
Effective Communications.



Legend has it that Napoleon believed that ‘an army marches on its 
stomach’. 

If this is true then effective communications are a key element in the 
nutritional mix that keeps any company, organisation, golf club or 

business successful and moving forward.



This maxim applies in a company or organisational sense, for both 
internal and external communications and it will single out the company 

from its competitors.
Communication is the blood flow of a successful business.



How often have you heard someone say; ‘oh I’m so busy’, or ‘it’s been so 
hectic’ as an excuse for not getting back to you, or for not answering a 

question, email, etc?



The fact is that ‘THEY’ are not really busy. 

If the truth be known these self-styled ‘busy bees’ are either, not 
interested in the person or subject  matter to hand, incompetent, 

impolite, out of their depth or, alternatively,  they don’t know their job. 



If you are looking for an example of someone who really is busy?...for 
one, the Pope is.



The rest of us I am afraid are just plain inefficient and or poor time 
managers.

The alternative is that we are telling someone, in an unsubtle manner, 
that we are not interested in them, or that they and or what they are 

doing does not matter to us, either personally or in general terms.



Be under no illusion, because 
ultimately you are defined and valued by how well you communicate.



Sure - we all know that there is an email blizzard out there!



However, the blizzard of email is not the fault of Outlook or Gmail, or 
because there is too much communication.

It is largely because too much of it is either badly structured, poorly 
managed or misdirected.



How to help STOP the Blizzard!
Email is often treated by its users with a similar and cavalier disregard 
for its rules, that SA drivers display for the rules of the road and when 

they career about using car parking areas.

STOP means STOP, not ‘pause’ or drive through slowly , even in a car 
park and we drive on the left had side of the road EVEN in car parks and 

there are similar rules for email!



Let’s deal with the third problem first: misdirection.

Make sure you are sending the email, or making the communication to 
the ‘right’ people.



If you are not sure then confirm who should be in the loop – please don’t 
just fire off emails as if you have a pump action laptop!



The second problem is with management.
Be careful who you cc as perhaps one of the biggest single contributors, 
to the tidal wave of email, are people who copy everyone ‘just in case’.

If you are one of these and believe that it supports efficient 
communications, then please  change , or pack up that same ‘case’ and 

move on somewhere else!



Now to the first problem: structure

Read all the content in all types of communications carefully –

READ ALL OF IT!



How often have you seen emails, or internal communications bounce 
around because someone forgot to read the last paragraph?

‘Oh sorry, I didn’t see that’........’well heck ,why not?’

After all, it is hardly an intellectually demanding task just to scroll down to 
the end part, where you will see the tell- tale signs of the finish i.e. 

‘regards’, ‘sincerely’, ‘have a nice day’ (ugh!).



Being too cryptic can equally be an issue and can result in a string of 
further email, trying to determine what the sender or responder really 

wanted!
Make sure that every communication is clear, only as long as its needs 

to be and is no longer than that.



There Were Too Many Notes

‘Gee but it was so long’ - this is in response to two A4 pages and 600 words.

‘OK, so the next time we send out an executive summary for the key points required 
for us to consider hosting the Summer Olympic Games, I’ll keep it down to one line’. 

‘I’ll do this just for ‘YOU’ and because you are sooooooo busy!’



Shorthand and in vogue type content in email, abbreviations  (we seem 
to live in an alphabet soup!), social text messaging lingo and social media 

jargonese have NO PLACE in email communications.



‘Thanx 4 the opp 2 meet u twas gr8 & will get bak 2 u with sumthing 
suner ratha than la8er.’ 

Even if you are communicating with a close colleague (remember that 
they might need to share your email with others), or a Rastafarian, please 

save this type of drivel for your mates, on the multiplicity of idiot level 
social media platforms that have proliferated.



Be Polite!
A little courtesy can pay big dividends.

Acknowledge email and thank people for sending you information, or 
responding to a question!

Especially say ‘thank you’, if it was you who requested the information in 
the first place!



Get Smart!

Follow a few basic rules and you will quickly stop the Trolls from hijacking 
the communications’ bridges, causing opportunities to be missed and 

clogging the vital flow of information within your organisation!

THE END
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