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Effective

Communication
CLEAR ACTIVE

MESSAGE LISTENING

BODY
LANGUAGE
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. ) . COMMUNICATION
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resource challenges, law-abiding
organizations and human-centered
communication offer hope and impact.
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WE BUILD OUR
HOMELAND
NOT WITH
SLOGANS,

BUT WITH OUR
ACTIONS.

And love for the
homeland means
respect for the
people, the law,
and the future.
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1. I find it difficult to understand
. . . AT s the perspective of others.
cCewlods dxd Comog b o Lll B
2. When listening, | tend to '
interrupt, jump in, or finish ©
‘ L. the other person’s sentences.
'JB— o= 3. In conversations, | often get

distracted by my own
thoughts or external factors.

(A 6 }| ) U)m d;w :WQS’. 4. When giving feedback, |

usually focus on:

s < FEYI _ a) Praises and strengths
(fb'u|5'° Mols = & ‘W‘“JL’“ Maols' = ‘) b) Criticisms and weaknesses
c) Facts and observations
d) Solutions and advice

&)l 1-5 Ll

£

oS Jie oS0 4 ) p sk wlgi oo (S )a
i R D e R P

S Camo iaile g ply] 08 (oo or uilias pSn
S e S 1y ol g padie 0lRes G o) 4 gie
o0 oo s grmlin STy ¢S s o131 b aglge )
il b & Canl sl ol o lSan b LU

ORIy 9 S (oo S8l o b @ e 0,955 Sy
oS om Zale, | gl o o ply b Je] 5o

O N|O| U B W N[

—T——
NN \=%
Nl ))) Iy
www.iran-gma.com 021 88515328 27— mmwer oluilg 09370893603 ol ,$lwsy| Green_management



http://www.iran-gma.com/

/ Sl bl o 590 bL | Jadtygans Ol 2! Slws! @ln (6 3Lainilys oy

g ey
(las ¥ iz b ol3T gowl) byl (ouliisl)
€y Loty 25Ty cadsl c0 s Loy By Loy ol dllSo 4o sl 8, ,5T )
RO 0 S gla (Al o
S0 SeSaw (@ O
S (oo P98 |y Caxo gg090 (O
by [y il d 05 (o0 (w0 0

(137 Foly) Sz F30 bLiyl Sy (Sh9 o2 ipte -

(3137 gewly) FousS 0 42 Ygomo Lo ) lKod Ky b SMS1 jg, ol .Y

=X \=
Sl ) ) )
www.iran-gma.com 021 88515328 o/  ummras < luilg 09370893603 el,5tuwss| Green_management



http://www.iran-gma.com/

Sl bl o 590 bL | Jadtygans Ol 5! bl @b (g3lwasailys oy

F30 bl Glaw,lee (5 Luiylg)y 905 Siay Julo

(01 ) 55l Sl A (3905 iy (B30 03 Julns
toSs jliel yi51u> @
Lol = 40 5Lool & x 158
oSno ol Jila (@
5Lel = 8 Lol Y x 158

P Oyl o gugaib

J5 skl 039 Curdg prnds
VY8 O eS 5 JSte jlas Ylaiml 058 bLs | slacs loe slasly i5sel 558 Lo iiens bLs)|

.o)lamwzjyiw)o;ﬂ@jlﬁi ool 10 b Joles g Sliles 508 <550 ol

Yf 17 Oan &S cad Jos gz as oaBly |yl jo Jg ool oo les (ol @ g, Jawsie bLS )
casl axsly JSie fals 5,635L L ol S pae (o ol

YYG25 | ol i iy oSS ss 4 sl J5 o)l |y sl (bl | sl e 15 6 L
S P PN N R B JETT SR

f. 633 Jsb 59 358 o0 drogi ul 18,95 5 cleixl Lol 5 aBTog5 51 YL mhaw 5l 3,8 :593 LS )|
sl Jld lacon 10 )5 fpd b (00 SeS (lgieds 0590

2955 g Sl

TS (gl 3 1y 09,5 9w duwlmo |y S S b S sl (il uilel (oo Lol

™~
09,5 el olojlw 5o (ogae (bl Candy
Yo 2) Foe bl Glles g phaie slao g0 sl l 4 (5,98 LS
YALGYY o bl s55005k 5 yoie (2 yod diajls bl Consg

YA YU | (bl o, b (oo b bl Jie) jasd pig o e anwgs slp (295 4k

© ==
vl )) ) 2
www.iran-gma.com 021 88515328 v/ mmwer oluily 09370893603 el,5tuwss| Green_management



http://www.iran-gma.com/

\ &
(@) / S bl o a0 LLI I fellygres ol ! Sl @rlio (g jlusoinilyd ol
\/ o
Case Study [] 65590 sl

