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Steps to Better Communication Skills Workbook

Objectives:

· Understand the Purpose of Communication
· Communicate The Steps
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The Purpose

The purpose of communication is to transfer a message across to others clearly and unmistakably.

Doing this involves effort from both the sender and the receiver of the message. At times it's a process that can be full of mistakes, with messages often misinterpreted by the recipient. When this isn't addressed, it can cause confusion, wasted time and effort, and missed opportunity.

In fact, communication is only successful when both the sender and the receiver understand the same information as a result of communication efforts.
In a recent survey of recruiters from companies with more than 50,000 employees, communication skills were cited as the single most important factor in choosing managers. The survey, conducted by the University of Pittsburgh's Katz Business School, points out that communication skills, including written and oral presentations, as well as an ability to work with others, are the main factors contributing to job success.
In spite of the increasing importance placed on communication skills, many individuals continue to struggle with this, unable to communicate their thoughts and ideas effectively, whether in verbal or written format. This can make it difficult to compete effectively in the workplace, and it may stand in the way of career progress.

Getting your message across is a vital key to personal and professional success. You must understand what your message is, what audience you are sending it to, and how it will be received. 
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There are measurable steps that can help to improve communication. These steps are simple guidelines to follow in order to deliver your message clearly:
Steps to Better Communication
1. Understand What Communication Is:
a. Communication is the process of transferring a message between a sender and a receiver through a variety of methods. 
· Written words
· Email

· Memos

· Presentations

· Advertisement 
· Nonverbal signals
· Expressions

· Body language

· Emotional engagement

· Spoken words
· Choice of vocabulary

b. It is also the way we establish relationships.

2. Develop constructive attitudes toward others. The attitudes you bring to communication will have a huge impact on the way you compose yourself and interact with others. Choose to be honest, patient, optimistic, sincere, respectful, and accepting of others. 
Be sensitive to the feelings of other people. Maintain a position of authority with humility. Winning an argument may come at the expense of losing a supporter or even a customer.
3. Make eye contact. Whether you are speaking or listening, looking into the eyes of the person with whom you are talking will make the interaction more successful. Eye contact conveys interest, and encourages the other person to be interested in you in return. When giving a speech or in front of several people, holding the eyes of different members of your audience can personalize what you are saying and help to maintain attention.
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Be aware of what your body is saying. Body language often says more than words. An open stance with arms relaxed at your sides tells anyone around you that you are approachable and open to hearing what they have to say. 
Arms crossed and shoulders hunched, on the other hand, suggests disinterest in the conversation or an unwillingness to communicate. 
Often, communication can be stopped before it starts by body language that tells people you don't want to talk. Appropriate posture and an approachable stance can make even difficult conversations flow more smoothly.

5. Have courage to say what you think! Be confident in knowing that you can make worthwhile contributions to conversation. Take time each day to be aware of your opinions and feelings so you can adequately convey them to others. 
Study your material and be sure of the facts involved. Invest in learning your subject as much as you can. Be open to challenge and criticism. Becoming defensive about the information that you are presenting only reduces the confidence of your audience. Instead engage with those that dissent by asking questions and showing appreciation for the added information. As long as you know your topic well, accepting opinions and facts from others enhances your presentation.
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Speak clearly enough to be heard. When you are saying what you think, have the confidence to say it so as to be heard. An appropriate tone and volume informs listeners that you mean what you say, you have thought about what you are saying, and what you are saying is worth hearing. Using a proper tone helps ensure that your listeners hear exactly what you are saying, and reduces possibilities of misunderstanding.

7. Practice. Developing advanced communication skills begins with simple interactions. Communication skills can be practiced every day in settings that range from the more social to the more professional. New skills take time to refine, but each time you use your communication skills you open yourself to opportunities and future partnerships.

8. Develop effective listening skills. Not only should one be able to speak effectively, one must also listen effectively. Engage in communication on what the others are speaking about. Avoid the impulse to listen only for the end of their sentence so that you can blurt out the ideas or memories that come to your mind while the other person is talking.
Practice only speaking to answer a question. While this is not appropriate in every situation, it helps to build the skill of listening. When you decide that you will only speak to answer questions, listening becomes your main objective. Remember to practice active listening techniques like, nodding your head and give verbal indicators that you are listening, such as “I see” or “uh huh”. 
In conclusion, be as clear and as brief as possible. People appreciate sensitivity to their time. This is true especially when you are involved in a scheduled appointment. Let the other person decide if they want to spend more time on your subject. One of the highest compliments to good communication is when you are invited to spend more time on your subject matter.
Based on the material in this module select the correct answer:
Steps to Better Communication Skills Workbook – Quiz

1. The purpose of communication is to transfer a message across to others clearly and unmistakably
a. True
b. False
2. Communication is accomplished by verbal delivery only:
a. True
b. False
3. Communication is also the way we establish relationships:
a. True
b. False
4.  Arms crossed and shoulders hunched suggest:
· Select all that apply
a. Disinterest in the conversation
b. Unwillingness to communicate
c. The temperature needs to be adjusted
5.  An appropriate tone and volume informs listeners that:
a. You have thought about what you are saying
b. You are a tolerant person
c. You are almost finished
6. When communicating, listening is just as important as speaking:
a. True
b. False
Training Module 
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