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�      UndeUVWand RWheUV
�      Make fUiendV
�      WRUk in a Weam
�      ReVRlYe cRnflicWV

Social competence cRnceUnV Whe abiliW\ WR deal ZiWh VRcial ViWXaWiRnV.
 IW iV imSRUWanW in eYeU\ aVSecW Rf RXU liYeV - inclXding RXU SURfeVViRnal
liYeV. 

The eaVe ZiWh Zhich Ze eVWabliVh cRnWacWV, Whe abiliW\ WR ZRUk in a gURXS,
cRmmXnicaWiYeneVV, Whe abiliW\ WR RUganiVe Rne'V Wime and adaSW WR Whe
SUeYailing UXleV can be a WickeW WR a dUeam caUeeU in Whe ecRnRmic and
adminiVWUaWiYe indXVWU\ and mRUe.

SRcial cRmSeWence enableV XV WR:

SRcial cRmSeWence iV a WeUm Zhich SV\chRlRgiVWV XVe. In cRllRTXial
langXage, Ze mRUe RfWen Walk abRXW inWeUSeUVRnal VkillV RU VimSl\ dealing
Zell ZiWh SeRSle.

 
1. ΖNTROD8CTΖON

 



�acWiRn SaUWneUV - e.g. when we work in a group, have a casual conversation,
participate in joint activities.
RbVeUYeUV - e.g. when we are speakers, we are giving a lecture, when
someone's attention is directed at us
VRXUce Rf inflXence e[eUWed b\ an indiYidXal - e.g. when we negotiate,
convince someone to our point, persuade someone to do something
RbjecWV Rf inflXence e[eUWed b\ iW - vice versa - when someone influences us

We gain interpersonal skills through everyday experience. We acquire these skills
throughout our lives, through every interaction with people. 
We are almost constantly trained in social competences so we can constantly
improve them. The effectiveness of improvement depends to a large extent on us.
We will develop our skills if in problematic situations we open up to what other
people communicate to us, analyse our attitudes and draw conclusions. 

Social competences can also be strengthened through special training, e.g. social
skills workshops.

SRcial cRmSeWenceV: VR, ZhaW aUe Whe\?
The laWeVW definiWiRn e[SlainV Whem aV:

"CRmSle[ VkillV cRndiWiRning Whe effecWiYeneVV Rf cRSing in VSecific W\SeV Rf
VRcial ViWXaWiRnV, acTXiUed b\ an indiYidXal RYeU Whe cRXUVe Rf VRcial WUaining."

 
To find out exactly what they are, what determines them, and how we can
develop them, let's take a closer look at them.

WhaW aUe VRcial ViWXaWiRnV?
TheVe aUe all ViWXaWiRnV inYRlYing RWheU SeRSle, VXch aV:

All these interactions can take place both diUecWl\ Ŀ ńliYeŅ, and indiUecWl\ - Yia Whe
inWeUneW, WeleShRne. 
They include two-person and group relationships. They also cause greater or
small-scale problems.

 

2. 6ELF-ED8CA7ΖON



DReV VRmeRne ZhR iV a gUeaW cRnYeUVaWiRnaliVW alZa\V SeUfRUm Zell in a gURXS
VeWWWing?

IV Whe abiliW\ WR adYiVe a fUiend UelaWed WR aVVeUWiYeneVV?

All of these skills can go hand in hand, but it is usually the case that we are able to
perform better in some situations, and our behavior in others still needs work.
So we talk about social competences as complex skills, closely related to the type
of social situation in which we find ourselves.

SRme highlighWed VRcial cRmSeWenceV inclXde:

1.    SRcial cRmSeWenceV deWeUmining Whe abiliW\ WR cRSe ZiWh inWimaWe ViWXaWiRnV
- intimate situations are associated with close interpersonal contacts and the so-
called “disclosure” of interaction partners (listening and making confessions). Yes,
the fact that you can listen and open up to allow others to confide in yourself is an
important feature that proves social competence!

2.    SRcial cRmSeWenceV deWeUmining Whe effecWiYeneVV Rf cRSing ZiWh VRcial
e[SRVXUe ViWXaWiRnV - social exposure situations are those in which we are the
object of attention and potential assessment by others. They are stressful because
they involve the risk that this assessment will be negative.

3.    SRcial cRmSeWenceV deWeUmining Whe effecWiYeneVV Rf cRSing ZiWh ViWXaWiRnV
UeTXiUing aVVeUWiYeneVV - situations requiring assertiveness are all the situations in
which we achieve our own goals and needs by influencing or resisting the
influence of others.

3. 7<3E6 OF COM3E7ENCE6 AND 6ELF-ED8CA7ΖON



All types of competence make up the general level of social competence, i.e. the
degree to which we can define ourselves as a socially competent person.

If thanks to our behaviour we achieve the assumed goal (e.g. winning someone's
sympathy, good performance despite a large number of listeners, resisting the
influence of others), then this behavior is socially competent.

However, it is worth remembering that our behaviour must be adequate to social
standards. Pursuing social goals while causing harm to others is not social
competence.

SRcial WUaining iV UeTXiUed WR deYelRS all Rf Whe abRYe W\SeV Rf  VRcial
cRmSeWence

 
In the sphere of personal development, we cannot complain about the deficit of
various types of training; both those related to the body and our skills. We are
subjected to natural social training almost all the time. 

This consists of all the social experiences to which a person is subjected. Each
social interaction potentially affects the development of social competences
because thanks to them we build knowledge about the rules of relationships,
learn to coordinate our behaviour, regulate the level of intimacy and resolve
conflicts. 

However, we must accept and use the feedback that the environment provides us
with in such situations and be aware of the habitual nature of some of our
behaviours .

In RWheU ZRUdV, VRcial ViWXaWiRnV WhaW aUe SURblemaWic fRU XV VhRXld be anal\Ved,
and Whe cRnclXViRnV VhRXld be SXW inWR SUacWice deVSiWe Ueaching a ceUWain

RSWimXm leYel Rf cRmSeWence.
 

In addition to natural social training, we can also distinguish laboratory training,
i.e. all exercises related to communication, e.g. role playing.

 

 



If social competences depend on social training, then why do we not possess
them at a similar level to our peers or people involved in similar activities?

The effectiveness of training depends on social and emotional intelligence, i.e. the
ability to process information of a social nature. Our personality and temperament
traits, in turn, are responsible for the intensity of training, and therefore our
tendency to interact with different people.

WhaW can Ze dR WR imSURYe VRcial VkillV?

The bad neZV : there is no job where social competence is not at all essential.
Social competences are responsible for how we will present ourselves at a job
interview, a date, or meeting potential future friends and colleagues.

GRRd neZV : social competences grow throughout life, and despite some
limitations which our personal characteristics are responsible for in terms of the
intensity and effectiveness of social training can provide, we can constantly
improve them.

Despite self-knowledge and general orientation in which social situations we cope
better and in which worse, it is worth examining them all.
The market of psychological tests is increasingly used both in the recruitment
process and in individual testing. Furthermore, we can put our strengths
confirmed by a specialist into our CV to stand out within the labor market.

Increasingly, employers may also surprise us with a request to fill in a
psychological questionnaire (e.g. examining social competences) to check
whether our "openness" included in the CV will be confirmed in the test results.
There are many psychological tests and questionnaires examining the indicated
issue, certified ones can be used and interpreted only by a psychologist. 
They also have the highest prognostic value and thus the ability to predict our real
behaviour .

