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| Sample of Communication Best Practices

CHMUWEEETESLMBICLET
- Avoid difficult words when easy words are
available (Ex. fabulous » great)

+HBELEY, " X—TF71T7147LLET,

- Short sentences: One sentence, one idea

CTEBRIZ<OANDOIZEETELEY
- Try to speak in the language that the

majority of people can understand

7PV T —0®REBIE. XD
TETVWEINESHOMEE, ZELTTF 1 AhYy
aviKEDPEMTEDLSKTHIETY
- Facilitator is responsible for checking
understanding & maintaining equal
participation in discussion

= ERAR, BRERDF V3 2IED
WT, 9icRzeLEY
- Note taker is responsible for clearly

recording conclusions & next actions
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| Language Education Team (LET)
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| WFH Communication Best Practices

( Technology
- BALBLTWEVLWEER, Sa—-bRLTEEW

Mute your mic when you're not talking

- EFAEAVELTAEZ W, S=FTr 2 VOAE—FEMENEHDET,

Turn your video on to increase the speedfeffectiveness of the meeting

- RHADochH'BHBBICR. SBUTWSBAENT T PLTIEZW
Highlight the section/ftopic being discussed when using a shared doc

- RERBUT (fOAORBEELEDLE L BWELEDEH) Meet®F v hPSlack
EE-TIAAVRELTLEZN
\ Use Meet chat/slack to comment on topics when needed (to avoid interrupting, etc.) )
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| WFH Communication Best Practices
- BREBSLER, TR YEHRLTLEZW

Raise your hand (signal] if you want to addfinterrupt

- BAOBHFEDOLIEEBRTRULTLEZW ( "BETT) &E)

Indicate clearly when you finish talking (ex: *That's all from me”)

- REEERRME, YIAFr—TRULTIESZW

Indicate agreement/disagreement with gestures

- WEETHLE, WHBFORMEE>TIEEW

Say a person's name when asking a question

- FFRUF—F—RBAESTSEH. WOLENEERERBELTES L,
(BEREELLESE, PEYIHDDBLERE) [AVFIVE—TAXITOIFY
UF—9—0REHER. A7FAYE-FTA 2T EDREVNTT,
Summarize & frequently check understanding (ex: decision-making, topic change, etc)
\ Facilitator role is even more important during enline meetings to reduce confusion. /

@ mercari

PELWLBAEE

N
\\\\\\\\\

HKASHAIL D PELVBAGEBICRT 2HR—LX—
[BABFELREEBOLSHED A TN —THI3a
=3 RBORHOXILNIRE D SFEIEHR]

https://mercan.mercari.com/articles/20363/

[Ex#48: 2021418 20 8]

\\\\\



https://mercan.mercari.com/articles/20363/

