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If you want to build deeper relationships, there is only one way! and that is to
focus on improving your Interpersonal skills. Effective communication is not just
about listening and talking to others it can help you express your thoughts and
feelings. In this article, | share my experiences and explore both ineffective and
productive communication techniques so you can start building stronger
relationships today.

What you do

makes g difference,

and you have to decide what kind
of difference you want to make.

Jane Goodall
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Back in the day, face-to-face
communication was the main option
available to me. Throughout my
various careers, deep communication
skills have been crucial. Regardless of
positions held which in my case were
sales, marketing, tutoring,
management, leadership, business or
my work as a volunteer community
first responder. My learning in
counselling and coaching further
helped structure my listening and

questioning abilities.

Nowadays, | often find myself opting
for email or messaging due to its
speed, but I've always been a good
listener. I value this skill and try to
pause before responding to emails,
preferring to talk to the person
directly.

I'm keen to share what I've learned
about meaningful communication
and the potential pitfalls of not
employing it.

Improve Your Communication Skills
Page 4

Communication
Skills Improvement

Would you say that you know how to
communicate well in your everyday
life? Do you consider yourself a good
communicator? A person that
communicates well usually displays
the following characteristics:

e You know how to pay attention.
(active listening)

e You demonstrate that they
understand the situation

e You pay attention to the person
who is speaking

e You look directly into the eyes of
this person (appropriate eye
contact)

® You observe and monitor body
language including facial and

hand gestures


https://mytrainingshop.co.uk/

Improve Your Com

Developing your communication skills
is like learning a new language. It
opens up a whole new world of
opportunities and connections,
allowing you to effectively
communicate with people from

different backgrounds and cultures.

Definition of
communication

Consists of sending messages which
involve speaking, listening, writing and
understanding. Requiring the
participation of at least two

individuals.

The act of Communication involves
speaking, listening, writing, non-verbal
cues and understanding the person
talking. Good communication skills
are crucial in all areas of life. We
communicate constantly through
texting, emailing, talking, and
listening. To summarise, it involves the
transmission and reception of
messages to convey meaning and
understanding.
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Employee
Disengagement

According to a
Gallup poll, lack
of
communication
is a significant
factor
contributing to
employee
disengagement.
Disengaged
employees are
less likely to be
productive and
may have higher
rates of
absenteeism.
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It is extremely important to have

good Interpersonal skills skills in all
areas of your life. When you think
about it, we communicate at almost
every opportunity. Whether it be by
sending a text message, writing an
email or even posting on social media,
which of course can have long lasting

consequences.
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‘Reminder

The more elaborate our means of
communicalion. the less we
communicate. - Joseph Priestley

Imprgwe Your Communication Skills

When not delivered effectively it can
lead to unresolved issues and
difficulties, ultimately personal

relations can brake down.

Poor workplace communication has
serious implications by impacting
productivity, morale, and
organisational growth. It can lead to
confusion, misunderstandings, and
conflicts between employees and
employers, creating a tense work
environment. Additionally, it causes a
lack of predictability and stability,
decreasing job satisfaction and morale
among employees. In turn,
productivity suffers as does efficiency
whilst at the same time stress and

conflict increases.


https://mytrainingshop.co.uk/

N ——
— Improve Your Communication Skil_

J

Common pitfalls associated with
ineffective communication in the
workplace:

e Misunderstandings

e Conflict and Tension

® Reduced Productivity

e Wasted Time and Resources
® Decreased Morale

e Missed Opportunities

e Damaged Relationships

e Poor Decision-Making

e |neffective Leadership

e Legal and Compliance Issues
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The consequences of ineffective communication
with individuals with disabilities & consideration
of individual needs, can be devastating

3
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W Autonomy
Frustration, Decreased
Stress. Access
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Mental Dependency
Health
Safety
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o
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Definition of communicating effectively

In short: Communicating effectively involves the clear, concise, and purposeful
exchange of information between individuals or groups, resulting in mutual
understanding. It encompasses the use of verbal and nonverbal cues, active
listening, and empathy to convey messages accurately and achieve the intended

goals while fostering positive relationships.

