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IMPROVING YOUR
COMMUNICATION

🔹 Self-Assessment: 🔹 Daily Practices:
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VERBAL & NON-
VERBAL

COMMUNICATION



🔹 WHAT IS VERBAL
COMMUNICATION?



 COMPONENTS OF EFFECTIVE VERBAL
COMMUNICATION:



 EXAMPLES:





 IMPROVING VERBAL
COMMUNICATION SKILLS



🔹 PRACTICE TECHNIQUES:





INTRODUCTION TO NON-
VERBAL COMMUNICATION



🔹 DEFINITION:



🔹 IMPORTANCE:



🔹 KEY NON-VERBAL
CUES:



ACTIVE LISTENING SKILLS



🔹 WHAT IS ACTIVE
LISTENING?



🔹 TECHNIQUES:



🔹 BENEFITS:



Thank You



PUBLIC SPEAKING &
PRESENTATION

SKILLS



INTRODUCTION TO PUBLIC SPEAKING



🔹 WHY IT MATTERS:
Builds confidence and leadership presence
Helps you influence and inspire others
Crucial in interviews, meetings, pitching,
teaching

🔹 COMMON FEARS:
Stage fright
Forgetting lines
Audience judgment
Nervousness



OVERCOMING STAGE
FRIGHT



🔹 CAUSES OF NERVOUSNESS:

FEAR OF FAILURE OR JUDGMENT

LACK OF PREPARATION

NEGATIVE SELF-TALK



🔹 STRATEGIES TO MANAGE IT:

Preparation – Know your content thoroughly
Practice – Rehearse in front of friends or mirror
Positive Self-Talk – Replace fear with empowering
thoughts
Breathing Techniques – Deep breaths before
speaking
Focus on the Message, Not Yourself



STRUCTURING A
PRESENTATION OR SPEECH



DELIVERY TECHNIQUES: VOICE, BODY & STYLE



DELIVERY TECHNIQUES: VOICE, BODY & STYLE



DELIVERY TECHNIQUES: VOICE, BODY & STYLE



USING VISUAL AIDS & SLIDES EFFECTIVELY

🔹 POWERPOINT/VISUAL TIPS:



🔹 BEST PRACTICES:
Don’t read the slides word-for-word
Maintain eye contact with the audience, not
the screen
Keep slides clean and consistent in design



Thank You



PROFESSIONAL &
INTERPERSONAL
COMMUNICATION



� UNDERSTANDING PROFESSIONAL
COMMUNICATION

🔹 What Is Professional Communication?
Clear, respectful, and purpose-driven interaction
in a business or workplace setting.
Includes spoken, written, and digital exchanges.



� UNDERSTANDING PROFESSIONAL
COMMUNICATION

🔹 Where It's Used:

Meetings, interviews,
email, reports, chats,
calls, presentations



� UNDERSTANDING PROFESSIONAL
COMMUNICATION

🔹 Importance:

Represents your professionalism and credibility
Impacts career growth, relationships, and
teamwork
Miscommunication can lead to conflicts, delays,
and poor results



� WORKPLACE
ETIQUETTE & TONE 



� WORKPLACE ETIQUETTE & TONE 

🔹 Verbal Behavior:

Be polite, respectful, and clear
Avoid slang, sarcasm, or overuse of jargon
Adapt tone based on the audience (manager, peer, client)



� WORKPLACE ETIQUETTE & TONE 

 Professional Attitude:

Active participation in meetings
Punctuality in replies and presence
Showing appreciation: “Thank you,” “I appreciate your help”



� WORKPLACE ETIQUETTE & TONE 

🔹 What to Avoid:

Interrupting others
Speaking out of frustration
Gossiping or oversharing
personal details



� MASTERING EMAIL & WRITTEN
COMMUNICATION 

🔹 Structure of a Professional Email:

Subject Line – Clear and relevant
Greeting – “Dear Sir/Ma’am” or “Hi [Name]”
Body – Brief, to the point, polite
Closing – “Regards,” “Thank you,” etc.
Signature – Name, title, contact



� MASTERING EMAIL & WRITTEN
COMMUNICATION 

🔹 Do’s and Don’ts:

✅ Proofread for grammar and spelling
✅ Use bullet points or short paragraphs
❌ Avoid emojis or texting language
❌ Avoid writing in all caps or all lowercase



� TEAM & INTERPERSONAL
COMMUNICATION

🔹 Importance of Team Communication:

Encourages
collaboration
Builds trust and morale
Helps align goals and
avoid duplication of
work



� TEAM & INTERPERSONAL
COMMUNICATION

🔹 Essential Skills:

Listening – Don’t dominate conversations
Respecting Opinions – Encourage different views
Clarifying Roles – Avoids confusion in group projects
Giving Credit – Celebrate others’ efforts



� TEAM & INTERPERSONAL
COMMUNICATION

🔹 Giving & Receiving Feedback:

How to give feedback: Be specific, focus on behavior, not
personality
“I noticed in the report, there was a small error. Maybe we
can double-check together?”
How to receive it: Don’t take it personally; ask clarifying
questions



� HANDLING CONFLICTS WITH EMPATHY &
ASSERTIVENESS

🔹 Conflict Is Normal:
Differences in opinion, style, or approach are common in teams

🔹 Managing Conflict:

Stay calm and solution-focused
Use “I” statements (e.g., “I feel
concerned when deadlines are
missed…”)
Avoid blame and accusations
Focus on common goals



� HANDLING CONFLICTS WITH EMPATHY &
ASSERTIVENESS

🔹 Empathy in Conversations:

Put yourself in the other
person’s shoes
Acknowledge their feelings: “I
understand this is frustrating
for you”
Ask open-ended questions:
“How do you think we can
resolve this?”



� HANDLING CONFLICTS WITH EMPATHY &
ASSERTIVENESS

🔹 Conflict Is Normal:
Differences in opinion, style, or approach are common in teams

🔹 Managing Conflict:

Stay calm and solution-focused
Use “I” statements (e.g., “I feel
concerned when deadlines are
missed…”)
Avoid blame and accusations
Focus on common goals



THANKS!
Meeting in you in next Modules!!


