Communication Takeaways

“The single biggest problem in communication is the illusion that it has taken place.” 
								George Bernard Shaw

Tips for Enhancing Communication Skills
1. Work on your emotional perception
2. Practice self-awareness
3. Give others a chance to engage
4. Practice listening
5. Build Focus
6. Take time to respond
7. Maintain eye contact
8. Simplify and stay on message
9. [bookmark: _GoBack]Respect your audience


Types of Communication
· Verbal – person to person (audible language, sign language)
· Use a strong, confident speaking voice
· Use active listening – intently listening to and hearing others
· Avoid filler words (um, like, yeah, so)
· Non-Verbal – which can include but not limited to the following intentional and unintentional:
· Body Language/Facial expressions
	
1. Notice how your emotions feel physically - Developing self-awareness around how your emotions affect your body can give you greater mastery over your external presentation.
2. Be intentional about your nonverbal communications - Make an effort to display positive body language when you feel alert, open and positive about your surroundings. You can also use body language to support your verbal communication if you feel confused or anxious about information
3. Mimic nonverbal communications you find effective

· Written communication (letters, email, texts, social media etc.)
1. Strive for simplicity
2. Don’t rely on tone - Because you do not have the nuance of verbal and nonverbal communications, be careful when you are trying to communicate a certain tone when writing
3. Take time to review your written communication
4. Keep a file of writing you find effective or enjoyable

· Visual (photos, graphics, sign language) - Visual communication is the act of using photographs, art, drawings, sketches, charts and graphs to convey information. Visuals are often used as an aid during presentations to provide helpful context alongside written and/or verbal communication. Because people have different learning styles, visual communication might be more helpful for some to consume ideas and information.
· Ask others before including visuals – get a second opinion
· Consider your audience

7 C’s of Effective Communication
· Completeness. The message must be complete and geared to the receiver's perception of the world.
· Concreteness. Concrete business communication is also about a clear message.
· Courtesy
· Correctness
· Clarity
· Consideration
· Conciseness
· Creativity


Self-Awareness - Good communication with others requires first and foremost good communication within ourselves. In other words, to become good listeners we need first to be aware of the filters that color our own communication style. Our previous experiences, believes, values, assumptions, judgments and bias influence the quality of our listening. Whenever we listen to something, we evaluate what we are hearing and this in turn triggers our emotional reactions and our judgment. 

Self-awareness allows for a listening that is free of assumptions and judgments that compromise a healthy communication. Before we are able to listen deeply to others, we need to learn how to listen deeply to ourselves. It is this self-awareness that helps us to understand the other’s frame of reference.

Consideration
Silence is not always a bad thing. Sometimes it gives us a chance to reflect, in others it creates a space for others to take the floor. Nonetheless, we’re often inclined to view it as awkward—a gap to be filled or avoided—rather than a chance to listen. According to Shannon and Weaver’s Theory of Communication (1998), this simply creates more ‘noise’ and negatively impacts our ability to reach resolutions at work (Smith, 2018).  When you empathize with someone, you are adopting a “You – attitude”. When you adopt this “You – attitude”, you are able to appreciate the other person’s situation and modify your communication style with consideration.
Feedback – while feedback is not always needed it is warranted in a majority of situations. When working with growing and impressionable young adults and anyone else in your life, it is important to help them understand that feedback has positive goals.  Remember this for yourself as well. 
Some things to remember:
1. Check Your Motives
2. Be Timely
3. Make it Regular
4. Prepare Your Comments
5. Be Specific
6. Criticize in Private
7. Use “I” Statements
8. Limit Your Focus
9. Talk About Positives Also
10. Provide Specific Suggestions
11. Follow Up


