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Communicating effectively is a key part of success at work and other parts of your life and it’s not 

something limited to those born with special gifts. Effective communication is a skill anyone can learn 

with a little practice.

Follow these strategies to become a better communicator:

 Learn to listen. Listening is a crucial part of communication and it means more than just 

hearing words. It means hearing the meaning in those words. Everyone wants to be heard and 

when you do it well, people will go away from your conversations thinking what a great 

communicator you are, when all you did was listen.  

 Give people your total attention. Put distractions like your phone or other devices out 

of the way so you can really pay attention. In groups, pay attention to one conversation 

at a time to give each person your full attention.  

 Act as if you will be asked to repeat the story back. Aim at retaining key points and 

practice retelling the person’s story in your mind. 

 Don’t be too informal. It’s normal to use slang or other types of informal language while 

talking to friends or family. However, business usually requires more formal language. 

 Avoid using slang, acronyms, and informalities because it can make some people feel 

uncomfortable, especially if they’re not familiar with them.

 Avoid using technical language around people who may not understand it because it 

can make them feel you’re putting them down or excluding them. Speak on the technical 

level of your listener.
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 Focus on being brief. You don’t have to make a long speech to be effective. 

 Try to get your point across with fewer words and less time. People appreciate 

brief conversations and respect others people who don’t go off on tangents. 

 Be thorough. Ensure you provide enough information while you talk. Don’t be vague 

or miss important details but be careful not to dive into every last bit of minutiae if it’s 

not critical to understanding. 

 Try to get your point across with less talking. Try to summarize the important parts 

and only focus on them while you talk.  

 Pay attention to other’s emotions. Take note of how the other person is reacting when you 

talk. Words are powerful, and communication can affect people in many different ways. 

 Empathize. Look at things from the other person’s point of view without criticism or 

judgment. Steer away from making assumptions and listen for facts.

 Be compelling. Communication looks easier for some people, they seem to be able to 

captivate audiences and pull them in to hang on every word. With some practice, you can 

learn this skill. 

 Be confident. One of the most important aspects of compelling communicators is 

confidence, not arrogance or self-righteousness, confidence. Confident communicators 

know what they know and what they don’t, and they never disrespect others by trying 

to look superior.

 Be optimistic. Even if you’re having a difficult conversation, focus on something 

positive. Find the silver lining. Nobody wants to listen to complaining and bad news, 

and if that’s all you talk about, few will want to be around you.

 Be interesting. Find thought-provoking information to share with others. Focus on 

innovation and new ideas that will give people a spark. 

These were just a few tips, but by working on them whenever possible, you can learn to 

communicate more effectively. Every time you have a conversation with anyone is an opportunity to 

get better.
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