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Questionnumber1

Strongverbalcommunicationskillsareimportantforeveryonetomaster.Theyareextremely

valuableinbothyourpersonalandprofessionallife.Whenspeakingclearly,confidently,and

withpoise,youaremuchmorelikelytocommandtherespectofothersandbuildrapport.This

isparticularlyimportantinbusinessinteractions.

Thefollowing7tipswillhelpyouimproveyourverbalcommunicationskillssothatyoucan

betterconnectwithyouraudience,earnrespect,andbuildtherelationshipsnecessaryfor

successfulbusinessinteractions:

1:Thinkbeforeyouspeak:

Byorganizingyourthoughtsinadvance,youcaneliminatemanyoftheawkwardpausesthat

occurwhenspeaking.Itwillalsohelpyourelayyourinformationmoreconcisely.Whilewriting

downyourthoughtsisnotalwayspossibleinimpromptudiscussions,itisstilleffectivetotake

aminutetoorganizeyourthoughtsinyourmindbeforeyoubegintospeak.

2:Beclearandconcise:

Themosteffectivewaytogetyourpointacrossistomakeitinaclearandconcisemanner.

Avoidusingcomplex,convolutedsentences,andtrytostateyourargumentindirectlanguage.

Beforespeaking,askyourself,“WhatistheclearestwayIcanmakemypoint?"

3:Speakwithconfidence:

Speakinginaconfidentmannerwillhelpyoubuildtrustandcommandtherespectofyour

audience.Thereareseveralfactorswhichcanimpactyourabilitytospeakconfidently,including

yourcommandofthesubjectmatter,yourwordchoice,thetoneofyourvoice,yourbody

language,andyourabilitytomakedirecteyecontactwithyouraudience.

4:Varyyourvocaltone:

Speakinginamonotonevoiceisasurefirewaytoboreyouraudience.Instead,usevoice

inflectiontoaddemphasistoimportantpoints,andvarythepitchofyourvoicetoexpress

emotion.Thiswillhelpkeepyouraudienceengagedinyourmessage.

5:Beagoodlistener:

Beingagoodlistenerisasimportantasbeingagoodspeaker,anditwillimprovethe

qualityofyourverbalinteractions.Itshowsthepeopleyouarespeakingwiththatyougenuinely



careabouttheirideas,andithelpsensureyouunderstandtheirneeds.Thiswillenableyouto

buildtrustandrapportmuchquicker.

6:Beawareofyournon-verbalcommunicationcues:

Yourbodylanguagesignificantlyimpactsthewayothersinterpretwhatyousay.Pay

attentiontothegesturesyoumake,yourfacialexpressions,andyourbodylanguagetoensure

theyalignwiththemessageyouaretryingtogetacross.

7:Thinkabouttheperspectiveofyouraudience

Justbecauseyouhaveastrongcommandofatopicdoesn’tmeanthepeopleyouarespeaking

tohavethesameknowledgeasyou.Trytothinkabouthowsomeoneelsewillunderstandwhat

youaretryingtocommunicate,particularlyiftheylackthetechnicalknowledgeaboutasubject

thatyoupossess.

Questionnumber2

Non-verbalcommunicationistheform ofcommunicationwhichisasoldasMesolithicand

clearlyinvolvescomplexhumanpsychologybehindthesimplevisualaesthetic.

NonverbalCommunication

Theterm nonverbalcommunicationwasintroducedin1956bypsychiatristJurgenRueschand

authorWeldonKeesinthebook"NonverbalCommunication:NotesontheVisualPerceptionof

HumanRelations."

Definition:Thoseaspectsofcommunication,suchasgesturesandfacialexpressions,thatdo

notinvolveverbalcommunicationbutwhichmayincludenonverbalaspectsofspeechitself

(accent,toneofvoice,speedofspeaking,etc).

“Themostimportantpartofcommunicationishearingwhatisn’tsaid.”–PeterDrucker

Althoughverbalcommunicationisimportant,spokenwordsmakeuponlyasmallpartof

communication.Themajorityofcommunicationisnonverbal.Infact,someresearchhasshown

thatupto93%ofcommunicationisnonverbal!Theamountofcommunicationthatisnonverbal

showswhyitissoimportanttopaycloseattentiontopeople’sactionsaswellastheirwords.

Sohowdopeoplecommunicatenon-verbally?Nonverbalcommunicationismadeupprimarily

offacialexpressionsandbodylanguage.Understandingthesenonverbalcueshelpstofully

understandwhatthespeakerissaying.Masteringnonverbalcommunicationwillenableyouto

beabettercommunicatorasyougetabetterunderstandingofthenonverbalcuesyouandthe

peopleyoucommunicatewitharesending.Ifyoudon’tunderstandnonverbalcommunication,



youwillmissoutonpartofthemessage.Nonverbalcuescantellyouhowpeoplefeel,ifthey

aretellingthetruth,andwhetherornottheyarepayingattention.

