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Have you experienced any of these problems at work? How did you deal with them?

Nhat else can cause communication problems at work?







a Which of these issues do you think is the most significant cause of communication
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breakdowns in the workplace?
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Lots of different things can cause communication barriers in the office:
differences in background, experience, language and culture can all
make it harder to communicate with your colleagues. The key is to find
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something you have in common. hen you can use that to relate to
your colleagues and understand what they are talking about

It's nice to have friends at K. but it can be dangerous to make your

personal life part of your communication at work. You should avoid

personal emails as much 3sSible; these can lead to office gossip
|

and decreased moraile y to stay professional at all times.

Relying on verbal communication can make it very hard to keep track
of what you have discussed or agreed with colleagues or clients. A
common policy or set of rules for company communication will help to
avoid misunderstandings and disputes. For example, following up phone
calls and meetings with an email gives you a useful written record of
what was discussed.

It's important not to let a negative attitude interfere with how you
communicate with your colleagues. BEven if you dislike someone you are
working with, try to maintain a positive attitude in your communication
with them. Not everyone can be happy at work all of the time. But don't
let a bad mood or lack of motivation affect the rest of your team.
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Listening
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: Practice

Practice 1

yrganize the words to make polite questions or statements.

-

tell if got my me could you she message

know be back will do when he you

do long know takes you how it

remember the what bus time can leaves you
this know do what word you means

know think he wants what you to do

idea the is time I've no what




amideast :

Reorganize the words to make correct sentences

a abroad times I a vyear travel four

b a on department Ing Ve always have

Monday morning

often he to Germany doesn't

manager the department usually leaves
Friday early

cant because drive

the office canteen she always Ilunch

often they for woOrk aren't late

always Microsoft® is the news
my every change mobile vear

oever do VOu have parties
-

often to how gym wvyvou the do go

you vyvour do use much laptop?




Break time

30 minutes




Reading

Good afternoon Vanessa,

| am writing to confirm what we discussed in our
meeting this morning about the website. The
section where people can upload their CVs and
complete an application form is missing. We agreed
that as you have responsibility for the site, you will
speak to Eric to resolve the problem. As you have

a meeting with Eric this afternoon you will discuss
the situation then and clarify who is responsible for
design and programing. You will then let me know
when the application form is available. Please let me
know if | have misunderstood anything.

Best wishes,
Serena

1-Give this passage a
suitable title.
2- What’s the problem ?
3- Who sent the message? To
whom?

3- Is this mail to solve or to
show the problem? How?
4- 1s this reading passage

formal or informal ?
5- Is this message in 1 ,20r 3
paragraphs?



Confirmation mail

Dear (name),

- DI’m writing this
mail/message to
confirm...

-We agreed that ....
- Please let me know if ...
- If you have any guestions
or need to
- Best wishes,
- (your name)
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Practice

2 Lenz Furniture Designs is a bespoke furniture company, specializing in luxury,
handmade products. They have just launched a new website but Serena Ortega, the HR

Director at Lenz Furniture Designs, has noticed a problem with the site that affects her
work. Watch video Al and answer the questions.
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pass thhe buck

did you deal with it?
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