Achieving a healthier way of communicating involves numerous and differing
aspects and skills. In my own experience, | have found that keeping things
straightforward has been beneficial towards my day-to-day interactions, hence |

have narrowed it down to 5 factors as follows:

PACTORS Ol PPTECTIVE

COMMUNICATION
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5 factors of
effective
communication

1 - Clarity:

Ensure your message is clear and easy
to understand. Be authentic, avoid
any confusion and use concise

language to express your thoughts.

Take into account the knowledge and
personality style of the person/people
when delivering your message. In the
written word organise your
information and create a logical and
coherent flow—Utilise headings,
bullet points, or other formatting
techniques to enhance clarity.
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2- Active Listening:

To give someone your full attention,
actively listen to them and avoid
distractions.

Show that you're genuinely interested
in what they're saying. Provide
feedback by summarising or
paraphrasing (not repeating their
words) what they've communicated as
this demonstrates understanding and
encourages further conversation.

Improve Your Communication Skills

Page n


https://mytrainingshop.co.uk/

Improve Your Communica

3- Empathy:

Recognise and understand the
emotions of others. Show empathy
(not sympathy) by acknowledging
their feelings and expressing

understanding. Use positive body
language such as facial expressions,
and eye contact (not staring) and use
open body language to convey
empathy. Pay attention to the
emotional tone of the conversation.
Know their behavioural style and their

preferred communicative style.
4- Feedback:

Provide feedback that is specific,
timely, and constructive to ensure it is y
helpful. Positive reinforcement and
guidance for improvement are
important for healthy
communications. Create an open
dialogue and empower individuals to
the point that they feel comfortable
reciprocating. Be open to receiving
feedback yourself to encourage open

communication
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Adaptability: Communication Skills Body Language
When communicating, where possible Refers to the transmission of messages
adapt your style to match the other or information without the use of
person's preferences and needs. Take words. Involves the use of facial
into account their cultural expressions, eye contact, body
background, personality type, and language, gestures, posture, and other
communication preferences. Stay nonverbal cues and can include touch.
flexible in your approach. Adjust your Can complement verbal
responses based on the context and communication and often conveys
feedback you receive. emotions, attitudes, and intentions.
The 2/1
® ®
Communication

Secret to Become
More Charming

The word "charming" has various

meanings to different individuals. It is

\ R
often associated with charisma. When
someone is described as charming,
— they are considered desirable,

delightful, pleasant, and even

magnetic.

Improve Your Comm®
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Sometimesiit's hard to pinpoint what attracts you to someone. You just know that

you feel good when you're with them and enjoy their company.

Learning how to be charming can benefit your career and relationships. Socially
graceful people use charm to make a positive impression, even with those they
don't like or respect. If you want to be more likeable, there is one simple thing

you can do. You are naturally wired to give off a friendly and engaging vibe.

Questioning Techniques

When opening a conversation, it is helpful to use why - what - how type
questioning. This shows that you are genuinely interested and focused on the
topic. It also validates the other person's interest and helps to keep the

conversation going.

Open &
closed
questions
can be
useful,
depending
on the
situation.
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Open Questioning
Examples

When in a position of leader, it was
essential for me to foster meaningful
discussions, encourage critical
thinking, and gain insights from team

members.

Such as What do you envision as the
long-term goals for the team? What
suggestions do you have for improving
our current processes? In your
opinion, What strategies would be
effective in addressing the challenges
we're facing? What skills or knowledge
areas do you feel you would like to
develop further? What steps can we
take to ensure everyone's voice is
heard during team discussions? What
opportunities do you see in the
current market trends, and how can
we capitalise on them? How can we
enhance the customer experience in

our products/services?

Improve Your Communication Skills
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Open questions are designed to
encourage individuals to express their
opinions, share experiences, and
provide more detailed information.
They are often used in interviews,
discussions, or situations where in-

depth responses are desired.

More open question examples
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e What are your thoughts on the
current state of «----- 2

e How do you feel about [a
particular situation]?

e Can you describe your
experience with «---- .7

e What factors do you consider

when making decisions about

¢ In what ways do you think we
could improve.......... ?

e How would you approach [a
specific challenge or problem]?

e What goals do you have for [a
certain aspect of your life] in the
next year?

e What is your perspective on the
impact of [a current event or
trend]?

e Can you share your insights into

Improve Your Communication Skills
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Closed Questions

Closed questioning is used to elicit an
answer requiring a simple yes, no, or

one-word response.

