dealing With Reality

: Connecting the Dots

Clarity in Vision, Messages, Business Strategy
Building Customer, Marketplace Awareness
Listening to Employees

Simplicity of Content, Appearance

Recognition

\Y/ Going forward. . . assess, adjust and improve
TO DO Checklist

Getting “Buy-in” on Key Initiatives
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Assessment of Results

A Final Word
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