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Module 2: Communication Skills

This module deals with one of the more basic elements in our daily lives:
Communication Skills. To be a successful production technician, supervisor, team
leader, or manager within the manufacturing industry you must be able to
effectively communicate your ideas (both orally and in writing), plans, and
objectives, to your peers, subordinates, and supervisors. The purpose of this
module is to give you a basic understanding of the communication process, the
art of listening and the basics of written communication. In this module, we will
discuss several facets of effective communication skills by describing the
communication process, the elements involved, and barriers to effective
communication. Additionally, we will discuss the operational definitions of terms
used within one organization that may mean something else in another
organization. We will also discuss basic written communication processes.

Learning Objectives:
e Describe the communication process and the elements of effective
communication.
e Determine the barriers to effective communication.
e Discuss the use of operational definitions to improve clarity of communication.
e Understand the importance of effective listening.
e Examine basic reading comprehension strategies.

e Discuss the importance of effective written communication skills, such as
reading and writing.





















LOTO Device Guidelines

They must be:
e Durable r L
e Standardized UUT STMIU

e Substantial 7!‘: ke
 |dentifiable
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LOTO Exceptions

 Hazardous energy does not exist
e Cord-controlled devices
e Limited hot tap operations

* Routine/normal production processes
—Printing press
—Minor tool changes and adjustments
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