Imprgwe Your Communication Skills

Closed questions often begin with
how or what. Closed questions are
most effectively used when there is a
need to gather specific information,
such as someone's role or how often
they drive to work, what time they
start or finish work. closed questions
are useful in crisis intervention to
gather accurate information as swiftly
as possible. Asa community first
responder, | would use closed
questioning to gain quick responses.

Questions like:

e When did your symptoms start?

e What time did you start feeling
unwell?

e What was your last blood
pressure reading?

e Where were you when you fell?

e If more time allows, switching to
open questioning. Some
examples would be asking what
you were doing before you felt
unwell? what usually happens
before your blood sugar spikes?
how often you go to the
hospital, why you think you fell?
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Closed Questions Examples

e Are your contact details the same as before?

e |sthatyour final answer?

e When are you planning on resigning?

e Have you attended the training session?

e Did you find the training session helpful?

e Are you interested in option A or option B?

e Will you be available in the morning or the afternoon?
e Did you meanY when you said X ?

e |s this the final version of the document?

e Did you encounter any issues during the process?
e Was the project completed on time?

¢ Did you receive the email | sent yesterday?

e Isthis the right contact information for you?

e How many units were sold last month?

e Have you met your sales target?

Improve Your Communication Skills
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How Many Ears Do You Have? How Many
Mouths?

An old one, | know but remind yourself on a regular basis that You have 2 ears
they are always open. You only have 1 mouth, and it can close. Listening should
be done more often than talking. A charming person is an excellent listener. They
ask questions, offer eye contact and use facial expressions to show interest. They
actively listen and can repeat (paraphrase and reflect) what has been told to

them. These are attractive and charming qualities.

Being Charming Is All About Listening

Improve Your Communication Skills
Page 19
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Say the right things and be genuine. Caution; people can tell if you're being false.
Be present with the person you're interacting with and acknowledge their
experience. Reflect on what they are saying, listen deeply and repeat back to
them (as above). Demonstrate that you're truly listening and understanding their
emotions. Remember, you have two ears, so listen more than you talk to prove

that you are engaged.

Admittedly it can often be easier (and quicker) to acknowledge someone by
email, text or messaging. However, becoming an active listener is usually the first
step to improving communication skills overall. Once mastered this skill can
enhance your writing and speaking abilities. Understanding potential issues fully
will make it easier to respond to someone with depth and understanding.

Improving these skills can have a positive impact on your own self-confidence

and self-esteem.
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Actions:

e Pay attention and then ask
questions (careful use of open or
closed techniques as above)
especially if you are unsure of a
certain point.

e Show the person sympathy and
understanding, even if your own
feelings are a little different.

e Don’tinterrupt the person when
they are speaking. Let them
finish talking before taking your
turn and if necessary present
your point of view.

e Do not judge people. Everyone is
entitled to their point of view on
any subject. This essentially
means that there is no one right

or one wrong viewpoint on As much as 65%

anything. of a person's
communication is unspoken

Improve Your Communication Skills
Page 21


https://mytrainingshop.co.uk/

Improve Your Communica

Positive and
supportive
relationships in
mental health

Effective communication methods
require practice and attention as
outlined above. Each person is unique,
so these pointers may need to be
approached differently based on
individual preferences and
circumstances. Consider the following

key factors.

e Demonstrate Empathy and
Compassion: Be non-judgmental
towards their experiences, show
understanding and compassion

whilst factoring in their feelings.

e Active Listening: Practice
reflective listening techniques
see ‘5 factors of effective

communication’

e Use Open-ended Questions:
Avoid one-word answers. See’

Open and Closed Questions’

Improve Your Communication Skills
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e Respect Boundaries: Avoid the

use of stigmatising language and

don’t pressure them to share

something they are not ready to

divulge. Do not make
assumptions about their
circumstances, experience or

their condition.

e \Validate Feelings: Be calm

and communicate your

willingness to help (do not make

the assumption that they know
this) Inform them that they are
not alone. Be patient and avoid
conflict, Consider their
personality style. Offer ongoing
support and reassurance that

they are not alone.. Make it clear

that they are being heard see °

Improve Your Comm®
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e Being Charming Is All About
Listening’

e Offer Practical Help: Be
prepared to encourage them to
speak to a professional and/or to
signpost them to a specialist
organisation. Respect their
privacy and confidentiality. Avoid
discussing their mental health
with others without their explicit
consent. Consider educating
yourself about their particular
health condition. Follow up!
Check in on them from time to

time or as and when promised.
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Effective Communication: Learning from
well known Leaders

