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WINNINGCOMMUNICATION

MODUPEAREMO

ModupeoluwaAremoisacommunicationexpert.

Herdesiretohavepeoplebethebestversionofthemselvesisahugepartofherperson.

Shelovescreativethinkingandencouragesunconventionalapproachestothings.

ShehasgatheredexperienceinBusinessdevelopment,businesscommunicationsaswell

BusinessMarketingworkingwithNBCandnowSoFresh,aleadingpremium healthyfoodfirm.

ShelovesGoddeeplyandconstantlyseekstobeanexpressionofHim.

Shelovestodance(insecret),hasathingforyam andshesolovestotravel.

SheplanstotourtheworldwithherHusbandsomeday!

SoI'lljustgostraighttothepointbystartingwithbasicintroductionofwhatIbelieveyoushould

knowaboutCommunication

Communicationisattheheartofeverythingwedo;itisimpossiblenottocommunicate.Weare

communicatingevenwhenwearenotactuallytalking.Non-verbalcommunicationsuchasbody

posture,gesturesandfacialexpressionscanbemorepowerfulandmoregenuinethanactual

wordsspoken.Ithasbeenresearchedthatnonverbalcommunication.

Communicationisatwo-wayprocessthatneedsgoodlisteningandpresentingskills.

Didyouknow:

•Wehearhalfofwhatissaid;

•Welistentohalfofthat;

•Weunderstandhalfofthat;

•Webelievehalfofthatand

•Werememberhalfofthat



Thismeanspeoplemayonlyrememberlessthanfourpercentofwhatisactuallysaid.

Toooftenwearegoodtalkersbutpoorlisteners,and,consequently,boththemessagesentout

andthemessagereceivedmaybeincomplete,inaccurate,inconsistentormisunderstood.

Often,weexpressideas,instructionsandfeelingslessclearlythanwethinkandwerarely

genuinelycheckwiththereceiverthatwhatweactually meanthasbeenunderstood.

So,Inaturallywillassumethatyouprobablywilljustunderstandabout25%ofwhatIhaveto

talkaboutthisevening,exceptafteryouhavegonethroughitoverandover.That’swhyweread

abookasecondtimeandwesometimesevenfeellikewehavenotactuallyreaditbefore.

Sowithallthiscomplicationsinsimple"talkingtosomebody,"whybother

WhydoweactuallyCommunicate?

Itfor4basicreasonsthatformsthefoundationofalmosteverythingwedo:

•TobuildRelationships

•ToexpressIdeas/thoughts/feelings

•ToexchangeInformation

•Topersuade/inspire/motivateothers

Interestinglythisiswhatwedoallthroughthedayinonewayortheotherwhichiswhyitis

importanttodoitRightelseonewouldbeextremelyfrustrated.Imaginepeoplejustnot

understandingyouorlisteningtoyoualldaylong.

Solet'ssharealittlebit;Haveyouevertriedgettingsomeonetounderstandsomethingvery

importantbutyoujustfeltlikeyouarerepeatingyourselfoverandover?

Howdiditmakeyoufeel?I'm gladanumberofusgotit.

Soisitthatwedon'tdoifrightorwedon'tknowhowtogetthemessageacross?

ImaginehavingapresentationtoBoardofDirectorsandnobodyseemstogetwhatyouare

saying

Thisandmoreisthereasongettingthemessageacrosswellisverycriticaltoachievingour

dailysuccessinourendeavours



TypesofCommunication

Communicationcanbeverbal,non-verbalorwritten.

CommontypesofVerbalCommunicationinclude:

•Telephoneconversationsoranswerphonemessages

•Facetofaceconversationsbetweentwopeople

•Small,informalgroupdiscussions

•Formalmeetings

•Largeopenmeetings(e.g.annualgeneralmeeting)

•Speeches,lectures,seminarsorpresentations

•Video,DVDorfilmedpresentations(moviesandthelikes)

Non-VerbalCommunicationwouldimplybodyposture,gestures,eyecontact,facialexpressions,

bodylanguageetc.

WhataretheCommonTypesofWrittenCommunicationweknow?

Letters,memos,correspondence...

WhatisCommunications?

Communicationcanbedescribedastheimpartingorinterchangeofthoughtsopinionsor

informationbyspeech,writingorsigns.

Itisatechniqueforexpressingideaseffectively;aprocessbywhichinformationisexchanged

betweenindividualsthroughacommonsystem ofsymbols,signs,orbehavior.

AccordingtoPeterDrucker

"Assoonasyoumoveonestepupfrom thebottom,youreffectivenessdependsonyourability

toreachothersthroughthewrittenorspokenword."

Assuchourindividualgrowthishitchedonhoweffectivewecancommunicateouropinions.

Thebasicingredientsneededforeffectivecommunicationinclude:



•Expression-Youcanexplainyourview

•Comprehension-Youcanunderstandwhatisbeingsaid

•Listening-Youareopenmindedtowhatisbeingsaid.

Foreffectivecommunicationtotakeplace;hereareafewtipstotakenoteof

1.ConnectwiththeAudience-Thenumberoneruleofgoodcommunication:keepyour

audienceinmind!

Whoeveryouarecommunicatingwithisthemostimportantfactor.

Trytopredictwhattheyarethinking/feelingandhowyoucancommunicateinawaythatwill

helpyoureachyourgoals.

Knowyouraudienceenoughtospeakattheirlevel.Don'tbespeakingplentygrammarwhenyou

shouldjustgostraighttothepoint!

2.BeClearandConcise

Clarityisthekey.Thewordsyouuseshouldbeclearlyunderstoodbythereceiverofthe

message.Youshouldbeabletoexplainyourselfinthesimplestpossiblewaywithoutgetting

confusedorconfusingyouraudience.