Sig05 ylajlas Sy y3 ks 5T L

CASE STUDY

e 059 1 135 Ayl 5o BB 1Al anw gy EFFECTIVE COMMUNICATION INTHE
AGRICULTURAL AND NATURAL
RESOURCES ENGINEERING ORANIZATION

b\bé‘;o JJLOJ & |) é,’. 6‘9 ‘S)&o.b Lf’ég u‘,-;-c <« Ina provincial office, a
. raining project requirt
‘ training project required close
| r | collaboration between the
- Technical Department and
:‘;ls M} Financial Department.

i

Due to unclear and informal
communication between the
e a . . . . - oa - . . departments, the project was
)“> «LQQL"“’)'Q’“" )‘ Lé" )d Lf”‘"‘o (':’L"A 9 Sk U’“ﬁl';» 69‘45"’ L’ “SJ""‘“A 092 x_il L UL”)L“" )“> PROBLEM delayed and underfunded.
. e . = . Both departments met to
:)‘ "\""’)Lf'c ©y95 }"5 )‘b ‘;..a‘ »‘5 5‘3 ““““"‘)" Jl’ establish clear processes,
including written requests and

ACTIONS documented meetings.

‘52..9 LgLQJ.:J.?J 9 Sk uw.:Lo)T daosls Ca..f(.v‘o).g J9§.~\~a LS"M 9 G._e A>l5 [ M The project completed on time

' and within budget,
d . with improved interdepatmental

OUTCOMES  cooperation
KEY LESSONS « Specify orocessesand protocols clearly
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=+ Document communication formally

< ‘ + Presume nothing check and confirm
o « Consistent collaboration builds trust
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ACTIVE LISTENING

PAY ATTENTION

Give the speaker undivided attention

SHOW THAT
YOU'RE LISTENING

Use nonverbal cues to demonstrate
attentiveness

PROVIDE FEEDBACK

Reflect on what has been said

DEFER JUDGMENT

Avoid interrupting or making
assumptions

RESPOND APPROPRIATELY

Reply in a way that is respectful
and relevant

< ® <K 0 0

R WK VS

Jbed yols (oS VS, Jriiwo yold weS wglad

&R Jrito 5015 oS Jled o318 beS
Sa B yo (ydid oly Baos S0
3,923l 3 ol L oS YV EAPRI gy [

sl onB S b oS

Jalio &8 )b cuils

L Cale S | o5 oo (o2 (55 ax g SLelS

o

i

Jieb 10 bF (sl g

Fooooizr ples @

(g Oygo > plyl ol ol 1SG,0) (oS e slaaul @
(1988 anl & jpglate ") loaniS 5l alagion (0,5 S5 @
Sozmo (9 Sehd g DgldS 5l ey @

(E5o90 Frior OIS (209 S0 3L OYIgw oy @

P o i el g e Gl w4z @

e B,k claatiS caodls | wisdin 1,55 @

RAERE
Il )))
e -—

o Luily 09370893603 el,5tuwss| Green_management



http://www.iran-gma.com/

77l Ll 90 LI Jestygias ol il golio (g jlusainilys Sy

oA
\@‘l R

(898 Kz oS b w5 y0 1yl JB) Jled yols (g5 (dos oy pod o8

oyl 3ol (1 05 3 3018 beF 53 hnd g b bl o lubids :ua (@

ol Twoy
Jol i LS o Camo (5 oo 50 (Ao SLio) o28lg 4555 Ky 6,58 4B ¥ — ouiy oS

P90y | L Jooly dilyl ygu .aoS oo colawl (y31o eSSl Lo 3l g w0 (weS badid — Jlad cdigi

(g UL 293)onighds sl ovaliv o9

)b, (W1 X o oanline | Jlio | gmdrgs
ol (oo olod
0 95 Caduo (40,55 gl

W . sruw b 5l solawl

("o d™) plad 095 3L
atiS oy 2553 b 255 40b

s ke (6 3k I Gy
Ooard b g by Soales

o
—

A
vl )) ) 2
www.iran-gma.com 021 88515328 v/ mmwer oluily 09370893603 el,5tuwss| Green_management



http://www.iran-gma.com/

/

Sl bl o 590 bL | Jadtygans Ol 5! bl @b (g3lwasailys oy

alowo Jo 50 30 bLI,1 o )l (3 y2o

Flio SHo 9 Joor -Y

Jlizo 40 9 (Empathy) Jows iy ya EM PATH Y

. — the ability to understand and share
L, gs"m the feelings of another person

? 43
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ol i 69,002 Sympathy # Empathy cas 0,000 slas 4 Josa

