
COMMUNICATING 
EFFECTIVELY WITH EMPLOYEES:

Effective communication is pivotal for managers to foster a collaborative,  
transparent, and productive work environment. Here are several strategies  

and tips for how to communicate effectively with your team:

(800) 222-0364 24 HOURS A DAY FOH4YOU.COM

The EAP is a voluntary and confidential employee benefit available to eligible federal employees at no cost. 



Communicating Effectively with Employees

1. Set clear expectations
	





2. Practice active listening
	




3. Provide constructive feedback
	 Offer	feedback	that	is	specific,	actionable,	and	focused	on	

behavior rather than the person. Balance positive feedback 
with constructive critiques to motivate and guide improve-
ments.

4. Develop emotional intelligence
	





5. Encourage open communication
	




6. Adapt your communication style
	 Recognize	that	individuals	may	have	different	communication	

preferences and adjust your style accordingly. This might 
involve varying your communication methods (e.g., emails, 
meetings, one-on-one conversations) based on the mes-
sage and the audience. Also, consider the context and the 
receiver’s perspective. Tailoring your message can increase 
its	effectiveness	and	the	likelihood	of	a	positive	response.

7. Use simple and clear language
	




8. Be accessible
	




9. Leverage technology
	




10. Lead by example
	




11. Schedule regular check-ins
	




For additional guidance on how to communicate better with  
your team, contact your Employee Assistance Program (EAP)  
to schedule a management consultation. These confidential  
sessions are specifically designed to help supervisors work through 
everyday management challenges. Consultants are available 24/7 
to assess your needs and offer support and resources.
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WEBINAR FOR 
SUPERVISORS

Wednesday, June 26, 2024
1:00–2:00pm ET

Lead by Example: Inspiring Well-Being and  
Positive Team Culture Through Communication

The way you communicate sets the tone for your team’s culture.  
This webinar focuses on the transformative power of communication  
in fostering a positive work environment. Together, we’ll examine  
communication patterns that could lead to dysfunction and mistrust,  
and interaction strategies that contribute to understanding, trust,  
engagement, problem-solving, and much more. We’ll also explore  
some exercises to help you apply the skills we’ve covered.

REGISTER TODAY

Tell us about your EAP experience!

https://foh4you.webex.com/weblink/register/r221dfaabdcab4816e93fdcf7b1e1c371
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