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Communication 
Detailed Outline 

Part 1 of 4 

Effective shepherding requires good communication with the people we lead and between leaders. 

Since we are in the people business, we are also in the communication business. We’re also in the 

education business. We are to be communicating the very Good News: the gospel, and the teachings of 

Christ and the apostles.  

We communicate not only by teaching and preaching but by personal conversation. Much of our work 

is done through conversing privately with people, as well as speaking to the whole congregation. In 

fact, some of the most important work in helping a church through conflict or making changes is done 

on the personal level of private conversations.    

For this reason, we need to be very aware of our communication skills and to be seeking all the time 

to improve our ability to communicate. 

The Bible tells us that our God is a God who communicates. He speaks, and he made us to speak. That 

is part of the divine image in man. In fact, Old Testament prophets would often make fun of idols 

because the idols cannot communicate. The true and living God can, and he made us to communicate 

with him and with people. We are able to communicate complex ideas and great thoughts to other 

people.  

When we look at the book of Genesis, we see that sin ruined communication.  

8 And they heard the sound of the LORD God walking in the garden in the cool of the day, and the 

man and his wife hid themselves from the presence of the LORD God among the trees of the 

garden. 9 But the LORD God called to the man and said to him, “Where are you?” 10 And he said, “I 

heard the sound of you in the garden, and I was afraid, because I was naked, and I hid myself.” 11 

He said, “Who told you that you were naked? Have you eaten of the tree of which I commanded 

you not to eat?” (Gen. 3:8–11 ESV) 

Notice at the very beginning when he created man and woman, the Lord communicated with them. 

When sin came into the garden, they hid from God. They were not comfortable communicating with 

him. The same is true of us when we run from God. We become like the dumb idols. 

I. General Principles of Good Communication 

First, we want to look at general principles for good communication. If we don’t communicate well, 

we will cause many problems and unnecessary frustrations in the church.  Problems that shouldn’t 

occur happen because we communicate poorly and we don’t direct people properly, and we leave 

people in the dark.  Let us look at eight principles of good communication. 

1. Be aware that skillful communication is hard work. 

It is hard work and takes work! Most people, especially men, are lazy communicators. They 

often don’t care to expend the energy or put in the effort it takes to communicate well. 
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One reason we make the effort to communicate better is because we care for and love others.  

“Better is open rebuke than hidden love.” (Prov. 27:5)  

People desperately need to hear that they are loved, appreciated, and understood. As a leader 

and a shepherd, you are important to people in your congregation. They want to talk with you 

and hear from you. They want to know your vision and your values in the church. If you are a 

leader you need to be able to speak effectively. 

a. I think of the apostle Paul. Much of his ministry was done through speaking in front of 

people, but he also did much through writing. In all of Paul’s letters, we see his exemplary 

ability to communicate with others:  

(1) In a cross-cultural setting,  

(2) On a meaningful level,  

(3) About serious problems, and 

(4) To encourage and challenge people.  

b. Our Lord Jesus Christ was also a very effective communicator. 

c. If we want to be good communicators, we have to want to improve!  

(1) Illustration: A man told me this story. He said he realized he was a very quiet person 

and had a hard time speaking up. One day, he had a confrontation with the Lord, and he 

told the Lord that he was not a good communicator naturally. But God had placed him 

in a position to lead and care for people. So he asked, “Lord, help me to be a better 

communicator.” And from that point on, he worked on speaking up and listening to 

people carefully and improving his communication skills. Today he is an excellent 

communicator. 

(2) You can change, too! But you have to desire to do this and love people. 

2. Learn to speak gently, calmly, graciously, and tactfully. 

Where did I get this? Proverbs is the great book about communication. The most frequent 

proverb is about speech and how to speak properly. This book was written for the king’s sons 

and daughters, who were preparing themselves for the king’s court. One of the things that 

makes a wise leader is good communication and knowing how not to speak. 

