
13 Keys 
towards  

more effective 
 COMMUNICATION

Communication is one of the most basic and complex of all living 
creatures’ interactions: basic because all living creatures 
communicate; complex because the variety of communications, 
methods and styles is vast and open to a lot of misinterpretation.  
 

Communication is the understanding 
between 2 or more people. How would 
you rate your communication ability 
out of 10 (0 being non-existent and 10 
telepathic)? 

 

When you considered how good/  
bad/otherwise you are at the art of 

communication, what factors did you 
take into account? Did you consider 
the basic 12 factors in the table below? 
 
Obviously, there are dozens of other 
factors like noise, distractions, how 
well we know the other person/people, 
authority, time pressure, to name but a 
few. 

 

 

Listening ability Learning preference Culture differences 
Vocabulary  Personal experiences Upbringing 
Personality style Bias Individual perceptions 
Communication  

     preference (writer,  
     reader, auditory) 

Processing inclination 
     (think & process, or talk 
     to think) 

Length of communication 

 
The way we think influences the meanings we attach to messages given and 
received and then in turn influences the responding behaviour for the other person. 
Here are a few things to help you communicate effectively - 
 

COMMUNICATIONLet’s use  to unlock the 13 keys! 
 



onnect first at a person level - ‘see’ the person and treat them with the value they bring as C
an individual. Often rapport can be built with through a genuine question enquiring about 
them or even the telling of a story. Be personable.  Treat others how you want to be treated. 

pen your ears and mind! Listening is a core fundamental skill of communication. O
Distortion is created by our bias and this affects how we hear the message. Being open and 
receptive helps us hear better and helps the other person open up as well. 

ean what you say. Too often people start a conversation without clarity of purpose and/or M
will communicate what they think the other person wants to hear. Trust is 
foundational for effective communication. 

ake time to communicate. Messages given under pressure are often rushed, M
unclear and miss the key step of ensuring understanding. When we have time, we 
can ask questions and repeat back what we have heard to ensure understanding 

nderstanding is the key and purpose of communication. The best way to do this U
is to ask for and give feedback on a regular basis. “Feedback is the food of champions.” 

otice subtle messages you are giving and the other person is giving. Body language N
accounts for over half of the message delivered – our stances and gestures, facial 
expression, eye contact. If you are unsure of a message you perceive being given - ask! 

nterruptions cloud a message. This is particularly the case where people are not focused I
on the conversation at hand and are distracted. Not only do we undervalue the person we 
are speaking to but are clarity is also affected. Focus when delivering a message.  

are and empathy show great respect for the person. Empathy helps you see things from C
the other person's perspective. You do not necessarily need to agree and empathy shows a 
willingness to understand.  

ttitude profoundly impacts a message. An attitude of superiority and impatience will A
impede communication whereas an attitude of care, compassion and gratitude 
will facilitate communication.  

one delivers a message in and of itself. Be sure that your tone does not infer T
a different message to your words. 

dentify connection points. Where appropriate, humour can be very helpful. As I
we seek to understand it can be helpful to have ‘safe’ points to go back to, to 
reconnect through a conversation. 

wnership of your own actions and reactions is the hallmark of great O
communicators. Remember no one can make you feel anything without your permission. 
When we learn to control our emotions it allows up to focus on the message. 

ote key points, if necessary, and follow up. People process information in different way - N
some people need time to think and other need to talk to process thoughts. Allow for 
differences and follow up to ensure understanding. 
 

These simple tips can instantly improve your communication. The benefits 
affect home, work and all of life. Done well great communication improves 
relationships, lowers stress, increases action and saves time! 

 

What will you work on today?                                

- Mike 