Sowhatarenonverbalcuesandhowcanyouidentifythem?Hereisalistofcommonnonverbal

cuesthatcantellyoualotaboutwhatapersonissaying:

Eyecontact

Paceorspeedofspeech

Crossedarmsorlegs

Postureorbodyposition

FacialExpressions

Nowthatyouknowsomenonverbalcuestowatchfor,youcanstartlookingatwhattheymight

mean.Whenreadingnonverbalcommunication,payattentiontodifferencesbetweenwhatthe

peoplearesayingandwhattheyaredoing.Itisalsoimportantthatyouareawareofyourown

nonverbalcues.Whenyourwordsdon’tmatchupwithyourfacialexpressions,bodylanguage,

andposture,peoplewillnotice.Whiletheymightnotactuallythink,“Thisperson’snonverbal

communicationdoesn’tmatchtheirwords,”theywillexperiencefeelingsofmistrust,

uncertainty,andconfusionwhentalkingtoyou.

Typesofnonverbalcommunication

Themanydifferenttypesofnonverbalcommunicationorbodylanguageinclude:

1) Facialexpressions:Thehumanfaceisextremelyexpressive,abletoconveycountless

emotionswithoutsayingaword.Andunlikesomeformsofnonverbalcommunication,facial

expressionsareuniversal.Thefacialexpressionsforhappiness,sadness,anger,surprise,fear,

anddisgustarethesameacrosscultures.

2) Bodymovementandposture:Considerhowyourperceptionsofpeopleareaffectedby

thewaytheysit,walk,stand,orholdtheirhead.Thewayyoumoveandcarryyourself

communicatesawealthofinformationtotheworld.Thistypeofnonverbalcommunication

includesyourposture,bearing,stance,andthesubtlemovementsyoumake.

3) Gestures:Gesturesarewovenintothefabricofourdailylives.Youmaywave,point,

beckon,oruseyourhandswhenarguingorspeakinganimatedly,oftenexpressingyourselfwith

gestureswithoutthinking.However,themeaningofsomegesturescanbeverydifferentacross

cultures.WhiletheOKsignmadewiththehand,forexample,conveysapositivemessagein

English-speakingcountries,it’sconsideroffensiveincountriessuchasGermany,Russia,and

Brazil.So,it’simportanttobecarefulofhowyouusegesturestoavoidmisinterpretation.

4) Eyecontact:Sincethevisualsenseisdominantformostpeople,eyecontactisan



especiallyimportanttypeofnonverbalcommunication.Thewayyoulookatsomeonecan

communicatemanythings,includinginterest,affection,hostility,orattraction.Eyecontactis

alsoimportantinmaintainingtheflowofconversationandforgaugingtheotherperson’s

interestandresponse.

5) Touch:Wecommunicateagreatdealthroughtouch.Thinkabouttheverydifferent

messagesgivenbyaweakhandshake,awarm bearhug,apatronizingpatonthehead,ora

controllinggriponthearm,forexample.

6) Space:Haveyoueverfeltuncomfortableduringaconversationbecausetheother

personwasstandingtoocloseandinvadingyourspace?Weallhaveaneedforphysicalspace,

althoughthatneeddiffersdependingontheculture,thesituation,andtheclosenessofthe

relationship.Youcanusephysicalspacetocommunicatemanydifferentnonverbalmessages,

includingsignalsofintimacyandaffection,aggressionordominance.

7) Voice:It’snotjustwhatyousay,it’showyousayit.Whenyouspeak,otherpeople“read”

yourvoiceinadditiontolisteningtoyourwords.Thingstheypayattentiontoincludeyourtiming

andpace,howloudyouspeak,yourtoneandinflection,andsoundsthatconveyunderstanding,

suchas“ahh”and“uh-huh.”Thinkabouthowyourtoneofvoicecanindicatesarcasm,anger,

affection,orconfidence.

8) Clothing:Clothingisameansofcommunicatingnonverballythatreliesuponmaterials

otherthanone’sbody.Further,itisaform ofnonverbalcommunicationthateveryoneengages

inunlesslivingonanudistcolony.Thetypesofclothinganindividualwearsconveynonverbal

cluesabouthisorherpersonality,background,andfinancialstatus.Evenifanindividualdoes

notputmuchthoughtintohisattire,whathewearsstillcommunicatessomethingtoothers,

evenunintentionally.Anexampleofhowpeopleareawarethattheirclothingservesto

communicateisthenotionofproperdress.Youwoulddressdifferentlytogotoaweddingthan

ajobinterviewthancamping.

