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Tips for Effective Communication
Effective communication skills are fundamental to success in many aspects of life.  Many jobs require strong communication skills and people with good communication skills usually enjoy better interpersonal relationships with friends and family. Effective communication is a key interpersonal skill and learning how we can improve our communication has many benefits.

“Communication is a two way process, so improving communication involves both how we send and receive messages.”
Learn to Listen

Listening is not the same as hearing; learn to listen not only to the words being spoken but how they are being spoken and the non-verbal messages sent with them.  Use the techniques of clarification and reflection to confirm what the other person has said and avoid any confusion.  Try not to think about what to say next whilst listening; instead clear your mind and focus on the message being received.  Your friends, colleagues and other acquaintances will appreciate good listening skills.  
Be Aware of Other People’s Emotions

Be sympathetic to other people’s misfortunes and congratulate their positive landmarks.  To do this you need to be aware of what is going on in other people’s lives.  Make and maintain eye contact and use first names where appropriate.  Do not be afraid to ask others for their opinions as this will help to make them feel valued. Consider the emotional effect of what you are saying and communicate within the norms of behaviour acceptable to the other person. Take steps to become more charismatic. Research: Emotional Intelligence for more information.

Empathise

Empathy is trying to see things from the point-of-view of others. When communicating with others, try not to be judgemental or biased by preconceived ideas or beliefs – instead view situations and responses from the other person’s perspective.  Stay in tune with your own emotions to help enable you to understand the emotions of others.  

If appropriate, offer your personal viewpoint clearly and honestly to avoid confusion.  Bear in mind that some subjects might be taboo or too emotionally stressful for others to discuss. 

Encourage

Offer words and actions of encouragement, as well as praise, to others. Make other people feel welcome, wanted, valued and appreciated in your communications. If you let others know that they are valued, they are much more likely to give you their best.  Try to ensure that everyone involved in an interaction or communication is included through effective body language and the use of open questions. 

Learn to Communicate Effectively

Do not say the first thing that comes into your head but instead take a moment and pay close attention to what you say and how you say it. Focus on the meaning of what you want to communicate.  

Aim to increase understanding by considering how your message might be received by the other person.  By communicating clearly, you can help avoid misunderstandings and potential conflict with others.  By speaking eloquently you will come across as more intelligent and mature.  

Be aware of the messages you are sending via non-verbal channels: make eye contact and avoid defensive body language.  Present information in a way that it’s meaning can be clearly understood. Pay particular attention to differences in culture, past experiences, attitudes and abilities before conveying your message.  Avoid jargon and over-complicated language; explain things as simply as possible. Request clarification if unclear about a message. 
Use Humour

Laughing releases endorphins that can help relieve stress and anxiety; most people like to laugh and will feel drawn to somebody who can make them laugh. Don’t be afraid to be funny or clever, but do ensure your humour is appropriate to the situation.  Use your sense of humour to break the ice, to lower barriers and gain the affection of others.  
Treat People Equally

Always aim to communicate on an equal basis and avoid patronising people.  Do not talk about others behind their backs and try not to develop favourites: by treating people as your equal and also equal to each other you will build trust and respect.  Check that people understand what you have said to avoid confusion and negative feelings.  Encourage open and honest feedback from the receiver to ensure your message is understood and to avoid the receiver instead feeding back what they think you want to hear.  If confidentiality is an issue, make sure its boundaries are known and ensure its maintenance. 

Attempt to Resolve Conflict

Learn to troubleshoot and resolve problems and conflicts as they arise.  Learn how to be an effective mediator and negotiator. Use your listening skills to hear and understand both sides of any argument – encourage and facilitate people to talk to each other. Try not to be biased or judgemental but instead ease the way for conflict resolution.

