
The art of communication allows us to share our thoughts and interact with individuals. It
helps us to understand others better and vice versa. Communication involves delivering a
message, being heard & understood- which sounds easy but is often misunderstood and lost
in translation. It does not only include talking but also listening, a rare skill set not everyone
possesses. In conversations, people are more self-centered than they actually realize.
If you are always trying to figure out how to reply when someone is talking, then you are not
listening, you are debating.
There are several means of communication, both verbal & non-verbal ranging from:

Verbal Non-Verbal

Intrapersonal Communication Body Movement

Interpersonal Communication Postures

Small-Group Communication Eye Contact

Public Communication Gestures

In today’s era, effective business communication skills are vital for successful co-worker and
customer interactions. It helps individuals to ace meetings. In fact, today managers seek
employees who possess soft skills like good communication.
A few factors if kept in mind can make anybody not only a good speaker but also a good
listener; altogether a great communicator:

PLANNING & STRUCTURING
The purpose of planning in communication is to get the right message delivered to the
correct audience, through the right platform. It sounds simple but people fail to plan their
communication properly, which sometimes leads to misunderstandings and even missed
opportunities at the workplace. Some effective approaches are:
• Identifying and understanding the audience
• Not making assumptions
• Listening



• Asking the correct questions

COMMUNICATING EFFECTIVELY IN PERSON
Face-to-face communication offers the best opportunity to build lasting relationships. These
conversations can put the other individual at ease & can teach you a lot about their interests
and values, and can help learn what kind of language to use to build trust. Reading body
language and guessing visual cues is of utmost importance in communicating in person.

COMMUNICATING EFFECTIVELY IN WRITING
Effective writing is another skill set one must develop. Nobody wishes to waste time
decoding complicated messages and emails, let alone badly formatted reports and journals.
Grabbing the reader’s attention is the key and so is getting the message delivered. A good
presentation also goes a long way

POWER OF EFFECTIVE COMMUNICATION
Human communication usually has one of the four basic purposes:
• To educate
• To inform
• To relate
• To influence
Effective communication can lead to persuasion and further can go on influencing people.
This influence moves ideas into actions and produces and effects without the use of force or
command.

DIFFICULT COMMUNICATING SITUATIONS
We all strive to conduct positive interactions but sometimes hit roadblocks and experience
undesirable behaviors. These difficult situations arise as a result of an event and the event
can cause a conflict. However, there are ways to resolve these situations:
• Focusing on intentions and situations, not behaviors
• Pausing before responding
• Keeping positive and respectful at all times


