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Concise, organized, and easy?to?read notes for quick reference

1. What Are Communication Skills?

Dimension Description

Verbal Spoken words, tone, pace, and clarity.

Non?verbal Body language, facial expressions, eye contact, gestures.

Written Emails, reports, texts, social?media posts—grammar, structure, conciseness.
Listening Active attention, feedback, paraphrasing, questioning.

Digital Using video calls, chat platforms, and collaborative tools effectively.

2. Why Communication Skills Matter

Consequence of Weak

Area Impact of Strong Skills .
Skills
Workplace Faster decision?making, fewer )
o _ ) Delays, rework, conflict.
productivity misunderstandings, smoother teamwork.
_ _ _ _ . Loss of credibility,
Leadership Inspires trust, aligns teams, drives vision. )
disengaged staff.
Customer ) ) _ ) Complaints, churn,
_ Higher satisfaction, loyalty, repeat business.
relations damaged brand.
Career . ) _ Stagnation, missed
Access to promotions, networking, mentorship. .
advancement opportunities.
Personal ) ) ) Misinterpretations, strained
. . Deeper connections, conflict resolution.
relationships bonds.
Mental health Reduces stress, improves self?esteem. Isolation, anxiety.

3. Core Components of Effective Communication

1. Clarity — Use simple language; avoid jargon unless the audience is familiar.
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Conciseness — Deliver the message in as few words as needed.

Coherence — Organize ideas logically; use headings, bullet points, or story arcs.
Empathy — Recognize the listener’s perspective; tailor tone accordingly.
Feedback Loop — Invite questions, confirm understanding, adjust as needed.

S e

Cultural Sensitivity — Respect differences in norms, idioms, and communication styles.

4. Techniques to Strengthen Each Skill

Skill Practical Techniques

* Practice “elevator pitches” (30?second summaries).
Verbal * Record and review presentations.
* Vary pitch, pace, and volume for emphasis.

» Maintain eye contact (? 60?70% of the time).
Non?verbal « Mirror the speaker’s posture subtly.
» Use open gestures (avoid crossed arms).

* Follow the “3?sentence rule”: intro, main point, call?to?action.
Written * Proofread with tools (e.g., Grammarly).
» Use bullet points and headings for scannability.

* Practice active listening: paraphrase, nod, ask clarifying questions.
Listening e Eliminate distractions (phone, notifications).
* Use “reflective listening” in conflict situations.

» Keep video backgrounds tidy; test audio before meetings.
Digital » Use chat etiquette: brief, purposeful messages.
» Share agendas and meeting minutes promptly.

5. Common Barriers & How to Overcome Them

Barrier Example Solution

_ ) ) ) o Choose quiet spaces; use “Do Not
Noise/Distractions Open?office chatter, notifications. )
Disturb” mode.

Assumptions & Assuming everyone knows a Ask open?ended questions; clarify
Bias technical term. terminology
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