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Auburn Girls’ High School

Communicate in the Workplace

Forms of Communication

Each form of communication in the workplace brings its own set of advantages and disadvantages. Copy and paste the list of ADVANTAGES and DISADVANTAGES given below to complete the table at the bottom of this page. Delete all instructions when you have finished and save the completed document.

	ADVANTAGES
	DISADVANTAGES

	· Complex messages are easier to understand than with words

· Can be copied, and viewed by several people at once

· Conference calls for groups 

· Confidential – between two people

· Confidential – between those present

· Enjoyable

· You can see immediate feedback and reactions

· There are no language barriers
· Overcomes distance between people

· Provides a permanent record

· Quick and immediate

· Allows messages to be easily compared

· These can be understood quickly

	· Can be costly in people’s time & money 

· Can be lost

· Feedback is delayed

· Difficult to persuade people

· Discussing problems can get emotional

· Hang-ups, disconnects, call waiting automated systems

· Don’t give much feedback

· May need support of words
· Messages can be misunderstood

· Difficult if you dislike other person

· Permanent record



	Communication Channel
	Advantage
	Disadvantage

	Face to Face
	
	

	Telephone
	
	

	Written message
	
	

	Graphic message
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