Let’s look at some principles that have saved my life. If you don’t know these, you may want to 

memorize them!  

a. “A gentle answer turns away wrath, but a harsh word stirs up anger.” (Prov. 15:1 NIV) 

This has saved me from so many problems! This is a very important communication skill. 

(1) Illustration: One time, a man called me and started yelling at me. His daughter had 

been put out the youth group because of her bad behavior. He said everything bad he 

could think of about the youth leader. I could tell that if I responded in anger, I would 

stir him up more. So, when he stopped, I lowered my voice and spoke very gently and 

softly. I said, “I know this hurt you. But you have to trust that this is the best thing for 
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your daughter. You need to let the Lord handle this. You are getting your daughter’s 

side of the story. This is a very tragic situation. Can we let the Lord work?” I could hear 

him calm down, and he started to weep. 

(2) If you give a harsh answer, it makes things worse. It only stirs up people’s anger more 

and they get more violent! 

b. “Sweetness of speech increases persuasiveness.” (Prov. 16:21b ESV) 

(1) Much of life as leaders is to persuade people and get them to change their thinking. If 

you learn to speak tactfully and skillfully, you’ll be able to convince and persuade 

people. 

(2) Leaders often present new ideas, too. We have to do this with tact and skill, not by 

bashing them on the head. 

c. “By forbearance a ruler may be persuaded, and a soft tongue breaks the bone.”  

(Prov. 25:15 NASB) 

(1) In the ancient world, if you broke a bone, you were in big trouble. To break a bone, it 

takes a very hard hit.  

(2) A soft, gentle response or presentation has a way of breaking some of the hardest 

arguments or changing hard-hearted people. 

(3) You will find much of your work is persuading people. You need to get people to accept 

new ideas, to make changes and to accept certain teachings. 

d. “I, Paul, myself entreat you, by the meekness and gentleness of Christ . . .” (2 Cor. 10:1a ESV) 

Our Lord Jesus was meek and gentle. Paul takes on that disposition as he talked to the 

Corinthian church about some very difficult things. They were a very troubled church and 

a difficult group to deal with, but Paul dealt with them with the meekness and gentleness 

of Christ. 

e. “Let no unwholesome word proceed from your mouth, but only such a word as is good for 

edification according to the need of the moment, so that it will give grace to those who hear.” 

(Eph. 4:29 NASB) 

(1) We are to be the kind of speaker who edifies and builds people up.  

(2) How we speak must be appropriate for the moment.  

(3) And then, Paul says something very interesting. He says we speak grace to those who 

hear us.  

(4) How important it is to speak wholesome words and to be careful of exaggerated and 

inflammatory speech, or crass and crude speech. These types of speech should not 

come out of the mouth of a man or woman of God.   
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f. “Let your speech always be with grace [graciousness, attractiveness], as though seasoned with 

salt.” (Col. 4:6a NASB) 

In the ancient world, meat was very hard. It had to be beaten and softened. You seasoned it 

with salt in order to eat it. When you speak, you should speak with graciousness and 

attractiveness. Season it with salt so it will be received by your listeners. 

We must learn to speak gently, calmly, graciously, and tactfully. How important it is, as 

Proverbs teaches us, to be a tactful, calm, persuasive speaker; a speaker who has his words 

under control, whose words are always wholesome and build people up and are appropriate 

for the moment. If you are that kind of leader, people will come to you. You will be able to 

move people’s hearts and unite people and move them forward.  
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Communication 
Detailed Outline 

Part 2 of 4 

II. General Principles of Good Communication (cont.) 

3. Be aware of the ways you block good communication. 

There are many different ways we can hinder communication. As a result of sin entering the 

world, we are not the communicators God made us to be. There are all kinds of ways we can 

ruin communication with other people and with God.  

a. Lecturing and preaching  

(1) People come to you and ask you a question. If you just lecture them and preach at 

them, they will never get a chance to say a word or ask questions.  

