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.Q, PL “Tand Feedback with Colleagues

Introduction

Effective communication is the backbone of any successful team or organization. It is the foundation upon
which ideas are shared, feedback is given, and collaboration flourishes. In today's professional landscape, where
diversity, inclusivity, and innovation are valued, the ability to communicate effectively is not just a skill, but a

necessity.
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Activity 1: Communication Styles Quiz

Take the following quiz to identify your communication style:

1. When communicating with colleagues, | tend to be:
a. Direct and assertive
b. Indirect and passive
c. Collaborative and open-minded
d. Competitive and aggressive
2. When receiving feedback, | feel:
a. Appreciative and open to improvement
b. Defensive and resistant to change
c. Indifferent and unresponsive
d. Angry and confrontational
3. When working in a team, | prefer to:
a. Take charge and lead the discussion
b. Listen and follow the leader
c. Contribute ideas and collaborate with others
d. Avoid conflict and go along with the majority

Answer Key

Review your answers and reflect on your communication style:

1. a) Direct and assertive: You tend to be confident and straightforward in your communication style.
2. b) Indirect and passive: You tend to be reserved and avoid conflict.

3. ¢) Collaborative and open-minded: You tend to be flexible and receptive to others' ideas.
4. d) Competitive and aggressive: You tend to be forceful and dominant in your communication style.
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Activity 2: Role-Play Exercise

Divide into pairs and practice the following scenarios:

1. Giving feedback to a colleague on their performance.
2. Receiving feedback from a manager on your project.
3. Collaborating with a team member to solve a problem.

Guidelines:

Be respectful and open-minded in your communication.
Use "I" statements instead of "you" statements.

Listen actively and respond thoughtfully.

Avoid interrupting and dismissing others' ideas.
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Activity 3: Case Study Analysis

Read the following case study and answer the questions:

A team of colleagues is working on a project to launch a new product. One team member, John, is not
contributing to the discussion and seems disengaged. The team leader, Sarah, decides to give John
feedback on his performance.

1. What are the potential consequences of Sarah's feedback on John's performance?

2. How could Sarah deliver the feedback in a constructive and respectful manner?

3. What are the benefits of giving and receiving feedback in a team setting?

Answer Key

Review your answers and reflect on the case study:

1. The potential consequences of Sarah's feedback on John's performance could be improved
engagement and motivation, or defensiveness and decreased morale.

2. Sarah could deliver the feedback by being specific, timely, and actionable, and by focusing on John's
behavior rather than his personality.

3. The benefits of giving and receiving feedback in a team setting include improved communication,
increased trust, and enhanced collaboration.
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Conclusion

Effective communication is essential for success in any professional setting. By understanding your
communication style, practicing active listening, and giving and receiving feedback, you can enhance your
collaboration and productivity. Remember to be respectful, open-minded, and receptive to others' ideas, and to
use "I" statements instead of "you" statements. By following these strategies, you can become a more effective
communicator and contribute to a positive and productive work environment.
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Additional Resources

¢ "Crucial Conversations" by Kerry Patterson, Joseph Grenny, Ron McMillan, and Al Switzler
e "The 7 Habits of Highly Effective People" by Stephen Covey
¢ "Communication Skills" online course on Coursera
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