Communication is a crucial aspect of leadership. Great leaders are not only skilled
in their field, but they are also great orators and inspiring speakers. Whether we
like or dislike the following leaders, they have the ability to effectively
communicate their ideas, inspire their team, and connect with their audience. In
this article, we will look at some examples of leaders with strong communication

abilities and what we can learn from them.

Barack Obama, the 44th President of the United States, is recognised for his
impactful and inspiring speeches. He possesses the skill to engage his audience
and make them feel included in a larger cause. An important aspect of Obama's
communication style is his utilisation of storytelling. He frequently incorporates
personal anecdotes to demonstrate his arguments and make them relatable to
his listeners. This enables him to establish a profound connection with individuals

and leave a lasting impression.

Oprah Winfrey is a media mogul and philanthropist known for her exceptional
way of communicating. She has the ability to engage and connect with her
audience through her talk show and motivational speeches. One of the key
elements of Oprah's style of communication is her authenticity, which makes her
audience trust and believe in her message. This teaches leaders the importance of

being genuine and relatable to build strong connections and inspire their team.

Improve Your Communication Skills
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Winston Churchill, a former Prime
Minister here in the United Kingdom, is
considered one of the greatest,
certainly memorable in our history. His
presence was commanding with a
powerful voice that captivated his
audience. Interestingly, a key element
of Churchill's communication style
was repetition. He often repeated key
phrases or ideas to emphasize their
importance and make them
memorable. This technique is effective
for leaders delivering important

messages or rallying their team.

Melinda Gates, co-founder of the Bill
and Melinda Gates Foundation.
Melinda leads, inspires and motivates
through communication. She
communicates complex ideasin a
simple and relatable way. Melinda
portrays empathy via her
communication style. She appears to
understand her audience's perspective
and consequently connects with them

creating a meaningful impact.

Improve Your Communication Skills
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Leaders need strong communication
skills to be successful. We can learn
from the best leaders to improve our
own skills. They have shown us that
effective conversations can inspire,
motivate, and bring people together.
Techniques like storytelling,
authenticity, repetition, and empathy
can be incorporated into our own

style.

LACK OF COMMUNICATION WITHIN
BUSINESSES CAN INCLUDE
EMPLOYEE DISENGAGEMENT

PRODUCTIVITY LOSS
POOR DECISION-MAKING
INNOVATION & CREATIVITY
EMPLOYEE TURNOVER

EMOTIONAL INTERACTION
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Definition of nonverbal
communication

The transmission of messages or information
without the use of words

How can nonverbal communication impact relationship dynamics?

Nonverbal cues, such as body language and facial expressions, impact
relationship dynamics by conveying emotions and intentions. They can enhance
or contradict verbal messages, influencing how messages are received and

contributing significantly to the overall dynamics of a relationship.
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If You Want to Be Better at
Starting Conversations, Take a
Break from social media

Social media helps people connect
and reconnect. People who haven't
seen each other since high school,
college or university can now chat on
Facebook. However, there is a
downside to this type of connection. It
may lead to more isolation and
difficulty in face-to-face interactions.
Meeting in person is irreplaceable.
Emoticons/emoijis can't compare to

seeing someone's smiling face.

Engaging in social media limits
availability for one-on-one

conversations.

The appeal of social media is
understandable. It allows instant
conversations with long-lost friends.
We can share pictures, listen to music,
and stay updated on each other's
lives. Social media also provides

emotional support during struggles.

Improve Your Communication Skills
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Unplug and find
true connection
again

The internet has decreased our level
of connection. Notice how many
people are using their smart devices
when you're around a group of
people. There's no need to start a
conversation because they're already
engaged with someone online. If you
try to talk to them, they might get

annoyed because you interrupted

their online conversation.

Before smart devices, people used to
chat with each other all the time, even
in public places like trains, subways,

and bus stops.

