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Introduction

Congratulations on downloading The Secrets to Effective Communication in Love, Life and at Work and thank you for doing so!

If you have downloaded this book, it's possible you are looking to improve your communication skills. Maybe you are taking a class which public speaking will be an important part of, or you have received some feedback at work to improve your communication methods. Whether you're wanting to work on your verbal communication, get better at initiating small talk, or find out how to constructively give criticism, this is the book that can assist you with so many communication methods! From clearly stating the benefits of how improved communication can improve the various relationships in your life to tips on how to improve your habits, this book will guide you to smoother communication in all areas of your life!

Communication skills are always going to be a positive and important tool in a person whether in a workplace or social setting. If you are able to express yourself properly, read the room and pick up social cues, and generally get along well with others, people will be more drawn to you on a social and romantic level. No matter the advancement of technology and variety of social media platforms, an employer will always value someone who can strongly communicate and work with different types of people. This is especially true in various fields where public speaking and clear communication is very important, such as doctors, customer service representatives, or salespeople. When your job requires you to be able to pick up body language cues and make small talk, those skills are going to be very important to your financial success. The only way to improve these skills is like anything else in life - practice! The more you navigate situations where you are uncomfortable and learn to negotiate or make small talk, the more comfortable you will feel the next time you are in that situation. You might be nervous and anxious the first time you have to present to the class, but the next time, you'll learn from that experience and be a little more confident. 

It's important to note that being a strong communicator can improve so many aspects of your life. We often think of being a strong communicator as a skill that will help us in the workplace, but they can also be very helpful in social and romantic relationships. Whether you are smoothing over a disagreement with a friend, making clear your boundaries to an overbearing family member, or planning a date night to finally catch up with your spouse, these skills can assist you in all kinds of situations. Generally, the more you are able to listen and pick up the other person's non-verbal cues, the stronger your relationship is. Taking time to focus on the person you are talking with, listening to them attentively, and sharing parts of yourself are what build emotional intimacy with another person. Whether it's a foundation of a deep friendship, trying for a promotion at work, or the beginning of your marriage, these communication skills will allow your relationships to grow and flourish. 

When you are trying to improve your communication skills, sometimes it's the little things we have to be reminded of. Think about how annoying it is when you're trying to have a conversation with someone who is on their phone? Or someone who is avoiding eye contact even though you want to see how they are feeling? Maybe you notice someone is being sarcastic even though you're sharing your thoughts about the disagreement you've had. Little things like tone and facial expressions can reveal a lot about how a conversation is proceeding. And you'll be amazing at how important being a good listener is when you're having a conversation with someone! The more attention you give to them and what they are saying, the more respected and valued they will feel and want to behave the same way when you are speaking. So many conversations become derailed because people aren't truly listening.

Many jobs these days also require feedback from customers or colleagues to decide on promotions, pay raises, or employee benefits. Think about how you behave when you are under review and receive feedback. Do you automatically go on the defensive? Do you quickly deny or argue against what is being said? Do you remember to thank the person for their time and opinion? Often, it's very hard for most us to be gracious about receiving constructive criticism, but how you act can tell a lot about you as a person at work and in personal relationships. Think about feedback in a beneficial light that you are able to hear an honest review and improve your product or service. And just because you thank the person doesn't mean you are admitting you have a mistake - you're simply thanking them for taking the time they did to focus on you. 

With tips like this, this book will help you in a manner of communication settings whether you have to give constructive criticism to someone at work, try and initiate small talk with new colleagues, or steps on how to give a successful public speech. In fact, fear of public speaking even has its own phobia name - glossophobia! Some people truly cannot cope with the task, while the rest of us may get the usual nerves and butterflies in our stomach as we prepare for our presentation. By learning some tips on how to be prepared and how to hold yourself and conduct yourself at the front of the room, you can feel more confident the next time you're required to present or run a meeting. 

We hope this book will be helpful for you to brush up and polish your communication skills, or learn new tips on how to approach your workplace, social, and romantic relationships!
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Chapter 1: Effective Communication: The Habits of Successful People
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Human interaction is key and necessary on multiple levels of our lives. Whether it's business interactions, social, or personal, the habits that we form in our daily communication are what form a foundation for genuine and lasting relationships in our lives. If we correctly improve shortcomings in our communication methods, that we can see those improvements manifested in our relationships and daily lives.

In today's world of social media, our communication has become riddled with things like emojis, abbreviations, and short texts instead of longer, more meaningful conversation. But in the key relationships in our life, whether romantic or business, a deeper and open level of communication is necessary. No matter how much our digital communication plays a role in our daily interactions, effective communication will require more than text messages or tweets. 

What exactly defines effective communication? We can talk endlessly about a subject when it comes to our favorite TV shows or our political opinions. But effective and clear communication is being aware of the other person you are talking to. It's noticing their body language, their facial cues, and how they are responding to what you are saying. Are they disinterested? Are they concerned? Do they look happy or sad or frustrated? In order to effectively communicate with the person, you have to notice how they are responding to you and how to successfully convey your message. 

Clear communication can improve your life in many different levels allowing you to get more out of your relationships, and have the other person feel more valued and heard. That means both parties can feel they've had a productive conversation, even if it's a conversation about something they've disagreed over. How can effective communication improve the relationships in your life? We have provided some examples below!

