STUDENT HANDOUT
THE STAFF OFFICER AS COMMUNICATOR

Squadron Leadership School 

“foundaitons for leadership” Block

seminar 4.2 
SEMINAR OVERVIEW

SCOPE 

To lead, you need the ability to make your ideas clear to others and to arrange your thoughts in a way that persuades subordinates, peers, and superiors. This seminar considers the role staff officers have as communicators. Students will discuss the principles of good communication and explore a 7-step process for public speaking and writing. Students will examine these principles as they apply to a case study involving the Space Shuttle Challenger. Finally, the seminar includes a review of the types of written and oral communication that staff officers frequently encounter at the squadron level.

OBJECTIVES

1.
Describe principles of effective and ineffective communications

2.
Describe the seven steps in the Air Force’s communication process

3.
Analyze a case study and explain how poor communication affected the mission

4.
Explain the purpose and requirements of:

· Letters of invitation and thanks

· Award nominations

· Official requests for support

· Information or advocacy briefings

· Introducing and thanking a speaker

· Facilitating a meeting

· Position papers

5.
Create checklists for successfully using the media listed above

DURATION  

90 minutes

SPECIAL NOTES
Additional student handouts are listed below. 

Excerpts  from AFH 33-337, The Tongue and Quill, 2004. 

Pages 4-8
Principles of Effective Communication

Pages 10-13
Preparing to Write and Speak

Pages 217-218
The Position Paper

“Engineering by Viewgraphs,” Columbia Accident Investigation Board

SEMINAR OUTLINE & MAIN POINTS

I.
Introduction 



The Great Communicator



Lesson overview

II.
Characteristics of good communications



Examples



“Mortal sins”



Five principles for effective communication

III.
Preparing to speak and write



Seven steps for effective communication



Review & discussion

IV.
Case Study: Space Shuttle Columbia


Analysis of Boeing slide



Lessons learned

V.
Common communication projects



Letter of invitation



Letter of thanks



Award nomination



Letter of request



Oral briefing



Introducing a speaker



Thanking a speaker



Facilitating a meeting



The position paper

VI.
Final thought