The result of the study may also be helpful in selecting workshops and other
forms of developing soft skills.

 

 



�      WUeaWLQJ RWKeU SeRSOe ZLWK UeVSecW aQd ZLWKRXW SUeMXdLce,
�      cRPPXQLcaWLQJ effecWLYeO\ ZLWK WKeP,
�      cRRSeUaWLRQ LQ a JURXS,
�      cRQfOLcW UeVROXWLRQ,
�      bacNLQJ RQe'V RZQ aUJXPeQWV,
�      aVVeUWLYe e[SUeVVLRQ Rf RQe'V feeOLQJV aQd beOLefV,
�      deaOLQJ ZLWK cULWLcLVP.

�      eVWabOLVKLQJ cRQWacWV,
�      bXLOdLQJ VaWLVf\LQJ UeOaWLRQVKLSV,
�      e[eUWLQJ WKe deVLUed LQfOXeQce RQ RWKeUV,
�      SXbOLc VSeaNLQJ,
�      deaOLQJ ZLWK QeZ VLWXaWLRQV,
�      ePSOR\LQJ VXSSRUW SURYLded,
�      KeOSLQJ RWKeUV effecWLYeO\.

A SeUVRQ eQdRZed ZLWK KLJK VRcLaO cRPSeWeQce NQRZV aQd XQdeUVWaQdV WKe UXOeV Rf
SURSeU cRQdXcW LQ a VSecLfLc eQYLURQPeQW.
IQ UeOaWLRQV ZLWK SeRSOe, WKe\ caQ acKLeYe WKeLU SOaQV aQd JRaOV ZLWKRXW KaUPLQJ
RWKeUV. 

E[ampleV of WheVe VkillV inclXde:

WhaW are Vocial VkillV XVefXl for?

InWerperVonal VkillV faciliWaWe:

PeRSOe ZLWK KLJK VRcLaO cRPSeWeQceV XVXaOO\ KaYe fULeQdV, cRSe ZeOO ZLWK VWUeVV, aUe
abOe WR PaQaJe WKeLU RZQ deYeORSPeQW, aQd feeO KaSS\.

4. EXAMPLES OF SOCΖAL COMPETENCES



AbLOLW\ WR LQWeUacW ZLWK cR-ZRUNeUV, PaQageUV, SeRSOe XQdeU caUe - ZLWK aQ RSeQ
PLQd aQd WR cUeaWe gRRd UeOaWLRQVKLSV, WaNLQg LQWR accRXQW WKe VSecLfLc UROe Rf
eacK SeUVRQ.

AbLOLW\ WR eVWabOLVK aQ acWLYe aQd SeUVRQaOLVed UeOaWLRQVKLS ZLWK SeRSOe VXSSRUWed
b\ YROXQWeeULQg.
AbLOLW\ WR XQdeUVWaQd, cRPPXQLcaWe aQd e[cKaQge eWKLcaO, KXPaQ aQd VRcLaO
YaOXeV UeOaWed WR YROXQWeeULQg - ZLWK SRWeQWLaO VXSSRUWeUV Rf WKe caXVe aQd
SaUWLcLSaQWV Rf acWLYLWLeV.

1. EmpaWh\
A SeUVRQ ZLWK WKLV cRPSeWeQce KaV WKe abLOLW\ WR caSWXUe aQd VKaUe WKe PRRd Rf WKe
LQWeUORcXWRU. TKe\ caUe fRU WKe feeOLQgV aQd LQWeUeVWV Rf RWKeUV aV SaUW Rf WKe
LPSOePeQWaWLRQ Rf a cRPPRQ PLVVLRQ.

In ZhaW ViWXaWionV can WhiV compeWence be deYeloped?

In profeVVional Zork :

While YolXnWeering :

2. CommiWmenW
A SeUVRQ ZLWK WKLV cRPSeWeQce LV aZaUe Rf ZKaW WKe\ NQRZ, ZKaW WKe\ caQ dR aQd
ZKaW WKeLU VWUeQgWKV aUe. WKeQ RQe VWaUWV ZRUNLQg RQ a WaVN, WKe\ aOZa\V WU\ WR
XQdeUVWaQd LW ZeOO fLUVW, aQd WKeQ WKLQN abRXW KRZ WKe\ caQ XVe WKeLU NQRZOedge,
VNLOOV aQd VWUeQgWKV WR beVW SeUfRUP LW. 

CRRSeUaWLRQ ZLWK a SeUVRQ ZKR KaV WKLV cRPSeWeQce LV SXUe SOeaVXUe - b\ eQWUXVWLQg
WKeP ZLWK a WaVN, \RX caQ be VXUe WKaW WKLV SeUVRQ ZLOO WUeaW LW aV "WKeLU RZQ",
aSSURacK LW SURfeVVLRQaOO\ aQd aQaO\WLcaOO\, cRPSOeWe LW WR a 100% VWaQdaUd, aQd
addLWLRQaOO\ VXggeVW LdeaV fRU LPSURYePeQW Rf WKe acWLRQ LQ WKe fXWXUe.
I
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WKeQ WaVNV aUe dLVWULbXWed LQ WKe WeaP - cKRRVLQg WKRVe WKaW \RX aUe
beVW abOe WR SeUfRUP WKaQNV WR \RXU NQRZOedge aQd VNLOOV, aQd WKeQ caUU\LQg WKeP
RXW ZLWK gUeaW cRPPLWPeQW.
CRRSeUaWLRQ ZLWK RUgaQLVaWLRQV ZKRVe PLVVLRQ aQd YaOXeV aUe LQ OLQe ZLWK \RXU
RZQ, WKaQNV WR ZKLcK \RX KaYe a VeQVe Rf SXUSRVe aV a YROXQWeeU.

TaNLQg caUe Rf faPLO\.
PXUVXLQg \RXU SaVVLRQ/KRbb\.

AcWLYeO\ ORRNLQg fRU LdeaV WR deYeORS QeZ VROXWLRQV.
AbLOLW\ WR VeW WKe dLUecWLRQ Rf RQełV RQ ZRUN aQd WR ZRUN baVed RQ \RXU RZQ
LQLWLaWLYe.

IQYROYePeQW LQ fXQdUaLVLQg acWLYLWLeV fRU WKe RUgaQLVaWLRQ, VXcK aV LdeQWLf\LQg QeZ
VRXUceV Rf fXQdLQg.
CRPLQg XS ZLWK LdeaV fRU QeZ SURMecWV aQd LQWURdXcLQg QeZ acWLYLWLeV WR PeeW
ePeUgLQg VRcLaO QeedV.

IQ ZKaW VLWXaWLRQV caQ WKLV cRPSeWeQce be deYeORSed?

In profeVVional Zork:

In eYer\da\ life:

TKeVe aUe MXVW a feZ e[aPSOeV - UePePbeU WKaW \RX caQ VKRZ "cRPPLWPeQW" LQ PaQ\
dLffeUeQW VLWXaWLRQV, ZKLOe SeUfRUPLQg YaULRXV WaVNV.
SR, Lf \RX feeO \RX gaYe 100% RQ a WaVN, WKaW WaVN KaV PRVW OLNeO\ LQcUeaVed \RXU
cRPPLWPeQW.

