
 
Ravin. Gunawardana.  – IPD – eticut4u@gmail.com – Mobile :- 0773066213 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participants Name :-                                                                                                           Date :-   

 

To Communicate Effectively    

There’s more to communicating effectively than simply 

talking, writing an e-mail or putting up a sign board. In 

communication there is always a massage. Clearer the 

massage is to the receiver, the more effective the 

communication is. The exchange of information 

whether verbal or non-verbal causing the intended 

result can be called effective communication. It can 

also be defined as a two way information sharing 

process which involves one party sending a massage 

that is easily understood by the receiving party and 

vice versa. Effective communication by business 

managers facilitates information sharing between 

company employees and can substantially contribute to 

its commercial success. Communication involves the 

process of a message originating from a source, this 

massage is encoded in language written or spoken, 

graphics, body language, signage, art, dance and many 

other forms of expression, and is then channeled 

through a medium such as our voice, through a letter, a 

song, a dance performance a video and so on. This 

message then has to be decoded by the receiver, to 

receive the massage. If the message is not perfectly 

clear there will be ambiguity in how each receiver 

perceives that massage. Just like an abstract painting 

will mean many things to many people. The secret there 

fore is for your massage to be easily understood by the 

intended party. So we must always ask ourselves, “Do 

people really understand what I really mean; when I 

communicate with them” 

 

How & Why We Communicate   

 There are different forms of communication. Speaking 

or talking (Language), Sign language, Body language, 

Art, Dance, Music and many other forms of expression. 

Then there is the written forms of communication. 

Sign boards. Signals, Lighting, make up graphical forms 

of communication and of course we communicate 

through touch and feel. So if we concise these different 

forms of communication we get three main categories 

i.e. Verbal, Written, and non-verbal communication. 

We communicate with others for many reasons; to 

give information, to get information, to get someone 

to do something, to stop someone from doing 

something, to make someone feel good or to make 

someone feel bad! In verbal communication the 

Volume, tone and pitch of our voice, has a major effect 

to the message we are giving, and if in the presence of 

others our facial expressions and body movements all 

add up to make that whole message more effective. In 

written communication, how we phrase our 

sentences, the use of simile’s  the appropriate use of 

imagery, spelling and grammar and your vocabulary 

play vital parts in making your massage clear and 

precise. Non-verbal forms of communication are very 

powerful and are able to send messages to the 

receivers’ subconscious mind as well. Our attire, body 

posture, hand jesters and facial expressions or 

emotions our habits, all play a very big role, far bigger 

than you thought. 

What is effective communication    ? 

Definitions 

Effective –  

1. Producing Results- causing a result, especially the 

desired or intended result - • Panadol an effective 

remedy for headaches. 

2. Producing a favorable impression, successful, 

especially in producing a strong or favorable 

impression on people - • when saying “As strong as an 

ox” effective use of imagery to describe the strength 

of some one.  

Communication –  

1. Exchange of information - the exchange of 

information between people, e.g. by means of 

speaking, writing, or using a common system of signs 

or behavior.  

2. Message - a spoken or written message.  
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Use Positive Words  

Our mind processes information in a visual form. We always 

try to link current or past actions, incidents and experiences 

to the current information we are receiving and process it in 

relation to them. This process most often distorts the original 

intended message sent by the sender. 
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In Communication There is always A Message!  

 

So! What do we want to communicate? A Message!  

A Message that is in our mind, our thoughts, our 

feelings our interest our achievements, what we do, 

what we sell! 

 

 

 

Speaking / Talking, Sign language, Body ,language, Art, 

dance, music, and other forms of expression, Writing, 

Sign boards, Signals, Lighting, Text messaging, photos, 

Touch and feel, are all forms of communication. 

Communication can be categorized into three basic 

types:  

(1)  verbal communication, in which you listen to a 

person to understand their meaning;  

(2) written communication, in which you read their 

meaning; and  

(3) non-verbal communication, in which you observe a 

person and infer meaning. 

When & why do we want to communicate? 

To give information. To get information. To get 

someone to do something. To stop someone from 

doing something. To make someone feel good. To 

make someone feel bad.  

