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Communication skills
Introduction:
Communication is a process by which information is exchanged between individuals through a common system of symbols, signs, or behaviour.
The communication process starts with the communicator or the message sender who want to share a message or information with the receiver or audience through a verbal or non-verbal channel. The message must be a written or spoken message delivered clearly in order to be understood by the receivers. 
The most important skill in life is to be able to communicate effectively in order to achieve goals and maintain a good relationship with our colleague and relatives. Therefore, we can define communication as simply the act to transfer messages from one place to another. This transfer of information may be done vocally, visually by using graphs, maps or logos or in writing through books, newspapers, articles, text messages or emails. This transfer of information can be also done in a non-verbal method using gesture, tone, body language or pitch of voice. 
Our ability to deliver messages accurately and clearly is a must to succeed in this modern business environment and it shouldn’t be overlooked by any professional or business managers. Each and every one of us needs to develop or improve our quality of life by increasing our communication skills. 
One of the most needed skills when it comes to applying for a job or looking for a promotion is to demonstrate good communication skills as it is needed in the business environment to succeed and achieve goals in the business environment. It is also a good sailing point to convince our audience. We will look through this assignment how to improve our communication skills in order to be successful in our workplace and what are the key points needed to ensure that a message is delivered effectively. 

I. Interpersonal  communication

1. Body language
Our early ancestors, the very first human being on earth use to communication their need, desires, fears or emotion through gestures. The use of gesture was then very common among them as it was the only way to understand each other, while navigating in a dangerous world and without a common language. The use of gesture became the main communication skills available to them to express their need. So many different skills were used there such as gesture, facial or body reactions, flush faces or frighten faces. It is like that the psychological change and the biological heritage are the main reasons that we still used those signs and gestures to deliver our message or to communicate effectively, verbally or nonverbally. 
Therefore our need to communicate immediately our feeling is done most of the time through body language. It is therefore a shortcut of to communicate what our immediate need. For instance when we see a snake between our legs, the immediate response would be our body reaction to jump or tighten our muscle to express the fear or something that can harm us. That instant communication to others around us might be at times louder than words. It is about survival or threats that we react to certain things. For instance, our immediate needs to pass urine while we talk push us to cross our leg or to act accordingly because of the pressing need. Which is why we say when it comes to communication, body language is more truthful than the spoken word.
2. Active listening
One of the most important points in the communication skills is an active listening. Scientist presumes that listening is more important than communicating as it is the only aspect of the communication skills that can allow us the gather the maximum of information in order to deliver a good speech. Therefore there should be a balance between active listening and expression or the communication itself. 80% listening versus 20% talking become highly used in the business environment as it allow professionals to gather all the information they need in order to express themselves more effectively. Active listening is therefore the process by which we secure concrete information from another group or individual. Active listening is a crucial part of the process that allows us to solve problems within the business place. It is therefore a high desirable skills regarded by employers. Active listening is also a significant phase to reduce nervousness during a job interview as it is the skill that allows us to focus on the answer of any question. It helps to build good relationship with the interviewers and a golden opportunity to deliver the speech we need to secure a job. 

II. Strategies for improving clarity of expression
Improving the way and the quality we communicate is one of the most important aspects to become a great communicator. A grate, fake or soft voices are often a sign of discomfort or a lack of confidence when it comes to talk to our audience. It’s therefore essential for business leaders and managers to know the little know-how and practice in order to increase the confidence and the quality of expression. Here are few steps needed to develop our communication strategy.
[bookmark: 1_Slow_Down]1. Slow Down
“One of the most important things you can do to improve the clarity of your message is to slow down, says Katie Schwartz, president of Durham, North Carolina speech coaching firm Business Speech Improvement”. We tend at times to rush or speak quickly without taking a step backward to slow down our speech. It happens especially when we are nervous or afraid of delivering a message. Slowing down become therefore a great way to improve our confidence and take control of we are saying. In this case our audience is more determine and concentrate on what we are saying and are more able to pick all the information we would like to pass on. We need to find the perfect cadence and timing to express ourselves.
[bookmark: 2_Breathe]2. Breathe:
Taking a deep breath can help to avoid stress or nervousness. It is highly recommended by scientist to breath into our abdomen than in our chest as our voice sound stronger and more confident. A deep breath before the speech helps develop the depth of our voice and therefore a clear and concise voice we need to talk to our audience. 
[bookmark: 3_Watch_Your_Posture]3. Watch Your Posture: 
Posture refers to the way you sit or stand when communicating a message. The way we stand or sit could have a great impact on our speech. It allows you to take a deep breath and strengthen the clarity of our voice. 
4. Hydrate:
Drinking plenty of water helps the quality or your voice. It is therefore essential to keep yourself well-hydrated before taking any speech as your vocal cords will get the moisture it needs to make your voice stronger and clear. 
[bookmark: 5_Watch_Your_Pitch]5. Watch Your Pitch 
A vocal pitch can reflect the insecurity or the nervousness of the communicator. We always need to use the right vocal pitch to become more effective communicator. 
[bookmark: 6_Avoid_Yelling]6. Avoid Yelling: 
It is imperative to avoid yelling when doing a speech. Shouting on top of your voice might have a negative impact on the way we deliver speech as it can strain your voice and therefore make it difficult to speak. Yelling can cause bumps or vocal nodules that can make your voice weak or tense. 

