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The important parts of Good Communication skills include 

1. Command over Spoken Language

2. Control over Voice, Tone & Pitch

3. Reflexive Listening Skills

4. Impeccable Body Language

Basic Do’s & Don’t 
One should not write using gender specific language, unless one is sure about the gender of the recipient.
One should always finish what they start.
One should avoid the overuse symbols and abbreviations.
Using analogies in Business Communication is like using feathers on a snake.
Avoid annoying alliterations
Avoid trendy locutions that sound flaky.
Do not shift the point of view in the written correspondence - be focused.
Avoid clichés
Do not use commas unnecessarily
Avoid using foreign words - stick to basic English words
Do not overuse exclamation marks
Avoid using quotes that are not attributed to the personality concerned.
Avoid ending sentences with prepositions.
Avoid being repetitive
Be as specific and to the point as possible.
Avoid misspelling words - ideally refer to a dictionary or thesaurus

Body language

Hand Stroking Chin



Evaluation

Hand supporting chin or side of face

Boredom Tiredness

Fingertips joining palm


   
Thoughtfulness

Hand on heart




Seeking to be believed

Finger pointing a person


Aggression/ Threat

Tight-lipped smile



Secrecy

Laughter




Relaxation

Dropped-jaw smile



Fake smile

Direct Eye contact



Honesty, Sincerity




Bye lashes blinking frequently


Excitement or Pressure

Eyes looking rightways



Guessing, Lying, Storytelling

Eyes looking leftways



Recalling, Remembering

COMMUNICATION BARRIERS

Speaking

· Unclear Message

· Lack of Consistency

· Incomplete Sentence

· Not understanding the receiver

· Not seeking clarifications while speaking

· Not knowing when to wind up the conversation 

Listening

· Interrupting the Speaker

· Not maintaining eye contact with the Speaker

· Rushing the speaker to complete what he/she has to say

· Conveying disinterest in the speaker’s message

· Being distracted by things other than the speaker’s message

· Getting ahead of the speaker & completing his/her thoughts

· Ignoring the speaker’s requests

· Topping the speaker’s story with one’s own set of examples

· Forgetting what is being discussed

Other Barriers

· An individual's subjective viewpoint towards issues/people, which leads to assumptions.
· An emotional block, which can lead to an attitude of indifference, suspicion or hostility towards the subject.
· An emotional block or bias that is based on a third party's view point, or on what you have read/heard.
· Words can have different meanings to different people, thus blocking communication.
· Use of negative words.