LISTEN ASK QUESTIONS
" P - . N . Give the person your Show interest and
“.J{LP.D d}b ot )‘ l,yé o«-\:{\)" =, ‘s,m g5|5 s"LS)'g-mJé full attention inquire about their feelings
@ It sounds like
youre feeling...
& L
Soon glgl &
WITHHOLD REFLECT
JUDGMENT Acknowledge the

Avoid criticizing or making ~ Other person's emotions
assumptions
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THREE TYPES OF EMPATHY

COGNITIVE EMOTIONAL COMPASSIONATE
EMPATHY EMPATHY EMPATHY

Understanding Feeling and Taking supportive
another’s sensing another’s actions based
perspective or emotions on empathy
mindset

“I can see why “I can feel your “I will help you
you think that.” pain.” feel better.”
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BE SPECIFIC FOCUS ON IMPACT
Describe the situation - Explain the effect
and the behavior of the behavior
BE RESPECTFUL OFFER SUGGESTIONS
Avoid judgment « Provide ideas for
and be professional improvement
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REACHING A MUTUAL
AGREEMENT

STATE VIEWS
CONSTRUCTIVELY
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INTO INTERESTS
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1. Effective Communication / Interpersonal Communication

e Adler, R. B., & EImhorst, J. M. (2022). Communicating at Work: Strategies for Success in Business
and the Professions (12th ed.). McGraw-Hill.

Slosls 5 )5 Las o S50 Ll (h350] sl aly a2 5.

e McKay, M., Davis, M., & Fanning, P. (2018). Messages: The Communication Skills Book. New
Harbinger Publications.
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2. Active Listening
e Brownell, J. (2012). Listening: Attitudes, Principles, and Skills (5th ed.). Pearson.
Copae 5o Jlad (ol Olee 350 y0 (2K gl gy

e Rogers, C. R., & Farson, R. E. (1957). Active Listening. University of Chicago Industrial Relations
Center.
3,5 6,5l 1y Jled ols 565 pagie a5 SuwdlS dllia.

3. Empathy & Mutual Understanding

e Goleman, D. (2006). Social Intelligence: The New Science of Human Relationships. Bantam.
Slojlw g eleixl Lalg; )0 T i g (Joew 0)byo (5 iily) g sole mudgi.

e Decety, J., & Jackson, P. L. (2006). A social neuroscience perspective on empathy. Current
Directions in Psychological Science, 15(2), 54-58.

4, Constructive Feedback

e Stone, D., Heen, S., & Patton, B. (2010). Thanks for the Feedback: The Science and Art of Receiving
Feedback Well. Penguin.
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e London, M. (2003). Job Feedback: Giving, Seeking, and Using Feedback for Performance
Improvement. Psychology Press.

e
- DEDR
www.iran-gma.com 021 88515328 v/ mmwer oluily 09370893603 el,5tuwss| Green_management



http://www.iran-gma.com/

77l Ll 90 LI Jestygias ol ! Sl @rlio (g jlusoinilyd ol

-
ORS

5. Conflict Management

e Thomas, K. W., & Kilmann, R. H. (1974). Thomas-Kilmann Conflict Mode Instrument (TKI).

e Deutsch, M., Coleman, P. T., & Marcus, E. C. (2006). The Handbook of Conflict Resolution: Theory
and Practice (2nd ed.). Jossey-Bass.

6. Mutual Agreement & Negotiation

e Fisher, R., Ury, W., & Patton, B. (2011). Getting to Yes: Negotiating Agreement Without Giving In.
Penguin Books.
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7. Organizational Citizenship, Ethics & Lawfulness
e Robbins, S. P, & Judge, T. A. (2022). Organizational Behavior (19th ed.). Pearson.
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e Luthans, F. (2011). Organizational Behavior: An Evidence-Based Approach. McGraw-Hill.
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8. Patriotism & Ethical Responsibility in Public Service

e Perry, J. L., & Hondeghem, A. (2008). Motivation in Public Management: The Call of Public
Service. Oxford University Press.
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e Miller, D. (1995). On Nationality. Oxford University Press.
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Adler, R. B., & EImhorst, J. M. (2022). Communicating at work: Strategies for success in business
and the professions (12th ed.). McGraw-Hill Education.
McKay, M., Davis, M., & Fanning, P. (2018). Messages: The communication skills book. New
Harbinger Publications.

e Active Listening
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Rogers, C. R., & Farson, R. E. (1957). Active listening. University of Chicago Industrial Relations
Center.

e Empathy & Mutual Understanding
Goleman, D. (2006). Social intelligence: The new science of human relationships. Bantam.
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e Constructive Feedback
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feedback well. Penguin Books.
London, M. (2003). Job feedback: Giving, seeking, and using feedback for performance
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e Conflict Management
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