Consequences

Nonverbalcommunicationcanhaveseriousconsequences,evenifthepublicunderstandsthe

messagetheyarereceivingisbeingconveyedunintentionally.Forexample,individualstendto

trustandsupporttallerpeople.Obviously,anindividualhasnocontroloverhisheightbut,

nevertheless,othersperceiveheighttocommunicatecertaincharactertraits.InAmerican

elections,thetallercandidateusuallywins.Inthe2004presidentialdebates,GeorgeW.Bush

(theshortercandidate)insistedthathispodium bealteredsothatheappearedtobethesame

heightasJohnKerry.Thepointisthateverythingaboutourselves,whetherunderourcontrolor

not,communicatesinformationtoanaudience.

Questionnumber3



Planoutwhatyouwillsaytomakeyourwritingmoredirectandeffective.Usewordssparingly

andkeepsentencesshortandtothepoint.Avoidjargonand“fancy”words.Striveforclarity

instead.

Overworkedmanagerswithlittletimemightthinkthatimprovingtheirwritingisatediousor

evenfrivolousexercise.Butknowinghowtofashionaninterestingandintelligentsentenceis

essentialtocommunicatingeffectively,winningbusiness,andsettingyourselfapart.

“Youcanhaveallthegreatideasintheworldandifyoucan’tcommunicate,nobodywill

hearthem.”Luckily,everyonehasthecapacitytoimprove,saysBryanGarner,authorofTheHBR

GuidetoBetterBusinessWriting.Effectivewriting“isnotagiftthatyou’rebornwith,”hesays.

“It’saskillthatyoucultivate.”Here’showtowritesimply,clearly,andprecisely.

Thinkbeforeyouwrite:

Beforeyouputpentopaperorhandstokeyboard,considerwhatyouwanttosay.“The

mistakethatmanypeoplemakeistheystartwritingprematurely,”saysGarner.“Theyworkout

thethoughtsasthey’rewriting,whichmakestheirwritinglessstructured,meandering,and

repetitive.”Askyourself:Whatshouldmyaudienceknoworthinkafterreadingthisemail,

proposal,orreport?Iftheanswerisn’timmediatelyclear,you’removingtooquickly.“Stepback

andspendmoretimecollectingyourthoughts,”Blackburnadvises.

Bedirect:

Makeyourpointrightupfront.Manypeoplefindthatthewritingstyleandstructurethey

developedinschooldoesn’tworkaswellinthebusinessworld.“Oneofthegreatdiseasesof

businesswritingispostponingthemessagetothemiddlepartofthewriting,”saysGarner.By

succinctlypresentingyourmainideafirst,yousaveyourreadertimeandsharpenyourargument

beforedivingintothebulkofyourwriting.

Readwhatyouwrite:

Putyourselfinyourreader’sshoes.Isyourpointclearandwellstructured?Arethe

sentencesstraightforwardandconcise?Blackburnsuggestsreadingpassagesoutloud.“That’s

wherethoseflawsrevealthemselves:thegapsinyourarguments,theclunkysentence,the

sectionthat’stwoparagraphstoolong,”shesays.Anddon’tbeafraidtoaskacolleagueor

friend—orbetteryet,severalcolleaguesandfriends—toedityourwork.Welcometheir

feedback;don’tresentit.“Editingisanactoffriendship,”saysGarner.“Itisnotanactof

aggression.”

Practiceeveryday

“Writingisaskill"saysBlackburn,“andskillsimprovewithpractice.”Garnersuggests

readingwell-writtenmaterialeveryday,andbeingattentivetowordchoice,sentencestructure,

andflow.“StartpayingattentiontothestyleofTheWallStreetJournal,”hesays.Investina



guidetostyleandgrammarforreference—GarnerrecommendsFowler’sModernEnglish

Usage.Mostimportantly,buildtimeintoyourscheduleforeditingandrevising.“Writingand

reworkingyourownwritingiswherethechangehappens,andit’snotquick,”saysBlackburn.

Hereareafewwaystomakeyourmessagesstandoutfrom thepack.

1:Knowyouraudience....

2:Knowyourmessage....

3:Thinklikeareporter....

4:Banishbuzzwordsandclichés....

5:Junkthejargon....

6:Keepittight....

7:Makeitplainandsimple....

8:Leavethesymbolsandabbreviationsonyourphone.

Questionnumber4

Advicescomeandgo,butthereareafewstrategiesthatremain,andthesearetheonesproven

successfulwhenaddressingagroupofpeople.

Practicemakesperfect....

Practicewithanaudience....

Hookyouraudience'sattention....

Yourbodylanguageiskey....

Don'tgetstuck,movearound....

Setyourgoal.

1:Practicemakesperfect.

