O. T.MYDEEN OLI

ASSISTANT PROFESSOR
DEPARTMENT OF ENGLISH
JAMAL MOHAMED COLLEGE
TRICHY-20

E-MAIL : otmydeenoliwgmail.com






Communication i1s a skill that you
can learn. It’s like riding a bicycle
or typing. If you’re willing to work

at 1it, you can rapidly improve the
quality of every part of your life.

Brian Tracy
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Importance of Communication

e Communication is the key to sharing a good
relationship with your family members.
Family members share their happiness,
sorrow and stories through communication.
Communication is the most important factor
that helps you share a good relationship
with your family. Without communication,
you wouldn't know many things about the
members of the family.

Neglecting communication leads to having
uncomfortable relationships with close

members of your family.




1.People turn innovative and creative.

2.0rganizational as well as personal Growth take place. IMPORT ANCE OF

3.Good Team Building becomes obvious.
4.Good communication Gives A Voice to All. COMMUNICATION
5.Better communicators have better marriages. SKILLS
6.Highly skilled communicators make more money.
7.Good communicators have higher self-esteem.
8.Build A Successful Family Unit.
9.Most Important Skill For People Entering The Workforce.
10.1t is Among The Top Traits of Successful Entrepreneurs. ®
11. Aid In Development of Leadership Skills. ‘
12.Helps People to Become More Critical of the Media.
13.The Communicatory Ability to Speak Gives You the Tools to
Participate in Society.
14.Good communication with parents determines child’s level of
self-esteem, achievement, and better overall health.




The Four Communication Skills

Thinking

Listening

Nonverbal

— ‘;-;:

Speaking
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5. Ending & Extending 1. Rewiring Your
The Conversation Mindset

o Steps
To Improve
Communication

4. Carrying The Skills 2. Developing
Conversation ~ " Relational skills

3. Creating Conversation Starters




Best ways to

Assess yourself to find your Improve your non-

issues with communication verbal communication

skill skills

Ask others about your Be a good listener by

weaknesses in —» developing listening

communication skill to skill

gather honest feedback
Don’t speak anything

without

Love criticisms and make ;
understanding well

them stepping stone to

improve your Prepare well before

ommunication skills —» ;
S you communicate and

find the purpose and

Strengthen your verbal importance

communication skills

Take time and
analyze before
you response

Preview the possible
response before you
communicate

Understand your
audience and work

environment

Learn to manage your

emotional states

Always carry a
problem solving
attitude

l» Respect and treat
people equally

™ Always display

positive attitude

and smile on your
face

Learn to manage
—»  your time wisely
and punctually

o Engage your

audience

—» Be agood learner
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HOW TO IMPROVE SPEAKING SKILLS IN
COMMUNICATION

1.Nervousness Is Normal. Practice and Prepare!
2.Watch for Feedback and Adapt to It.
3.Let Your Personality Come Through.
4.Use Humor, Tell Stories, and Use Effective Language.
5.Don’t Read Unless You Have to. Work from an Outline.
6.Use Audiovisual Aids Wisely.
7.Use Your Voice and Hands Effectively. Omit Nervous Gestures.
8.Grab Attention at the Beginning, and Close with a Dynamic End.
9.Know Your Audience. Your Speech Is About Them, Not You.
10.0rganize Your Material in the Most Effective Manner to Attain Your Purpose.







Vays 1o improve YOUr,
sommunication'skills

Know the person you are talking to.

Take note of body language.

Reread your messages before sending.

Get to the point - say less but make your message
potent.

Record or watch yourself speaking.

Remember that people do not care as much as you

think.

Be assertive (but keep it positive).

With that, keep in mind that being silent is not the
same as listening.

Work on emotional awareness and management.







e Face to face
e Telephone

Body Language
Gestures

Books/magazines
Email

Graphs and Charts
Maps
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J LSRW SKILLS

= Listening, Speaking, Reading, and Writing are basic
communication skills necessary for effective
communication.

LSRW - way of learning skills are regularly gained by
listening followed by speaking, reading and writing. Hence,

.

these abilities are frequently called LSRW way}éf learning.

e




LISTEN SPEAK READ  WRITE




Listening
(ability to decode

the meaning of
an audio string)

Writing
(ability to encode
thoughts and
concepts into written
form)
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\ 1. Be attentive.
7. Summarize. 2. Ask open-ended

questions.
R’ 7 KEY

ACTIVE

6. Be attuned

to and L'STENING
reflect feelings. SKILLS

5. Paraphrase. 4. Request I?
© === clarification.
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Openness

Personality

Extraversion




Adaptability

Negotiation
Conflict Resolution

Communication Skills

Interpersona Conflict Management
Skills

Persuasion Skills

Affirmation Skills
Team Building

Self-Awareness




Assertiveness

Decision-
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Once

you replace
negative
thoughts with
pOSItIVC Oo1nes,

you'll
start having

positive

results.

— Willie cNelrorz —
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12 THINGS TO ALWAYS REMEMBER

1. The past cannot be changed
. Opinions don’t define your reality
. Everyone’s journey is different
. 'hings always get better with time
. Judgements are a confession of character

. Overthinking will lead to sadness
. Happiness is found within
. Positive thoughts create positive things
. Smiles are contagious
10. Kindness is free
11. You only fail it you quit
12. What goes around, comes around







Every megative thought
is a down payment on
your failure.

Every positive thought
1S aAan i1investrment on
your future.




Power of Language

" Language is not mathematics where we

. can draw the lowest value as well as

- highest value; it is flow of thoughts,

" emotions, surroundings and culture

Rajeev Ran jan

“Omnce you replace
negative thoughts
with positive ones,
you’'ll start having
posttive results.”

WILLIE NELSON

Never blame anyone
in your life.

The good people give
you happiness.

The bad people give

you experience.

The worst people give

you a lesson.

The best people give

you memorics.




Watch you THOUGHTS, for they become WORDS.

Watch your WORDS, for

they become ACTIONS.

Watch your ACTIONS, for they become HABITS.

Watch your HABITS, for they become your CHARACTER.

Watch your CHARACT

-iR, for 1t becomes your D.

[INY.