We communicate when we have something important 

to say, and, if we want people to listen, the message 

should be something new or different.  

Communication Barriers - Reasons for Communication 

Breakdown.  

• Perceptual and Language Differences: 

• Information Overload: 

• Inattention: 

• Distraction/Noise: 

• Emotions: 

• Complexity in Organizational Structure: 

• Poor retention: 

 

 

 

Now; what is effective communication? 

A two way information sharing process which involves 

one party sending a message that is easily understood 

by the receiving party.  

Why communicating effectively is important? 

In business getting people to do certain activities in a 

required or prescribed manner is very important in 

yielding results. Clear precise instructions enables 

employees to work more efficiently and deliver the 

desired results. Miss- communication or a breakdown in 

communication can and will cause negative results. 

Leading to losses in the business. 

In any form of communication – “To Be Easily 

Understood” – Is the Secret! 

So we must ask ourselves; Do people really understand 

what I really mean; when I communicate with them? 

Lest see the many forms of communication -  
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Grooming  

 Nose hair 

• Pluck out nose hair that is coming out with a tweezers 

kept for this purpose. 

• Clean nose well when washing. 

Ear hair 

• Pluck out prominent hair if any, with tweezers. Do not 

shave or cut. Visit a salon if it is a problem. 

Body hair  

• Shave under the arm pit if constantly having bad 

odour. 

• Trim pubic hair if necessary. If scratching, medicate! 

• Chest hair can be shaved if it is a problem to you.  
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Punctuality  

• A time is a time. 7.30 is 7.30. Don’t be late. (If getting 

late on any unavoidable circumstances inform of delay)  

• If you are starting work at 8.00 come a few minutes 

early and get yourself organized and settled down.  

Finish early and use your extra time to plan ahead for 

the next day and week. 

• You are paid for your time engaged in work do not idle.  

• You are paid for your efficient and effective work, be 

productive. 

• If you have an appointment outside office, find out how 

to get there and how long it takes, have all required 

documents and items ready early , (make a check list) 

• Reconfirm the appointment closer to the date. 

• Arrive early and cool off a little. Freshen up and check 

yourself. 

 

Body Posture  

Walking and entering 

• Walk fast don’t run. Plan yourself so that you are not in 

a hurry all the time. 

• Walk with your hands down and by your side. 

• Knock at the door before you enter (if open or not) 

• Wait till you here a reply before you enter. 

• Don’t barge in on any conversation wait till you are 

asked or your opinion asked for. 

• Open the door with one hand and the other at you 

back; hesitate a little before you enter. 

• If the door was closed before you entered then close 

the door behind you. 

• Wait till you are asked to sit. Sit down quietly sit with 

back straight, don’t lean back or slouch. 

• Keep file on the table and hands on your lap. Don’t start 

looking around the room or meddling with things on 

the table. Don’t mess with your file, bite your nails or 

fidget when sitting or standing. 

• If your are standing , stand straight, chin up, 

shoulders back, feet slightly apart and hands 

behind you back or one hand behind your back. 

 

Let’s see how we can communicate more effectively! 

Appearance - Non-Verbal Communication  

 
What is Appearance? The way we appear to others or 

how others see us as. What does appearance 

communicate? 

Appearance in communication 

• Non-verbal communication is important as much as 

verbal communication.  

• Most people think that a language is the base of 

communication. But is only a part of it! 

• The clothes and physical appearance is the first contact 

with people. 

• For example: Hairstyle, fashion clothes, facial 

expression, gesture and posture (body language) etc…. 

 

The secret is Projecting a good image of yourself. 

Project yourself, make yourself noticed.  Make yourself 

seen and heard. Make yourself admired. Make 

yourself liked by others.  

You will only know how people see you, or how you 

look in the eyes of others is by asking for honest feed 

back.  

 

 
Behaviour – Non-Verbal communication  

Your behaviour communicates a lot to others about you, 

how you feel, whether you’re happy or sad, whether 

angry or frustrated, and so many other feelings. If you 

are emotionally intelligent then you can identify these 

signs in others and get a better understanding of their 

true thoughts when they communicate.  

 

How you behave, reflects who you are! 

• If you act kindly, people will see you as a kind 
person. 