Break the ice and
make new
connections

To stand out, strike up a conversation
with a stranger. Talk about their smart
device. This is a great conversation
starter. Ask about the device they
have. Even if you don't want one, this
will get them talking. Social media is
here to stay. But it's good to connect
face-to-face. You can quickly decide if
the person is worth talking to. You

can't do this on social media.


https://mytrainingshop.co.uk/

Improve Your Communication Skills

Everything DiSC® profiling is a tool used to
assess & understand different personality types
& behavioural styles. It categorises individuals
into four main types:

Dominance (D), Influence (1), Steadiness (S), and
Conscientiousness (C).

Elevate your communication game with
Everything DiSC®

Now is the best time to discover your Everything DiSC® style and perhaps the
styles of your team or family members. This will increase self-awareness and
provide a strong foundation for understanding others and improving your

communicative skills.

Improve Your Communication Skills
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FAQ’s

Q - How can effective communication help build stronger relationships?

A - Helps build stronger relationships by fostering understanding, trust, and
connection. It allows individuals to express needs, resolve conflicts, and build

a foundation for strong, healthy relationships.

Q - What are some key strategies for improving communication in a
relationship?

A - Key strategies for improving relations include active listening, expressing
feelings openly, using "I" statements, avoiding blame, and being mindful of

nonverbal cues to enhance overall communication.

Q - How does active listening contribute to building stronger relationships?

A - Active listening contributes to building stronger relationships by
demonstrating genuine interest, understanding, and respect. It encourages
open dialogue, minimizes misunderstandings, and creates a foundation of

trust in relationships.

Q - What role does empathy play in effective communication?

A - Empathy plays a crucial role by fostering emotional connection through
understanding and sharing the feelings of others. It promotes a supportive
environment, encourages validation, and strengthens the emotional bond in

communication.

Improve Your Communication Skills
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Everything Everything DiSC® Workplace® is DNV-GL certified as an occupational
test tool. It is EFPA compliant and to be used for development purposes.

1) Trainers:

Are you a trainer looking for a powerful tool to raise self-awareness in your team?

Everything Everything DiSC® profiling is the solution you've been searching for.
This innovative tool helps individuals and teams gain a deeper understanding of
themselves and others, leading to stronger communication, collaboration, and
productivity.

With Everything DiSC® profiling, you can unlock your team's potential by
identifying their unique behavioural styles and leveraging their strengths. Imagine
the impact this could have on your training sessions and the overall success of

your organisation!

Don't miss this opportunity to enhance your training programs.

Leaders and Managers

Improve Your Communication Skills
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Leaders and
Managers:
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As a leader, you understand the importance of effective communication and

productivity within your team.

Everything DiSC® profiling is a powerful tool that can help your team members
understand themselves and each other better, leading to improved
communication and increased productivity. By understanding their own
behaviours and communication styles, as well as those of their colleagues, your
team members can collaborate more effectively and overcome conflicts more

smoothly.

Imagine a team that communicates seamlessly, understands each other's

strengths and weaknesses and works together harmoniously towards a common
goal. With Everything DiSC® profiling, this can become a reality for your team. By
investing in Everything DiSC® profiling, you'll equip your team with the skills and

knowledge to excel in their roles and achieve extraordinary results.

Don't miss out on the opportunity to transform your team's communication and
productivity. Click here now to learn more about how Everything DiSC® profiling
can benefit your team and to get started on the path to success.

Individuals

Improve Your Communication Skills
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Individuals:
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Are you looking to gain a better understanding of yourself and how you interact
with others?

Everything DiSC® profiling is a powerful tool that can help you raise your self-
awareness and improve your relationships. By exploring your personality traits
and behaviours, you'll gain valuable insights into how you communicate, work,
and interact with others.

If you're an individual seeking personal growth and development, Everything
DiSC® profiling can empower you to navigate through life with greater confidence
and self-awareness. Imagine the power of understanding your own strengths and
areas forimprovement, enabling you to build healthier and more effective

relationships.

Take the first step towards self-improvement and click here to learn more about
Everything DiSC® profiling and how it can benefit you. Unlock your potential and
enhance your personal and professional success today!

Click here now ( My Training Shop Website) to learn more about Everything DiSC®

profiling and how it can transform your team's performance.

Any questions ? Contact us

Improve Your Communication Skills
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