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Gust as every other new employee does,
you will learn about your workplace’s
organizational culture through an
assimilation process.

The assimilation process is really part of
a much larger phenomenon known as
socialization—the experiences that
shape our attitudes, perceptions,
emotions, and communication choices.

From the day you were born, your
parents, your siblings, your relatives,
your friends, your teachers, and even
strangers have been working to socialize
you into the culture or cultures that
make up their experiences.
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What’s culture? ALY A L
4 \ A
Culture is the rules of living and Jaall g iaall e ) @ o ZaLEL)
functioning in society. It is how ) dgy skl L) aaiall

you talk, behave, dress, and think Lenali g Ly (o pati g Ly Chaa
is heavily influenced by the ways || _sS JSay il a5 gy S8
others have socialized you into OsAY Lo diva Al 3 )l
various cultural groups. Adliae 448 Gle sana A
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What is Organizational culture? 04 e atil) ABLEL A La

(A e _ N\ A
n organizational cu_lture IS a e dat L Aardal 4l
pattern of shared basic 38 il Aunlud) il sy
assumptions that have been i 5 LALES) 5 Lee ) i) a3 3l
Invented, discovered, anc!/or s Ae gana U e Wy gha
developec! by a group as it learns ISl g Jalnil) 43S Lgeala
to cope with problems of external ||  afall Jalsill g o i) Caill
adaptation and internal dalla yiiaiy ciani 3k
integration in ways that have slac Y Lgnw i Sy Ml
worked well and are considered L )lie L 4o ganall (8 22a
valid, and, therefore, can be A daaall 44, Hlal)
taught to new members of the GBlady Lad ) g2 8l 5 ySaill
group as the correct way to Lo Al
perceive, think, and feel in
relation to a problem.
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Diversity in Your Workplace Jard) Ay A £ ol .
4 o X
molves geting toknowthe | 25 e i 0
O 18 D Sy elinnse IS5
people who make up your aa¥ ey baiind) dlee
organization. A common mistake O inadl e Lo ALl
among so-called professionals is s A 3 o) el Jlaal
neglecting to take an inventory of 2y casdll alle g Jaall 44y
others in the working & silall ellac (lSa o gl
environment. In today’s world, Ol Gga | Dl

getting to know your diverse
workplace Is important for two
reasons.
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Diversity in Your Workplace p Jard) Ay A £ ol .
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First, fqr you to g,ucceed In any iign K ol L8 eni LS Y
professional environment, you o e 058 o
must be aware of and sensitive to Cp AY) f g Sl claMayL
differences between yourself and L loa o588 o
others.
Second, your ability to Ja Jeal i) e ol a8 Bl
communicate effectively when ClEAY) dgal 50 2ic Jlab
encountering difference (e.g., (3l JEal) Juw e
ethnicity, race, language barriers, (Ol g glll al sall ¢ uaiall
religion, spirituality, marital Aae Ldia V) Aladl dgls )
status, sexual orientation, age) is @ (o puindlan gl
an essential component of el Sadll (ol yoaic

professional excellence.

\_ I\ Y,




MIDOCEA]|

UUUUUU S 1 TY |I
Diversity in Your Workplace

| Learning Your Workplace Culture

Jard) digy b & il

workplace?
Cultural Competence
The term cultural competence refers to
the level of knowledge a person has
about others who differ in some way in
comparison with himself or herself.
Practice openness
by demonstrating acceptance of
difference.
Be flexible
by demonstrating acceptance of
ambiguity.
 Demonstrate humility
Through suspension of judgment and
the ability to learn.
* Be sensitive to others
\by appreciating cultural differences.
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How do | prepare for the diverse
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rHow do | prepare for the diverse\ O sitall Jaadl (lSa) 2aind oS
workplace?

Cultural Competence dAEEY Belagy)
The term cultural competence refers to 5 s () AAE 3 i) mllaian oy
the level of knowledge a person has Ol e AY) e (el gShiay Al 48 )
about others who differ in some way in Lo dly oy e () 4aliay
comparison with himself or herself.
* Show a spirit of adventure balaall gy gl o
by showing curiosity and seeing 2 e dll Aoy 5 J gadll ledal JOA e
opportunities in different situations. Adlia) Cad) gl
* Use a sense of humor AlSil) 7 gy pddind o
Through the ability to laugh at Lt e elaizall e 50l JOA (g
ourselves. ) Jand) gl il Gujla e
* Practice positive change or action A o alil) Jelal) jleda) oA (4
by demonstrating a successful Banal)
interaction with the identified culture.
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Diversity in Your Workplace Jard) Ay A £ ol

rHow do | prepare for the diverscf; g O sitall Jaadl (lSa) 2aind oS h
workplace?

Cultural Competence dAEEY Belagy)
These attributes will guide you in Bl ghai 8 culaall o200 ol i
developing cultural competence: - 481a))
« Self-knowledge and awareness about

one's own culture. 2l AAE, e fll g A A8 jaal) e
« Awareness of one's own cultural Al A 5 jall 5 Hlah o gl o

worldview.

:\:\Q\Aﬂ\ QMJM\A:&AJMMJ 3\),\5” o
 Experience and knowledge of Aaliall
different cultural practices.

ALl DAY olad Cal gall
« Attitude toward cultural differences.
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You may not think of men and women
as being part of different cultures, but
men and women are indeed part of
very different cultures.