• If you act intelligently, people will see you as an 
intelligent person. 

• If you act honestly, people will see you as an honest 
person. 

• But if you act like a fool,  
• People will see you as a fool. 

 

Good Habits = Good Behaviour.  

You need to learn good habits. “Practice makes 
perfect’’  

Good manners = Good Behaviour 

Good habits & manners communicate a lot about 

people. Being helpful, punctual, addressing individuals 

and greeting people politely, practicing good manners 

in the wash room, at meal times, respecting others is 

all part of being able to communicate effectively. Your 

communication process is a continuous one and an 

ongoing one. Your past actions affects the future.  
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The way you dress is a form of communicating  

Dressing for success – Non-Verbal communication 

 

Dress appropriately for the occasion. If you’re not sure 

ask the HR department on what your dress code should 

be, or your supervisor. Make sure to double check what 

they say with your company written policy and a few 

other trusted co-workers. 

Body Language - NON Verbal Communication  

 

 

 
Send the right message every time – here’s how .  

 
Combine your body posture with your verble . 

communication.  

 
Practice these little tricks till you get them right  

 
Always be conscious of what you are doing as well as 

what you are saying, when you are talking to 

someone.  
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Think back every time and see if you have articulated  

what you said in the way you intended it.  

 
Listening empathetically helps in understanding others.  

 
Understanding cultures helps when communicating.  

You could avoid many misunderstandings when you are 

aware of the various practices, gestures and phrases  

used by different cultures. Take time to study these  

satellites and see the magic of communication come  

alive.  

Facial expressions and hand gestures sum up quite a lot 

in communicating with others. “Mind your hands and  

watch your face”  

 

Emotions are communicated through our facial 

expressions.  

 
When we combine our facial expressions with our 

verbal communication the massage is much more 

powerful. Communicating face to face or seeing some 

one eye to eye, when communicating is much more 

better than just listening to someone or reading what 

someone has written.  

 
 

Verbal communication requires a good command of 

the language you are speaking in. knowing the precise 

meaning of the words we use when communication 

and the applicability of those words to the subject in 

reference, the context of those words all play a vital 

part in getting the right massage or the intended 

massage across. A good example is when you are 

translating one language to another word to word 

translation will give a distorted meaning in most cases.  
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Speaking in informal settings. 
• Make eye contact.  

• Smile  

• Practice open/relaxed body language  

• Avoid harsh tones.  

• Don't get off on tangents.  

• Show confidence. 

Speaking in Public/Formal Settings 
• Be concise and clear  

• Don't get off on tangents  

• Be considerate  

• Make eye contact.  

• Smile  

• Pace yourself  

• Avoid sarcasm.  

• Try to incorporate humor.  

• Practice open/relaxed body language.  

• Be sure of yourself 

Always prepare and do some background reading 

Assessment  

Q1 What is effective communication?   

……………………………………………………………………………………………………………………………………………………………………….. 

Q2 Why is it important to communicate effectively?   

……………………………………………………………………………………………………………………………………………………………………….. 

Q3 What are the factors that affect clear communication?   

……………………………………………………………………………………………………………………………………………………………………….. 

Q4 What are the three main categories or types of communication?  

……………………………………………………………………………………………………………………………………………………………………….. 

 Q5 How does appearance, behaviour, body language and jesters help in communicating more effectively? 

……………………………………………………………………………………………………………………………………………………………………….. 

 Q6 What are the things we need to keep in mind when we speak at formal occasions 

……………………………………………………………………………………………………………………………………………………………………….. 

Communicating The First Impression 

• It takes only 3 to 5 seconds for a person to 

make his or her first impression about you. 

• The way you walk in to the room, the way 

you greet people, the way you sit, the way 

you make hand jesters and eye contact will 

make that impression whether good or bad. 

• Basically how you carry yourself in public 

will & is what makes you a true professional  

Some Big Do Not’s   at the work place.  
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The tone of your voice, the pitch of your voice and the 

volume of your voice plays a big role in effective 

communication. Make sure that you get these three vital 

areas appropriately tuned to match the context of your 

massage, so that you are able to achieve the maximum 

effectiveness in conveying your message. 
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