3. IniWiaWiYe
A SeUVRQ ZLWK WKLV cRPSeWeQce KaV WKe abLOLW\ WR WaNe adYaQWage Rf ePeUgLQg
RSSRUWXQLWLeV aQd SRVVLbLOLWLeV, aQd WR WXUQ LdeaV LQWR acWLRQV. TKe\ ZLOOLQgO\ WaNe XS
cKaOOeQgeV. TKe\ aUe acWLYe aQd YROXQWeeU WR SeUfRUP YaULRXV W\SeV Rf WaVNV. TKLV
acWLYLW\ dULYeV WKeP LQWR acWLRQ. TKe\ aUe aQ LQYeQWLYe aQd acWLYe SeUVRQ.

In ZhaW ViWXaWionV can WhiV compeWence be deYeloped?

In profeVVional Zork:

While YolXnWeering :



AbLOLW\ WR UeSRUW WR \RXU LPPedLaWe VXSeUYLVRU WKe UeVXOWV Rf \RXU cRPSOeWed
acWLYLWLeV.
AbLOLW\ WR UecRgQLVe \RXU RZQ PLVWaNeV.
AbLOLW\ WR LdeQWLf\ VROXWLRQV LQ cULVLV VLWXaWLRQV aQd aYRLd SXWWLQg \RXUVeOf aQd \RXU
cROOeagXeV aW ULVN.

FRcXVLQg RQ WKe gRaO aQd PLVVLRQ Rf WKe RUgaQLVaWLRQ.
DePRQVWUaWLQg WKe cRQVLVWeQc\ Rf RQe'V RZQ beKaYLRU ZLWK WKe YaOXeV SURfeVVed
LQ WKe RUgaQLVaWLRQ.

4. ReVponVibiliW\
A SeUVRQ ZLWK WKLV cRPSeWeQce caQ WaNe UeVSRQVLbLOLW\ fRU eQWUXVWed dXWLeV, SeUceLYe
WKe aVVLgQed WaVN aV RQe'V RZQ, XQdeUVWaQd WKe OLPLWV Rf LQdeSeQdeQce aQd
UecRgQLVe ZKeQ LW LV QeceVVaU\ WR aVN fRU KeOS fURP RWKeUV. TKe\ caQ UeSRUW RZQ
beKaYLRU aQd UeVXOWV.

In ZhaW ViWXaWionV can WhiV compeWence be deYeloped?

In profeVVional Zork :

While YolXnWeering:



TRPP\ iV a SURgUaPPeU aW a OaUge cRUSRUaWiRQ - he iV a gUeaW VSeciaOiVW aQd caQ
TXickO\ VROYe aOPRVW aQ\ SURbOeP. The cRPSXWeU haV QR VecUeWV fRU hiP, he kQRZV
VeYeUaO SURgUaPPiQg OaQgXageV SeUfecWO\. HRZeYeU, he dReV QRW geW aORQg ZiWh hiV
VXSeUiRUV aQd cR-ZRUkeUV aW aOO. He iV RfWeQ VQaSS\, eaViO\ iUUiWabOe aQd UeOXcWaQW WR
SeUfRUP Whe WaVkV eQWUXVWed WR hiP .

Tommy is a classic example of a person with hard skills. He has low soft skills, i.e.
social and personal.

HaUd cRPSeWeQceV are primarily measurable skills that can be learned relatively
quickly, e.g. at school, courses, or at work.

The employer can verify them based on your experience, obtained certificates, during
an interview, or through tests and tasks (e.g. very good knowledge of EXCEL).
These qualities are primary and fundamental and without them you can lose your
chance for a desired position.

For example, if one of the requirements in the job offer is "C2 English language skills"
, then a person with B1 level will not have a chance to get this position.
In this case, the lack of specific knowledge and hard skills excludes candidates.

SRfW VkiOOV are completely different. These are more difficult to measure and assess
competency in: often called interpersonal, social, or personal abilities.

Interestingly, many studies show that the demand for employees with soft skills is
growing all the time.

5. 7HE 5OLE OF 6OCΖAL AND PE56ONAL
COMPE7ENCE6 ΖN LΖFE AND :O5K



HaUd VkiOOV SRfW VkiOOV

Specific specialist
competencies

Personal competences  (e.g.
coping with stress)

Substantive knowledge
Interpersonal skills (e.g.

motivating others to work)

They are easy to verify, measure
and evaluate

Difficult to verify, subject to
subjective assessment

They are usually related to a
specific profession

Universal competences that are
useful in various positions

They allow you to perform the
assigned tasks at work well

They help to collaborate with
the team, superiors, and clients

Relatively easy to train at
school, on courses, or at work

The process of developing
them is more complex and

usually more difficult

T\SeV Rf cRPSeWeQcieV - ZhaW iV Whe diffeUeQce beWZeeQ haUd aQd VRfW VkiOOV?

Until recently, soft skills were considered ńworseŅ and less important. 

Currently, this division is blurring, and employers often pay more attention to this type
of competence. 

Why? Very often it is easier to teach an employee hard skills than to invest in the
development of their soft skills.



"If I understood you correctly"
"so, you think"

"in other words"
 

Remember to be very precise - you should not add your own judgment to the
message. Paraphrasing gives many benefits: it makes us gain the recipient's respect
and sympathy - everyone likes to be listened to and understood, it prevents
misunderstandings, and gives time to organise thoughts.

3. Learn to formulate open-ended questions.

If during conversations - both at the professional and private level, there is an
awkward silence, it is worth having a few ready-made, open questions up your sleeve
(those for which it is impossible / not enough to answer yes or no). 

You will develop interpersonal skills by asking questions starting with the words:
 

ņco myĉlisz?Ņ,
ņjak chciaõbyĉ?Ņ

Three ways to improve your communication skills
 

1. Join an organisation where soft skills are practiced.

There are many organisations both nationally and internationally dedicated to
fostering leadership and rhetorical skills. It is worth taking the first step and
signing up for classes as a guest. Taking a deep dive will make what scares you
now, six months from now, childłs play.
Active listening - an element of interpersonal competence.

2. To improve communication skills, it is worth practicing paraphrasing the
words of the interlocutor. 

It is good to start a sentence with the following phrases:
 
 



6.INTERPERSONAL SKILLS VALUED BY
THE EMPLOYER

Communication skills (in a team, with clients, in an international environment) are
important in the labour market.

Employers increasingly admit that interpersonal skills will be a better predictor of
success than, for example, the results of psychometric tests . That is why more and more
companies use the assessment centre method during recruitment, which allows the
assessment of social competences.

Almost every work environment requires interaction: with co-workers, superiors or
clients. This means thatcommunication skills are highly valued. 

Therefore, the ability to establish and build relationships, send clear messages (whether
in speech or writing), but also the ability to listen will be important. More and more
often, the ability to communicate in an intercultural environment is in demand, which is
associated not only with the knowledge of a foreign language, but also with sensitivity
to cultural differences.

When a group of people spend several hours a day together, misunderstandings are
inevitable. Therefore, employers highly value the ability to resolve conflicts or negotiate,
as well as teamwork.

If the employee's role is to manage a group of people, then the ability to motivate or
delegate tasks will be highly valued.

Interpersonal communication is how we communicate with each other.
In everyday contact, we communicate a lot of information with words. Conversation is
the most natural way of communication between people. 