1. Giving Orders

Men and women often differ in the
way they give orders. Many women
are conditioned by the culture of
maintaining harmony in relationships.
Several well-respected studies have
shown that women tend to soften their
demands and statements, on the
contrary, men tend to be more direct in
their statements.
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2. Emotions and information
Women prefer connecting through
conversation, while men prefer
connecting through action. Based on
“Psychology Today — Men, Women,
Emotions and Communication”, when
a woman wants to talk, she wants to
share her emotions and thoughts to
others, while a man tends to share his
Ideas and suggestions and avoids
talking about his feeling. Take note that
this doesn’t mean that men won’t talk
about their feelings, but they might be
uncomfortable while doing so.

Y4

cla glaall g il gal) .2

U (e Jeal il el Jads
Jual sill Jla )l Juiady Laty ol
Sl e ) bl 5 el U4
Calal gall 5 eLall 5 Jla )l - a5
¢aaatl) Bi),d\ ATV Ladie c"dm\ﬂ\j
S5 L o 2S5 L
AS e () da W ey Lai ¢ AY)
oo Cuaall Cuiaty g aslal s 5 o S8l
O i Y 1 ol BaaY s jelis

S el 0o ity o) la
ALl L AL Y aday (g9 pay B

~\




MIDOCE A':. Diversity in Professional Contexts f Ayigal) Chlilod) 8 & sl

Gender & sl
4 L \, )
3. Communication pattern Jual gill boai 3
Women and men have different elaall o Aalaal) Jalail Calias
conversations patterns. \Women tend to Aalaal) el ) slaatll Jaad  Ja )l
punctuate the conversation with (JE Jurw e cdlay) &l sl
affirmative noises, for instance, “Uh 3850 Ll eldle Y "Ea 5 "Ea"
huh” and “OK” to let you know she is il Juady (s AT Apali (e a5
concentrating and listening. On the JE Lo e 58 55 5 5362 paslal
other hand, men prefer to sit quietly go G Y Al 1 ey Y el Aai
and focus on what is being said. As a Y eda ol Candl xie dlal and i L
result, it doesn’t mean that he doesn’t 20 Y Letie ) Al Sl 5l g s

agree on what you are saying. So, :

when talking to a guy, don’t feel
nervous or weird when he is not giving
responses to you.
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Gender g 5
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4. Asking guestions i) sk 4
Men ask questions for one purpose Lasd aa) g (el Ay Jla )l 7l
only — to gather information. But for OB coluall Al Lal il glaall e -
women, asking questions serves for pan - O e a2 ALY~k
two purposes — to gather information il 7 sl ) A=Yl il gladll
as well as asking questions which they el (S il Leilla) 58 my
already know the answers. But why are LS9 LS €adlly Lgd g pag laidl () gllany
they asking things that they already o Bliall G eluall i eodle]
know? As mentioned above, women R O BB g plan)
wish to maintain harmony in “"‘“‘5 C{ﬂm Al L“ ?L‘,i“y‘ {L@_L:.;\
relationships, they want to show o %{‘f } s ‘&.j A8k
interest in what others have said to Jae 8 4Lsd) G 2y 5l UAJ'L”

) . Jlac Y
cultivate relationships. Therefore, you
tend to see women asking more
questions in business.

\_ I\ J
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Ethnicity and Race A8 ) Aidl) 5 Juay)

- N\ A
Major mistake you do; (4S5 S Und
Rely on nonverbal cues to detect
someone’s ethnic background, you do oSl ahalll e el iyl e adiad
so without taking into account that Jadi g cla adil 48 jal) daldl) e
what you see visually may not always Y 28U a0l ji Le o Ble) e (g0 elld
be accurate. APHERH ISP
Solution

gl

Remember that what you see visually
through nonverbal dimensions of
physical appearance does not always
shape accurate perceptions of another

A IMA (e G pean ol g3 le o 83
JSn Y gauall jelaall 4kdlll e
A Jadd (3=l A8y ¢l gt LA

person’s ethnicity. Jras pllaadll 138 o (e a2 e
Although this term tends to have a ol Y dade AV Al 5 & o )
negative connotation, stereotypes ) Ay yhal) i Caat dudaadl) ) gall
merely describe the way humans L Osagdy ol il Loy Caay

categorize or understand.

I\ J
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Ethnicity and Race 4B wl) Aadl) g Sua¥
4 . Y4 )
Stereotyping dgkaadl) 5 guall
Stereotypes are generalizations about O Cilaseni o dohaaill I gl
the personal attributes or daaddll ailladll ol ciladdl
characteristics of a group of people. oA e de ganal
How to avoid? flgia i
When developing professional Gl Lad Fgall Saaill g vie
excellence as it relates to cultural Ay 128 O gl G A f"ji’z

competence, it is important to begin by

i Syl oda cluds Jla) o
knowing yourself.

?:\,ﬁﬂ\o&c.qtﬂgj;ﬁ@u .

« Ask yourself these questions? S Ala¥) Aol I s L o

« What are your experiences with flelass il (W‘
this ethnicity? Al il Caglaal) Al A le o

* What stereotypes (positive or 23 (e padd ge Jeal sl Joa
negative) do you hold? 438 jall

« What questions or concerns do you
have about communicating with
someone from this ethnicity? I\ Y,
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Ethnicity and Race 4.8 2l 448l 5 Jua)
_ Y4 )

How to avoid? Pelll (uiati iy
The next step is to evaluate the (sl Blaall s 4 40U 5 ghasll
professional context, through: A (e
« Researching a culture to increase

your understanding of difference. Slagh 324 3] A A8ET 4 Casll o
« Ask guestions of the person with a3

whom you are communicating in , . o

the professional context. g gl o Al z e

ieall Sl |8 4xa | o3
«  Open and respectful (el Bland) 8 das Jaal 5

communlcatlon |samustw_hen el o il seiall Joal 51 o
getting to know people of diverse ol e i peill die (55 5

ethnic backgrounds in the e e st A e Ll (e
workplace. Jaall
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Ethnicity and Race Ad ) 45dl) 5 Jua¥)
r N
Race 48 ) 4adl)

Race is the categorization of people
based on physical characteristics such
as skin color, dimensions of the human
face, and hair. The old typology placed
people into one of three races.