(2) Illustration: One night, I went out with a young person and some other people. The 

young person asked a question, and for the next half hour, one of the men hammered 

him! By the time the man was done, I could see that the poor kid was worn out. Don’t 

lecture and preach at people. Talk with them and draw them out. 

b. Withdrawing or giving “the silent treatment” 

If we don’t like what people say or they offend us or they make us uncomfortable, we can 

withdraw or give them the silent treatment. 

c.  Being easily angered or hurt 

(1) Some people don’t want to go to their leaders because the leaders easily get angered or 

upset if you ask them a question or challenge them.  

(2) Illustration: A friend who attended our church went to talk to his pastor (at another 

church). He simply said he thought the church should have some more Bible studies 

and that he wanted to open his home for having a Bible study. The pastor angrily 

snapped back at him, “If you can’t support me, then get out!” My poor friend just 

wanted to bring a suggestion! You wouldn’t approach that kind of person again, 

because you don’t know what they will do! 

d. Monopolizing conversations  

(1) A person asks you a question or wants to talk to you about a concern, and then you do 

all the talking.  

(2) We need to be careful of this, because people in church leadership often have this 

problem. They tend to be big talkers and have difficulty controlling their tongue. This 

wears the listener down! 

(3) Learn to direct the conversation to the other person and draw them out. 
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e. Being argumentative  

If you turn everything into a debate or argument, you will hinder people from coming to 

you.   

All these things destroy good communication. They frustrate people, and they will stop coming 

to you. Seek to be aware of how you personally hinder good communication. If you don’t know, 

have the courage to ask your spouse or a good friend. Ask them how you block good 

communication. If they have the courage, they will tell you. Often we don’t notice that we are 

doing this. Take it to the Lord and seek to improve your weaknesses and to be a communicator 

more like our Lord Jesus. 

4. Make a conscious effort to be a patient listener. 

I cannot give you better advice than what James tells us in chapter 1. James has a lot to say 

about conflict. Here is one of the first things he says: 

Know this, my beloved brothers: let every person be quick to hear, slow to speak, slow to anger; 

for the anger of man does not produce the righteousness [that God requires]. (James 1:19 ESV) 

Here is a scriptural command: you are to be a good listener. Someone wrote this: effective 

leadership has more to do with listening than with talking. It is tragic that so often, people will 

come to us and we never really hear them. We make misjudgments or misunderstandings 

because we don’t take the time to listen and understand.  

a. People want to be heard and understood. They want you to listen to them.  

b. When people come to you, train yourself to listen. Be slow to speak, be quick to hear, and of 

course, be slow to anger. Your anger is not going to produce the kind of righteousness that 

God wants to produce in your life or the lives of others. 

c. When you are in a conversation with someone, ask lots of questions.  

(1) Show real interest in the other person.  

(2) Draw them out, and make sure you really understand what they are saying.  

(3) Make it your business to get their perspective and understand their reasoning. Don’t 

give them all of your advice as soon as they mention an issue you think you have the 

answers for. You haven’t even heard what the problem is! 

(4) A good leader or conversationalist does not do all the talking. He or she asks a lot of 

questions, seeking, listening, and evaluating. This is the secret to good leadership. Let 

people know that you are interested in who they are and what they have to say. 

d. Illustration: One time, a certain person came up to me at church. This person is known for 

being very emotional and getting heated and causing conflict. As they approached me, I 

could tell they were upset. So I placed my hand on that person’s back and guided them to 

another room. We sat down on the couch, and I asked them what the problem was. As they 

told me, I simply listened and asked a few key questions, asking them how they thought the 

problem could be fixed. They calmed right down and the problem was solved. If I had 
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accused them of being emotionally out of control and always causing problems, this would 

have gone on and on. But by simply listening and asking questions, even asking what they 

thought the solution should be, they were satisfied. Most people, if you will just listen to 

them, will calm down. 