It is two-way and interactive, which means that the participants of the dialogue switch
roles, sometimes speaking, sometimes listening.

https://party.pl/porady/zasady-komunikacji-interpersonalnej-komunikacja-werbalna-i-niewerbalna-93084-r1/


7. OUTLINE OF INTERPERSONAL
COMMUNICATION
In order to better understand the essence of communication through language, it is
worth getting acquainted with one of the most popular models of language
communication proposed by Russian linguist Roman Jakobson. According to him,
effective interpersonal communication, including the act of correct speech, consist of six
elements:

message sender
recipient of the message
context
message
contact between sender and receiver
code Ŀ a language common to the sender and receiver

1.
2.
3.
4.
5.
6.

It is built around our interlocutors, one of whom is the sender, the other - the
receiver. These roles, of course, are not fixed and change. 

In order for them to start a dialogue, they must be in contact with each other.

A contact is a channel through which information can be exchanged. Usually it is
direct (face to face), but it can also be indirect when we write to each other or when we
talk on the phone.

In order for interlocutors to understand each other, they must use the same code. It's
simply about the free use of a given language, (e.g., Polish) but not only. The code can
be a system of symbols or agreed gestures (e.g., finger patterns shown during a match
to members of the volleyball team).

Thanks to code, it is possible to create messages: statements and thoughts put into
words. The meeting of the interlocutors always takes place in established
circumstances of the place and time. These are called the context or setting.



WK\ aUe WKeVe eOePeQWV VR LPSRUWaQW fRU cRPPXQLcaWLRQ? 

Because each of them has an impact on whether we will communicate or not. If the
interlocutors do not have contact with each other or the contact is disrupted, there will
be no consensus.

It is enough to recall situations from life, for example , when someone does not answer
our phone or when our connection is interrupted due to poor coverage.
Difficulties may also lie in insufficient knowledge of the code. 

As an example, there are prisoners who, although they all use a familiar language, some
speak in such a way that only they can understand each other in their environment.

Trying to read the intentions of the interlocutor without knowing the context can mean
we also may make a mistake. 

Imagine a situation where one person says to another: 
“Congratulations! This is a spectacular achievement."

Not knowing under what circumstances this was said, we can only assume that either
someone really sincerely praises another, or, is trying to hurt someone with irony.



CRPPXQLcaWLRQ dReV QRW KaYe WR be OLQgXLVWLc LQ LWV eVVeQce becaXVe LW caQ WaNe
YaULRXV QRQ-YeUbaO fRUPV.

Interpersonal communication involves not only the production, but also the perception
of speech.
Speech, on the other hand, is primal in relation to other forms of linguistic
communication, e.g., writing.
 
LLQgXLVWLc cRPSeWeQce - the ability to use language.
CRPPXQLcaWLYe cRPSeWeQce - the ability to use language appropriately to the situation
and the listener.

WLWKLQ WKe OaQgXage cRde, WKe fROORZLQg VXbcRdeV aUe dLVWLQgXLVKed:

SKRQRORgLcaO cRde - includes models of sounds, i.e. the so-called phonemes. These
models contain rules for creating individual speech sounds;

PRUSKRORgLcaO cRde - contains rules for creating larger meaningful wholes from
phonemes, e.g. new words;

le[LcaO cRde - a set of words occurring in a given language (dictionary);

V\QWacWLc cRde - allows you to combine words into larger wholes (phrases and
sentences). Syntactic rules are related to the grammar of the language;

VePaQWLc cRde – responsible for the logical form, i.e. the meaning of a given word or
sentence;

VW\OLVWLc cRde – allows you to build longer texts thanks to the knowledge of the rules for
combining sentences into longer wholes.

8.CODES IN VERBAL INTERPERSONAL
COMMUNICATION



TKe baVLc fXQcWLRQ Rf OaQgXage LV WR cRQYe\ LQfRUPaWLRQ. We use it when we say what,
where, when and why happened and who was involved. This so-called a cognitive
function that usually relates to context.

When the interlocutor tries to impress us ( focuses on the recipient), e.g. by praising us,
they uses the expressive function of language.
When they complain or share emotions (distinguishing themselves as the sender), they
use the expressive function. When they nod or say " mhm ", they try to maintain contact
using the phatic function.

Sometimes for a family celebration you need to say or write something nice and
appropriate;  we then draw on the poetic function (focusing on the message).

When talking about language (code), e.g. about its inconsistencies, meanings of words,
we use the metalinguistic function.



To ensure the efficient course of the communication process, it is necessary to use both
linguistic and non-linguistic messages.

Linguistic communication predominantly takes place using the sound channel as a
medium, but it can also use other channels, e.g. the manual-visual channel, in which
the sign language of the deaf is implemented.

NRQ-YHUbaO cRPPXQLcaWLRQ LQcOXGHV PHVVaJHV IORZLQJ IURP JHVWXUHV, IacLaO
H[SUHVVLRQV, bRG\ SRVWXUH aQG aSSHaUaQcH RI RXU LQWHUORcXWRU.

Non-verbal communication is very important from the point of view of the
effectiveness of informing someone about an idea. Research has shown that 7 percent
of people respond to our statements influenced by its content (i.e. what we say), 38
percent Ŀ the sound of the voice (as we say), and as much as 55 percent Ŀ our body
language and our appearance.

WK\ GRHV WKLV KaSSHQ?

Understanding speech is an intellectual process that involves extracting the most
important content from a stream of words, and then recognizing the speaker's
intentions. We reach these messages not directly, but after analysis and through paths
of reasoning (intellect).

This is different when observing and hearing the voice of the interlocutor. Data coming
from the senses (usually sight and hearing) reach us directly and usually allow us to
quickly assess, for example, what attitude the other party has towards us (hostile or
friendly) and whether we will want to listen to them.

9. NON-VERBAL INTERPERSONAL
COMMUNICATION



APRQJ WKH PaQ\ cOaVVLILcaWLRQV RI IRUPV RI QRQ-YHUbaO cRPPXQLcaWLRQ, AObHUW
HaUULVRQ'V GLYLVLRQ VWaQGV RXW ZLWK cOaULW\ aQG VLPSOLcLW\, accRUGLQJ WR ZKLcK WKHUH LV:

NLQHVWKHWLcV (NLQHWLcV) - mainly body and limb movements and facial expressions;

SUR[HPLcV Ŀ distances in space, intimate space, physical distance;

SaUaOaQJXaJH Ŀ indicators of the way of speaking, e.g. key of speech, accent, resonance;

aUWLcXOaWLRQ, WHPSR, UK\WKP, YROXPH RI YRLcH.

An important rule in the field of interpersonal communication is to maintain
consistency between verbal and non-verbal expression.

Inconsistency of messages in the scope of these two communication channels is
considered to be an indication of deception. Non-verbal and verbal communication has
a universal and culturally dependent dimension.

Some words can be replaced with a gesture (e.g. "yes" with a nod of the head), and
gestures can be translated into given phrases.

 Language undoubtedly has a greater potential in creating new meanings, because
theoretically with the help of language you can express everything that you can think
of. But sometimes people prefer gestures over words.

Undoubtedly, in general, people combine both forms of communication (words + body
language) , i.e. they treat them as complementary to each other.



