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Communicating effectively is just as important in your personal life as it is in your professional life. In fact, how 
you communicate can have a significant impact on all areas of life.

What you can do
ʠʠ �Practice�Active�Listening
Activeʠlisteningʠoccursʠwhenʠyouʠmakeʠmentalʠnotesʠofʠkeyʠpointsʠwhenʠsomeoneʠisʠspeakingʠtoʠyou.ʠWhenʠothersʠareʠspeaking,ʠ
tryʠtoʠthinkʠaboutʠtheʠexactʠwordsʠtheyʠareʠsaying.ʠUsingʠthisʠstrategyʠmayʠincreaseʠyourʠabilityʠtoʠcomprehendʠandʠrememberʠ
moreʠofʠtheʠconversationʠandʠallowʠyouʠtoʠrespondʠmoreʠeffectively.ʠIfʠyouʠfindʠyourselfʠstrugglingʠwithʠhowʠtoʠactivelyʠlisten,ʠ
thinkʠaboutʠtheʠwaysʠinʠwhichʠyouʠwantʠtoʠbeʠlistenedʠto.

ʠʠ �Paraphrase�
Communicatingʠwithʠsomeoneʠelseʠisʠnotʠalwaysʠclearʠandʠsimple.ʠInstead,ʠitʠcanʠbeʠdownrightʠdifficult.ʠParaphrasingʠcanʠhelpʠ
ensureʠthatʠwhatʠisʠbeingʠstatedʠbyʠoneʠpersonʠisʠbeingʠcorrectlyʠunderstoodʠbyʠtheʠotherʠperson.ʠToʠparaphrase:

1)ʠ Waitʠuntilʠtheʠotherʠpersonʠhasʠfinishedʠtalking.ʠ

2)ʠ Replyʠwithʠ“LetʠmeʠmakeʠsureʠIʠunderstandʠwhatʠyouʠsaid.”ʠ

3)ʠ Brieflyʠsummarizeʠwhatʠtheʠotherʠpersonʠsaidʠinʠyourʠownʠwords.

ʠʠ �Written�Communication�
Withʠnotesʠorʠemails,ʠyouʠmightʠbeʠableʠtoʠpick-upʠsomeʠnon-verbalʠmessages,ʠbutʠnotʠasʠmuchʠasʠifʠyouʠwereʠhearingʠandʠ
seeingʠaʠperson.ʠBecauseʠofʠthis,ʠitʠcanʠbeʠveryʠeasyʠtoʠmissʠtheʠintentʠofʠaʠwrittenʠmessageʠorʠdrawʠincorrectʠconclusions.ʠWhenʠ
inʠdoubtʠaboutʠtheʠintentʠofʠaʠmessage,ʠstop,ʠcheckʠoutʠyourʠthoughts,ʠandʠifʠappropriate,ʠaskʠtheʠwriterʠaboutʠtheirʠintentʠbeforeʠ
youʠrespond.ʠIfʠrespondingʠviaʠemail,ʠallowʠtimeʠtoʠreviewʠwhatʠyouʠhaveʠwritten.ʠMakeʠsureʠyourʠtoneʠaccuratelyʠconveysʠtheʠ
intendedʠmessage.ʠ

ʠʠ �Speech�and�Body�Language.��
Takeʠnoteʠofʠhowʠyouʠthinkʠyouʠcomeʠacrossʠwhenʠspeaking.ʠItʠmayʠbeʠhelpfulʠtoʠvideoʠyourselfʠduringʠaʠpresentationʠorʠaskʠaʠ
bystanderʠtoʠtakeʠnote.ʠAreʠyouʠspeakingʠclearly?ʠDoʠyouʠmaintainʠeyeʠcontact?ʠAreʠyourʠarmsʠcrossedʠorʠgesturing?ʠDoʠyouʠsoundʠ
boredʠorʠenergetic?ʠWriteʠdownʠspecificʠthingsʠthatʠyouʠwantʠtoʠimproveʠalongʠwithʠspecificʠactionsʠforʠimprovement.ʠForʠexample,ʠ
perhapsʠyouʠfindʠyourselfʠspeakingʠwithoutʠmuchʠemotion.ʠAnʠactionʠforʠimprovementʠmayʠincludeʠfocusingʠonʠinflectionʠwhileʠ
readingʠwrittenʠdocumentsʠoutʠloud,ʠorʠreadingʠtoʠyourʠchildrenʠatʠnight.ʠ

ʠʠ �Choosing�Your�Timing�
Withʠeffectiveʠcommunication,ʠtimingʠisʠalmostʠasʠimportantʠasʠtheʠwordsʠused.ʠTheʠproblemʠisʠthatʠwaitingʠuntilʠtheʠotherʠpersonʠ
seemsʠapproachableʠisn’tʠalwaysʠpossible.ʠIfʠyouʠneedʠtoʠtalkʠatʠaʠtimeʠwhenʠtheyʠareʠobviouslyʠdistractedʠorʠthinkingʠaboutʠ
somethingʠelse,ʠtryʠthis:ʠʠAskʠthemʠforʠtheirʠfullʠattention.ʠExplainʠtheʠimportanceʠofʠwhatʠyouʠneedʠtoʠsayʠtoʠthem,ʠandʠhitʠonʠtheʠ
mainʠpointsʠwhileʠsummarizingʠtheʠdetails.ʠIfʠapplicable,ʠleaveʠthemʠwithʠaʠwrittenʠnoteʠorʠsummaryʠofʠwhatʠyouʠtouchedʠon.

Effective Communication

For more communication tips and information, visit the website or call the toll free number listed below.
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