Ethnicity

Ethnicity refers to a social group that
may be joined together by factors such
as shared history, shared identity,
shared geography, or shared culture.

bl e palAsY) Caiat g (3l
5ol (sl Jie Lanall ailadll

OIS omdll g (5l an sl alal
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Faokll Jie Jal so AR (g e 225
Ll jaaldl of A8 i) & ged) o & jidall
AS yifall 48L& o A ikl
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People with disabilities Bley) 543 Qaldld
4 _ Y4 )
Deaf and Hard-of-Hearing 2l Gilea g acal
 Tap someone who is deaf on the Aa ol aal (el (@S Gudl e
shoulder or wave your hand to get Aalinl Caald el
his or her attention. a2 Y i€ 13) CildasMae (S|
Write notes if you don’t sign (short GlalS €3 jual Joa) 3 LAY 4al
sentences; common words). (Al

CAAENI/AS jaial) ol SN gadiicea

Wheelchair Users/Mobility AS Al b il srua (e o gilay ol

« Position yourself at the same eye . 4

o ) el (5 e Sldy a o

level by sitting down if engaged Lfd . &‘ﬁi‘ dmf;

In a long conversation with Cr Al o Rl g

. eM B W ~JL 4] Lf

someone who uses a chair. S

 Treat the chair rt of th . ) T
ea’tteca aspat.o the a2 5 o ey ae Sl o et o

user’s personal space; do not B Y annteell dom il Gl

touch or lean on the chair. I e - < o S
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People with disabilities A3lcY) 993 LalddN
: Y4 )
Chronic or Acute Health Balal) gf A jal) el pa¥)
Examples: Cancer, Asthma, A ) AU ¢ g ) 6yl pund] Lo/
Emphysema, Diabetes, HIV/AIDS, deliall Ladi g o5 Sl
Sickle Cell Aniadl sl i ¢ oY) sl
« Understand that each person has ;
unigue set of symptoms and As sana 43 pass K olagd o
treatments. Slalall g e V) (e By 8
* Do not treat the person as if they e S A LS padll dal3 Y
are contagious.
J\ Y,
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Communicating to a Traditionalist
(born 1922-1945)

They’re very directive and prefer to be
communicated to formally and through
the written word (think...memos).
They take satisfaction in doing a job
well, so make sure that you share with
them how much you respect their
experience. When it comes to
providing feedback, no news is good
news, so only approach them with
something that is paramount to their
performance.

Y4

Omadfil) s g Jua) gl)
(1945-1922

) g4 (1)

daal sill () sliady s Ll () s 5a agd)
AUSH PR e g oy JSy agaa
Ll (s pmiy gl (Sl i)
OB cillaadall iy el alady Ledic
Jsag pde iy bua LAl aga e

¢ s Jath agra Jalas m;mﬁ; Slaal
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Generational Differences Jua¥) (e cléduay)
@ L Y4 )
Communicating to a Baby Boomer baby boomers Ji & Jual 5l
(1946-1964) (1964-1946)
Baby boomers are known to be 2l gall 3 jala Jas oWl (o)) g pmall (e
workaholics, desire high quality in 05 ns Jardl e () siana
their products and services, and aren’t ailadia A Ale 3asa Jo Jsasll
afraid to question authority. They want P Sl G50 Vs aeilard
to be collegial leaders, so working with B8 | 53 6K O s gl L Adaldl
them, as a team member is relevant o saxS pgra Janll 8 1 63
and valuable. Communicate in person, Gaadd Joal 55 ol pge el G Al

clelaay) ciint Jsla oSl

but try to avoid meetings, one-to-one - . ,
48y yla Juadl ga (53 8l Jual gill8

will be the best method
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Generational Differences Jua¥) (e cléduay)
L _ Y4 )
Communicating to Generation X (1965-1980) x Ji> aa el 5l
(1965-1980)
ST Caaall aay 3 pilia Bolaa ¢ jal

Having a conversation immediately agh ALghas yil Ut e Al
after an event is more relevant than L 1A ccllaaDlall ¢ Lo () gan
waiting too long. They like hearing JBEY) O Wl S35 (&1 g iy ja
feedback, so give it freely, but also 4xd 51 La (and) 1A agd Ailly aga
remember that autonomy is important 2358 Y ¢ palll Cyaall 5 JBY 5 L agle
to them, so inspect what you expect. sl shall ge il
To fire up small talk, feel free to talk Aeall 5
about both personal and professional

lives.
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Communicating to Millennials (1981-
2000)

The folks from Generation Y are
always wondering about what is next.
Their entrepreneurial, goals oriented,
and feel comfortable with multitasking,
so feel free to create participative
conversations. We all know that they
like to communicate electronically, so
send SMS messages, e-mails, and
social media wall posts. They want
their work to be meaningful, so
provide feedback continually and put
them on teams with other bright and
creative people.

