
Effective 
Communication



Communication skills are important to everyone –
they are how we give and receive information and 
convey our ideas and opinions with those around us.  
Communication comes in many forms:

VERBAL
Sounds, Language, and Tone of Voice

LISTENING
Active and Passive

NON-VERBAL
Facial Expressions, Body Language, and Posture

WRITTEN
Emails, Blogs, and Text Messages

VISUAL
Signs, Symbols, and Pictures



It is important to develop a 
variety of skills for both 

communicating TO others
and

learning how to interpret the 
information

received FROM others!



Unclear communication just results 
in frustration for everyone.

A classic example is Abbott & Costello’s 
Who’s on First comedy routine.

Click the above image to view the skit.

https://youtu.be/7di5zAMMxaI


Why It Matters

STRONG COMMUNICATION 
IS CONSISTENTLY 

RANKED AS 
THE #1 SOFT SKILL 
BY EMPLOYERS!



Why do you need to develop your 
communication skills?

If you want to get and keep a job, 
you need to be a good 
communicator in all forms.



Communication Skills
are very important

for Workplace Success!

Click the image above to view additional 
information on Top 10 Communication Skills

https://www.thebalance.com/communication-skills-list-2063779


Did you know that everyone 
has a “communication style”?

Want to know what your 
“communication style” is…

take an online quiz
like the one found HERE.

https://www.leadershipiq.com/blogs/leadershipiq/39841409-quiz-whats-your-communication-style


Communication is just one example of a soft skill.

Soft skills or employability skills are buzz words these 
days, but what are they exactly?

SOFT SKILLS
Personal attributes that enhance a person’s job (or school) 
performance and ability to interact with others.
• *Communication
• *Organization
• *Time Management

HARD OR TECHNICAL SKILLS
Refer to a person’s skill set and ability to perform a certain task.
• *Operating Machinery
• *Proficiency with software, like Microsoft Word or Adobe Photoshop
• *Speaking a foreign language



Let’s look at some more 
examples of soft skills!

Click the above image to view a video.

https://www.youtube.com/watch?v=OwPArMTI9i8


Hard skills will get you an 
interview, but you need 

“Soft Skills” to get 
(and keep!) the job.”



Communication Skills - Verbal

WHEN COMMUNICATING, 
IT IS IMPORTANT THAT 
YOUR VERBAL CUES 

MATCH UP WITH WHAT 
YOU ARE SAYING!



Paralanguage is defined as vocal features that 
accompany speech and contribute to 
communication such as vocal quality, loudness 
and tempo.  

Your TONE is vital to communication—it gives purpose 
to your words.

Click the above image to view a video.

https://www.youtube.com/watch?v=xD7rVRlnrJI


It’s not what you say,
but what you 

sound like 
when you say it!



The tone of your voice can 
relay an underlying message.
What message does your TONE send?

How is your pitch—
do you have a LOW (deep) voice or 
a HIGH (squeaky) voice?

What volume do you typically speak—
is your voice usually LOUD or SOFT?

Are you a FAST talker or a SLOW talker?



Tone of voice is simply speaking in a manner that allows 
you to be heard AND understood by the listener.

Is tone of voice static or never changing?  NO!

As a communicator, it’s critical to learn the best way 
to modulate your voice to get your point across.



Your speaking voice has 20-30 notes in its 
range to play around with.  Don’t get 
caught being “monotone” by hovering 
over 2-3 notes all the time.

Practice the SLIDE exercise demonstrated 
in the above video to help you get 
comfortable using varying notes for 
emphasis and inflection when you speak.



Some key points to remember:
The “tone” you use has a greater impact than 
the “words” you speak.

The reaction you receive from people is 
determined by your “tone.”

You control the “tone.”



Remember—

Tone of voice is part of
presenting yourself

as a
confident person!



Additional tips worth noting:
Pronounce words in a clear, distinct, tone.

Don’t use words that have no meaning like, 
“um” 
“kinda”
“well”
“just”
“ya know”

Eliminate filler words.

Use silence or a pause for greater effect, special 
emphasis and to regroup your thoughts.



When you get nervous, your vocal chords tighten 
and make your voice sound higher and more 
strident.

So, if you do get nervous, take a deep breath and 
actually think your voice DOWN!

Try to drop the pitch of your voice just a wee bit.  
Then, when you hear yourself, the lower sounding 
voice has a way of actually calming you down 
further.



Communication Skills - Listening

THERE IS A BIG 
DIFFERENCE BETWEEN 

LISTENING
AND 

HEARING!



