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G. William James
▪ Black Enterprise Magazine’s “Master Of The PDA”
▪ Google Apps For Business Affiliate
▪ Member, National Speakers’ Association

Career Highlights

❑ 1980s Executive Forums, Inc. Presented time management workshops
❑ 1999 Corporate speaker for Palm, Inc. on the power of the PDA
❑ 2004 National Presenter for the launch of the original Supra eKey & iBox
❑ 2008 Introduced 1st Gen iPhone as a Realtor tool
❑ 3-Time Presenter to The National Association of REALTORS® Conference
❑ 2005-Today Distinguished presenter of Google Apps for mobile business



william@gwilliamjames.com

Subject Line Only!!!

Google Tips 2020



“The ability to communicate with clarity and purpose is 
the key to personal and professional success.” 

-G. Riley Mills, co-founder of Pinnacle Performance



• Email

• Social Media

• Text Messaging

• Digital Newsletter

• Blog Site

• Video Messaging

• YouTube Channel

• Zoom Meetings

Channels for Information



#1 – As the sender, take responsibility for the receipt of your message

Check to be sure your message has been heard, processed and fully understood by your intended recipients. Give 
them an opportunity to ask questions and to internalize what you’re telling them.

#2 – Don’t under-estimate the importance of frequency in your communication

Repeat what is important. Say it over and over again, to the point where you feel you are over-communicating.

If you are concerned that you are repeating yourself too much, just remember that it is better to over-communicate 
then it is to under-communicate.

You will know when you have reached a sufficient level of repetition. That point will come when every member of 
your team is echoing the same message in exactly the way you intended it to be heard and acted upon. Until then, 
don’t back off on frequency.

#3 – Communicate with consistency and clarity

Work out critical messages before you deliver them. Be sure you are not giving conflicting information. Consider 
how what you want to say could be interpreted or filtered by others, and take pains to eradicate any potential 
confusion. Test the message by delivering it and then asking others to repeat it back to you. Whatever portion they 
leave out or misinterpret is the part you need to work on to build greater clarity in your message.
Be sure to convey important information in multiple formats. Say it, write it, post it and exemplify it.



#4 – Create links between key messages

Weave the tapestry together instead of piling on new information that seems disjointed.

People get burned out and frustrated when there is a constant barrage of new information that seems 
contradictory or unrelated. As a leader, you can eliminate these feelings by tethering key initiatives to what matters 
most in your organization. For example, if your company has a strong mission that everyone works to fulfill, be sure 
you describe your change initiative in the context of the mission and how it serves that mission.

#5 – Be sure you communicate in practical rather than theoretical terms

You may be a great theoretical thinker. There is a time and place for that. But when you are asking others to make a 
change or when you are driving a message for others to adopt, offer practical application.
Keep your message concrete rather than actionable. Talk about specifics and examples. Describe what you are 
asking in relation to the real work that needs to be done. If you are sharing a vision that is too abstract, you will lose 
some members of the team entirely and others may have vastly different interpretations of what you’re asking.

#6 – Follow through on commitments you make

As you are communicating the messages, realize that you are also making promises and implying that you will be 
doing things differently, too. Additionally, as people ask you for clarification and pose questions about your 
message, you will be making commitments to provide additional information or materials for them. Don’t take 
these promises lightly. Your follow up will be that metric by which others evaluate how serious you are about the 
message you’ve delivered.



#7 – Where you are communicating, aim to  inspire

You can get some of your work done through authority, by delivering command and control messages. But this is 
short-term. You will have to manage every person in every task if this is your standard approach.

Understanding Individuals is the Best Practice for Effective Communication as a Leader
As a leader, a better approach is to understand, at an individual level, what the hot buttons are for each member of 
your team. Understanding what matters to each person and will be motivational and inspiring, gives you much 
more to work with. By tapping in to these unique and inspiring appeals, you will create a strong bond of leadership 
instead of relying on a dictatorial method.

Using these tips, your communication will be far more effective. You won’t make the mistake of putting a 
message out there only to have it evaporate as soon as it is spoken.

Source:  By Dori Meinert, HR Magazine, Spring 2019
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Mobile Solutions & 

Google Apps Coaching

❑ 1:1 Personalized Solution for Office & Mobile 

❑ Custom Organize Your CRM

❑ Get your Website/Google SEO optimized

❑ Social Media Marketing strategies

❑ Time Management & productivity System

❑ G Suite (Google Enterprise Apps) 

❑ Full Access To Video Library

❑ All Online With Access To Your Screens

Schedule Your Session Today
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