Communication Skills

Having strong communication skills aids in all aspects of life — from professional life to
personal life and everything that falls in between. From a business standpoint, all transactions
result from communication. Good communication skills are essential to allow others and
yourself to understand information more accurately and quickly.

In contrast, poor communication skills lead to frequent misunderstanding and frustration. In
a 2016 LinkedIn survey conducted in the United States, communication topped the list of the
most sought-after soft skills among employers. For someone to improve his communication
skills, he has to listen, be concise, use body language, has self confidence, be open-minded,
and respect.

To become a good communicator, it is important to be a good listener. It is important to
practice active listening — pay close attention to what others are saying and clarify ambiguities
by rephrasing their questions for greater understanding.

Convey your message in as few words as possible. Do not use filler words and get straight to
the point. Rambling will cause the listener to tune out or be unsure of what you are talking
about. Avoid speaking excessively and do not use words that may confuse the audience.

It is important to practice good body language, use eye contact, utilize hand gestures, and
watch the tone of the voice when communicating with others. A relaxed body stance with a
friendly tone will aid in making you look approachable by others. Eye contact is important in
communication — look the person in the eye to indicate that you are focused on the
conversation. But make sure to not stare at the person as it can make him or her
uncomfortable.

Be confident in what you say and in your communication interactions with others. Being
confident can be as easy as maintaining eye contact, maintaining a relaxed body stance, and
talking with concision. Try not to make statements sound like questions and avoid trying to
sound aggressive or demeaning.

In situations where you disagree with what someone else has to say, whether it be with an
employer, a co-worker, or a friend, it is important to sympathize with their point of view
rather than simply try to get your message across. Respect the opinion of others and never
resort to demeaning those who do not agree with you.

Respecting what others have to say and acknowledging them is an important aspect of
communication. Being respectful can be as simple as paying attention to what they have to
say, using the person’s name, and not being distracted. By respecting others, the other person
will feel appreciated, which will lead to a more honest and productive conversation.
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Synonyms and Antonyms:

Strong (s8) # poor (—a==) / essential = important (a¢=) / understand (s¢&) # misunderstand (as&: &) /
improve = develop (Usk) / use = utilize (Jaxivw) / disagree (B8 s ) # agree (il s)

pay close attention (e oLi¥) 4uus) = pay attention(dule LY 4us) / employer (Jeal) ) /
co-worker (Jeadl & Jie3) / Rambling (Guliie e 3S) = speaking excessively (3,5 2S%) /

confuse (a8 5 Ui sia) # focused (US_») /relaxed (35.2) # uncomfortable (zG < ) /

point of view = the opinion (ki 4 )

Keywords:

Communication (Ju<il) / communication skills (Ju=i¥) &l jles) / business (J«=) / transactions (<) /
information (<l sl=s) / accurately (= J<&) / frustration (bbal) / listen (a<iw) / concise (Lbaisly) /
body language (22! 421) / self confidence (Uil 453) / open-minded (ziiis) / respect (a)_sa) /

active listening (Jxdll ¢linYl) / saying (4s2<) / clarify (=) / ambiguities (u=s<e) /

rephrasing (4elua salel) / filler words (WSl sia) / straight (,éls) / unsure (3t &) / Avoid (a=4l) /
the audience (u<iwall) / confuse / focused / Rambling / speaking excessively /

eye contact (=l Jal 5ll) / hand gestures (2! <AS =) / tone of the voice (<osall 5 ,) /
approachable (4= cuaall Jals 0Sws) / conversation (i) / interactions (J=\&) / statements (2S) /
aggressive (S s2e) / demeaning (asll ) / sympathize (—hlas) / acknowledging (<l _sie YY) /
aspect (=ic) / distracted (Ui <) / Appreciated (<) 4ed &l a1) / honest (=) / productive (zi).
Key sentences:

*For someone to improve his communication skills, he has to listen, be concise, use body language,
has self confidence, be open-minded, and respect.

* To become a good communicator, it is important to be a good listener.
* Convey your message in as few words as possible.
* Avoid speaking excessively and do not use words that may confuse the audience.

* It is important to practice good body language, use eye contact, utilize hand gestures, and watch the
tone of the voice when communicating with others.

* Eye contact is important in communication — look the person in the eye to indicate that you are
focused on the conversation.

* Be confident in what you say and in your communication interactions with others. Being confident
can be as easy as maintaining eye contact, maintaining a relaxed body stance, and talking with
concision.

* Respect the opinion of others and never resort to demeaning those who do not agree with you.

* Respecting what others have to say and acknowledging them is an important aspect of
communication.

* By respecting others, the other person will feel appreciated, which will lead to a more honest and
productive conversation.

Questions: Answer these questions from the text:
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1- What are the different communication skills?
2- What does the person need for a good body language?
3- How can respect reflect on the conversation and the communicator?

4- How can self-confidence help the communicator?