Maintain a Positive Attitude and Smile

Few people want to be around someone who is frequently miserable.  Do your best to be friendly, upbeat and positive with other people. Maintain a positive, cheerful attitude to life: when things do not go to plan, stay optimistic and learn from your mistakes. If you smile often and stay cheerful, people are more likely to respond positively to you. 
Minimise Stress

Some communication scenarios are, by their nature, stressful. Stress can however be a major barrier to effective communication, all parties should try to remain calm and focused. 
Only Complain when Absolutely Necessary
People will not be drawn to you if you are constantly complaining or whinging.  If something makes you angry or upset, wait for a few hours and calm down before taking action.  If you do complain, do so calmly, try to find some positive aspects to the situation and avoid giving unnecessary criticism. 


Tips for Effective Delegation

Delegating to others is not only helpful, it’s crucial to your success. As you advance in your career and begin taking on larger and larger projects, you won’t be able to juggle all of your responsibilities and keep up with a high standard of work, too. Yes, delegating may take more effort up front, but in the long term, it will save you time and allow you to focus on the bigger, more important aspects of your work.

Plus, sharing the responsibilities will help you create a more productive, competent, and confident team. Allowing your team members to assist sends a clear message that you have faith in them, you value their skills, and you want them to succeed and grow in their careers, too.

If letting go isn’t quite your strong suit, try these six tips from a born-again delegator:

1. Decide What to Delegate
If you’re just dipping your toes in the delegating water, start with a small project, or one that doesn’t have to be completed in a specific way. Don’t assign your most critical, time-sensitive tasks, and leave ample time for mistakes to happen (that means don’t pass off something at 5 PM on Thursday when it needs to be on your boss’ desk first thing Friday morning). Most importantly, never delegate something you’re not willing to do yourself—that’s the fastest way to lose your team’s respect.

2. Pick the Right People 
Choosing the best people on your team for the job is the key to effective delegating. Of course, select people who you’re confident can do the job well and who are self-motivated and comfortable working without constant supervision. But also take time to understand the strengths and weaknesses of the members of your team (and yours, too!), and keep them in mind as you are assigning projects.

If you know someone is a better editor than you are, why not pass along the document you have to proofread? If a team member is admittedly weak in PowerPoint, don’t ask her to put together the big presentation. As you learn the strengths and weaknesses of your team, delegating will become easier and less time-intensive.

3. Communicate Clearly 
Open, clear communication from the get-go is absolutely crucial to ensuring that the projects you delegate will be done well. From the very beginning of the project, be up-front about your expectations, including timelines and deliverables, and give your team members all of the information they need to achieve those goals. It can be helpful to put everything in writing or provide people with a template or guidelines for the project—the more direction you give them, the more likely they’ll come back with what you’re looking for.

4. Check in, but Don’t Be Overbearing 
Once you delegate a task, give your team members flexibility on how they get it done (unless, of course, there’s a specific protocol or procedure). Dominating a project with an overbearing presence doesn’t encourage anyone to succeed—and certainly won’t win you any Boss of the Year nominations.

But do check in periodically to make sure everyone is on the right track and to offer to answer questions as needed. Try using systems like shared Google docs and spreadsheets or having periodic team meetings to keep everyone on the same page and moving forward.

5. Be Patient and Understanding
While delegating will take work off your plate in the long run, be prepared to take extra time out of your schedule and answer lots of questions at the beginning. Just be patient—as you learn how your team works best, and as they learn your expectations, things will get easier.  
Also, remember that mistakes will happen. Be understanding, but also address problems when they arise, so that your team members can learn from them and do things differently next time.

6. Share in Rewards and Give Credit Where Due
Taking all of the credit for a project that others assisted with is a great way to make sure they’ll never want to help you out again. Be sure to recognize and thank anyone who’s helped you out, and make your whole team (not just yourself) looks good for doing the job well. And if you receive any rewards or accolades for the project, share them.

Delegating definitely takes practice but sharing responsibilities has created a sense of community within those teams and produced amazing success that you could never realise on your own.
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