N\

-1981) AN U ga Jual 5l
(2000

oo Ll o gty a1 a2l )
ccalaal) te 5€ il g5 bl

Y1) el aam3 3 Anl il (5
s A LI il (LAY 8 2 i
Joal i) () iy gl alad saa

i Jila ) O sl 131 el 5]
9 SN 3y Jils 5 3yl

Jeml il iy il Sl ) s
peles 058 O G52 0 ped] Lo lainY)
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(Communicating to Gen z (2000-2015)
are known for their strong connection
to digital technology, creativity, and
social consciousness. Gen Z
demonstrate transparency, inclusivity,
and genuine concern for societal issues,
like sustainability and mental health.
Given their heavy use of platforms like
Instagram, TikTok, and YouTube, the
best way to engage them is through
visually rich, quick-to-consume content
that uses humor, relatability, and
personalization. Engaging with Gen Z
also involves adopting an interactive

\_

~

r

(2015-2000) Z S g0 Joal sl

65 aghalii L7 Jaal) ) jdl (o e
= sV 1Y) 5 Al )l L o sasally
L7 Jeall 5oy e laay)
AAAAN (5 peday Gl 2 EY 5 4y sl
Lailly i) L1 5 J gl
el 5 el i) Jie cdnciagl
(S agaladin 1 5laty dlial
TikTok sinstagram Jis Claidl
44 yha Sl (8 <YouTubes

S s sina BA Ga (A @SS
aal<all em“cﬂm@:w\ﬁ\ @y;\;ﬁ
wanadill y dual gl e 3 sl

approach, encouraging dialogue and 8 Ua7 daall e Jalal (et

| Jadll 342 P L&
feedback to build a sense of community ¥ Jié j\‘j C““““i f" Sj
and loyalty. I pcinally ) sads )

~N
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MipoceAjl
What is Interpersonal communication? foedl Jual 5l a Lo

Interpersonal communication is the 'S Jols lee 8 gl Jual 53l A

process of exchange of information, O el )5;3” 5 e glaall

Ideas and feelings between two or more bl 5ok A e ST g uaddd

people through verbal or non-verbal Aokl e

methods.

Is interpersonal communication fags (igdl oo 1) b

important? @ | sdle Al ) Al s

Early humans who lived in groups, Al e ST epds jhe s e sans

‘ﬂ.dj\ u\w\.u 3l Jg.snés ¢\l
Jagh 5 0 g sk e 550 agaal 3l
oda Jall dia je ST ) 531K duad il

AU el A el

rather than alone, were more likely to
survive, which meant that those with
the capability to develop interpersonal
bonds were more likely to pass these
traits on to the next generation.
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What is Interpersonal communication? fsieal) ol 5l o L
: L Y4 )
Is |nterper§onal communication g igrall Jool g o
Important? G sdle QY il s
Early humans who lived in groups, i b }5\ (a3 jiay a5 ¢l gana
rather than alone, were more likely to Bl gl ) (S Law cBlall a8 e o8l
survive, which meant that those with Bl 5 ) skt (e 8,8l agual Gl
the capability to develop interpersonal o Jail dia jo IS ) 5ilS dpadldll
bonds were more likely to pass these S daadl ) el
traits on to the next generation. ; ;
: : < Al Pl el .
People with higher levels of > fﬂ =L o= ’J ;_, JL@'T <
: .. i u)%jc}jﬂ\cau:\ﬂ\ésojds
Interpersonal communication skills are LT T e
better able_to ad_apt _to stres_s, ha\{e 3155 ) agel () oS5 5 cslBana]
greater satisfaction in relationships and
more friends, and have less depression
and anxiety.
. Y,
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What is Interpersonal communication? foedl Jual 5l a Lo
. . Y4 )
Good communication skills in the Jaall S 4 syl Joal 53 & g
workplace
Solving problems - Good interpersonal Jalail Sl e 25 - adCiial) Ja
skills are necessary as they allow geani LY 4y g e B3l el
people to discuss their issues and help phclud g agiDISie Ad8liay Laladd

sapaal) bl Clllay) i e
Al S 13 L g pain ey Adaaal
(OIS Ja 8B & lea

A8 Hlie @Sy Cpm Allad ST muaind
AL ?gjacmjua&&;}!\ Sl gn
AS Ul ) gl

them weigh the many pros and cons
surrounding a topic. If you have good
problem-solving skills, it becomes
more effective as you can share your
voice among people and help them feel
involved.
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What is Interpersonal communication? fsieal) ol 5l o L
Good communication skills in the Y et iSa L Sall Juol s3I g o
workplace

Aligning with business goals - Poor O Ra = Jead) cilaa aa (381 5
communication between employers and Claal (o Jual il Cora 523
employees can lead to unproductivity. Al (amlaas) ) pdls gall g Jeal)
When leaders and managers don't el s Bl ual 5y Y Ladie
communicate clearly, team members S G Al eliae) a5
become more disconnected and “"*‘“ Jeally e}‘h‘ e & Loy
uninterested in work. Good o Cpidh sl Bl Rpad ) Gl leal
interpersonal skills help employees Opalll Gl ool s ooV A

Leglal (o Janll agiSay

receive a proper direction and goal
towards which they can work.
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What is Interpersonal communication? foedl Jual 5l a Lo
. s Y4 N
Good communication skills in the Jaall S 6 syall Jual 530 O lgea
workplace
Trust - Trust is one of the most critical Jsay) aal (e 3aal g oa 43I - 485
assets in the workplace, and employees ol Gsilasall gling g cdeall (e B
need to feel like they're trusted while et e sl Jae oy ) ol
also trusting others. If there's a lack of B pat lia G813 Ll 0 AY)

cJual sl Camia ) Sl (g2 2a8 (4a))
DS Jlae Y1 306 dala

O35 Glaa (B 0SSl (5 sl
AS il 4 sl

trust, it can lead to poor
communication, especially among
business leaders and the senior brass
involved in ensuring a company's day-
to-day affairs.
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What is Interpersonal communication? fsieal) ol 5l o L
. . Y4 )
Good communication skills in the Jaall (lSa 4 ball Jual 530l & lga
workplace
Company culture - When ClEMal) 2 oy Ladic - AS Had) 43185
interpersonal relationships are executed O (Say Aagauall 43y Hhally duad i)
the right way, it can lead to an Al Aalaiall Jlaa )l ) elld (55
organization thriving with the positive Ol i sall (R e dee
work culture. Employees who possess b Apadd dual 5 @l g 0 Sl