Listening is one of the most important 
skills you can have.

How well you listen will have an impact 
on the quality of your relationships and 
your effectiveness in the classroom or in 
the workplace.

For Example:
* We listen to obtain information.
* We listen to understand.
* We listen for enjoyment.
* We listen to learn.



Most people are so busy talking 
that they aren’t really listening.



Hearing is a physical process that is PASSIVE.

Listening is a physical AND mental 
process that is ACTIVE.

Listening is hard! 

You must choose to participate 
in the process of listening.



Many of us have bad listening habits.

Look at the list below and see if you are 
guilty of any of these “bad habits.”

* Criticizing the subject or the speaker
* Getting over-stimulated
* Listening only for facts
* Not taking notes OR outlining everything
* Tolerating or creating distraction
* Letting emotional words block message
* Wasting time difference between speed

of speech and speed of thought



Since “listening” is so important,
we can all benefit by

improving our listening skills!



We listen at approximately 125-250 
words per minute…but we think 

at approximately 
1000-3000 words per minute.

A lot of the time (about 75%) 
we may be “hearing” but are 

distracted or preoccupied.

We typically are only really listening 
about 25% of the time!



Make a conscious effort to hear AND 
understand by…

* Pay Attention –
make eye contact and ignore distractions

* Show That You Are Listening –
smile and nod

* Provide Feedback –
paraphrase or repeat info to ensure that you 
heard it correctly

* Don’t Interrupt –
respond appropriately once they are finished



Listening well involves 
more than your ears;

your eyes, your body posture,
your hands, and your mind

all have to be involved!



It takes a lot of concentration and 
determination to be an active listener.

Old habits are hard to break, and if 
your listening skills are as bad as many 

people’s are, then there is a lot of 
habit-breaking to do!



Be deliberate with your listening and remind 
yourself frequently that your goal is to truly 
hear what the other person is saying.

Set aside all other thoughts and behaviors 
and concentrate on the message.

Ask questions, reflect, and paraphrase to 
ensure you understand the message.  If you 
don’t, then you’ll find that what someone 
says to you and what you hear can be 
amazingly different!



Start using active 
listening 

techniques today 
to become a 

better 
communicator, 

improve your 
productivity, and 
develop better 

relationships.



Communication Skills - Written

GOOD WRITING SKILLS
ALLOW YOU TO COMMUNICATE

YOUR MESSAGE WITH
CLARITY AND EASE!



Writing skills are an important part of 
communication.

Poor writing skills create poor first impressions 
and many readers will have an immediately 
negative reaction if they spot a spelling or 
grammatical mistake.

As just one example, a spelling mistake on a 
commercial web page may cause potential 
customers to doubt the credibility of the 
website and the organization.



Correct grammar, punctuation and spelling 
are key in written communications.

The reader will form an opinion of you 
based on both the content and 
presentation, and errors are likely to cause 
them to form a negative impression.



Correct grammar, punctuation 
and spelling are key in written 
communications.

The reader will form an opinion 
of you based on both the 
content and presentation, and 
errors are likely to cause them 
to form a negative impression.



In an effort to avoid costly errors, all written 
communication should be read and re-read 
before sending to print, or hitting the send 
button (in the case of emails).

Even if you are good at spelling and grammar, 
it is a good idea to double-check your work or 
have someone else proof-read it.

Our brains work faster than our fingers can 
type and accidental typographical errors 
(typos) inevitably creep in.



Email is a widely used 
tool for business 
communications.

The average office 
worker receives around 
80 emails each day.

It is so important to learn how to 
communicate effectively using email.



Let’s look at one recent example.  
A student in Work-Based Learning didn’t show up 
for work.  It was his third day on the job.  The 
employer emailed the student to find out where he 
was.  This was his response:

What do you think is wrong with this response?
How do you think the employer responded to this communication?
How would you have responded to the employer’s email asking 
why you weren’t at work?



Email communication is also critical when 
you’re communicating with your teachers and 
professors.

Students that are proactive, clearly express a 
problem or concern, and offer options or 
solutions receive positive responses from 
teachers.

If you are going to miss a class or have an issue 
that is going to impact your performance, an 
email and how it is written could make or 
break the response you get.



This student didn’t put a lot 
of thought into his email.  

Let’s see how the college professor responded.

This is a very honest response to a 
frustrating email!



While you may never get to hear or see it, this 
is what other people think when they read a 
poorly thought out and constructed email.

