
HOW TO BECOME AN  EFFECTIVE COMMUNICATOR
V spend much of our time each day talking to each other  bt that doesn’t mean v all r great communicators…
Communicating effectively can be surprisingly challenging..Knowing how to communicate effectively is the key to all relationship…Whether u manage employees, giving a presentation…coordinate a team of volunteers, serve on a board or just having a chat with  a friend…What is that one quality that every leader – business, political or any other – share? 
They’re all very good at communicating effectively with whoever they engage with…they know how to articulate their ideas and listen to those of others
“How u say something is more imp than wat u say “  Being able to send across the right message is key to a successful nd stronger personal or professional relationship. Many issues can be avoided with good communication.
There r skills one can master to be an effective communicator…
Know yourself and know ur Audience 
1. Very imp to  know wat u r hoping to achieve from a given interaction so u can tailor ur message accordingly
2. Best communication comes out if v know audience motivations , preferred communication styles, learning styles …
3. Study how others communicate in different contexts…Occasional lapses in conversation are natural…
4. Find a shared interest or opinion with ur partner nd if u do disagree with someone try to find a common groung
5. Be prepared nd know ur stuff beforehand 
6. Frame ur story in an interesting nd engaging way
7. Making a genuine and personal connection facilitates empathy and builds trust and puts people at ease
Make  the Complex Simple…..Be Direct , Specific and Clear
1. Simplicity is very powerful nd very necessary…Whether u r delivering an assignment or asking for assistane, focus on providing simple , actionable and specific instructions
2. Prepare ur thoughts in advance so as to include all relevant details
3. Less Is More , so be Brief but sometimes it’s better to over explain than to leave room for misunderstanding
4. Deliver instructions in a friendly open way and b sure the other person understands ur objective and cn approach u with follow up questions
5. Don’t speak like a robot , change ur tone of voice…there is no race against the clock so slow down
6. Passion and excitement shd be there but No Need To Shout

Listen with Ur Eyes As Well as ur Ears
· Effective communication is always two way…A good leader must know how to ask good questions and then listen with both their eyes nd ears as u r in position of authority nd u won’t always get a direct feedback …u will hv to read between the lines
· Show that u care and u r listening by making an Eye Contact...Is just as imp as wat a person says…look for the non verbal cues
· Facial expressions, hand gestures , posture and eye contact all play a major role in affirming or undermining ur message…
· Ur body language must align with wat ur saying so dat u become a more trustworthy communicator
· Use language that’s distinctly your own….ur values shd come through in ur communication…Don’t disguise who u r…Be Real nd Genuine
· Wen someone is speaking to u , really listen to wat they r saying…Ask follow up questions…keep an open mind and focus thoughtfully instead of  kneekerk reaction to it

[bookmark: _GoBack]Be Visible … Positive nd Respectful
· Its easy to sit behind a comp nd transmit messages… E communication serves a valuable purpose bt it’s no substitute fr face to Face nd Voice to Voice communication…ppl r often burned out nd need to feel a personal connection to u… Do a Calendar Test to make sure that u r allocating time regularly to be out nd communicate
· This one should go without saying bt sadly that isn’t always the case…Transparent, fair and respectful communication boost the team s performance… 
· Never hold ur status over someone …Never use fear as motivators…Instead focus on egoless, honest and positive attitude to all situations
· Instead of an Autocrat serve as a cheerleader…Show ppl that u r busy …engaged  but still care about them nd their work