PRRU cRPPXQLcaWLRQ UeVXOWV fURP PLVXQdeUVWaQdLQgV LQ LQWeUSeUVRQaO UeOaWLRQV aQd
WKe LQabLOLW\ WR LQWeUSUeW WKe PeaQLQg Rf WKe ZRUdV cRQYe\ed b\ WKe VeQdeU Rf WKe
PeVVage. The reason for difficulties in communicating is not only in inconsistency of the
message, but also a misguided understanding of intentions, veiled expectations, and an
inappropriate accent.

CRPPXQLcaWLRQ baUULeUV aUe aOO WKe facWRUV ZKLcK PaNe LW dLffLcXOW WR XQdeUVWaQd WKe
PeVVage cRQWaLQed LQ WKe VWaWePeQW, ZKLcK UeVXOW LQ WKe VR-caOOed ŁcRPPXQLcaWLRQ

QRLVe'
 

TKe baVLc cRPPXQLcaWLRQ baUULeUV LQcOXde:

CXOWXUaO dLffeUeQceV - some facial expressions of emotions are universal for all cultures,
which is confirmed by the research of Paul Ekman , who originally included the
following as basic emotions:

feaU
aQgeU

VadQeVV
MR\

KaWe
VXUSULVe

 
However, there are some differences in the interpretation of the message based on
nationality.

For example, we talk about contact cultures (Arabs, Latinos) and non-contact cultures,
which prefer further spatial distances between interlocutors (Scandinavians). In
addition, emblems, i.e. gestures expressing specific meanings and replacing words, are
culturally conditioned, e.g. nodding your head in Bulgaria is interpreted as a negative.

 

10. COMMUNICATION BARRIERS



SWeUeRW\SeV - sometimes they allow for quick perceptual categorisation and immediate
reaction to the message, but to a large extent "thinking in shortcuts" leads to
misunderstandings and misinterpretations, e.g. people tend to ignore the words of
people whose image seems to indicate a low social status, but they willingly listen to
authorities or people who pose themselves as authorities by external attributes.

LacN Rf deceQWUaWLRQ VNLOOV - lack of ability to take another person's perspective.
Egocentrism leads to a lack of empathy, inability to listen and a lack of understanding of
the interlocutor.

PeUceSWXaO dLffLcXOWLeV - problems in receiving the message, e.g. hearing problems,
unclear articulation of words, too fast pace of speech, stuttering , incorrect accent, etc.

SeOecWLYe aWWeQWLRQ - focusing only on selected fragments of the statement, and not on
the whole message, which may distort the meaning of words and may be taken out of
context.

WeOO-beLQg - fatigue, stress, irritability, irrationality, affect the poorer quality of the
production of the message, as well as decoding the meaning of the words contained in
the message.

 



IW iV eVVeQWiaO WR eVWabOiVh OaVWiQg cRQWacW. LiQgXiVWic SROiWeQeVV iV abRXW
VhRZiQg UeVSecW WR RXU iQWeUORcXWRU ZiWh ZRUdV. 

The geQeUaO UXOe Rf SROiWeQeVV Ze XVe iQ OaQgXage behaYiRU iV Whe UXOe: "IW iV
iPSURSeU QRW WR Va\...", e.g. "GRRd PRUQiQg".

FRU WhiV UeaVRQ, SROiWeQeVV WeQdV WR be fRUced aQd caQ be diVhRQeVW.
NeYeUWheOeVV, if iW iV QRW a PeaQV Rf PaQiSXOaWiRQ (Zhich Ze aUe QRW aOZa\V
abOe WR checN TXicNO\ eQRXgh), iW VhRXOd be UeciSURcaWed.

11. POLITENESS IN INTERPERSONAL
COMMUNICATION



The APeUicaQ SV\chRORgiVW aQd SV\chRWheUaSiVW ThRPaV GRUdRQ VSRNe abRXW Whe
OaQgXage Rf QRQ-acceSWaQce aV a caXVe Rf PiVXQdeUVWaQdiQgV aQd iQWeUSeUVRQaO
cRQfOicWV. He cOaiPed WhaW PRVW e[SOiciW PeVVageV (VSRNeQ aORXd) aUe iPbXed ZiWh a
hiddeQ PeVVage.

A SeUVRQ VSeaNV iQdiUecWO\, e.g. a PeVVage:

"DR iW QRZ, iPPediaWeO\, ZiWhRXW diVcXVViRQ" PeaQV iQ a YeiOed VeQVe: "YRXU RSiQiRQ dReV
QRW cRXQW, \RX aUe WR fROORZ P\ RUdeUV."

GRUdRQ OLVWed WKe W\SLcaO WZeOYe cRPPXQLcaWLRQ bORcNV:

RUdeULQJ, cRPPaQdLQJ;

ZaUQLQJ, adPRQLWLRQ, WKUeaWV;

SeUVXadLQJ, PRUaOLVLQJ;

adYLVLQJ, dLcWaWLQJ VROXWLRQV;

PaNLQJ UeSURacKeV, LQVWUXcWLQJ;

MXdJLQJ, cULWLcLVLQJ;

ULdLcXOLQJ, VKaPLQJ, LQYeQWLQJ;

LQcRUUecW SUaLVe, XQdeVeUYed aSSURYaO;

UeaVVXULQJ, cRPIRUWLQJ;

dLVWUacWLQJ, PaNLQJ \RX OaXJK;

LQWeUSUeWLQJ, PaNLQJ dLaJQRVeV;

TXeVWLRQLQJ,

 

 

12. THE LANGUAGE OF 
NON-ACCEPTANCE



 
TKe abRYe cRPPXQLcaWLRQ baUULeUV caXVe WKe UecLSLeQW RI WKe PeVVaJe

 

aQJeU

UebeOOLRQ

dLVaSSRLQWPeQW

IUXVWUaWLRQ

aJJUeVVLRQ

IeeOLQJ KXUW

dLVVaWLVIacWLRQ

ORZ VeOI-eVWeeP

LQVXOaWLRQ

e[ceVVLYe VXbPLVVLRQ

IeeOLQJV RI JXLOW, ZKLcK VecRQdaULO\ IXeOV WKe VSLUaO RI cRQIOLcW.

HRZ caQ \RX cRXQWeU WKe OaQJXaJe RI QRQ-acceSWaQce?

ThURXgh Whe VR-caOOed "I" PeVVageV.

TheVe aUe diUecW VWaWePeQWV WhaW e[SUeVV a feeOiQg aQd eYRNe Whe UeacWiRQ Rf Whe
iQWeUacWiRQ SaUWQeU WhaW Oed WR Whe feeOiQg Rf Whe ePRWiRQ, VXch aV "I geW QeUYRXV ZheQ
\RX iQWeUUXSW Pe" RU "I aP VRUU\ \RX fRUgRW \RXU QRWeV".

 

 

 



13. REMOTE COMMUNICATION

During the pandemic, we had to quickly learn to work together almost exclusively
remotely. 

In the case of many businesses, especially those focusing primarily on personal
contact, such as in the administration industry, such a change could be difficult. 

This model of communication did not function well. Today we know that you can
work remotely - with your team, subcontractors, partners, and clientsŊ provided we
have the right tools.

The foundation of remote communication includes programmes for remote work,
allowing the possibility of making multi-party calls; both text, voice and in the form
of video; creating teams; sending files or text messages; and sharing the screen.
With all these functionalities at our disposal, we are able to collaborate as if we
were in the same room. 

Additionally, you can streamline meeting scheduling and integrate communicators
with your calendar and Outlook. 