Jra (8 ) saebun O Jaall (S0 A
e 1000 A S daliial) 43135
Al ¥ 5 e yuall g dulad) a5 o

good interpersonal communication
skills in the workplace can help an
sostiveand synergic, Negaiviy, ol ot S
conflicts, and confusion can lead to bad ézﬂ‘ﬁiifﬁrﬁ\ﬁ
interpersonal relationships. Ultimately, e TR ; LI
it can ruin the environment at work and o
reduce productivity if not done the right
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What is Interpersonal communication? foedl Jual 5l a Lo
o \( )
Good communication skills in the aall lSa L Syl Jual 3 5 lgea
workplace
Employee recognition - Good G35 ) Say = (il gall
interpersonal communication skills in o Bl (pad Bl dual gl e
the workplace can also drive O el 3Ly () Uanl Jasd) (S
recognition among employees. When st sall piaiy Ladie (ppiha gall

L) 3 10Y) ae Jucad] duadid 8y
Ay o) Jlaal) Jaad) (5 6S Hu o guid
Basall dlle illaaBle (¢ sandy 5 0 la)

employees have better interpersonal
relationships and upper management,
they will recognize the excellent work
being done and provide quality
feedback.
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What is Interpersonal communication? fsieal) ol 5l o L
L Y \/ )
Good communication skills in the et iSa L Sall Juol s3I g
workplace

Workplace miscommunication - b - Jaadl (ke B 2l ¢ g
Managers who ensure that Blaall e ¢ gm yag 0 G pall
professionalism is maintained at the oe! e deall S (Bl i) e
workplace are also seen as ) Asens pera Joal sl (S Gl
approachable. If you're a manager, g Wil Jual ill (o 2SU ] 20 DS

make sure you always communicate f‘“ﬁ > “)"A ‘“ J‘“‘“ e ds Séﬂﬂ |
how you're feeling with the team to gl i ol Ll ol (25 O O
know where they stand. It can also waaill e ith 5l ml“:j j:
defuse any tension and help employees i

speak directly with you.
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What is Interpersonal communication? foedl Jual 5l a Lo
. . Y4 )
Good communication skills in the et iSa L Sall Juol s3I g
workplace
Personal relationships - It's vital to S5l (e - Apadldl) CilBall
create meaningful connections in the Sl A s e Dl lEDle oL
office. As an employee, you spend el Ga S ol clal 5 &M
more than half your life in the office, O Y @3S dagy eiSall (A clibas

and your colleagues tend to be your O B Sl g s dleliaal |55
‘_; BJ..)AM w\ LL\‘JL@.AM Slae L

friends outside of the office. Good Il 3 dadl o
interpersonal skills can help you build TS S & B &5

sl 3o
better teams at work and create Bhadl g3 a5 O (S
relationships that can last for life.




Interpersonal Communication at Work f Janll & Jgall Jual sl

|
MIDOCEA
UNIVERSIT Y$
What is Interpersonal communication? foedl Jual 5l a Lo
4 . s \ )
Good communication skills in the daall lSa A 53all Jual g1l o lgea
workplace

Management and leadership - AT o =l day - BILAN 9 B 10Y)
Fostering trust and great o gl (e 1) Jial il
communication are some of the non- G Al 8 Lgy pidly Al (a slaill ALl

negotiable skills of an effective team | 522 )edd‘mﬂlf—«a P Lfdﬂr— Jldll
leader. When a manager doesn't possess (e sall oy gy 258 Apasll) ) lead
daalsy) J8 S5 Jaall 8 (G slay (il

these interpersonal skills, they can , hal
280 () gasdy

confuse employees who begin to work
less productively or lose motivation.
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What is Interpersonal communication? fsieal) ol 5l o L
4 . . Y4 )
Good communication skills in the daall lSa 4 bgall Juaal 53 & igea
workplace

Development of the career - As more Oo el Cany e - Adgal) g ghat

employers look for employees who Oy (pabh se e deal) sl

have good communication skills, & Ol (8 b Jual 5 D leas

- - - SR | . . i . - “ w1 aAN

improvements in interpersonal Lal o o) (S w\. ulg)ud\
relationships can also bring progression e padl g Gl et o «A:
regarding many employees' careers. (il 5l
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What is Interpersonal communication? fsieal) ol 5l o L
4 . . Y4 )
Good communication skills in the daall lSa 4 bgall Juaal 53 & igea
workplace

Development of the career - As more Oo el Cany e - Adgal) g ghat

employers look for employees who Oy (pabh se e deal) sl

have good communication skills, & Ol (8 b Jual 5 D leas

- - - SR | . . i . - “ w1 aAN

improvements in interpersonal Lal o o) (S w\. ulg)ud\
relationships can also bring progression e padl g Gl et o «A:
regarding many employees' careers. (il 5l




A Interpersonal Communication at Work f Sanll 3 gl Sl 5l

UNIVERSITYl'
What is Interpersonal communication? fsieal) ol 5l o L
. s Y4 N
Good communication skills in the Jaall (lSa 4 ball Jual 530l & lga
workplace
Employee success - Employee success (i sall las any = (il gall gl
is another critical factor and is Gospa s Al Lula e
necessary for managers to help their oY) e peky 8 Baclinad Gy ppaal
team perform well. Leaders who can U8 pgiSay (pall 328N (Saipas 12l

