Participant Guide

Part 1. Communication Skills for the
Workplace
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everyday life

* Understand the NECESSITY
of taking care of yourself

* Recognize the components of
good self-care & how to create
more balance in your life

+ Identify opportunities for
building self-care into your
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Basic Communication Skills

ulll

Statements

* I need

* | observe/notice
* | want/would like
* | think

* | feel

Listening

.

Pay attention

Non-verbal cues

Presence

Reflecting

Clarifying

Conflict vs. Disagreement

* Being right
¢ Judgmental
* Divisive

* Position

Being different
Understanding
Common ground

Point of view
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Emotions

Managing ...

* Anger

* Resentment

* Fear/ Insecurity

* Stress

* BREATHE!

Problem-Solving Template

» Describe problematic behavior

* Explain its impact on you

* Request behavior change

* Possible consequences of no
change

* Possible benefits of change

Please complete the following paradigm:

Ifeel when you

(feeling word) (behavior)

because

(effect on speaker)

I want you to

(statement of change)
If you do/don’t

(statement of change)

I will

(statement of consequence)

And it will

(how it benefits us)
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Healthy Workplace

Mutually respectful

Dignity for all

Inclusive

* Supportive

* Less stress

Questions to Ponder

@ What effort are you willing to make to improve your listening skills?

How do you resolve disagreements when they arise between you
(5¢]
and other colleagues?

3 How do you manage your difficult feelings if they surface during
T difficult discussions?

@™ How do you contribute to your team’s ability to communicate well?
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Wellbeing Solutions

You Can Rely On

/9)

Confidential
Counseling

9.
e ®
Parenting &

Adult Family Care Identity Theft
Resources Resolution

employees.concernhealth.com 800-344-4222
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Coaching Options for Learning
New Skills & Changing Habits

Personal Parent
coaching coaching

Tailored, actionable Personalized guidance

strategies to achieve fo overcome parenting
personal wellbeing challenges and build

healthier relationships

K with your children
%

and professional

development goals

| S

Financial
Coaching

Get expert help with
money management,
tax basics, investing,
retirement planning,
and building credit

Our Digital Hub Gives Access
to All Concern Services

One-stop shop

Easiest way to get started

Personalized care options
and recommendations
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Concern is a full-service mental
wellbeing program. We offer
confidential counseling, coaching,
and work-life resources such as
legal and financial consultations,
parenting and adult family care
resources, and identity theft
resolution. Balancing work and
home life, dealing with all the
stressors in foday's world, and
handling the unexpected can
make your life a juggling act. If
you are feeling overwhelmed,
call 800-344-4222 or go to
employees.concernhealth.com
We're here o help!

Interested in learning new skills?
Coaching is an excellent way to start.

Personal Coaching with a skilled coach
includes actionable strategies to help
you achieve your personal wellbeing
and professional development goals.
Parent coaching helps build healthier
relationships with your children, with
positive, non-judgmental support, and
strategies for common challenges. For
financial questions, get help from a
financial specialist for topics like
investment basics, debt reduction,
establishing credit, and more!

Concern’s digital hub is like having
a wellness toolkit right at your
fingertips.

* Accessible by phone, computer,
or laptop

* Instant access to all Concern
resources anytime, anywhere

* Confidentiality with private,
secure digital sessions

* Personalized support solutions —
like videos, apps, articles, and
guided exercises

* Continuous updates and new
tools added regularly
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Questions? Comments

Thank you!

Please complete the Survey Monkey
https://www.surveymonkey.com/r/3VHDNPS
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