III. Communication with an audience:
What you understood well, you enunciate clearly and the words to deliver come easily” said Boileau the 18 century French author Boileau. It is crucial that you understand deeply what you are saying. Speaking to a crowd is difficult for most of us. Therefore, in order to communicate effectively, you need to stay positive, confident and articulate. You can also use tips that will allow to delivery your speech in an efficient manner. We must know our audience and take the time to familiarise with them. This will help to eliminate any stress or emotion we might gather before the speech.  
Presentation structure: 
After setting the overall goal and determine your objectives and your audience, you must be able to structure your presentation. The length of the presentation must be determined to avoid a long and repetitive presentation. The allocated time must be broken between different segments in order to tackle a specific task that can reflect your objectives. For instance, the introduction should highlight all the point you would like to cover during your presentation, give an overview of the topic and a very short summery of what you’re your audience should expect during the presentation. By doing this, you will be able to tell to your audience what the mains points you will talk about are and what are the reason that push you to choose this topic and what you want to achieve at the end of the presentation. 
After the introduction, you should talk about your conclusion as these two part are the most important point of your presentation as it show what the topic talks about. These two parts will have a very strong impact on your listeners as they will be able to focus on your presentation and the steps you would like to highlight. 
Achieving Clarity and Impact: 
The presentation has to be kept short, simple and concise. The audience might not remember all the points of the presentation but the most important parts. The presentation should be short and simple as this allows the audience not to get lost during your speech. In case you have some doubt during the presentation, it is important that you tell the audience what you will tell them using a diversion technique. 
Reinforce Your Message with Visual Aids:
Visual aid such as slide projectors. Video machine or data projectors can have a great impact on your listeners as they allow them to stay more focus and concentrate on what you want to talk about. You should make sure that the test are done before the presentation and memorize the key part of the presentation. The slides must be kept simple, clear and gradual as it drags the audience into your speech. The communicator is often judge by the quality of your slide. The more concise and simple your slides are, the more you can captivate your audience. 
Arranging the Room
If you have time before the presentation, visit the room where you going to make the presentation as this will allow you to familiarize with your environment. If possible, tidy up the room and create space so that you can walk around between the tables and be closer to your audience. You should setup the table in order to discourage any interaction between individuals. You should consider all the aspect that can facilitate your presentation such as room temperature, lighting, offering pen and paper if it is available… The idea is to make the listener more comfortable during the speech. 
Tips and Techniques:
All the technique you will use and the tips will make your presentation a success. Therefore we should avoid all confusing information and avoid too many statistic or data. 
It is imperative to take a deep breath before starting the presentation. In case you forget the word or get lost during the presentation, it is recommended to make a pause for a moment. Taking a speech course before your presentation could be great point as it allows you to stay confident when delivering a speech to an audience.
Conclusion:
Professionals demonstrating effective verbal communication skills use spoken words to convey a message clearly and concisely. To get a message across, the sender needs to ensure the receiver correctly interprets the words. If not, confusion and conflict typically results. By successfully delivering a message, business professionals describe ideas, thoughts and directives that allow colleagues to work better together. Effective verbal communication begins by acknowledging what the audience needs. By planning what he wants to say, how he wants to say it and seeking feedback on how the message was received, a business professional ensures successful communication.
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