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The single biggest 
problem in 
communication is 
the illusion that it 
has taken place.

George Bernard Shaw
(Playwright)
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Communication for better results

Top tips to make your team feel valued

Being a good manager isn’t just a case of driving 
profits – it’s about being a good leader of people, 
managing the individuals in your team and 
harnessing that team spirit to ultimately improve 
the quality of daily life, not only for clients and 
customers, but for employees too.

Time and time again, Sodexo’s employee 
engagement survey highlights three key areas for 
improvement across the business – senior 
leadership, communication and recognition. 
These are all factors that you can influence.

This booklet is designed to give you top tips in 
engaging your teams .  It’s not rocket science; it’s 
simply good practice.  There’s nothing particularly 
new here, but it’s worth reminding you just what 
makes the difference between a good manager 
and a great leader. 

So how is it done?
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1 Get to know your team 

HOW?

Even at the busiest of times, it doesn’t take more than five minutes to ask a
colleague if they had a good weekend.

• Take time to ask individuals in your team about their interests – what football
team they support, their favourite TV programme and what they enjoy doing
when they’re not at work

• Find out what motivates them

• Share your own interests

• Respect those team members who simply don’t wish to discuss their private
lives

Showing an interest will benefit you, but it will also help to break down barriers to
enable two-way communication.

Don’t forget to -

• Show an interest in what they say and ask questions

• Get together with your team to celebrate birthdays, a company anniversary or
events that can be important for your colleagues

• When a new employee joins your team, take time to tell them about the values
of the company, who we are and how we work. Make sure you introduce them
to the rest of your team

“All employees need to feel that they 
are ‘part of the family’  - especially in 
Remote Sites.   A collaborative 
approach between managers their 
teams is key to ensuring an efficient 
and motivated team.” 
Christian Rugland (Managing Director Sodexo Remote 
Sites Norway)
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2 When asking a colleague to do 
something, explain why 

“XX”
XX

“Assumptions are the termites of 
relationships.”
Henry Winkler (Actor)

HOW?

If you were asked to reduce spend by ten per cent at your unit,
you’d want to know why. It’s no different for anyone else.
Giving a reason helps to complete the circle and will help your
team to feel more engaged in completing that task.

• When asking a colleague to do something, it’s important you
understand the reason yourself

• Link the task to the bigger picture, explain the implications of not
doing it and check that they understand before going ahead

• Clear and concise communication is critical in ensuring things get
done correctly, but it is also imperative in engaging your team

• Don’t make it sound like an order, but explain their role and
implication in the process in order to motivate them and make them
feel valued

• Share with your team any relevant information after meetings you
participate in: for example, the strategy of the company, history of
the business, key decisions, etc

Managers’ Guide – Communication / 6



3 Say “thank you” 

HOW?
Nothing makes people feel more valued than being recognised for a
job well done.

Recognition doesn’t cost a thing. A simple ‘thank you’ goes a long
way in making an individual feel that their contribution is
appreciated.
What’s more, it gives them the motivation to do just as well next time.

• Be spontaneous. The moment can be lost if you wait too long to
recognise the hard work of a colleague, and can actually devalue the
praise

• It’s important to be consistent and to treat all individuals equally. If you
praise one person for a job well done but not another, it can disengage
that individual and even have a negative impact on team spirit

• Be aware that while some people enjoy being recognised publicly,
others might prefer a quiet word of thanks. By knowing your team and
knowing what motivates them, you can make that judgement call

• It doesn’t take more than one minute to thank a colleague, so take the
time to do it to ensure that the individual knows what the praise is for

• As well as a simple ‘thank you’, consider other ways of recognising your
colleagues, such as the “Spirit of Sodexo” award

“God gave you a gift of 86,400 
seconds today. Have you used 
one to say ‘thank you’?” 
William Arthur Ward (Author, Educator and 
Motivational Speaker)
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4 Communicate with 
your team 

HOW?

Effective communication is not a one way street. Used properly it is one of
the simplest and most powerful ways to engage your team. However, it is all
too easily pushed aside when other issues seem to take priority.

Communicating with your team about client objectives and the overall business
challenges, as well as the usual day-to-day operations, will help your team better
understand the importance of their role and how they fit within the wider
organisation.

• Be prepared before talking to your team, anticipate the questions they might ask

• Take time to communicate with your team, even when it’s busy.

• Schedule a five-minute daily huddle or a 15-minute weekly team meeting and make sure
you have an agenda!

• Be conscious of shift patterns and arrange meetings so that everyone receives the same
information.