“God gave us two eyes, two ears, and only one mouth. A lot of people never learn a lesson from 

that—which is that you ought always to use your eyes and ears twice as much as you use your 

mouth. Another way of putting it in electronic terms…is that the purpose of the eyes and ears is to 

program the mouth. The problem with a lot of human relationships is that there is too much 

unprogrammed talk.” – Reuel Howe, The Responsibility of the Preaching Task, p. 10 

5. Be proactive in your communication. 

a. Because elders work under shared leadership, we need to be proactive and deliberate in 

how we communicate to one another. We must be able to talk to one another honestly and 

openly because we need to correct, challenge, and direct one another.  

b. This is especially true at elders’ meetings.  

(1) So often people don’t speak up, because they are afraid it will cause disunity, or they 

fear older or more powerful members. They become silent members in the meeting.  

(2) But God wants every perspective of every elder. Each one has something to contribute. 

God wants you to speak up! Your advice and counsel is needed in the eldership. You 

need to have courage and not be intimidated. 

c. A healthy eldership team promotes an atmosphere that encourages everyone to speak up 

honestly without fear of rejection or attack.  

d. Make sure this atmosphere of encouraging communication is maintained in the elders’ 

meetings and in the whole church. 

e. You must be able to speak to one another without intimidation and fear. If you see someone 

angry at another person or causing intimidation or fear, you need to speak up and address 

the problem. That is not how Christians should relate to one another. Deal with it right 

away. 

f. We need to be able to speak to one another clearly, honestly, openly, and sincerely; 

otherwise, we as elders will not be able to make good decisions.  
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Communication 
Detailed Outline 

Part 3 of 4 

III. General Principles of Good Communication (cont.) 

As an elder, you are in the ministry of communication and of education. Everything you do is 

through speech. As people of the Word of God, we must be able to speak the Word of God. The 

gospel is good news, but what is news if you don’t speak and share it with people? Isn’t it 

interesting that, in the gospels, our Lord is always teaching? He’s always communicating, especially 

in the book of Matthew. 

5. Be sure to clarify responsibilities and work assignments. 

a. Shared leadership requires continual communication among group members about their 

areas of responsibility and specific assignments.  

b. As the saying goes, “What is everyone’s business is no one’s business.”  

c. If, for example, someone in the church is facing a life-or-death operation, what will happen 

if each elder thinks another is responsible to visit before the operation? It could be that not 

a single elder will visit because each one thinks someone else will be there.  

d. To avoid situations such as this, or to eliminate wasteful duplication of efforts, it is essential 

that elders clearly communicate:  

(1) Specific responsibilities—each elder should have an area of teaching or specific 

pastoral care for which they are responsible, and all the elders should know who is 

responsible for what areas.  

(2) Special assignments—written down in meeting minutes. 

e. Provide adequate instruction when you give a person a job to do. 

(1) When giving someone a job to do, let that person know exactly what is expected.  

(2) Let’s say you have a new song leader, and you only tell them that you need them to lead 

the music. But that’s not enough!  

(3) You need to make clear your expectations and your burden for the ministry. It is your 

job to provide clarity for that person.  

(4) Don’t assume that a person can read your mind or that he or she knows what the elder 

council wants.  

6. Don’t spring important decisions on people. 

a. I have seen many disagreements and fights in churches because we as leaders spring 

decisions on people and they have not participated in the decision. 

b. Illustration: A church had an old, beautiful organ that had been purchased many years ago 

by a few families in the church. But the organ was no longer being used, and there was 
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hardly anyone who could play it. One Sunday, the organ was gone. The elders had not 

discussed getting rid of the organ with the one person who could play it or the families 

whose grandparents had purchased the organ so long ago. There was a lot of anger in the 

congregation. The organ was part of the people’s tradition, and some thought it might be 

needed one day for a wedding or funeral. They were angry that the elders had gotten rid of 

the organ without discussing it with them.  

c. When anything you decide on affects another group, you need to have people from those 

groups participate. Don’t just pop decisions on people.  

(1) Learn to bring people into the elders’ meetings.  

(2) Learn to communicate with anyone whom your decision will affect.  

(3) Our people have wisdom and information that you may not have. It is important that 

you get them to participate and that you let them know their opinion matters to you.  