2 ual Ll g dandall il glaall
Osraio agih e 05 ) (e dapaaall
Jac alaal () siag 5 A8 plall iy
LL\‘JL@_AM oda (Jaiw t)ui LJSaiJ:\SJﬁJ\
weSas il (il sl ) U

BAES agaaii oL Lgaladiinl

pass on crucial information and the
right words of motivation will see their
employees respond the same way and
achieve the company's business goals
much faster. These skills also get
passed on to the employees who can
use it as they progress as leaders.
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What is Interpersonal communication? fsieal) ol 5l o L
. L Y4 )
Good communication skills in the Jaall S 6 syall Jual 530 O lgea
workplace

Managing conflict - A good workplace G 05 Le Ll = e pall 314
will always have disputes from time to Sy e Dol ally Uide sl Joall
time as ideas and thoughts clash. ohlsally lséy) LRl o AY
What's important is that these conflicts Ao eyl 038 a5 ool
are resolved quickly and smartly :4;\)1:3!\. R A 3! U‘f“' Oﬁf@ﬁ
without bad blood or tension among the 1 5e) palad) G Joal 5] 22y Aginal

el pall 82 #aY ¥ &l
il (8 duald (ol gall Bas Cagdal

Bgaall (axll

parties involved. Interpersonal
communication is crucial for fixing
these conflicts and softens situations,
especially in stressful work
environments.
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Superior-Subordinate Relationships 99 all g i A G BBl
In the language of the workplace, the 4 o )
- : : ol OS5 cdaall S AT
superior (supervisor/employer) is L2 e (el onlonfh il
typically the higher status person and the e ( ' )

subordinate (employee) the lower-status (=251) w’iﬁl" d;ff uﬁ:
person.

Communicating Information cila glrall S
After all, some content has to be ary Jra & g o 25 IS ang
communicated if any work is ever to get ) Sl el (e OIS 1Y) (s sinll
done. Jas
Unfortunately, the status differences Sl (b BB Gl ansall G
between supervisors and subordinates o ol (g sl 5 Gyl
contribute to the creation of less-than Al o B Joail 55k sla

ideal communication conditions.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

’Semantic information distance ) i gl Ay ) ALl A
Semantic information distance—a term AL, - M RN NECIR]
that describes how employees and oy sila sall & L § (oS oy
supervisors do not share the same view of mns s sl el ) 8yl
some fundamental areas such as fandatil) Uleadl) Jie ) ¥ ladll
organizational issues or basic job duties. Al Jaadl a5
Upward distortion s lall) 4y gl
Upward distortion occurs when the ol Ladie (gacliatll 4y ol Chasy o
messages sent up the chain of Alodis yae dlu yall Jilu I s
command, from subordinates to ) O 5 all e cBaladl)
supervisors, are altered. ; O el

«  Messages are altered in one of four ok gl aaly Bl s oty

ji caaall Ji ¢ il ji ¢ae D5
pladl 4y o5l

ways: gatekeeping, summarization,
withholding, or general distortion.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

(Upward distortion ' e lail] 4y g A

. Gzatttellreeﬂ?q .0(1::curs \1\./her! some, gut 2 Lot o glaally oS oy s
not all, of the information is passed on - : .
P elS G s claslaall (amy gy ja

to the supervisor. il )

« Summarization occurs when the Uadl Ladie Gadlil) sy e
employee summarizes the message in DSl Ay oy Al )1 Cals gl
such a way that emphasis is placed on Al e dme il g e e
certain aspects of the message. ooal A Y Ledie caaald) Gasy e

- Withholding occurs when iyl ) il el
information is not passed on to the Gn R h s cplal) Ay gull) uday e
SUPErvisor. ol oy Ladie ¢y paall Q)

* (General distortion, a close cousin to o3l gl o) Aeaad Al

out-and-out lying, occurs when the
message is changed to serve the
subordinate’s purposes.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

N\ )
s laill ‘U.Jﬂ\

(Upward distortion

Solution 3o
As a supervisor, you must take steps to Sl sha 38 e ciay (B e i,
limit message alteration by doing some, if ALl A (e il )l ik e aal
not all, of the following: b o (IS S al o ey
* (1) Limit the number of people a Ol (alaEY) dae aaa3 (1) e
message must travel through before it 8 agdDa cpe i N i o cany
gets to you, ) Juss
*  (2) go to the source of the message Aol jaae A Gladll (2)
for clarification, g il

fe da sibe Juad¥) g8 eliy (3)

* (3) keep communication channels
(3) keep ol g G g yall

open with subordinates and
customers.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

" To communicate effectively with you e\ e . . A
supervisor, you must aldl) i ydal &: &"u JSey Jual gt
 Evaluate him or her in the same way ) Ay L) ey A e Ciny o
you evaluate everyone else. ) Al Jadd (ol L ag
* Remember the power of @y e Wlle ¢dal gl 38 KX o
communication; appropriate verbal Aaladlll yue g 4pdadll) LS L)
and nonverbal behaviors often make i (mid o) sab ) ) dbiall
or break your chances of being S ol JSG ) s o 8
viewed positively on the job. Jaall

& oaladYl o Jaal sl Cua (e e
'BLG\JA (s@.d\ (e ¢ ezl u\SA
Capiall Lo ol sy A 44y ylall
(s all pa

 Interms of interpersonal
communication in the workplace, it is
Important to consider the way a
supervisor communicates with a
subordinate.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

