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BARRIERS TO COMMUNICATION SKILLS — AN OVERVIEW

Communication skills are abilities for effectively exchanging information and ideas through various channels,

including verbal, non-verbal, written, and visual forms. Key components of strong communication include
active listening, empathy, confidence, and clarity, while effective communication is often described by the
"Cs": clear, correct, complete, concise, and courteous.

Types of Communication Skills

Verbal Communication: Using spoken words to share thoughts and information.

Non-Verbal Communication: Conveying messages through body language, eye contact, and tone of voice.

Written Communication: Expressing ideas and information through written text.
Visual Communication: Using visual aids like graphs, charts, and images to share information.

Key Components of Effective Communication

Active Listening: Paying full attention to the speaker, asking questions, and summarizing to ensure

understanding.

Empathy: Understanding and sharing the feelings of others, which helps in receiving messages and
building trust.

Confidence: Expressing oneself with certainty, which can be conveyed through body language, volume,
and clarity.

Clarity: Delivering messages in a way that is easy to understand and free of ambiguity.

Feedback: Being receptive to feedback from others and also providing constructive feedback to
improve communication.

Tips for Improving Communication Skills

Be Mindful of Your Audience: Tailor your message to suit the needs and understanding of your audience.
Be Present: Eliminate distractions and focus on the conversation to show you are fully engaged.
Practice Active Listening: Show you are listening by nodding, making eye contact, and asking clarifying
questions.

Use Positive Body Language: Maintain positive posture, use appropriate gestures, and offer a friendly
facial expression.

Be Receptive to Feedback: Be open to comments on your communication style and use them as
opportunities to grow.

Be Respectful: Show consideration for others' time and space when communicating.
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WHAT IS ACTIVE LISTENING & WHY IS IT IMPORTANT?

Active listening is the ability to focus completely on a speaker, understand what they're saying, respond and
reflect on what'’s being said, and retain the information for later. This involves paying attention to the speaker’s
body language and tone, as well as the content of their words, keeping both the listener and speaker actively

engaged in the conversation.

Active listening skills are crucial for leaders because
they help build trust and rapport, resolve conflicts,
ensure understanding, and foster a positive work
environment. When leaders practice active listening,
they’re better equipped to understand the needs
and concerns of their team members, leading to
more effective communication and collaboration.

THE BENEFITS OF ACTIVE LISTENING
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Next, it's important to take a step back and understand why active listening matters.

e [t conveys the message that what others have to say is valuable. This is a way to make employees feel
reassured and included, helping to build belonging at work, and can signal being interested,
open-minded, and supportive, as well as valuing knowledge and expertise.

e [t facilitates greater understanding between individuals or teams. Being a strong, attentive listener will
encourage your coworkers and direct reports to share more information with you, giving you a better
grasp of relevant issues and making you better equipped to take appropriate action.

e |t fosters psychological safety. Being a thoughtful listener, asking questions, seeking clarification, and
encouraging others to share their perspectives will reinforce your relationships, whether with a direct
report, colleague, mentor, spouse, child, or friend, enabling them to feel more comfortable sharing again

with you in the future.

e [t enables you to provide feedback and coaching others. Active listening is a critical step in coaching
people on your team as they work through issues.

e [t provides an example of a listening-oriented climate. By consistently demonstrating how to actively
listen, and the importance of listening, you help establish a shared expectation of how others should
treat another at your organization, establishing a climate of respect.

Once you begin to put the active listening skillset into practice, you'll notice the positive impact it has in a
number of areas, including in leader effectiveness, in personal and professional relationships, and in various

social situations.
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IMPACT OF COMMUNICATION SKILLS

Strong communication skills positively impact personal relationships by building trust and fostering deeper
connections, while in professional settings, they improve teamwork, boost productivity, enhance leadership,
and reduce conflicts, leading to career growth and organizational success. Effective communication skills are
also vital for academic success, enabling clear expression of ideas and fostering confidence.

In Personal Life

Improved Relationships: Communication skills foster deeper connections with friends and family by
creating a foundation of trust and transparency.

Better Problem-Solving: Individuals can better navigate disagreements and find solutions to problems,
preventing conflicts from escalating.

Emotional Well-being: Clear communication contributes to improved social, emotional, and mental
health.

Stronger Bonds: Sharing personal experiences and feelings through effective communication strengthens
existing relationships and helps build new ones.

In Professional Life

Enhanced Productivity: Clear communication ensures tasks are understood and executed correctly,
reducing errors and delays.

Improved Teamwork: Collaboration is more effective when team members can openly share ideas,
opinions, and concerns.

