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LORMAN

Lorman Education Services is a leading provider of
online professional learning, serving individuals and teams
seeking training and CE credits. Whether you’re looking
for professional continuing education or an enterprise-wide
learning and development solution, you will find what you
need in Lorman’s growing library of resources.

Lorman helps professionals meet their needs with
more than 50 live training sessions each month and
a growing collection of over 13,000 on-demand courses
and resources developed by noted industry
experts and professionals.

Learn more about Lorman’s individual programs,
economical All-Access Pass, and Enterprise Packages:

www.lorman.com
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AGENDA

Context (5 minutes)
« Importance of Effective Communication in the Workplace

! « Cost of Ineffective Communication
- Research
« Career and Organization Success

Communicating and Learning (10 minutes)
« Understanding and Appreciating Learning Styles

— Visual or Auditory

ol - Reading-Focused
Eﬁ"’ - Kinesthetic
p— Methods of Communicating (10 minutes)

- Verbal or Non-Verbal
- Visual
« Written

Giving Instruction (10 minutes)
- Effective Speaking

- Clarity, Tone, and Delivery
— Manage Expectations
— Accomplishing Your Intended Goal
« Overview, Purpose, and Context
« Materials
« Ask: Questions, Comments, and Feedback

Receiving Instruction (10 minutes)
- Effective Listening

- Attentive, Focused, and Finished

- Manage Expectations

— Mining the Message: Contributing and Expanding Instruction
» Understanding and Mental Picture
- Playback Instructions
- Share: Questions, Comments, and Feedback
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Cynthia R. Mullins

Legal counsel, certified human resources professional (SHRM-CP), management professor, compliance and HR speaker, and
FINRA public arbitrator.

Founder and CEO of Baldwin Rise. International legal counsel and chief human resources officer at JMW Consultants LLC.
Serve on faculty: Goodwin University at University of Bridgeport, Antioch University

Teach undergraduate and MBA management courses. Conduct seminars, workshops, and webinars on human resources topics,
business ethics and compliance, multicultural women'’s leadership, soft skills, workforce development, career strategies, negotiation,
and conflict resolution.

Juris Doctor: University of Connecticut School of Law
Master of Science, Business Ethics and Compliance: Cambridge College
Bachelor of Arts, Political Science: University of Connecticut

Certificate in human resource management: Duke University

Certificate in negotiation mastery: Harvard Business School Online
Certificate Scholar-Practitioner: Association to Advance Collegiate Schools of Business

crm1animo@gmail.com or cynthiam@jmw.com
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Effective Communication in the Workplace

Promotes Employee:
* Engagement
* Productivity
» Performance
» Satisfaction
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Effective Communication in the Workplace
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Promotes Client:

* Quality products and/or services
* Relationships

« Satisfaction
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Cost of Ineffective Communication

Expensive: range $4,000 — $13,000 per employee annually
 Efficiency

* Productivity

* Trust

* Innovation
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Research

Communication is an essential skill
Importance of giving and receiving clear instruction:

* Costs to bottom line — billions in certain industries
» Safety issues

* Remote or hybrid work environments

* Training and development

+ Knowledge management
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Career and Organization Success

Beneficial to employee and organization
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Communicating and Learning
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Learning Styles: Visual

Visual (graphic depiction):
* Arrows

* Charts

* Diagrams

* Symbols

LORMAN

Learning Style: Auditory

Auditory:
* Listening
* Reading aloud

1 LORMAN



Learning Style: Reading Focused

Reading & Writing (written information
on):

* Worksheets

* Presentations

» Text-heavy resources
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Learning Style: Kinesthetic

Physically active learner:
* Hands-on

» All senses engaged

* Lab component
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Methods of Communicating
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Verbal & Non-Verbal

» Strong Voice

 Active Listening
* Check Emotions
* Intentionality
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Visual

* Add Value
* Clear, Understandable
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« Simplicity
« Tone
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Giving Instruction
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Effective Speaking

 Clarity, Tone, and Delivery
* Manage Expectations
* Accomplishing Your Intended Goal
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Effective Speaking

* Overview, Purpose, and Context

» Materials
* Ask: Questions, Comments, and Feedback
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Receiving Instruction
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Effective Listening

» Attentive, Focused, and Finished

* Manage Expectations
* Mining the Message: Contributing and Expanding Instruction
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Effective Listening

* Understanding and Mental Picture
* Playback Instructions
» Share: Questions, Comments, and Feedback
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Complimentary Coaching Session
from JMW Consultants LLC

Martha Vogler
Associate Consultant

marthav@jmw.com
203.352.5000

Thank You

Cynthia Mullins, J.D., M.S.
Baldwin Rise
crmianimo@gmail.com
JMW Consultants LLC
cynthiam@jmw.com
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LORMAN

@ 2510 Alpine Road Eau Claire, WI 54703
) www.lorman.com & 866-352-9539 [ customerservice@lorman.com

©2022 Lorman Education Services. All Rights Reserved.

All Rights Reserved. Lorman training programs are copyrighted and may not be recorded or transcribed in whole or part without its express prior written permission.
Your attendance at or viewing of a Lorman training program constitutes your agreement not to record or transcribe all or any part of it.
Full terms and conditions available at www.lorman.com/terms.php.

This manual was created for online viewing. State specific information in this manual is used for illustration and is an example only. This publication is designed to provide
general information on the topic presented. It is sold with the understanding that the publisher is not engaged in rendering any legal or professional services. The opinions or
viewpoints expressed by faculty members do not necessarily reflect those of Lorman Education Services. These materials were prepared by the faculty who are solely responsible
for the correctness and appropriateness of the content. Although this manual is prepared by professionals, the content and information provided should not be used as a
substitute for professional services, and such content and information does not constitute legal or other professional advice. If legal or other professional advice is required, the
services of a professional should be sought. Lorman Education Services is in no way responsible or liable for any advice or information provided by the faculty.

This disclosure may be required by the Circular 230 regulations of the U.S. Treasury and the Internal Revenue Service. We inform you that any federal tax advice contained in
this written communication (including any attachments) is not intended to be used, and cannot be used, for the purpose of (i) avoiding federal tax penalties imposed by
the federal government or (ii) promoting, marketing or recommending to another party any tax related matters addressed herein.




