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Essential Communication Skills 
 
Important Communication Skills for Effective Workplace Communication- Slide 8 
  
Hello everyone, my name is Blerta Mitrushi and I will be covering the essential communication skills which covers the second objective of this presentation.  


As you can imagine workplace communication requires numerous skills to deliver information appropriately and efficiently. These include: 

Active listening, precise verbal and written communication, nonverbal clues, empathy, and adaptation are crucial.  

Active listening: It involves paying attention, understanding, responding thoughtfully, and remembering what someone says. It decreases misunderstandings by making everyone feel heard and respected (Schein et al., 2016).  

Clear Verbal and Written Communication: Avoiding jargon and speaking and writing clearly is clear communication.  

Nonverbal Communication: Body language, eye contact, and facial expressions dramatically impact message reception. These cues might support or contradict what being said, so be attentive.  

Empathy: It is understanding and sharing another feelings. It fosters compassion and deeper work relationships.  
 
Adaptability: Adaptability in communication means being able to change how one communicate depending on the situation and audience. This is especially important in diverse workplaces where people have different communication preferences (Guffey et al., 2019). 
 
 
Examples of Communication Skills- Slide 9  

 
The following are examples of different types of essential communication types. 
 
Active Listening: In a team meeting, an employee who listens actively will nod, make eye 
contact and ask questions. This shows they are engaged and ensures they understand the message. 
 
Clear Verbal and Written Communication: A manager giving clear, specific instructions 
on a project helps everyone know what they need to do. In writing, an email that lists tasks in 
bullet points are clearer than a long paragraph. 
 
Nonverbal Communication Cues: During a presentation, a speaker who uses hand gestures, 
makes eye contact, and smiles will engage the audience better than someone who stands still 
and avoids eye contact. 
 
Empathy: An empathic leader listens to and supports an employee’s work-life balance 
concerns. This fosters workplace support (Robbins et al., 2019). 
 
Adaptability: Adaptability is shown by a multicultural team member who respects cultural 
differences and employs simple language with non-native speakers. Makes sure everyone 
understands. 
 
      









 
 
Real-World Scenarios and Relevance- Slide 10  
 
Lets look at some scenarios of how these types of essential skills are implemented in a work setting. 
 
Active Listening: In customer service, an agent who listens carefully to a customer’s 
complaint can better understand the issue and provide a good solution, making the customer 
Happy. 
 
Clear Verbal and Written Communication: In project management, clear communication 
of project goals, timelines, and roles prevents misunderstandings and helps the team work 
efficiently towards the goal (Hargie et al., 2016). 
 
Nonverbal Communication Cues: In negotiations, reading nonverbal cues can give insights 
into the other party’s feelings, helping in making better decisions and reaching successful 
Agreements. 
 
Empathy: In conflict resolution, a mediator who understands both parties’ feelings can help find a friendly solution, keeping a positive work environment. 
 
Adaptability: In leadership, being able to adapt communication styles helps manage 
different team dynamics, making sure all team members feel included and valued. 
Thank you for listening, I will pass you on to my team mate for the next part of the presentation!
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