1 TOPIC QUESTION
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How can we increase

office morale?
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Directions: Read the following article aloud.
M LT ORFE I XL THEHLELLD,

How to Increase Office Morale

Bad office morale can affect a business in an extremely negative way.
Unhappy workers will become less productive and less willing to provide
good work for the company and customers. Maintaining clear lines of
communication between the office staff and management is an important
first step when trying to boost office morale.

Include everyone in the office when it comes to pertinent business
information. Including the office staff in major discussions about the dealings
of the company will make the employees feel part of the team.

Listen to and respect the views and suggestions of the office staff. Never
make an employee feel as if her opinion does not count. Include the staff in
departmental problem solving.

Hold regular staff meetings and parties to allow employees from different
departments to socialize. Supply the office staff with food and refreshments
when the office is particularly busy and the employees are not able to find
the time to take full lunch hours or breaks.

Send out morale boosting newsletters monthly or quarterly, letting the staff
know how well they are doing, along with other news relating to the
company. Work with individual employees and discuss personal goals with
them.
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Directions: First repeat after your tutor and then read aloud by yourself.
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Directions: Read the questions aloud and answer them.
Pd B A A ICH LU CRiAE R, B THELLD,

1. What are 3 ways to improve office morale?

2. What is important to maintain clear lines of communication
between the office staff and management?

3. How does your company increase office morale?

4. What do you think is the most effective way to increase
office morale?
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