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J Communication is a cornerstone of

professional success.
 Effective communication strengthens

teamwork and leadership.

d It's essential in all workplace situations.

1 Understanding its principles improves

performance
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d Teamwork and communication are key

professional skills.
(d Communication ensures goals are
aligned.
 Promotes cooperation and trust.
J Leads to better results and higher

efficiency
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O Shared clear objective. ol gy el yide Cad a5
[ Open and respectful communication. .JAbia o) yial g 7 si8a Jual 5 (1
[ Diversity of skills and roles. s sis Gl el g 55 0
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(d A team is more than a group of people. ALY (e de gena 3 ymae pad 328l O
3 It consists of individuals who interact and  ¢saizy s ¢y sle iy (ala il e 3550 0
depend on each other. el aguary e
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A A team is a group of individuals with 553 3 38V e de sena a3 il (O
complementary skills. ALlSie Gl lga
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purpose.
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[ Shared vision and direction.
(J Good communication and trust.
1 Clear roles and expectations.

J Mutual respect and adaptability.
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d Lack of communication.
d Unclear goals or purpose.

d Poor leadership or coordination.

J Personal conflicts and lack of trust.
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[ Forming: getting to know each other. JoS i g eluzae VI Gyl o<l (O
LAl
3 Storming: facing challenges and conflicts. A g sl gela 1) pall O
O Norming: establishing rules and trust. AR el g ae ) ) auia g aadasill (]
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Q Leader: provides direction and support. PN SYPRT YR R E YRR

 Recorder: documents ideas and iy L SaY) Ja i <N O

outcomes.
[ Timekeeper: ensures deadlines are met. e gally ol BV Ganiay 18 l) alaia (O

A Contributor: shares knowledge and input. DISEY) 5 e slaally & Ll saalisadl O
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d Active listening.
J Giving and receiving feedback.

JSupporting others.

(J Resolving conflicts constructively.
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d Poor communication. Jaal il Cana (]
d Lack of commitment. A cle O
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(J Dominating behavior.

d Unresolved personal issues.
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[ Set clear expectations. Asaal g Glad o5 aaai]

[ Use active listening techniques. Jldl) e Laiuy) cullad alasinl
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(J Foster an open environment.

L Address issues promptly. JDsd OIS Aall
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[ Body language sends strong messages. Au g dilu )y Jaw auall 421 (O
[ Facial expressions reveal emotions. elia)l IS andl) s [
[ Eye contact builds trust. Al Ay g el Jual 511
3 Posture and gestures reflect e lail) (uSat Glelayy) g 4d8 6l (]
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Q Listening is just as important as speaking. Gl e el Ju Y elanyi O

[ Active listening shows respect and el g ol Ay e Jy il el 3

understanding.

[ Avoid interrupting others. (e AY) Aadalie cuias [

3 Ask clarifying questions. agdll s gl Al &~ O
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 Focus on behavior, not personality.
(d Be specific and objective.

d Use “I” statements, not accusations.

1 Offer suggestions, not just criticism.
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d Listen without interrupting. Axkalia (g0 aaiul
Q Avoid becoming defensive. el 8850 335 YO
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Q Conflict is natural in team settings. GO Jaly sk el Bl O
3 It can be positive if managed well. iy yhay 0l 1Y) Ll oS o) <0 0
@ Poorly managed conflict harms productivity. Al ot 3 jlaall e 3l
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[ Effective decisions require diverse input. Ac siia ol )Y ZUa3 Al & ) &l O
[ Encourage participation from all AS il e slacY) aen a5 0
members.
[ Use structured methods if needed. a1 a0 1) Aadaia 18 5k 20diul O
 Aim for consensus, not domination. B okudl Y @8 ol 2l O
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[ Brainstorming ideas. DS aadll Caasli O
[ Voting or ranking options. LAl syl el O
O SWOT analysis for complex issues. Bl Llmdll SWOT Jidas (3
[ Consensus building through dialogue. Dl DA e 381 8l el (O
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J Using pros and cons lists.

 Consulting experts or mentors.

1 Scenario planning and forecasting.

 Time-limited decision sprints.
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[ Clear purpose and shared goals. alaa¥) & i g Cargll 7 s (O
d Strong leadership and trust. Alalyie 485 5 4lled 3508 (]
 Open communication. ik g ~ giaa Jaal 53 (]
A Accountability and feedback. 3 yaliaal) Azl I 4328l 5 ddeLunall (]
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d Common in global workplaces.

J Require strong digital communication.

 Time zones and cultures may pose
challenges.