Practiceyourspeechafewweeksaheadofthebigday.Usethistimetomastereachwordthat

comesoutofyourmouth.Recordyourselfandseehowfastorslowyouarespeaking,watch

yourbodylanguageandhowyouareusingyourhandstoaddresstheaudience.

Knoweverywordofyourspeechbutgiveitpersonality,makeityourown,makeitunique.



Asyou’repracticingseehowdifferentyourspeechwouldbeifyouchangeyourtoneofvoicein

certainparts.Knowthesubjectofyourspeechwell,confidenceiscrucialwhenaddressingan

audienceanditwillshowonstagehowconfidentyouare.

2:Practicewithanaudience.

You’vepracticedyourspeechbyyourselfforsometimenow,butwhataboutinfrontofan

audience?Oneofthebestwaystopracticeyourspeechistopracticeitunderconditionsthat

willresemblethedayofyourspeech.Practiceinfrontofasmallgroupofpeople,tobuildyour

confidencethatwaywhenyouhitthestageyouwon’tgetflusteredbytheamountofpeople

you’llsee.

3:Hookyouraudience’sattention.

It’snosecretthatcapturingyouraudience’sattentionearlyonisoneofthefundamentalpoints

inpublicspeaking.Youshoulddeliveryourbigideaorpropositionduringthefirstfewminutes

ofyourspeech.Thiswillbeyour“hook.”Assoonasyoustartspeakingyoushouldstartstating

allofthepointsofyourspeech.Thiswayyouwillobtainandholdyouraudience’sattention

quickly.

4:Yourbodylanguageiskey.

Youarethefirstthingthattheaudiencewillseeandhowyoupresentyourselfplaysacrucial

partonhowtheaudiencewillreceivetheinformationyou’reabouttopresent.Standupstraight

whenenteringthestageandspeakingtoyouraudience,itwillshowyourauthorityand

confidence.Ifyouwalkintothestageslouchingandnotstandingstraighttheaudiencewill

possiblygetboredreallyquicklybecauseyouare.

5:Don’tgetstuck,movearound.

Usethestagetoyouradvantage,walk,run,jumporskipbydoingthisyouwillkeepyour

audienceeyesonyouandkeepthem engagedcontinuouslybymovingaround.Ifyou’veseena

KevinHartcomedyshow,you’llseethathedoesn’tstopmovinganduseshisbodyto

emphasizewhathe'stellingtheaudience.Standingbehindthepodium orthemicrophoneduring

yourwholespeechandnotmovingwillturnyourcaptiveaudienceintoasleepyaudience.

6.Setyourgoal.

Anotherwaytograbyouraudience’sattentionearlyonistomentionallofyourtalkingpointsfor

thespeech.Bystatingtheorderofyourtalkingpoints,youwillprovideanoverviewofwhatthe

presentationwillbelikeandwhatitwillcover.Youwilltelltheaudiencewhatyourgoalsforthat

day,andduringyourspeechyouwilldiveindepthintoeachtalkingpointandfinalizeby

summarizingeachofthem.

7:Gettoknowyouraudience.



Knowexactlythetypeofaudiencethatwillbeattendingyourspeech.Youcanusethis

informationtotailoryourspeecharoundthetypeofpeoplethatwillbeattending.Knowingmore

aboutyouraudiencewillhelpreducestresslevelsregardingyourspeech.Furthermore,itwill

makeyoufeelasyou’renotstandinginfrontofstrangers,butagroupofpeoplethatsharethe

sameinterests.

8:Beginwithaninterestingquestionorstory.

Startyourspeechwithaquestion,storyorpuzzle.Itwillhelptaketheaudience’sfocusoffyou

andintowhatyou'reaskingthem toplacetheirattentionon.Thetheorybehindthisisthatitwill

gettheaudiencethinkingofanotherthingthanusingthosefirstmomentsofyourspeechto

judgeyou.It’sawaytostartyourspeechwitheaseandfindacommongroundwiththe

audience.

9:Findothersgoingthroughyoursameissues.

You’renottheonlyonegoingthroughstagefright,youcanbesureaboutthat.Findagroupof

peoplewhoaregoingthroughyoursameissuesyouareandseehowtheyovercomeitorhow

theyareworkingthroughthem.Asupportteam isalwaysabeneficialtooltohaveinyour

armoryofpublicspeaking.

10:Getfeedback.

There’snothingwrongwithreceivingfeedback,eitherifitispositiveornegativefeedback.

Listeningtowhatyouraudiencesaysisoneofthemostimportantpartsofbeingasuccessful

publicspeaker.Youraudiencemaypointoutthingsthatyoudowhilespeakingthatyoumay

havenotnoticedbefore.Takeeveryfeedbackasconstructivecriticism andapplyittoyour

futurespeeches.
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