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Internal Focus: Communicating with Employees

By Jil Lock

In-house ommunicalions are as vital as axtemal communications. Intamna! communications keep empioyees informed, make them feel appreciated, and enhance recruitment
and retention efforis. Employees need to understand the valuable role they play, and a succassiut internal cornmutnications program will facititate this orocess. The program
should include information vehicles, & marketing tool box, and other strategic iniliatives.

information vehicles

Employees need 1o know firm activities, services, and industry 16 represent the firm properly. Dissemination vehicies can include marketing updates—such as information
about new ciends, ciient success stortes and industry updates—and empioyee update meetings—including client speakers, industry leaders, and firm updates. Thase vehicles
1wl the stery of what is going on in the firm.

Crientation program
Al new employees should be given detailed information about the firm, meoluding its services, induskies, history, staff specisity areas, and so on. Employees are ambassadors
of the firm, and they need to understand what the firm represents frem the beginning.

Marketing tool bux
All communications materals used requantly by staff, internaily or externally, should reflect the firm's profiie and image. and be congistent with the firm brand. These items
woud include e-mait signature, fax cover sheet, new account data sheet, proposals, business cands, brochures, bicgraphies, and fact sheets.

Strategic initistives
Initiatives can be directed 2t leam building and employee recognitisn. Emplovees aiways should be eacouraged 1o improve sarvice and work together as a team. Success in
thess initiatives should be recognized and rewarded.

Employee survey
Yarious fypes of employee surveys may be deveioped for in-nouse communication, depending upon the ohjsctive. if you want to improve the recruiting process, a survey
about the reasons empayees selected your firm {of why thay may have thought byvice} would be heipfilio know.

Conternpiate what makes sonse to implament at your firm. Your objective is fo be certain all ambassadors project the desired image.

Jilf Lock is the director of markeling at lsdaner & Comparny LLC. She can be reached at fock@isdaneric. com.
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