
Workplace Communication
Best Practices

A Guide to Not Being That Co-Worker



What’s Your Office Pet Peeve?

● The “Reply All” Apocalypse
● The “URGENT” Email… That Isn’t
● The Unmuted Mic (Heavy Breathing)
● The “Ghost” (No Camera, No Reply)

We all have blind spots. Today is about finding them!



That's it. That's the whole presentation.

Our Goal Today



Part 1: The Digital Dilemma



Speaker Notes:"Which brings me to our core message. It's not complicated. It's not about a 100-page rulebook. It's just this: 'Think before you act. Be nice.'That's it. That's the whole presentation. (You can clap, thanks!) Seriously, every single issue with workplace etiquette boils down to a moment where we forgot to do one of these two things.So let's look at the two big areas where this matters most: Digital Communication and Meetings."Speaker Notes:"First up: The Digital Dilemma. This is our world of email, chat, and instant messages. The problem here is speed. We send messages so fast, we often forget to think about how they're being *received*."Speaker Notes:"A good rule of thumb is to T.H.I.N.K. before you hit send. (I couldn't find good words for H and N, so we're just focusing on T, I, and K!).First, T - TONE. If your email could *possibly* be misread as angry or sarcastic... just pick up the phone. It takes 30 seconds and saves an hour of anxiety.Second, I - INCLUSION. Does everyone on this email chain *really* need to see your 'Thanks!'? Stop the Reply-All apocalypse. Be a hero.And finally, K - KINDNESS. This is the big one. Never, ever, send an email when you're angry or frustrated. Wait 10 minutes. Go for a walk. 99% of the time, you'll write a completely different, more professional email."Speaker Notes:"Next up, Part 2: The Meeting MVP. We all spend a lot of time in meetings. The goal here is to be an active, respectful participant, not just a warm body in a chair... or a face in a box."Speaker Notes:"How do you become a meeting MVP?First, and this is the easiest one: put your phone face down. Just the physical act of doing it shows everyone in the room that you're present.Second, paraphrase, don't just pounce. We all know that person who is just waiting for the speaker to take a breath so they can jump in. Instead, try saying, 'So, what I'm hearing is...' It shows you were actually listening.And third, respect everyone's time by using the 'Parking Lot.' If a conversation is going off-topic, politely say, 'That's a great point! Let's 'park' that for after the meeting to stay on track.' It's the most professional way to keep things moving."Speaker Notes:"So, how do we remember to do all this? It's simple. It's The 5-Second Pause.Before you speak, before you send that email, or before you interrupt someone... just stop. Pause for 5 seconds. And run it through two simple filters:First, the Kindness Filter: 'Is this nice? Is this respectful?'Second, the Clarity Filter: 'Is this clear? Am I respecting other people's time?'That's it. A 5-second pause can save you from 5 hours of awkwardness."Speaker Notes:"So to wrap up... the goal isn't perfection. Nobody is perfect. We're all going to hit 'Reply All' by accident or talk too loud at some point. The goal is just to be mindful.Because being nice, being respectful... it costs nothing, but the returns are huge. It makes this a calmer, more productive, and frankly, a much nicer place to spend 40 hours a week.Thank you."Speaker Notes:"I'm happy to take any questions you have. Or, if you want to share, what's your favorite digital pet peeve that we missed?"
""

Before You Send, T.H.I.N.K.

TONE

Can this be misread? If you're stressed or 

angry, your email will sound stressed or 

angry. If in doubt, pick up the phone.

INCLUSION

Does everyone on this email *really* need 

this? Be the hero who breaks the "Reply 

All" chain. Use 'Reply' not 'Reply All'.

KINDNESS

Are you sending this while angry? Never 

send an email when you're mad. Wait 10 

minutes. It's a career-saving habit.





