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The Publisher has strived to be as accurate and complete as possible in the creation of this report, notwithstanding the fact that he does not warrant or represent at any time that the contents within are accurate due to the rapidly changing nature of the Internet.

While all attempts have been made to verify information provided in this publication, the Publisher assumes no responsibility for errors, omissions, or contrary interpretation of the subject Matter herein. Any perceived slights of specific persons, peoples, or organizations are unintentional.

In practical advice books, like anything else in life, there are no guarantees of income made. Readers are cautioned to reply on their own judgment about their individual circumstances to act accordingly.

This book is not intended for use as a source of legal, business, accounting or financial advice. All readers are advised to seek services of competent professionals in legal, business, accounting and finance fields.

You are encouraged to print this book for easy reading.
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Effective communication is a very important skill which you must learn if you want to move ahead in your career. No matter what you do and what your intentions are but if you cannot communicate effectively then, your whole idea of progressing will fail. 

You cannot tell your plans and goals without an effective communication technique. If you are confused while explaining something then, people will think that will also be confused while attempting that thing. This is natural gesture which every normal person will give you. 

You would have seen around that there are some people with a very confident and alert tone and these people always tend to be more successful and managed in their lives than those who lack self-confidence and effective communication skills. 

This is not because the second types of people do not have the working capabilities but it is just that they cannot motivate people to work for them and they can never convince people effectively to team up with them. 

There are certain techniques which can help you out in enhancing your effective communication skills and these techniques will tell you exactly what you lack in being a good speaker as well as a very good listener. 

Some people think that just speaking and expressing is communication but you should know that listening is another very important part of the communication. When you listen then, you can express yourself and these expressions encourage or discourage the speaker to continue his talks. In this EBook I will try to demonstrate all the important techniques which can help you in improving your effective communication and making it more and more effective for yourself.
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Literally Brainwash Others To Act The Way You Want Through Powerful Communication Techniques
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Introduction To Effective Communication
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	IMPORTANCE OF VERBAL COMMUNICATION

	NON VERBAL COMMUNICATION IS ALSO AN INTEGRAL PART OF EXPRESSING YOURSELF


The Beginning

Communication is an essential process which helps us to express our feelings and without communication, we will not be able to share our knowledge and experiences with other people. 

There are different parts of communication like speaking, listening, gestures, and body language while each one of these is important to make communication effective. When you can master these all parts then, you can say that you have learned the art of effective communication. 

There are two types of communication and you can call these two types as verbal and no-verbal communication. Both of these are important in a way that they complete each other. 

IMPORTANCE OF VERBAL COMMUNICATION

There are different attributes of verbal communication like words, language, voice and others. When a child is born, he has vocal cards and as he grows he learns to control those vocal cords and to speak words. 

Some words are just natural gestures as crying or laughing but with the time, he learns to speak language. Words alone have no meaning instead people give meaning to words by arranging them in different ways. 

Through speaking we always try to make things clear but this does not happen always. When we think that something is important to us, we also believe that this thing is equally important to others as well but it is not like that. You can experience lots of problems in speaking and only way to get hold of all those problems is through experience. 

Speaking has basically two areas which are interpersonal speaking and public speaking. More common is interpersonal speaking because we communicate mostly one to one and in order to do that effectively, you need to learn people and read people correctly. Manners matter most in interpersonal speaking and you should speak in a manner that the person in front should not be offended in anyway. 

Public speaking is another area which you can improve by just observing some good speakers. Time has shown that some people are always good public speakers while others cannot be very good public speakers. 

NON VERBAL COMMUNICATION IS ALSO AN INTEGRAL PART OF EXPRESSING YOURSELF

Nonverbal communication is also an integral part of communication and in fact in some cases, it can be more important than verbal communication. Situations can come where words will not let you to explain things properly and in those situations, non-verbal communication comes into play. 

There are different parts of non-verbal communication like artifacts, haptic, chronemics and other similar things. Artifacts are the most important things which include your clothing, dressing style, jewelry and other accessories which become part of your personality. 

According to most of the experts, your wardrobe is the most important object in haptic and it can always send the impact of your real personality. People can be often judged from their clothing style. 

Similarly, you can get an idea of the feelings from haptic as well. The way you touch something or someone can send a right or wrong impression which means you should be very careful while touching and expressing your feelings because it may happen that you have a positive intention but your touching depicts a negative gesture. 
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There is a phrase from British propaganda in WWII that states 

“A careless talk costs lives.”

This may sound little over dramatic but the fact is if you are unable to convey your message properly or you are unable to express your message properly then, in both of these situations, you are going to bear the loss. 

Now, this loss can be of life, of property, of money or any other type. Ineffective and improper communication will bring out different problems in our personal as well as social lives. 

To make communication more and more effective, you need to learn that there should be a harmony of thoughts between the sender and receiver.

Why It Matters

If sender is conveying the message with a different mind frame while receiver is sitting in a different mind frame then, communication failure will occur and the outcome of this communication will not be very useful. 

Attitude improvement is another way to make your communication more effective and more concrete because a positive attitude can make your whole process of communication positive while a negative gesture can send a wrong signal in your communication and people will start to take it negatively. 

Communication skills have a very deep importance in any business environment and effective or ineffective communication can make organizations progressive or declined respectively. You can never say that communication has become ideal in some organization just because some of the language glitches are fixed instead communication is a thing which always needs
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