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   Essential Knowledge


Communication

Top Tips

Communication is easily the most important and most powerful of all management skills. That is doubly true for facilities managers who need to be expert listeners, speakers and writers. The perceptions that your stakeholders gain from each transaction with you and from observations made by others will influence everything from credibility at budget time to the chances of career advancement. It is therefore important that facilities managers work hard to develop first-class communication skills. 

Here are some top tips for communication in FM:

· You have two ears and one mouth: use them in that proportion. 

· People want to hear Why, Why not, How and WIFM (What’s In It For Me!). 

· Use pictures, numbers, words and examples. We all listen in different ways. 

· Little, often and consistent is better than long, loud and complicated. 

· Be genuine and honest. People spot frauds and love enthusiasts. 

· Actions speak louder than words. Don’t talk about it – do it! 

· When it’s important, do it in person - not by email, text or teleconference. 

· What we say is only a small part of getting the message across.

· Getting buy-in requires involvement. Get people to write things down or repeat them.

· Speak their language if you can. Be clear and simple, if you can't. That goes for accountant-speak, as well as Cantonese. 

Source: Martin Pickard, FMGuru 

http://www.i-FM.net/essential-knowledge
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