Part 2: The Meeting MVP



Speaker Notes:"Which brings me to our core message. It's not complicated. It's not about a 100-page rulebook. It's just this: 'Think before you act. Be nice.'That's it. That's the whole presentation. (You can clap, thanks!) Seriously, every single issue with workplace etiquette boils down to a moment where we forgot to do one of these two things.So let's look at the two big areas where this matters most: Digital Communication and Meetings."Speaker Notes:"First up: The Digital Dilemma. This is our world of email, chat, and instant messages. The problem here is speed. We send messages so fast, we often forget to think about how they're being *received*."Speaker Notes:"A good rule of thumb is to T.H.I.N.K. before you hit send. (I couldn't find good words for H and N, so we're just focusing on T, I, and K!).First, T - TONE. If your email could *possibly* be misread as angry or sarcastic... just pick up the phone. It takes 30 seconds and saves an hour of anxiety.Second, I - INCLUSION. Does everyone on this email chain *really* need to see your 'Thanks!'? Stop the Reply-All apocalypse. Be a hero.And finally, K - KINDNESS. This is the big one. Never, ever, send an email when you're angry or frustrated. Wait 10 minutes. Go for a walk. 99% of the time, you'll write a completely different, more professional email."Speaker Notes:"Next up, Part 2: The Meeting MVP. We all spend a lot of time in meetings. The goal here is to be an active, respectful participant, not just a warm body in a chair... or a face in a box."Speaker Notes:"How do you become a meeting MVP?First, and this is the easiest one: put your phone face down. Just the physical act of doing it shows everyone in the room that you're present.Second, paraphrase, don't just pounce. We all know that person who is just waiting for the speaker to take a breath so they can jump in. Instead, try saying, 'So, what I'm hearing is...' It shows you were actually listening.And third, respect everyone's time by using the 'Parking Lot.' If a conversation is going off-topic, politely say, 'That's a great point! Let's 'park' that for after the meeting to stay on track.' It's the most professional way to keep things moving."Speaker Notes:"So, how do we remember to do all this? It's simple. It's The 5-Second Pause.Before you speak, before you send that email, or before you interrupt someone... just stop. Pause for 5 seconds. And run it through two simple filters:First, the Kindness Filter: 'Is this nice? Is this respectful?'Second, the Clarity Filter: 'Is this clear? Am I respecting other people's time?'That's it. A 5-second pause can save you from 5 hours of awkwardness."Speaker Notes:"So to wrap up... the goal isn't perfection. Nobody is perfect. We're all going to hit 'Reply All' by accident or talk too loud at some point. The goal is just to be mindful.Because being nice, being respectful... it costs nothing, but the returns are huge. It makes this a calmer, more productive, and frankly, a much nicer place to spend 40 hours a week.Thank you."Speaker Notes:"I'm happy to take any questions you have. Or, if you want to share, what's your favorite digital pet peeve that we missed?"
""

Be a Meeting MVP
➔ Keep Your Video On … Most of the Time

Zoom gatherings serve as rare moments 
of connection, so seeing everyone’s faces 
takes on extra weight.

➔ Find the Camera
eye contact – albeit virtual – is still an 
effective way to create a feeling of 
connection.

➔ Be On Time
In the real world, showing up early can be 
smart. With Zoom, as a guest in someone 
else’s meeting, being early doesn’t always 
accomplish much.

➔ When in Doubt, Mute



Speaker Notes:"First up: The Digital Dilemma. This is our world of email, chat, and instant messages. The problem here is speed. We send messages so fast, we often forget to think about how they're being *received*."Speaker Notes:"A good rule of thumb is to T.H.I.N.K. before you hit send. (I couldn't find good words for H and N, so we're just focusing on T, I, and K!).First, T - TONE. If your email could *possibly* be misread as angry or sarcastic... just pick up the phone. It takes 30 seconds and saves an hour of anxiety.Second, I - INCLUSION. Does everyone on this email chain *really* need to see your 'Thanks!'? Stop the Reply-All apocalypse. Be a hero.And finally, K - KINDNESS. This is the big one. Never, ever, send an email when you're angry or frustrated. Wait 10 minutes. Go for a walk. 99% of the time, you'll write a completely different, more professional email."Speaker Notes:"Next up, Part 2: The Meeting MVP. We all spend a lot of time in meetings. The goal here is to be an active, respectful participant, not just a warm body in a chair... or a face in a box."Speaker Notes:"How do you become a meeting MVP?First, and this is the easiest one: put your phone face down. Just the physical act of doing it shows everyone in the room that you're present.Second, paraphrase, don't just pounce. We all know that person who is just waiting for the speaker to take a breath so they can jump in. Instead, try saying, 'So, what I'm hearing is...' It shows you were actually listening.And third, respect everyone's time by using the 'Parking Lot.' If a conversation is going off-topic, politely say, 'That's a great point! Let's 'park' that for after the meeting to stay on track.' It's the most professional way to keep things moving."Speaker Notes:"So, how do we remember to do all this? It's simple. It's The 5-Second Pause.Before you speak, before you send that email, or before you interrupt someone... just stop. Pause for 5 seconds. And run it through two simple filters:First, the Kindness Filter: 'Is this nice? Is this respectful?'Second, the Clarity Filter: 'Is this clear? Am I respecting other people's time?'That's it. A 5-second pause can save you from 5 hours of awkwardness."Speaker Notes:"So to wrap up... the goal isn't perfection. Nobody is perfect. We're all going to hit 'Reply All' by accident or talk too loud at some point. The goal is just to be mindful.Because being nice, being respectful... it costs nothing, but the returns are huge. It makes this a calmer, more productive, and frankly, a much nicer place to spend 40 hours a week.Thank you."Speaker Notes:"I'm happy to take any questions you have. Or, if you want to share, what's your favorite digital pet peeve that we missed?"

5
Second Pause

The Solution: The 5-Second Pause

Before you act, just... wait.
Kindness Filter: Is this nice? Is this respectful?

Clarity Filter: Is this clear? Am I respecting their 

time?



The Goal Isn’t Perfection. . .

It’s to be mindful.

“Being nice costs nothing, and the returns are huge.”



Questions?

(Or your favorite pet peeve I missed!)


