Practice articulating
thoughts and ideas clearly.

Use simple and straightforward o Speak Clearly
language to convey messages. and Concisely

Avoid jargon or complex terms
that may confuse the listener.

Pay attention to the speaker
without interrupting.

Use nonverbal cues like nodding and
eye contact to show understanding. |© Listen Actively Improve Verbal

Communication

Reflect on what the speaker

is saying before responding.

Put yourself in others' shoes to
understand their perspective.

Validate others' feelings and Practice Empathy
emotions during conversations. and Understanding

Show empathy through active
listening and supportive responses.

Maintain good posture
and open body language.

Use Body
Use gestures and facial expressions © Language
to enhance communication. Effectively
Avoid negative body language
like crossing arms or fidgeting.
Modulate your voice tone to
convey emotions appropriately.
Use a confident and friendly Pay Attention to
tone to build rapport. Tone and Voice

Enhance Nonverbal
Adjust volume and pace based on the Communication
context of the conversation.

Give feedback and
paraphrase to confirm
understanding.
Clarify any misunderstandings o Practice Active
or ambiguous points. Listening

Demonstrate empathy and
support through nonverbal cues.

Be genuine, honest, and reliable in your interactions.

Build Trust
Follow through on commitments and promises. and Rapport
Communicate openly and transparently to foster trust.
Practice emotional intelligence and self-awareness. Develop Interpersonal
) ) , ] and Relationship Skills
Manage stress and emotions during challenging Manage Emotions
conversations. and Stress

Use techniques like deep breathing or
mindfulness to stay calm and focused.

Develop Effective
Communication Skills

Topic.Ninja

Use Clear and
Structured Language

Organize written messages with a clear
introduction, body, and conclusion.

Use bullet points or headings to
break down complex information.

Develop Written
Communication Skills

Proofread and edit written communication for
clarity and accuracy.

Tailor written messages to the
audience's needs and preferences.

Adapt

Communication ©| Use appropriate tone and language based
Style on the context (formal vs. informal).

Consider cultural differences and sensitivities
in written communication.

Give Constructive
Feedback

Provide specific and actionable
feedback to help others improve.

Focus on behaviors or actions rather

O .
than personal traits.

Practice Constructive
Feedback and Conflict
Resolution

Seek Feedback and
Continuous Improvement

Resolve Conflicts
Effectively

Offer praise and recognition along
with areas for improvement.

Listen to all parties involved in
the conflict without bias.

Identify underlying issues and

O . .
common interests for resolution.

Request Feedback
from Others

Engage in Communication
Training and Development

Use active listening, empathy, and
negotiation skills to find solutions.

Ask for feedback from colleagues,
mentors, or trusted individuals.

Actively listen to feedback and use it
to identify areas for improvement.

Thank others for their feedback and
implement constructive suggestions.

Attend workshops, seminars, or
courses on communication skills.

Participate in role-playing exercises
and practice scenarios.

Read books or articles on
effective communication and
apply learned techniques.
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