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Examples of Verbal Communication in the Workplace

by Tara Duggan, Demand Media

Business professionals demonstrating effective verbal communication skills use spoken words to convey a message
clearly and concisely. To get a message across, the sender needs to ensure the receiver correctly interprets the words. If
not, confusion and conflict typically results. By successfully delivering a message, business professionals describe ideas,
thoughts and directives that allow colleagues to work better together. Effective verbal communication begins by
acknowledging what the audience needs. By planning what he wants to say, how he wants to say it and seeking feedback
on how the message was received, a business professional ensures successful communication.

Meetings

Verbal communication occurs in meetings when participants share their ideas. Effective meeting organizers clearly define
their objective, such as whether the intent of the meeting is to make a decision, brainstorm ideas, approve a plan,
communicate a change or get a status report. At the beginning of the meeting, an organizer uses verbal communication to
state the priorities of the meeting, the desired outcomes and the amount of time allowed to discuss each topic. By asking
for additional input from participants, she ensures the meeting remains relevant for everyone. The meeting organizer also
ensures that every participant gets a chance to speak without monopolizing the agenda.

Presentations and Lectures

Using effective verbal communication, business professionals give presentations and lectures to convey their expertise on
a particular topic. Whether a business professional provides instruction, describes a product to make a sale or
communicates a vision or strategy, he needs to keep the message clear by preparing adequately. Using vivid language,
descriptive examples and supplementary visuals, he ensures a successful presentation. By using short words and
sentences, speakers tend to avoid confusion. Effective presenters allow time for the audience to ask questions and
provide comments.

Related Reading: Nonverbal Communication With Workplace Interactions

Workshops

Workshop organizers use verbal communication to direct the activities of participants. By providing clear instructions for
group, the facilitator ensures a positive development experience. For example, a leader describes the rules for
participating a role-playing exercises, talks about the scenario and determines how long the activity takes. Using effective
verbal communication, leaders guide participants in researching issues, solving problems, negotiating solutions and
making decisions.

Conversations

Conversations typically involve two people discussing a topic. Effective verbal communication occurs during
conversations when the speaker acknowledges the sensitivity of the subject, time constraints and types of questions the
receiver might ask. If the conversation occurs face to face, successful communicators use active listening skills such as
repeating back what the other person has said. They also resist the temptation to interrupt and allow the other person to
speak up as well to convey their thoughts. If the conversation occurs by telephone, the participants need to pay even
more attention.
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