" To communicate effectively with you e\ o . . A
supervisor, you must el el é“ &"u ISy Jual sil
For those seeking professional Sl ) & gmae o) i1 G Al
excellence, advocacy is the strategy of Gons) Y] a5 paliall 8 gl
choice when communicating with il g Jual gl e Aliadal
SUpervisors.
Advocacy utilizes a simple persuasive Ay £ U8) 40585 3 palial) aodind
technique. Specifically, you evaluate your Slalia) sy o o8 cpaadll an s Slo
boss’s needs and preferences and then Sl et & Sl ) Baad
develop messages, arguments, and Al e 381 55 Al ‘—“AJM‘J z>alls
proposals that line up with those needs hpadill 5 clalia Yl
and preferences.
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Superior-Subordinate Communication problem ¢4 pal) o (i ) Cn Juaal g3l) A

/" To communicate effectively with your (" )
supervisor, you must Qaldll i yiall &‘&d“s JSdy Jual 5ill

« Although communication with your e
boss is important, effective & d“f‘{‘?:ﬁ‘ U\“ f‘; )i\‘j" )
interpersonal communication with d’sﬁfﬁ\ i i:j::&: duj
your coworkers is equally important. i ol

Coworker relationships may also be Goaf Jandl 03y cilidle aiinds b,
based on needs or, more accurately, Al o YU S cilalaay)
the fulfillment of needs. These needs b oS3 38, Calaliay)
may be task related. Aagally 4ot yo laliay)

« Coworkers can also fulfill the need for Al Wyl Jaall D 3 Sy @
support on the job. Having coworkers O Wderdl 8 acall ) daalall
who can help you complete tasks, line s agiSay Jao ¢33 5a
provide professional advice, and 5 geall a5 algall JaS A
laugh with you is a real plus to your Ala] ey dlas ol “-‘*@-‘5‘
professional development and stress S e a ‘ﬂ”j“ﬁ. s
level on the job. Jeadl 2 s

\_ I\ Y,
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Customer-Client Relationships g 5and) aa cl@al)
/" To communicate effectively with your (" ~N
supervisor, you must Al L pdiall é‘dfu Jedy Jual g
Customer service “is the o Je il a® o Dleal 3

interaction between employees or S Adaiall Jlaa f uida gall

representatives of an organization || agl aus ol palasl g 48 il
or business and the people the Magaddd gl dakaiall
organization sells to or serves”.
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Customer-Client Relationships s 3anll aa i@l
i ong client >\~ N
4 ways to bunlc! up strong client xa 38 38l i 5k 4
Relationship sl
1. Focus on Exceptional Jual sl Ao S Al 1
Communication (AU
Timely, efficient communication should S (A sl 5 058 =
be a priority. Of course, communication ‘b"‘j“f@ Sl g e dwjjﬁ ‘—‘“\M"
with a single client should not O a5 duee o dual il 2 Y

) e JS0 ad B Sl X
consistently and unreasonably encroach S B rast T ‘-*JQ B
Aiali) Je Gla g ol Jsiea e
g s e O puda gy aal sl ld el aag

Sl aally g sbia y g Slliac

o

on your personal time or negatively affect
your productivity. However, being
available demonstrates that your client’s
project and satisfaction are important to
you.

\_ I\ Y,
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Customer-Client Relationships s 3anll aa i@l
i . i 4 . e )
4 ways to build up strong client ) xa A8 A8 sl 3,k 4
Relationship e Seall

2. Acknowledge Your Client as QS dlliany (i yis) 2
an Individual Alrary BN () (e a2 ) e
While your relationship with your client 8l e W) 4 cdtiga dapday and
isof a profe§sional nature, ca S c;i - UadliS o)y el
acknowledging that you see them as a tl‘”ﬁ O oS - il 2 aa

person—that is, more than just a

paycheck—can go a long way. The extent . R
to which this personal connection is il dt".‘”y‘“mi M‘g““
appropriate will vary depending on your Jrasl s ‘ﬂ""l-‘*"] Led
industry, client type, and the individual A0 il Jreall dpadd
client’s personality.

\_ I\ Y,
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Customer-Client Relationships s 3axl) 2a caladal)
" 4waystobuildupstrong client " i, sade g o
Relationship o Saall

3. Share Knowledge dd pal) 4 LS 3
While your relationship with your client At Allazy S8 ) e a2 I e
is of a professional nature, o) i iyl yie W) 8 (iiga Aagilay
acknowledging that you see them as a - ) 3 e e ST (gl - (adiiS
person—that is, more than just a Cagug S Ll Al (6 of oS
paycheck—can go a long way. The extent Juai¥) 138 Zaede (520 iy
to which this personal connection is reall & 515 liclial ld 5 adl
appropriate will vary depending on your A Al dpeal) Bpadid
industry, client type, and the individual

client’s personality.
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Customer-Client Relationships s 3axl) 2a CalBMal)
4 ways to builc! up strong client e i 8 e ol (3,1 4 A
Relationship Sl
4. Maintain a Positive Attitude ) i ga o Bl 4
it’s important to show a positive Ll Wy Lel O gl
face to your clients. Exude the ) A8 A8 ekl liDleal

slad A5Slae Ly yadiy o)) 3 5

energy and confidence that you
gy y e

want your clients to feel about
your work.
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Romance in the Workplace — Jend) diy 8 dailag )

Having a sense of social belonging is a Y Jele a elaia¥l oLl sl () |
core motivational factor on the job. 3 oKy . Jaall o o (5 uin
However, what happens when feelings e M e liall Jsati Ladie ¢aaay
between cohesive colleagues turn into Celld e ST o i ) CpSlaiall
something more? Cladaiall e aaall Gl ale e (S
Be forewarned that many organizations Sl ST any (g sulas Ll
have norms and in some cases written ClEall Hlaas ol Jadfi 4, giSa
policies that discourage or forbid Jead) lSa (A dpuaila g )
romantic relationships in the

workplace.
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| The Line between Professional and Personal f daad &l g digall  Jaldl) Jadl)