• Factor in some time for individuals to ask questions, be open and honest and make sure
that you listen to your team. Effective communication is not a one-way street.

• Talk to your team about the amazing events that Sodexo is involved in. We want our
employees to feel proud of working for Sodexo.

• Check understanding – ensure people know they can come and see you privately to
discuss an issue if they are unsure. Communication is a key factor in a team’s success
so take time to be sure everyone understood the information clearly.

Managers’ Guide – Communication / 8

“We don’t own capital, we don’t 
manufacture items: we can only 
enhance Quality of Life by 
communicating a vision & 
delivering it through competent, 
motivated people.”
Ian Russell (Managing Director, UK Remote Sites)



5 Share your thoughts

HOW?
Empower individuals to take ownership of their suggestions. Being
open and honest and sharing your thoughts and opinions will make
your team feel more comfortable with sharing their own.

It will make you more approachable – and if you have an insight into
your team’s thoughts and opinions, you can respond accordingly and
make your site a better place to work.

• Your staff will approach you if you take the time to listen to them. If you
don’t they will stop talking to you

• During your regular team meetings, factor in some time for questions. It
will help you gauge opinion and nip any issues in the bud, before they
escalate into problems

• Don’t just hear people’s thoughts and opinions. Listen to them and learn
from them. Those ideas could help build team spirit, improve service and
make your team more effective

• Make sure everyone in the team feels involved and takes part. You
should encourage individuals in your team to share their ideas, and
empower them to take ownership of their suggestions

• Be open to the ideas proposed by your team, even if they may seem odd
at the beginning

“Science may never come up 
with a better communication 
system than the coffee break.”
Earl Wilson (Author & Journalist)
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6 Be a positive 
ambassador

HOW?

One of your responsibilities as a manager is to be the face of
Sodexo. If you’re based at a unit, you might be the face of the client
too.
Being a positive ambassador will help to better communicate the
objectives, strategy and challenges of the wider business and help
your team understand how their role fits within that.

• Make sure you understand the strategy, priorities and values of the
business yourself and communicate them to your team. This helps
them understand the part that they play in our business

• Don’t use jargon, communicate clearly and ensure everyone
understands

• Be positive. Even if you personally disagree with a process or policy, it
is important to be an ambassador for the company by explaining the
rationale of decisions and why they’re important for the greater good

• Allow individuals in your team to ask questions. If they understand
exactly what you’re saying, they will be more engaged with you and,
ultimately, more engaged with Sodexo

“A lot of times people look at the 
negative side of what they feel 
they can’t do. I always look on the 
positive side of what I can do.”
Chuck Norris (Martial artist and actor)
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7 Don’t let issues blow 
out of proportion

“XX”
XX

HOW?
Often the smallest issues will cause the most upset within your team. For
example, you might have mops that don’t fit your buckets, which makes it
difficult for your team to do their job effectively.

A key manager’s role is to remove the obstacles that get in your team’s way.

If those small issues are not quickly resolved, they can easily blow out of
proportion.

• Listen to your team and understand their concerns and any issues that might have an
impact on the team or how effectively they do their job

• Identify a resolution, or contact someone who can quickly resolve the issue. You have
a responsibility to act – even if it’s not in your remit to solve the problem

• Don’t consider a problem as insignificant - it may be important enough to make your
team feel devalued and disengaged

• Make sure your team knows that you have done something about the issue and, if
necessary, give them updates at your team meetings

• Don’t promise what you can’t deliver, but make it clear that you will do all you can to
find a resolution.

“The truth of the matter is that 
you always know the right thing 
to do. The hard part is doing it.”
Norman Schwarzkopf (US Army General)
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8 Involve your team

HOW?
Involving your team in key decisions will empower them, make them
feel that their opinions matter, and ultimately engage them.

Whether it’s a discussion about how we could be more
environmentally friendly or a brainstorm about how to improve
service levels, involving everyone will enhance that team spirit.

• Simply ask your team what they think. If you’re having a brainstorm, be
sensitive to ideas and suggestions and follow up with actions. For
example, if someone suggests an idea, investigate if it’s possible or if
appropriate ask them to investigate it themselves. Don’t just ignore it as
this will have an adverse effect.

• Take the initiative to make changes that you can personally impact.
Otherwise, empower your team to take ownership for their suggestions
and see them through.

• Use every opportunity to help individuals in your team feel part of the
team, all working towards the same goals.

• Show your team that you’re on their side, and want everyone’s
contributions to ensure the team succeeds.

“Whatever comes out of those 
gates, we’ve got a better chance 
of survival if we work together.”
Maximus Decimus Meridus (Gladiator)
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NOTES
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