
SOFT SKILLS TRAINING FOR CLIENT RETENTION

The article talks about the method and practices that could make you be heard
during a meeting/presentation/pitch. It has six sub-topics:

1. Understanding the basics:
● Communication is always a two-way street. As important it is to

deliver what you want to say, it is equally important to hear what
your listeners are sayings bout it.

● Always organize your thoughts, deliver your message and learn
from the feedback that you receive.

● By listening actively and empathetically, you are attentive and
understand better what is being said.

● To make good connections with your listeners, you should arrive at
shared understanding by appreciating their point of view,
developing empathy, and being tactful.

2. Planning your communications:
● The planning should be focused on delivering the right message to

the right people in the right way.
● Ask the right questions in the right way during the planning phase

to gather as much information as possible
● Use of tools like the Rhetorical Triangle to take account of people’s

expectations and Monroe’s Motivated Sequence to grab your
audience’s attention is suggested.

● One can engage people’s emotions by story-telling, keeping the
message simple, and avoid using jargons

3. Communicating powerfully in writing
● Inverted Pyramid Writing is one way to grab your reader’s attention

and ensuring that they get as much information as quickly as
possible.

● Use of intelligent and catchy subject line avoiding the wrong tone is
suggested.

● For business reports, the report needs to be clearly and logically
organized so the reader knows where to look for the information
that he/she needs

4. Communicating Effectively Face-to-Face
● This is the best opportunity to engage with people personally and

build and great relationship.
● To build rapport, small talks are handy if you listen closely to their

responses



● Always have your elevator pitch ready for instance where you are
caught on the hop.

● To make a good first impression, appearance and body language
must be able to communicate for you. Read their body language
and visual clues and act accordingly

5. Running Productive Meetings:
● Meeting are a place to inspire one another, make decisions and

share great ideas
● The key is to ensure that the meetings have a clear objective and

do not drift off-topic.
● Points could be jotted down on a whiteboard for future discussion if

not related to the discussion going on.
● Ensure that constructive disagreement does not turn into conflict

6. Delivering Great Presentations:
● The very first step would be to plan the presentation and follow a

structure and style that suits the audience.
● Before taking the stage, prepare the room and test any

equipment/props that you plan to use.
● One should follow the Ladder of Abstraction that involves moving

between tangible details and abstract ideas as you speak to keep
the audience engaged.

To be the best communicator, you need to be an active listener, inspire people
and remove obstacles to their understanding.


