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 Why is communication important?
◦ The Role of Active Listening
◦ Etiquette
◦ Expressing your Thoughts
◦Non Verbal Communication

 Why is communication important?
Expresses: 
needs, interests, desires, feelings

Leads to Change

 Step 1. Aim - Who do you want to talk to and what do you 
want them to do?
Step 2. Compose - What is the best way to talk to your 
audience in order to get them to do what you want?
Step 3. Transmit - Where and when should you 
communicate in order to optimize your results?
Step 4. Feedback - Find out exactly what effect your 
communication created.
Step 5. Analyze/Learn/Change - Analyze and learn from 
the results your communication created.
Step 6. Improve - Change your behavior as a result of what 
you have learned.

 Shows the speaker that you are working to 
understand his thoughts and feelings. 

 Make sure your body language says you are 
interested and listening. 
◦ eye contact 
◦ turn your body toward her, 
◦ nod as she is talking 

 Reduce any distractions
◦ Postpone listening

 Listen for buzz words.
 Is the speaker expressing joy, sadness, 

excitement or anger
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 Review the conversation:
“What I am hearing from you is……”
“It sounds like ….. was very upsetting for you” 

 I message
 you message

Do 
 Pay Attention to the 

speaker
 Ask questions
 Eye contact
 Be Confident
 Be Clear

Don’t
 Speak while others are 

speaking
 Be noticeably 

uninterested
 Be distracted

 Use Slang or offensive 
language

 Compose and Transmit
◦ Vocabulary (Readers write, and Writers read)
◦ A large vocabulary allows you to express yourself 

clearly and effectively in a wide range of 
situations with a wide variety of people

 Articulate Clearly (Writing and Verbally)
◦ Avoid confusion by being precise in your 

language
 Use reference material if needed
 Be objective unless asked

 Feedback then Feed-Forward 
◦ A positive questioning of feedback

 BE CONFIDENT
◦ Use Positive Self-Talk
◦ 3 R’s
 Relax
 Review
 Release

Messages communicated through:

 Gestures 
 Touch
 Body language 
 Posture
 Facial expression 
 Eye contact
 Clothing

 It is estimated that more than 75% of 
communication is non-verbal

 So..
◦ Be Appropriate
◦ Actively Listen
◦ Practice
◦ Be Confident


