Enhancing Employee
Communication Skills

Step 1: Assess Needs

Conduct a needs assessment by gathering information through
surveys, interviews, or observation to identify the specific
communication skills that require improvement within the
organization.

Step 2: Set Goals

Based on the assessment, set clear and measurable goals for the
communication skills program to target the areas of improvement
identified.

Step 3: Design Program

Develop a tailored training program that may include workshops,
seminars, and other learning activities focused on the key
communication skills identified in the goals.



Step 4: Implement Training

Roll out the training program across the organization, ensuring that
all employees participate and that the training accommodates
different learning styles and needs.

Step 5: Encourage Practice

Create opportunities for employees to practice their new skills in a
safe environment, which could include role-playing exercises or
communication games.

Step 6: Provide Feedback

Offer constructive feedback to employees on their communication
skills after practice sessions, emphasizing areas of improvement and
acknowledging progress.

Step 7: Monitor Progress

Track the progress of employees over time, using the same methods
as the initial assessment to measure improvements in communication
skills.

Step 8: Adjust Program

Review the outcomes of the training program periodically and make
adjustments as necessary to meet the evolving needs of the
organization and its employees.



General Notes

Program Duration

The timeline for the program can vary. It could range from a few
weeks for a crash course to several months for comprehensive
training.

Facilitators

It's important for facilitators to be skilled in both communication and
training to effectively lead the program.

Resource Allocation

Ensure adequate resources, such as time, materials, and budget, are
allocated for the program to be successful.
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