
 

 

Communicating Effectively 
Rules of thumb for communicating effectively 
Below are some guidelines for communication based on a particular need: 

Need Recommendation 
For 
addressing 
urgent and 
immediate 
needs 

• Phone calls to be used for items that require urgent and immediate attention. 
• Urgent information can be sent through email, but use phone calls or at least 

a text message to draw attention to the email.  
• If email or text message is being used to convey urgent information, include 

an explicit request for a response, so you know that your message has been 
received and the relevant team member is taking appropriate action. 

Sensitive 
situation 

• If a sensitive situation emerges – where you or someone else may have a 
strong reaction to something that took place- avoid email discussion.  

• Request a phone or video call to add greater depth to dialogue. 
• This should apply for both positive and negative news.  
• In the case of positive performance related feedback, once delivered over the 

phone, make sure you follow-up with an email to further cement their 
contribution onto the official record and will make it easier to do performance 
evaluations later. 

Social 
connection 

• Use richer communication media for your work interactions, like video chats 
and phone calls.  

• Create a ‘cameras on’ culture during virtual team/individual meetings. 
• Interacting with you in real time where they can see your facial expressions or 

hear you laugh at a joke will be more rewarding than the same exchange on 
email and help keep them connected to you and the organisation.  

• Have regular contract via email or phone calls even if there is no pressing 
business to discuss.  

• A regular five minute check-in can provide a strong foundation for the 
relationships you will need to manage. 

 

 


	Communicating Effectively
	Rules of thumb for communicating effectively