Itissaidthatifyoucannotcommunicateyourmessageclearlytoachildaround5years,"you"

don'tactuallyunderstandwhatyouaretryingtosay

TheAim istocommunicatunambiguouslyandclearlyalways.

3.ListenActively

Activelisteningislisteningwithapurpose.Usingactivelisteningskillscanhelptominimizeor

avoidunnecessaryconflict.Itcanbringclarityandunderstandingtoconversationsand

interactionswithotherpeople.First,thelistenerfocusesonthewordsandthefeelingsofthe

speakersoasto understand.

Activelisteninghappenswhenthelistenerhearsthevariousmessagesbeingsent,understands

theirmeaning,andthenverifiesthemeaningbyofferingafeedback.

Characteristicsofanactivelistener:

•Spendsmoretimelisteningthantalking



•Let’sthespeakerfinishhisorherownsentences

•Let’stheotherpersonfinishspeakingbeforeresponding

•Allowstheotherpersontospeakanddoesnotdominatetheconversation

•Awareofownbiases

•Asksopen-endedquestions

•Focusesonwhatisbeingsaidandnotwhatone’sresponsewillbetothespeaker

4.BeEasilyUnderstood-Usesimplewords.Usewordsorphrases,whichyoucoulduse

naturallyinconversations.

Don'tgolookingforbiggrammartosoundfunny

Exceptionsaretechnicaltermsandabbreviations,whichyourreaderwillunderstand.

5.EyeContact-Thishelpstoregulatetheflowofcommunication.

Itsignalsinterestinothersandincreasesthespeaker'scredibility.Peoplewhomakeeye

contactopentheflowofcommunicationandconveyinterest,concern,warmth,andcredibility.

Eyecontactcanalsohelpsignalthatyouarecomingtoanendandtheotherpersoncanspeak.

Pleasebeawarethatinsomecultures,extendedeyecontactcanbeconsideredasignof

disrespect.Thereforeitisimportanttounderstandthepersonwhoyouaretalkingto.

6.FacialExpressions-Smilingisapowerfulcuethattransmitshappiness,friendliness,warmth

andliking.Bysmiling,peoplewillbemorecomfortablearoundyouandmorewillingtolistento

you.

7.Gestures-Withoutproperhandgestures,youmaybeperceivedasboringorstiff.Ifyou

gesturetoomuch,peoplemayfinditdistractingfrom yourmessage.

Findagoodbalanceandpeoplewillfindyouanentertainingandcaptivatingspeaker.

8.BodyLanguage-Youcommunicatenumerousmessagesbythewayyoutalkandmove.



Standingerectandleaningforwardcommunicatesthatyouarelisteningorthatyouare

approachable.Facethepersonwithwhom youarespeaking.Ifyouarewritingorworkingon

somethingelse,thepersonisgoingtofeellikeanuisance.

Foldedarmsmayindicatethatyouareclosedoffsotrytokeepyourbodyopenbynotfolding

armsorlegs.

9.Proximity-Culturalnormsdictateacomfortabledistanceforinteractionwithothers.Lookfor

cuesofdiscomfortfrom otherstocheckthatyouarenotinvadingpersonalspace.

10.VocalElements-Speakingcansignalnonverbalcommunicationwhenyouincludesuch

vocalelementsas_tone,pitch,rhythm,timbre,loudness,andinflection._

Payattentiontothesepartsofyourspeechbecausetheymayreducetheemphasisofwhatyou

aresaying.

From youvoicepeoplecantellifyouareangry,afraid,nervousormanyotheremotions.Don’tlie

abouthowyouarefeeling;peoplewillbeabletotellfrom yourvoice.

11.BeKnowledgeableaboutyourSubject

Withoutthisbasicelementallwhatyouhavecommunicatedisinsignificant.Knowledgeofthe

subjectyouarecommunicatingonisessential.

Imaginecomingtodefendyourprojectandsomeoneelsewroteit.Youcan'texplainwhatisinit.

12.UsingHumor-Humorhasagreateffectandbringsoutapointlikenothingelse.

"Laughteristheshortestdistancebetweentwopeople."(VictorBorge).

Thisageoldproverbemphasisetheimportanceofhumorinourlife.Whatbettertoolto

communicatethanHumoritself.

Ifyoucangetapersontosmilewithyou,halfyourjobofcommunicatingyourideastohim is

alreadydone.Oncealittlehumorisinjected,thepointiseasiertomakeandthemessageis

betterunderstood,andtheaudiencewillpaycloserattentiontodetailsorpointsyouwanttoget

across.



However,HumorinCommunicationisn’talwaysaLaughingmatter.Youhavetobecarefulthat

itisrelevanttothecontextofyourcommunication.

13.BeRelaxedandConfident-Confidenceisakeydeterminingfactorofeffective

communication.Nobodyisinterestedinasubjectofwhichtheauthor/speakerhimselfisnot

confident.

Agoodknowledgeofyourtopicwillhelpyoutobeconfident

WhycancommunicationbesometimesIneffective?

CommunicationGaps

Probablythemainbarriertogivingapowerfulpresentationanddevelopingwinning

communicationskillsisconfidence.

Beforeyoucandevisestrategiestoexpressyourself,youneedtounderstandthecausesof

ineffective communication,someofwhichareasfollows:

1.VocabularyFailure

2.Talkingtoomuch

3.NotListeningCarefully

4.Toomuchemphasisondeliveryratherthancontent.

5.Angeratinterruptions/distractionThisiswherewewouldbestoppingforthefirstsession

tonight,

Idohopeyouhavegoodcomprehensionofthebasicsofcommunicationandwecanproceed

tohowtoWinintheplaceofCommunication!

Thankyouforhavingmetonight