In the Workplace:

	Resolves conflict: When there's clear tension or conflict in a workplace environment, it can affect the mood and productivity of the employees and the outcome of the work performed. With a mix of different personality types, cultures, and types of people in an office, it can be hard to communicate effectively with each person. But identifying communication patterns and adjusting your style to whomever you're talking to can help you become a better listener and communicator. This is where workplace or team communication programs or seminars can be very helpful. Without these types of programs, managers or personnel in charge will resort to their own personal communication style instead of one that would benefit the entire workplace. 


	Better engages people: When employees feel they are better at connecting with their bosses and superiors, they feel more open and engaged in their work. That means they can align themselves more with the company's objectives and goals. If a person feels they are being heard and listened to, they may feel more willing to share their ideas and feedback and voice any concerns in the workplace environment. If employees feel understood, they are able to better broadcast their talents. They will feel it's a "safe" environment to creatively express new ideas. If a leader is able to communicate effectively with all the different personality types in the office, they are able to better distinguish whose talents and skills can be utilized. 


	Better customer service: If you work in an industry that works in customer service, you already know how important communication is with your clients. It can make all the difference between a disgruntled customer and a satisfied one! By training the customer service employees in respectful and clear communication methods, a company can better supply them with the skills to resolve conflicts, understand their customers' needs, and present new information in a receptive manner. 


Social Life: 

	Being honest about your likes and dislikes: Often, in a friendship or a mixed social setting, the person who has a more forceful personality can take control of people who are more shy or quiet. That doesn't necessarily mean an abusive context, but it can mean that their likes or dislikes dominate the social setting. Sometimes in a friendship, that can be suffocating and make you feel like you are not valued. By learning communication skills and when to say no and make your voice heard, you can get more enjoyment out of your friendships and feel like you are an involved member. 


	Repair misunderstandings: When two different personalities spend a lot of time together, like in a friendship, it's natural that misunderstandings or miscommunications occur. These personal conflicts can cause hurt feelings or get in the way of a blossoming friendship. Conflict might be inevitable, but strong communication can prevent future disagreements and smooth over any issues that are bothering you.







	Makes clear your boundaries and comfort level: No one wants to feel they’re being taken advantage of or unappreciated in a friendship. Sometimes those feelings occur, and situations happen where you do not feel right and want to speak up. Only with effective and clear communication can you make your thoughts and boundaries well known. By stating your feelings and what you want to be improved, you can enlighten the other person to how you’ve been feeling and what changes you want made.


Romantic Life: 

	Resolves any lingering hurt feelings: One of the biggest hurdles in a romantic relationship can be even after a couple is done fighting. The apologies may have occurred, and both sides agree they've moved on, but the underlying issues of the disagreement can still linger and cause resentment or pain. When you notice this in your spouse or significant other, it can be tempting to simply ignore that difficult subject because of the uncomfortable conversation it could bring up. But for a relationship to succeed and get past these hurdles, clear communication will be necessary to resolve any hurt feelings. You want to make your partner feel like you recognize their feelings and that you want to make them feel better. The only way to do that is by being a strong communicator who does not shy away from a sore subject. 


	Allow the other person to feel more vulnerable: In a romantic relationship, the comfort one feels with their partner allows them to feel more vulnerable and reveal their insecurities. It's only when that truly deep communication occurs that a couple can feel like they really know each other beneath the surface. But before that type of raw and honest communication can occur, a foundation of good communication is necessary. That allows the person to feel safe as they share their feelings or open up about their past. 


Habits of Successful Communicator

Being able to communicate successfully is just a life skill that you have to work at. For many who have climbed the ladder of success in leadership roles, they have attended many seminars or workshops to help them become a more effective communicator. It's important that people who are already considered "good" communicators, work on their skills even more to tackle new personality types, issues, and conflicts in the workplace. This improves their ability to collaborate and listen to other people. Remember, being an effective communicator is not just about being informed on the topic you're speaking on, but also being a respectful listener and picking up on your audience's verbal and non-verbal cues.

What are some traits of good communicators and how they've adapted their lifestyle? Here are some common traits and “dos” and “don'ts” that strong communicators tend to follow. 

Stay focused on the conversation. When are you communicating with someone, you want to be focused on the topic and the person at hand. Good communicators realize that if they are distracted by something like their phone or another task, they are giving off the impression that what they are speaking about does not need their full concentration. A great way to control this is to pick the meeting location, so it is in an area without distractions. 

Pick up non-verbal cues. As we will discuss later in the book, a lot of communication is comprised of what's not being said. That means things like facial cues and body language. A strong communicator will recognize these signs in who they are conversing with, and adjust or adapt what they are saying to put the person at ease (if they can!). Especially when discussing tough subject matters, you want to know that you are putting the person at ease, so they feel comfortable around you. 

Don't interrupt. No matter how urgent you think it is you intervene, a strong communicator knows how important it is to be respectful and let the other person finish their sentence. When someone is talking, you want to be focused on what they are saying, not already preparing your rebuttal or thinking ahead in the conversation. Making eye contact and showing interest in what the person is saying goes a long way to being respectful and letting them finish speaking. 

Stick to the subject at hand. Talking about the present topic and staying on topic is very important if you want to have a successful conversation. Diving into the past or sharing uncertainties about the future can confuse your audience. Instead, you want to stick to the present subject matter and ensure that there is no confusion
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