This makes it easy to check the availability of colleagues, keep an eye on meeting
dates or other planned activities. These types of remote work programmes are
especially useful for activities which require many meetings and consultations.

Even when working stationary in the office we use such facilities - they improve
communication, do not disturb the rhythm of work, and allow you to organise
subsequent tasks.



14. REMOTE COMMUNICATION TOOLS
SN\Se - it can be successfully used to communicate with the team. Skype is
available both in the browser and as a downloadable application for computers
and mobile devices. On Skype, you can conduct a group call, training with a shared
desktop, and send messages or files.

GRRJOe HaQJRXW Ŀ this is a Google tool for communication. It allows you to record
conversations, which are then used, for example, to record training sessions or
interviews. Such material can later be made available to the public or to selected
people. Voice and video calls are possible on Google Hangout . There is also a chat
function. It is worth mentioning that, as with any video calling tool, a good internet
connection is required. 

ZRRP Ŀ is a tool known primarily for the conduct of webinars, but it also works well
as a tool for online meetings. The free package includes the possibility of 40-minute
broadcasting for a group of up to 100 people. In one-on-one communication, the
tool has no limits and is free.

WKeUeb\ - is another tool for communication, with the ability to share the screen
and create conferences. The tool is so convenient that participants do not have to
install anything or log in anywhere. We send a link to the participant, and after
clicking they are able to join us. The tool is intuitive and has different pricing plans,
among which you will find a free option for one user with one discussion room.

DLVcRUd - Messenger known amongst gamers. It gives great opportunities to
organise communication in a remote team: chat, voice and video calls. You can set
up a server for your company. An interesting option is the ability to configure teams
on the server - a default chat for all team members is possible, as well as smaller
chat rooms for departments. The tool can be downloaded or run in your browser.
Very helpful in teamwork.



SOacN Ŀ is a popular messenger app, especially used by remote teams. It enables
communication both with individual team members and with the group. Slack
gives you space to share ideas on a regular basis like a newsfeed. This can be
problematic, but you just need to set up notifications accordingly. It is not just an
ordinary messenger, but also a channel for discussing and managing projects.

TUeOOR - is a tool liked by many for planning projects and tasks. Trello will be good
for people who like to develop their own style of planning and organising work.
There are boards at our disposal, and on them, you can move cards like in solitaire. 
 On Trello cards, you can note the content of tasks, dates, checklists, add notes,
links, etc. How you use Trello depends only on your needs and creativity. Trello will
also work as a complementary tool, e.g. to collect all matters and information
related to a specific project in one place.

GRRJOe WRROV - Google Drive, Docs, Spreadsheet, Slides: are ideal when a team is
working on one document. Instead of emailing documents, files and presentations,
you can edit and comment on them online. Just grant access to the Google file to
selected people.

GRRJOe DRcV and other tools look like familiar Microsoft Office tools, so the transfer
of work will not involve any implementation of training.

A VeSaUaWe aVSecW LV GRRJOe DULYe: a virtual drive where each user has 15 GB storage
free of charge. It's the perfect way to share larger files instead of emailing each
other. On Google Drive, you can organise the space as you like; creating folders just
like on your computer. Sharing with other users can be done from any level - folder
or file. Interestingly, if we keep a folder with files on Google Drive and then want to
send them by e-mail - in Gmail we have the option of adding files directly from the
drive as an attachment or link to files.

The entire suite of Google office tools is extremely useful and has many important
features. For demanding users, of course, there are options to pay for additional
disk space or access to paid services, such as a corporate Gmail account and
additional security for GSuite documents .



Hootsuite  

Workplace from Facebook  

Basecamp  

Proofhub  

Backlog  

Jira  

Workzone  

Hive  

ClickMeeting  

Functionfox  

weekend  

Bitrix24  

Hubstaff  

Buffer  

Coschedule  

Gotometing  

Join.me  

Belive.tv  

Invision  

Actioned  

Todoist  

DURSbR[ - Easily share files with Dropbox. From the level of the tool, you can also
edit them, e.g. text files or pdfs (comments). You avoid sending another patch
email, and everything happens in free space. Dropbox requires logging in to this
extent. You do not necessarily need to register an account: you can use your Google
or Apple account to log in.

BeORZ LV a OLVW Rf WRROV fRU UePRWe ZRUN. CKecN ZKLcK RQeV \RX NQRZ aQd cRQVLdeU
ZKaW fXQcWLRQ WKe\ SOa\ LQ \RXU SULYaWe aQd SURfeVVLRQaO OLfe:



Sk\Se

MS TeaPV

ZRRP

HaQgRXWV

ePaiOV,

iQWeUQaO iQWUaQeW,

bXViQeVV ShRQeV,

cRPSaQ\ VRciaO QeWZRUkiQg ViWeV (e.g. SOack , YaPPeU, EPSOR,

WRUkSOace),

 QeZVOeWWeUV,

Whe cRPSaQ\ bORg.

The PRVW cRPPRQO\ XVed UePRWe cRPSaQ\ cRPPXQicaWiRQ WRROV fRU
YideRcRQfeUeQciQg:



ńCRUSRUaWH cRPPXQLcaWLRQ SOa\V a NH\ UROH LQ WKH GaLO\ PaQaJHPHQW RI WKH
RUJaQLVaWLRQŅ Ŀ WKLV VeQWeQce KaV beeQ VaLd cRXQWOeVV WLPeV. AfWeU aOO, RWKeU aVSecWV Rf
WKe cRPSaQ\ PaLQO\ deSeQd RQ WKe TXaOLW\ Rf LQWeUQaO cRPPXQLcaWLRQ, e.J. 
PRWLYaWLRQ Rf ePSOR\eeV, effecWLYeQeVV Rf WeaPV, OeYeO Rf WaVNV SeUfRUPed,
VWUeaPOLQLQJ SURceVVeV, VKaSLQJ ePSOR\eeV' aWWLWXdeV, adaSWLQJ WR cKaQJeV aQd
PaQ\, PaQ\ PRUe.

IQ VKRUW - SURSeU cRPPXQLcaWLRQ affecWV WKe RYeUaOO fXQcWLRQLQJ Rf WKe RUJaQLVaWLRQ,
LWV cRPSeWLWLYeQeVV, aQd beWWeU bXVLQeVV UeVXOWV.

CRPPXQLcaWLRQ LQ a UHPRWH WHaP LV a IRXQGaWLRQ RQ ZKLcK PaWXUH, VWURQJ
RUJaQLVaWLRQV baVHG RQ a cXOWXUH RI UHPRWH ZRUN aUH bXLOW .
IQ facW, LW LV TXLWe a cKaOOeQJe - UePRWe cRPPXQLcaWLRQ LV RfWeQ UedXced RQO\ WR WKe
UeVXOWLQJ VeWWOePeQW Rf WaVNV.

HRZeYeU, LW LV PRUe dLffLcXOW aQd UeTXLUeV PLQdfXOQeVV - LW LV PXcK eaVLeU WR
cRPPXQLcaWe "LQ UeaO OLfe", ZKeQ \RX caQ WaON face WR face, e[SOaLQ, defLQe, aQd
RbVeUYe WKe UeacWLRQ RU bRd\ OaQJXaJe.