(4) In the case of the organ, the elders should have brought the involved parties into the 

elders’ meeting or sent out a letter to the families who purchased the organ. The elders 

should have told them they were thinking of getting rid of the organ and the reasons 

why.  

(5) Ultimately, it may be necessary to get rid of the organ. Even if you make that decision, 

you have still allowed the interested parties to be involved in the discussion.  

7. Stop the rumor mill before it stops you.  

a. Frequent, open communication with the congregation stops church rumors. Rumors can 

pass through the church so quickly.  

b. Illustration: A church was torn apart by a rumor that money had been embezzled by one of 

the deacons, and the elders had met with him and worked out a deal where he would 

gradually pay them back.  

(1) That was not true! Yet the rumor circulated the church, and people were very angry 

and stopped giving. They felt there was mistrust, and they were suspicious because it 

had not been brought to the congregation’s attention.   

(2) As soon as the elders heard about the rumor, they should have come directly to the 

congregation and dealt with it right away. 

c. An area where this is extremely important is church discipline.  

(1) If there is some type of conflict among key people in the church, do not wait!  

(2) Step out in front of the problem and talk to the congregation!  

d. When there are major controversies or misunderstandings, it is crucial for the elders to 

over-communicate.  

(1) So many churches completely mishandle a church discipline situation because the 

leaders wait too long or don’t communicate with the congregation.  
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(2) When that happens, the situation gets completely out of control, and people leave! 

e. You as elders must communicate clearly and let the people know that you are handling the 

situation.  

(1) Tell them to come to you if you have questions, not to ask other people.  

(2) In some very severe situations where the church’s survival is at stake, you may need to 

release some private information about the situation.  

1) Most of the time, you do not release the private, ugly facts of the situation.  

2) But in cases of major sin issues, such as embezzling, you may need to release more 

information.  

(3) Isolate the groups or the families who are immediately involved in the ugly situation. 

Meet with them on a more intimate basis to discuss the situation and give them 

instructions on how to handle it.  

(4) As the elders, we remind them of proper Christian conduct. They must not start 

rumors. They don’t have all the facts. 

(5) You must stop the gossip and tale-bearing before it starts. Tell the congregation that 

those are sins!  
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Communication 
Detailed Outline 

Part 4 of 4 

IV. Elders are to Model Good Communication within the Church Body 

1. Elders Communicating within the Eldership 

a. I cannot emphasize enough the importance of elders practicing good communication with 

one another. This can be done very practically and easily by going out to lunch together, or 

going on retreats together. 

b. Get to know one another! 

(1) If you know and trust one another, you will be better communicators because you 

understand one another.  

(2) If there is suspicion or distrust, every little thing will be misunderstood or taken in the 

wrong way.  

(3) You should get to know how the others speak and their strengths and weaknesses.  

(4) You must learn how to communicate within the elders’ meetings and on individual 

bases. Every meeting, you should be practicing good communication with your fellow 

elders.  

(5) If there are communication snags, you need to try to resolve those and openly talk 

about them among yourselves. 

(6) Learn to laugh and enjoy one another.  

c. Do not be a passive eldership; be active in your communication.  

d. If you have a problem with another elder in communication or understanding, get together 

over a meal and discuss the problem. Try to get to know the elder better and ask him to 

help you understand him better. 

e. As elders, we:  

(1) Help one another  

(2) Pastor one another  

(3) Counsel one another  

(4) Support one another  

(5) Study and seek to understand one another 

f. One of the best elderships I’ve ever seen went on a retreat together twice a year.  On that 

retreat, they tried to build relationships with each other and increase their understanding 

of one another. That way, in the tough times together, they could be good communicators. 
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2. Elders Communicating to the Congregation 

a. Illustration: There was a man who had been an elder for many years. He retired from the 

eldership but stayed in the same church. He thought he was a good communicator and that 

the elders were good at communicating to the congregation. After one year of being out of 

the eldership, however, he realized that the elders were not communicating to the 

congregation. He and the other elders had thought they were, but they were doing poorly at 

communicating to the congregation. He approached the elders and said, “When I was an 

elder, I thought we were doing a good job of communicating with the congregation. But 

now that I’m not an elder, I have no idea what you are doing. Things happen in the church, 

and there is no communication to the people. This needs to be improved!”  

b. Most of us are not communicating as a leadership body to the people. We think we are, but 

we are not. Step away from yourselves. No one else probably knows what you’re doing. 

c. Let me give you some ideas for improving your communication with the congregation. 

