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Communication skills
Introduction
Good communication is a crucial skill that plays a vital role in any organization. This helps solve various problems that may be encountered. People should be in a position to communicate their messages vividly to ensure clear pass of the message to the recipient that will leave no unanswered questions from the recipient such as lack of clarity. Considering the fact that we living in a digital era, communicating via the email or phone to others is a skill that can never be underestimated.
Loris communication skills through the use of her emails and stand up meetings.
Lori does not communicate well with the tellers since his communication skills lack various characteristics that aid in making the communication process more successful. They include lack of clarity where workers do not get the whole message on new set requirements, this is revealed by the fact that the tellers are left with many answered questions about the messages communicated such as whether they will be paid for the new job requirement or not.
Loris communications skills also lack proper planning on how and when to communicate his messages, this is clearly exhibited by the fact that he holds impromptu meetings without even a good plan on who should be the primary receiver of the messages.
How do the tellers feel about Loris communication skills?
The tellers feel a big neglect in the communication process since Lori does not them an opportunity to express their ideas as a form of feedback. For example, he does not give them a common ground to discuss the feedback to give since the message being communicated affects them all. This revealed by the fact that he asks the feedback from individual tellers when the feedback required should come from a discussion between the workers.

Loris meeting agenda
Columbia bank
Date
Columbia bank conference room
Agenda
Objectives
1. Provision of orientation to the initiative.
2. Review purpose of the team.
3. Review action draft
4. Adopt a goal
5. Identify the challenges to the goal
6. Confirm team membership
7. Identify meeting roles
8. Evaluate the meeting

Agenda
8.0 am: welcome the people, review and make the plan for the next meeting
8:10 am: review the purpose of the team
8:15 am: review of the action draft
8:25 am: adoption of a goal for the team
8:30 am identification of the challenges affecting the firm
8:35 am review on the team membership, do we have who needs to be here given our vision?
8:40 am identify the meeting roles that is the next steps, objectives for the next meeting.
8:45 am complete the meeting evaluation.

Should Lari distribute the agenda before time?
[bookmark: _GoBack]Lari should distribute the agenda before time in order to evaluate the team about any issue that they may have in mind which needs to be addressed. By doing this, the available team is prepared psychologically on the agenda to be addressed which gives them an opportunity to work on any unaddressed issues. It also gives the members an opportunity to prepare for the meeting.







