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e 1.LISTEN, LISTEN AND LISTEN
* 2. WHOYOUARETALKING TO MATTERS
e 3. BODY LANGUAGE MATTERS

e 4, CHECKYOUR MESSAGE BEFOREYOU HIT SEND
e 5. BE BRIF,YET SPECIFIC

* 6. WRITETHINGS DOWN

e /. THINK BEFORE YOU SPEAK

e 8. TREAT EVERYONE EQUALLY

¢ 9. MAINTAIN A POSITIVE ATTITUDE AND SMILE
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@ 1. Listen, listen, and listen
VAR

People want to know that they are being heard. Really listen to what
the other person is saying, instead of formulating your response. Ask
for clarification to avoid misunderstandings. At that moment, the
person speaking to you should be the most important person in your
life. Another important point is to have one conversation at a time.
This means that if you are speaking to someone on the phone, do not
respond to an email, or send a text at the same time. The other person

will know that she doesn’t have your undivided attention.
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@ 2.Who you are talking to matters.
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It is okay to use acronyms and informal language when you are
communicating with a buddy, but if you are emailing or texting your
boss, “Hey,” “TTYL” or any informal language, has no place in your
message. You cannot assume that the other person knows what the
acronym means. Some acronyms have ditferent meanings to ditterent

people, do you want to be misunderstood? Effective communicators

target their message based on who they are speaking to, so try to keep
the other person in mind, when you are trying to get your message

aCrOSS.
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@ 3.Body language matters.

VINR

This is important for face-to-face meetings and video
conferencing, Make sure that you appear accessible, so have
open body language. This means that you should not cross your
arms. And keep eye contact so that the other person knows that

you are paying attention.
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@ 4.Check your message before you hit send
VDR

Spell and grammar checkers are lifesavers,

but they are not toolproof. Double check

what you have written, to make sure that

your words are communicating the intended

message.
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@ 5.Be brief, yet specific.
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For written and verbal communication, practice being brief yet

specific enough, that you provide enough information for the
other person to understand what you are trying to say. And if
you are responding to an email, make sure that you read the
entire email before crafting your response. With enough
practice, you will learn not to ramble, or give way too much

information.
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@ 6.Write things down.

Take notes while you are talking to
another person or when you are in a
meeting, and do not rely on your
memory. Send a follow-up email to

make sure that you understand what

was being said during the conversation.
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7. Think before you speak.

Always pause before you speak, not saying

the first thing that comes to mind. Take a

moment and pay close attention to what

you say and

how you say it. This one habit

will allow you to avoid embarrassments.
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8. Treat everyone equally.

Do not talk down to anyone,
treating everyone with respect.

Treat others as your equal.
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@ 9.Maintain a positive attitude and smile.
VR

Even when you are speaking on the phone, smile

because your positive attitude will shine through
and the other person will know it. When you
smile often and exude a positive attitude, people

will respond positively to you.




vnrseeds
Corporate Tutermet Stratesy

Communicating effectively is a

teachable skill, therefore following a

few of the tips outlined above, will
enable you to hone up on your

communication skills
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PURPOSE |

. Enhancing skill

* Improving mind set

. Handling the Tasks Effectively

* Putting extra efforts

* To think Out of box

* an OVERALL DEVELOPMENT
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TOPICS

S.NO.

1 Time Management Harsh Bahadur Singh
2 Reporting and Necessity Manoj Kumar Singh
3 How to capture market intelligence Abhishek Das

4 Effective team handling and Management (Distributor, ~ Avinash Kumar

Retailers, MDOs)

5 Team work, its improvement and Management Ankit Kumar Singh
6 How to improve effective Communication skills Prabhat Kumar

7 Positive approach/attitude and advantages Vikas Kumar

8 How to conduct an effective MDA Ritesh Kumar Singh
9 Complaint Handling and its importance Sanjay Singh
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Communication Skill
Customer care
Presentation Skill
Assertive Behavior
Negotiation Skill
Dealing with Aggression

Intercultural Communication