(1) Prayer line: If your church has one, you should get on that prayer line. Ask for prayer 

for yourself. Make sure you are communicating to the congregation what you need 

prayer for. Don’t just be praying for others all the time. Maybe the elders have a big 

decision ahead. Ask the congregation to pray about it! Ask them to pray for your 

marriage, or a problem you might have. Do not assume they can read your minds! 

(2) Church bulletin: Put in a section where you can have prayer requests from the elders. 

Tell people some of things you are planning. 

(3) Newsletter: In our newsletter, there is an elders’ section. Sometimes we tell the history 

of one of the elders or give his biography. There, the elders can voice their thoughts 

about things that are happening in the church or plans that are ahead. 

(4) Sunday morning: If you have some time for prayer, mention issues or burdens that the 

elders are dealing with, or a new vision you have. 

d. However you choose to do it, it is crucial to communicate with the congregation.  

(1) You don’t want them to see you as a back-room oligarchy that just makes big decisions 

and no one knows anything about it. 

(2) Let people know who you are.  

(3) Be as transparent as you possibly can be.  

e. Bring in groups to your elders’ meetings.  

If you are dealing with the youth, have the leaders come in to your meeting. Ask them lots 

of questions and communicate to them your burden and your vision for their group. You 

must communicate well with the major groups in the church, such as the deacons.  

f. Don’t be afraid to repeat your values over and over to the church. For example, when there 

is a major operation or crisis among our people, we will always say, “We want to be a 

caring and praying church.”  
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g. Every five years, we hand out a big survey to our congregation.  

(1) We ask our church:  

1) How are we doing as leaders?  

2) What areas are our strengths?  

3) What areas are our weaknesses?  

4) What do you think about our programs?  

5) What do you think we need to do differently?  

6) What suggestions do you have for us?  

(2) The results can hurt! But people know these things anyway, so you as their leaders 

might as well know the truth.  

h. We want them to evaluate us and evaluate the church. 

(1) Don’t be defensive. Poor leadership is defensive leadership.  

(2) Do the best you can and be as effective as you can! You know you can’t do everything 

and you can’t be perfect.  

(3) Sometimes, you may need to tell people that you can’t be all things to all people.  

1) You want to focus on certain things, such as good Bible teaching, being people of 

prayer, being a gospel-oriented church, and “one-anothering.” 

2) You don’t have the man-power to do everything!  

i. As individuals, you need to be communicating among the congregation and listening to 

what people can say. As a group of elders, agree on what can be shared with other people. 

Talk to people about things that are going on. Let them know you’re interested.  

j. Don’t be deceived by what you are doing—you can do a better job of communicating! 

3. Groups within the Church Communicating with One Another 

a. The elders and deacons need to communicate. They need to share minutes and sometimes 

have meetings together. We have an elder at the deacons’ meeting and a deacon at the 

elders’ meeting.  

b. Maybe the women’s ministry needs to get together with the youth ministry to discuss areas 

that they are overlapping or doing the same thing. 

As an elder, you are a communicator. You must speak, and you must speak properly. The book of 

Proverbs is so important in this endeavor. I recommend you read through Proverbs and put them 

into categories: verses on speech, on proper speech, on improper speech, and so on. That book is 

filled with good principles for improving your communication.  

So much of who we are comes out from our heart through our lips. Ask God to give you the power 

through his Spirit to be a better communicator. Ask others to help you. Your people will be blessed, 

you will be a better shepherd, and you will avoid many problems in your church. 

 