Increased Confidence: The ability to articulate thoughts and ideas builds confidence and self-assurance in
the workplace.

Leadership Development: Strong communicators are better equipped to inspire and guide others, making
them effective leaders.

Reduced Conflict: Open dialogue helps prevent misunderstandings and allows for respectful conflict
resolution when issues arise.

Career Advancement: Good communication skills are a valuable asset, helping individuals to build
professional relationships and access new opportunities.

In Academic Life

Clearer Expression: Students with strong communication skills can clearly express their thoughts and
guestions, leading to better engagement in class discussions.

Better Performance: They can present arguments persuasively, which improves their performance on
assignments and presentations.

Increased Confidence: The ability to communicate effectively boosts a student's confidence and allows
them to advocate for their needs.
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EMPATHETIC COMMUNICATION

Empathetic communication is the ability to understand and share the feelings of another person while

communicating with clarity and respect. It involves actively listening, validating their emotions, and responding

in a way that shows you are trying to see things from their perspective. This approach fosters trust,
strengthens relationships, and helps to resolve conflicts by creating a more meaningful and supportive
connection.

Key aspects of empathetic communication

1. Active listening: Pay full attention to understand the speaker's emotions and perspective without
interrupting or planning your response.

2. Understanding feelings: Focus on the emotional undercurrents of a conversation, even if the words
themselves don't directly mention emotions.

3. Validating emotions: Acknowledge and show that you understand their feelings, even if you don't agree
with them. For example, saying "It sounds like you're feeling very frustrated about this".

4. Perspective-taking: Mentally place yourself in the other person's shoes to better understand their point
of view and experience.

5. Non-judgmental approach: Avoid judging, blaming, or making assumptions about the other person's
feelings or situation.

6. Showing care: Use verbal and non-verbal cues to demonstrate that you care about the other person's
well-being and are there to help.

7. Appropriate action: Follow up your understanding with actions that show support or help mitigate a

situation, if possible.

Benefits of empathetic communication

1. Builds trust: When people feel understood, they are more likely to trust you and open up.

2. Strengthens relationships: It creates a deeper and more meaningful connection with others in both
personal and professional settings.

3. Resolves conflict: By helping both parties feel heard, it can de-escalate tension and lead to more
effective resolutions.

4. Boosts morale: It can make people feel more valued, understood, and supported, leading to higher
engagement.

5. Improves outcomes: In fields like healthcare, it has been shown to improve patient satisfaction and

outcomes.
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REMINDER !!

G Confidence

Cultural
awareness

Clarity and e

concision

COMMUNICATION

SKILLS

These skills allow you to give and
receive information effectively.

Body
language

Active
listening

Emaotional
intelligence

Friendliness

20 Ways to Improve Your Communication Skills
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Conduct a personal SWOT analysis

Set realistic goals

Create a development plan

Tell your boss about your goals

Ask for feedback

Identify your communication style

Enroll in communication skills training
Observe your role models

Enlist the support of a professional coach

Subscribe to weekly blogs
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Find an accountability partner

Practice self-reflection

Read up on the topic

Take an assessment

Listen to podcasts

Accept opportunities that challenge you
Watch videos of great communicators
Accept criticism and failure

Record yourself

Work with a mentor

Aarohan - our journ

ey to the Summit

06



G@ SKALENT®
Road Maps of Success

TKIL Industries

(Formerly thyssenkrupp Industries India)

PRACTICE ASSERTIVENESS !!

ASSERTIVE
'COMMUNICATION SKILLS

e Active Listening

* Clear Expression

¢ | Statements

e Respectful Tone

e Empathy

* Body Language

e Emotional Control

e Constructive Feedback
* Setting Boundaries

e Conflict Resolution

ASSERTIVE COMMUNICATION AT

WORKPLACE

* Meeting Contributions

e Setting Boundaries

* Feedback Delivery

* Delegating Tasks

¢ Handling Criticism

» Expressing Disagreement

e Negotiating Terms

¢ Addressing Micromanagement
* Requesting Assistance

e Declining Additional Work

Direct Communication

Open and Honest Expression
Non-Verbal Assertiveness
Empathetic Listening
Respectful Disagreement
Solution-Oriented Approach
Firm Boundary Setting
Positive Affirmation
Constructive Criticism

Calm and Composed Response

» Setting Expectations

e Handling Interruptions

* Expressing Appreciation

¢ Addressing Bullying

e Expressing Concerns

e Handling Disputes

* Requesting Feedback

¢ Resolving Miscommunication
* Apologizing Effectively

e Pitching Ideas

FOLLOW US
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