. N\ )
What is sexual harassment? ¢ iall LEoadl oA L
Unwelcomed sexual advances, requests A e yall e il il )
for sexual favors, and other verbal or dauia Glad e J saall cilill
physical conduct of a sexual nature S Adadlll LS Ll e Gl e
constitutes sexual harassment JSIS dpiadl daphall ) 1)

It happens when: Gusia L ja
(1) submission to such conduct is made ey 'L‘“\" A Gangg
either explicitly or implicitly a term or J“u ® d“j @‘"‘j d’A i (1)
condition of an individual’s

employment | e
(2) Submissic’)n to or rejection of such ;m Sl g sl el \fdﬁ (2)

Lo orreject oobdS e 3 58 U8 e duzad ol &l L)
con_duct by an individual S _used as the Np e i L ) el
basis for employment decisions el i)
affecting such individuals,

I\ Y,
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Sexual harassment

| The Line between Professional and Personal f daad &l g digall  Jaldl) Jadl)

\
It happens when:

(1) submission to such conduct is made
either explicitly or implicitly a term or
condition of an individual’s
employment,

(2) submission to or rejection of such
conduct by an individual is used as the
basis for employment decisions
affecting such individuals,

or (3) such conduct has the purpose or
effect of substantially interfering with
an individual’s work performance or
creating an intimidating, hostile, or
offensive working environment.

r

-Ladie SUI3 diaagg
JM\\&M&PJJ,AHJ“)
Lo 3 Cinla il

128 Jial g suadll alasinl & (2)
S Lo jd i e aaad ) o oLl
$Vsa o Jigh Al il gl il ) al
¢l 3y

18 Jiad 8l (sl (5% (3)
elal A S IS5 Jaxill s ol L)
dide Jae 4y Gla ) Jardl 804l

‘\_IMAJ\ MJ\.’.A J\

~
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Sexual harassment redad) Gl
What should we do if you are Y ¢ Al cudayx 13) Jadi o e 1l -
harassed?
iaddlaaly e
» Confront the harasser. ; ;
«  Report the behavior to a supervisor ) sall o lf 5 el il
and/or your human resources A bl A 2l
department.

S sl 5 Jany i) o
IS Ll e 31 cladail

» Keep written record of the
behaviors and comments that you
feel constitute harassment.
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Professional etiquette Aigall il

_ _ Y4 h
Professional etiguette means practicing B lan gl il T s
the behaviors of social etiquette or good S celaaay) ol sludl ol il ol
manners in a professional setting.  Aige Ay 3 ) G
Introduce Yourself leudi a8

el Jlaty) o Aadl€a ¢ ja) aie
REINEHIPRIFRLEN oalad] Alla (Sl

When you make a call, dial into a
phone conference, or are meeting new
people, introduce yourself. State your

name, your role and if the situation && O\.SA “ﬂb

: dagall) cuind
dem.ands, yo.ur place of business. U5 A Y e el 38y
Avoid Gossip Lo fad WAl jaai Y olie i)
How you treat people says a lot about o Jaad) e B ali YY) duaal
you. Don’t make value judgments on ey e (b IS Cuaa
people’s importance in the workplace Sl Unne eluds Caaa g gl s cJanll
or speak negatively about your (e 8 5

coworkers, even if you find yourself
\_ frustrated over a certain situation. J\_ )
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Professional etiquette duigal) iy
: : N\ )
Using Titles LYY s
Not everyone in the workplace needs & dardl S & aaall Zlisy ¥
to, or wants to, be addressed as Mr. or YV camall ol ) (il agiilalie
Mrs. How someone introduces himself el apai 43y yhad Gy s
or herself to you is how they expect to O @dsiy Al A8 Hhall s el 4l
be addressed by you. As a general S 1Y) cAale BacliS g Lgy apdalas
matter, if you are addressing someone o Alle Al widh) Uad s bl
who ranks highly in the company or a il apkalad coBlaall aal 5l 4S50
client, address him or her by the proper il
title. ) .
Using Speakerphone ) =5l S gkl
_ gl S aladial J Jll
Ask befo_re using speakerphone. Most Lo 28 e 3 QoL alane it you
people will want to know if there are e sal el dla S 13y
others, apart from yourself, on the line. Lo s Lalae il 135 Jadll le
If it’s a one-on-one conversation, avoid gl e aladial Cin s )
using speakerphone.

\_ I\ Y,
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. N\ A
Professional Tone igiga 3
Don’t insult management or your co- A g ¢ Jaad) ¢ ka3 ji 51V cpet Y
workers, berate your employees or use Ol 8 Ay Walall andis i elials g
profanity in the workplace. The office cralial) LS wj iCalld | Jaall
is not the proper place to casually vent el dalaial) clallae e jnaiill
your work-related grievances. Private oAl Jil ) a5 3ale | A s Sy s
emails can easily be forwarded to it Gl hal ) dalal) 5 ity
unintended parties, and private o ualill o5 2 g 33 guate
conversations may be overheard, o g bae Aualdll Slaladl
resulting in your embarrassment and e Aldine by jh 5 ) )
possible sanctions from your employer. eadl ala
Body Language WS
Be mindful of body language. Keep Lo Bila sl dal e Koy a oS
good posture and maintain eye contact. Sl sill e Jadls 5 5aum duaia s
Remember to respect personal space. Zalusall ) jial SN (5 al
Also, don’t touch the person you are Al Gl i ¥ ayl dadldll

\speaking with. L ) Ara o
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