Don’t be that person who writes that type of 
email.

Don’t miss an opportunity because you don’t 
spend the time to write an email correctly.

Oh…and the WBL student who had the “flu” in 
the situation discussed earlier, he was fired 
during his first week on the job!



Let’s look at how you can ensure that your use 
of email is clear, effective and successful:

* Be proactive, not reactive
* Don’t over communicate by email; pick up the phone
* Make good use of subject lines
* Keep messages clear and brief
* Be polite!
* Check your tone.  Avoid messages that could be

misinterpreted.
* Proofread for correct spelling, grammar, capitalization,

& punctuation.  ALWAYS



Here are some other great tips
to remember before you hit “send.”



You should get into the habit of 
checking your email daily.  

Adults use this communication method 
regularly and you could miss out on 
important information and key dates.

While texting may seem easier, it is more 
professional to email a potential or 
current employer.



What do you think about using email?

When do you choose to use email versus texting or 
social media?

When you use Canvas, how did you select to 
receive alerts – email, text, Facebook and/or 
Twitter?

What do you think the future of email is?



The good news is that writing is a 
skill that can be learned!

One trick for checking and improving 
your work is to read it aloud.

Reading text forces you to slow 
down and you may pick up problems 
with the flow that your eye would 
otherwise skip over.



Communication Skills - Nonverbal

THE MESSAGES WE
CONVEY TO OTHERS

GO FAR BEYOND
THE WORDS WE SPEAK!



Do you think nonverbal communication 
isn’t that important?  Consider this…

Communication is very important as people 
spend about 75% of their waking hours 

communicating of which most happens 
non-verbally!



When we interact with others, we 
continuously give and receive wordless 
signals.

All of our nonverbal behaviors—the gestures 
we make, the way we sit, how fast or how 
loud we talk, how close we stand, how 
much eye contact we make—send strong 
messages.

These messages don’t stop when you stop 
speaking either.



Even when you are silent,
you are STILL

communicating nonverbally!



We telegraph our intentions and feelings, whether we 
are aware of it or not.

Whatever we are feeling on the inside shows on the 
outside.



The expression “She wears her emotions on her 
sleeves” refers to Nonverbal Communication.



In many instances, what comes out of your mouth 
and what you communicate through your body 
language are totally different.

When faced with mixed signals, the listener has to 
decide what to believe—your verbal or nonverbal 
message.

Probably over half of that others attach to our 
spoken message come not from the words of the 
messages themselves, but from the tone of voice and 
from our body language.





Some types of nonverbal 
communication include:

* Facial Expressions
* Body Movements
* Posture
* Gestures
* Eye Contact
* Touch
* Space
* Voice



We have to be careful not to assume that just 
because a person displays one nonverbal signal that 
we are interpreting that signal correctly.

We must look at the whole cluster of signals to see if 
they support our reading of that person.

For instance, a person who crosses his arms might be 
expressing defiance, but he might also just be feeling 
cold.

We would need to check out his facial expressions 
and other nonverbal signs to determine the correct 
reading.



People interpret messages 
according to how 
you react, listen, 

look, etc. 
at the time 

of communicating!



When verbal and non-verbal signals do not match, 
it creates distrust, unclear message, 
misunderstandings and confusion.

Interpretation of non-verbal signals is not always 
easy because it differs from person to person and 
culture to culture.

If you want to communicate effectively and avoid 
misunderstandings, it is important to understand 
how to use and interpret nonverbal signals.



Let’s Review….



Why It Matters

STRONG COMMUNICATION 
IS CONSISTENTLY 

RANKED AS 
THE #1 SOFT SKILL 
BY EMPLOYERS!



Communication Skills - Verbal

WHEN COMMUNICATING, 
IT IS IMPORTANT THAT 
YOUR VERBAL CUES 

MATCH UP WITH WHAT 
YOU ARE SAYING!



Communication Skills - Listening

THERE IS A BIG 
DIFFERENCE BETWEEN 

LISTENING
AND 

HEARING!



Communication Skills - Written

GOOD WRITING SKILLS
ALLOW YOU TO COMMUNICATE

YOUR MESSAGE WITH
CLARITY AND EASE!



Communication Skills - Nonverbal

THE MESSAGES WE
CONVEY TO OTHERS

GO FAR BEYOND
THE WORDS WE SPEAK!



It is important to develop a 
variety of skills for both 

communicating TO others
and

learning how to interpret the 
information

received FROM others!
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