EPSOR\ee PaQaJePeQW aQd UePRWe cRPPXQLcaWLRQ ZLWKLQ WKe WeaP PeaQV
eYeU\RQe PXVW dRXbOe WKeLU effRUW, ZKLOe aOVR e[SRVLQJ aOO WKe cRPSaQ\'V
cRPPXQLcaWLRQ VKRUWcRPLQJV.

EYeQ WKRXJK Ze cRPPXQLcaWe LQ dLffeUeQW RUJaQLVaWLRQV (RQ PaQ\ OeYeOV, dLUecWO\
aQd YLUWXaOO\) WKe cRPPRQ deQRPLQaWRU Rf eYeU\ cRPPXQLcaWLRQ LV Ŀ VR RfWeQ
XQdeUeVWLPaWed RU RYeUORRNed LQ RQOLQe ZRUN Ŀ WUXVW aQd LQWeUSeUVRQaO UeOaWLRQVKLSV.

  

15. BUILDING AND DEVELOPING A CULTURE
OF REMOTE WORK BASED ON EFFECTIVE
COMMUNICATION



HRZ GR ZH WaNH caUH RI WKHP?

TUXVW VKRXOd be baVed RQ cOeaU cRPPXQLcaWLRQ Rf JRaOV aQd PXWXaO e[SecWaWLRQV. IW
LV LQ RWKeU ZRUdV "SOa\LQJ RSeQ caUdV" RU "caOO a VSade a VSade". IW LQcOXdeV RSeQQeVV
LQ WaONLQJ bRWK abRXW VXcceVVeV aQd faLOXUeV. 

BXLOdLQJ WeaP WUXVW UeTXLUeV WKe OeadeU WR cUeaWe VSace fRU aVNLQJ TXeVWLRQV, fUee
dLVcXVVLRQ, VXbPLWWLQJ LdeaV, cRPPeQWV aQd VXJJeVWLRQV. 

TUaQVSaUeQc\ LV WKe PRVW LPSRUWaQW WKLQJ LQ cRPPXQLcaWLRQ.

IQWHUSHUVRQaO WLHV - JRRd UeOaWLRQVKLSV WKaW affecW LQWeUQaO PRWLYaWLRQ aQd
ZLOOLQJQeVV WR ZRUN. TKe\ bXLOd WKe XQLTXe aWPRVSKeUe Rf eacK WeaP. PRVLWLYe
UeOaWLRQVKLSV UeVSRQd WR WKe Qeed WR beORQJ, aQd RQ WKeLU baVLV KaUPRQLRXV WeaPV
aUe fRUPed. IW LV LPSRUWaQW WKaW WKe OeadeU WaNeV caUe Rf WeaP LQWeJUaWLRQ, ZKLcK caQ
be eVSecLaOO\ dLffLcXOW LQ WKe YLUWXaO VSace. 

IW Pa\ be KeOSfXO WR VPaOO WaON dXULQJ RQOLQe PeeWLQJV aVNLQJ "KRZ'V eYeU\RQe" LQ WKe
WeaP. IW LV aOVR a JRRd Ldea WR RUJaQLVe caVXaO acWLYLWLeV dXULQJ a bUeaN aW ZRUN (e.J.
PeeWLQJV LQ WKe NLWcKeQ ZLOO be UeSOaced b\ a VKaUed cRffee UePRWeO\, WKe WeaP
ceOebUaWeV VPaOO aQd OaUJe KROLda\V WRJeWKeU, PeeWV aW WKePaWLc caOOV, YLUWXaO
cRPSeWLWLRQV, eWc.). 

BXLOGLQJ a WHaP ZKHUH SHRSOH NQRZ HacK RWKHU aQG IHHO cRPIRUWabOH, LV
GHWHUPLQHG b\ V\VWHPaWLc cRPPXQLcaWLRQ . 

TKe XQLYeUVaO fRXQdaWLRQV aUe deVcULbed abRYe, RQ WKe baVLV Rf ZKLcK, b\ PeaQV Rf
WKe VeOecWLRQ Rf aSSURSULaWe WRROV adeTXaWe LQ a JLYeQ VLWXaWLRQ, Ze caQ "bXLOd"
effecWLYe cRPPXQLcaWLRQ LQ a UePRWe WeaP . 

AdMXVWLQJ WKe ULJKW cRQWeQW aQd WRROV deSeQdV RQ WKe JRaO, LQWeQWLRQ aQd OeYeO Rf
cRPPXQLcaWLRQ.

  



cRPSOeWe OacN Rf cRPSaQ\-ZLde cRPPXQLcaWLRQ LQ UePRWe cRPSaQLeV,
OacN Rf LQYROYePeQW Rf WKe PaQaJePeQW VWaff, e.J. CEO, dLUecWRUV, eWc.,
 LQcRQVLVWeQc\ Rf PeVVaJeV cRPLQJ "fURP abRYe" Rf WKe RUJaQLVaWLRQ,
SURYLdLQJ VeOecWLYe LQfRUPaWLRQ,
SURYLdLQJ VWUaWeJLc LQfRUPaWLRQ "afWeU WKe facW",
 "cRORXULQJ" UeaOLW\ LQ SOace Rf UeOLabOe, aXWKeQWLc daWa,
LUUeJXOaULW\ Rf PeVVaJeV.

CRPSaQ\-ZLGH cRPPXQLcaWLRQ

CRPSaQ\-ZLGH cRPPXQLcaWLRQ HQabOHV HIIHcWLYH IORZ RI LQIRUPaWLRQ aW aOO OHYHOV
RI WKH RUJaQLVaWLRQ. IW LV e[WUePeO\ LPSRUWaQW becaXVe LW XVXaOO\ cRQceUQV "KLJK-OeYeO"
PaWWeUV - VWUaWeJLc, cRPSaQ\-ZLde, VWUXcWXUaO, eWc. AOO ePSOR\eeV Rf WKe cRPSaQ\
VKRXOd NQRZ ZKaW LV KaSSeQLQJ LQ WKe RUJaQLVaWLRQ. IQ WKLV caVe, WKeUe LV QR URRP fRU
VeOecWLYe LQfRUPaWLRQ aQd XQdeUVWaWePeQW. 

CRPSaQ\-ZLde cRPPXQLcaWLRQ VKRXOd be ZeOO-WKRXJKW-RXW, SULRULWLVed aQd aQWL-
JRVVLS. TKe cRPPLWPeQW aQd cRKeVLRQ Rf WKe PaQaJePeQW VWaff LV fXQdaPeQWaO -
befRUe a PeVVaJe LV VeQW WR ePSOR\eeV, RQe VKRXOd be VXUe WKaW WKe PaQaJePeQW
deSaUWPeQW VSeaNV ZLWK RQe YRLce. 

TKe cRQVeTXeQceV Rf WKe OacN Rf RU SRRUO\ cRQdXcWed cRUSRUaWe cRPPXQLcaWLRQ aUe
VeULRXV: JRVVLS aQd ZULWLQJ bOacN VcULSWV LQVWead Rf XQdeUVWaWePeQWV, dLVWXUbed VeQVe
Rf VecXULW\ Rf ePSOR\eeV, XQceUWaLQW\, decUeaVe LQ cRPPLWPeQW, aQd VRPeWLPeV eYeQ
dLVPLVVaO.