J Regular check-ins are essential.
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1 Video conferencing platforms (Zoom,

Zoom e d yall cileldia¥) =al o O
Teams). .Teams
[ Shared documents (Google Docs, OneDrive). Google Docs J-ie 4S8 i ba Glait e [

.OneDrive 3
 Project management apps (Trello, Asana). Asana s Trello Jie algall 3 )3 Glinlas

O Instant messaging for quick updates. Ay ) Gl 4y ) g8l Jila )l Glandat [
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J Miscommunication due to lack of

Axlfiagl 25 5 220w Jual 6l £ o O
tone/body language. EWEN|

il plagé ol A1 3all 5230 O
[ Scheduling meetings across time zones.  3hlis e Gleladial) Guruwit 4y a1

[ Feelings of isolation or disengagement.

O Harder to build trust remotely 2y e A8 ey Ay pea
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O Set clear communication protocols. Asial g Jaal 8 QY S g 0 g
Q Schedule regular video calls. Aeliiia 40 je Glelaial aplaii [
3 Encourage informal chats for bonding. ) Ll dpan )l e Cuala¥) i O
O Rotate meeting times to accommodate all. gl il Glelaia¥l ae) go 535 (]
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J Understand cultural norms and

differences.
3 Avoid assumptions or stereotypes. Ashall il @l ) claal i) s O

 Practice active listening and empathy.
 Clarify meaning to avoid

misinterpretation.
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(1 Some cultures value directness; others

prefer indirect language.

J Eye contact norms vary greatly.

 Silence may mean discomfort or respect.

 Hierarchy and status affect how people

speak.
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[ Be patient and open-minded. ZhaYl s palh Ja3 0
[ Learn about others' customs. G AY Chle e Gl
 Use simple, clear language. RENCAPPRISIEELPXEC I
1 Ask questions to confirm understanding. agdll sl Al ~ 5kl O
J
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J Be honest and transparent.
J Avoid gossip or harmful talk.
d Give credit where due.

J Respect confidentiality.

Ethical Communication in Teams U NIR ot SI.ET
Gl JAN AYMAY) Jual il
~N

il Bala (£ 0

5 il Al a3

Aadlaay Jeadll ol

- 33



: . . IDOCE
™ The role of the leader in communication within o~ VersTT
ecture v S - r N B
the team G4l Jala Jual i) 8 Qi1 g0
~E 2
O Set the tone for open dialogue. el ) el 8D el ey
[ Mediate conflicts fairly. Aadbs 5 Jamy S Jsy (O
[ Encourage participation. AS Ll Ao asead) aadn (O
3 Model respectful and inclusive behavior. Sl 5 L jina &gl 5elai 0
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[ Stay calm and provide clear updates. Asaial g GlhaaT aadi g e gagll o) 330 O

Q Listen actively to concerns. aglaall el o L) O

3 Clarify roles and next steps. Al ) shadll s ) Y a8 (O

3 Show empathy and support. pcdlly calaladll Hleda) O
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Team Debriefs After Projects U NIR TR SI.ET
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] Reflect on what worked and what didn’t. el laymailedanl e U

] Gather feedback from all members.
(] Document lessons learned.

 Apply insights to future work.
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J Improve trust and collaboration. LOstatll g A8l 5 5e5 (]
[ Help identify strengths and roles. DYl sl blas e ca il (O
[ Break down communication barriers. Jeal gill & el sadlall 5 0
[ Can be virtual or in-person. Aaal yib) o 4y ) a0 S5 ) (S0 O
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(J Encourage regular team feedback.

 Provide communication training.
[ Review communication goals often. D aiuly Jual sill Calaal deal 5 O

(] Celebrate improvements and milestones. .l sy g @l ghailly Jlasa) O
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J Normalize giving and receiving feedback.

J Make it timely and constructive.
1 Encourage feedback across all levels.

[ Link feedback to team values.
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(J Communication is the foundation of team

Gl e Gl a Jual 50 0

SuCCess.
O Practice, feedback, and reflection build Oopd aSal) o laaSlall g il [
strength. 3 )ledll
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J Adapting to context is key.

1 Keep learning and improving.
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d Set specific communication goals.

(J Assign team roles clearly.
J Choose tools and routines.

dTrack progress and adjust.
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(dBe a model of respectful behavior. 2l S gLl 43 g8 S
(L Encourage openness and honesty. G g Aa) pall aai(]
QSupport and include all voices. Y s s aaeall acai
dTake initiative to solve problems. OOSE Jay a0
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