IQ UePRWe RUJaQLVaWLRQV, V\VWePaWLc YLUWXaO PeeWLQJV LQ WKe fRUP Rf VR-caOOed face -WR-
face PeeWLQJV ZRUN ZeOO L.e., VXPPaULeV Rf WKe TXaUWeU, LQdLcaWLRQ Rf WKe dLUecWLRQ Rf
WKe cRPSaQ\'V acWLYLWLeV aQd JRaOV fRU WKe cRPLQJ PRQWKV, dLVcXVVLRQ Rf VXcceVVeV,
faLOXUeV aQd cKaQJeV UeJaUdLQJ WKe RUJaQLVaWLRQ aW WKe JORbaO OeYeO. 

IQ addLWLRQ WR WRROV fRU RQOLQe cRQfeUeQceV, WKe cXUUeQW e[cKaQJe Rf LQfRUPaWLRQ caQ
be VXSSRUWed b\ PeaQV Rf aQ LQWUaQeW, LQWeUQaO bORJ, YLdeR, aSSOLcaWLRQ RU e-PaLO.
EacK Rf WKeVe WRROV KaV LWV RZQ cKaUacWeU aQd WKe cRPbLQaWLRQ Rf VeYeUaO Rf WKeP ZLOO
aOORZ \RX WR bXLOd WKe eQWLUe LQfRUPaWLRQ aUcKLWecWXUe. IQ WKLV Za\, QRW RQO\ ZLOO LW be
eaVLeU WR WUaQVPLW aOO PeVVaJeV, bXW aOVR WR aUcKLYe aQd fLQd WKeP.

TKH PRVW cRPPRQ HUURUV LQ WKLV aUHa LQcOXGH:



WK\ aUe Ze dRLQJ WKLV? 
WKaW UeVXOWV caQ Ze acKLeYe WRJeWKeU?

OacN Rf SUeSaUaWLRQ Rf WKe OeadeU (aJeQda, SXUSRVe Rf WKe PeeWLQJ),
XQSURdXcWLYe PeeWLQJV WKaW Oead WR QRWKLQJ,
WRR ORQJ RQOLQe PeeWLQJV WKaW UeVXOW LQ a ORVV Rf cRQceQWUaWLRQ,
QR VSace fRU aVNLQJ TXeVWLRQV - RQe-Za\ cRPPXQLcaWLRQ,
defeQVLYe PeeWLQJ - YeUbaO VcXffOeV beWZeeQ SaUWLcLSaQWV, WKURXJK ZKLcK WKe Ldea
Rf WKe PeeWLQJ eVcaSeV,
OacN Rf caUe fRU UeOaWLRQVKLSV, WeaP LQWeJUaWLRQ,
"VROdLeU" VeWWOePeQW Rf SURMecW VWaJeV/ZRUN SURJUeVV.

THaP cRPPXQLcaWLRQ

IW XVXaOO\ cRQceUQV VSecLfLc SURMecW JURXSV, deSaUWPeQWV, aQd LQdLYLdXaO dLYLVLRQV LQ
WKe RUJaQLVaWLRQ. IQ UePRWe WeaPV, LW LV RfWeQ OLPLWed WR cRRSeUaWLRQ fRU a VSecLfLc
SXUSRVe, SOaQQLQJ, PRQLWRULQJ aQd accRXQWLQJ fRU WaVNV. 

HRZHYHU, WKH OHaGHU VKRXOG PaNH VXUH WKaW aOO WHaP PHPbHUV ILUVW NQRZ WKH
aQVZHU WR WKH IROORZLQJ TXHVWLRQV:

HRZ ZLOO RXU acWLRQV WUaQVOaWe LQWR WKe deYeORSPeQW Rf WKe RUJaQLVaWLRQ?
IW LV LPSRUWaQW WR cRQdXcW WZR-Za\ cRPPXQLcaWLRQ aQd WR LQYLWe SeRSOe WR cUeaWe
YaULRXV LdeaV aQd VROYe SURbOePV WRJeWKeU. 

Ne[W, LW LV QeceVVaU\ WR RUJaQLVe, dLYLde aQd LPSOePeQW WaVNV - cOeaU aVVLJQPeQW Rf
UeVSRQVLbLOLWLeV, VeWWLQJ deadOLQeV, eWc. IW LV ZRUWK WaNLQJ caUe Rf cOeaUO\
cRPPXQLcaWed SXUSRVe aQd aJeQda Rf RQOLQe PeeWLQJV, VeOecWLRQ Rf SaUWLcLSaQWV
(RQO\ SeRSOe LQWeUeVWed LQ a JLYeQ LVVXe), c\cOLcaO VXPPaULeV Rf ZRUN SURJUeVV aQd
acWLRQ SOaQ fRU WKe Qe[W da\V/ZeeNV.

YRX VKRXOd aOVR WaNe LQWR accRXQW WKe QaWXUaO VSecLfLcLW\ Rf WKe JURXS (dRPLQaQW
SeRSOe YV. WKe PRUe WLPLd RQeV) aQd aVN TXeVWLRQV b\ QaPe, aV ZeOO aV eQcRXUaJe
PeeWLQJ SaUWLcLSaQWV WR WXUQ RQ WKeLU ZebcaPV. TRROV VXSSRUWLQJ WKLV W\Se Rf
cRPPXQLcaWLRQ LQcOXde: RQOLQe cRQfeUeQceV RU WeOecRQfeUeQceV, SURMecW
PaQaJePeQW SURJUaPV/SOaWfRUPV, dedLcaWed WeaP cKaQQeOV LQ cRPSaQ\
PeVVeQJeUV, LQWUaQeW.

CRPPRQ HUURUV LQ UHPRWH WHaP cRPPXQLcaWLRQ:



communicating with the employee only in writing, e.g. by e-mail or via
messenger,
only contacting when wanting to make critical comments or show that you have
'interest',
failure to adapt the message to the interlocutor,
 mismatch of the management style to the employee's development stage,
lack of care for the relationship with the subordinate; complete lack of contact,
being unavailable, not replying to messages, ignoring voice calls.

IndiYidXal commXnicaWion

Individual communication consists of individual interactions with co-workers that
build a bond between the employee and the supervisor. Every leader should be
aware of the individual needs of their team members. Especially when among
people working remotely it is much harder to notice the signs of emerging problems. 

This type of communication requires appropriate matching of the message to the
personality and temperament of a particular person. A tool that will make it easier to
understand the differences in the communication of our colleagues is, for example,
the DISC personality model. 

It may also be helpful to choose the right management style depending on the level
of advancement of the employee in the organisation and duties performed.

A solid basis is, for example, Situational Management according to Blanchard.
We must be aware that providing feedback, learning the needs of employees,
monitoring their commitment and the achievement of individual goals online may
not be an easy task. 
However, it should be remembered that instead of written communication, a
conversation via a voice or video call will be much better.

In Whe aUea of indiYidXal commXnicaWion, Whe leadeU'V miVWake iV:

An inseparable element of remote work is the definition of communication rules and
the standardisation of tools together with the determination of the purposes for
which they should be used. Their selection should depend on what you want to
achieve and convey.



Interpersonal communication is one of the basic forms of
contact between people, therefore the use of principles and
rules applicable in this communication leads to the
satisfaction of human needs, which are, among others, the
desire to associate with another person and life in a team. 

Based on the views of many sociologists, it can be concluded
that humans are social beings and can develop the skills
described in this handbook throughout their life. They are
necessary not only at school or work, but in life.

  

SUMMARY


