|_esson Two: Effective communication

Objectives:

1.

Understand the importance of effective communication in personal and
professional settings.

2. Develop active listening skills to enhance understanding and empathy.

3. Improve verbal and non-verbal communication techniques to convey messages
clearly.

4. Enhance conflict resolution skills through effective communication strategies.

5. Learn to adapt communication style to different audiences and situations.

Outcomes:

1. Participants will be able to articulate the components of effective communication.

2. Participants will demonstrate active listening skills by summarizing and
paraphrasing information accurately.

3. Participants will utilize clear and concise language to convey messages
effectively.

4. Participants will apply communication strategies to resolve conflicts and
misunderstandings.

5. Participants will adapt their communication style to effectively engage diverse

audiences.

Effective Communication and Questioning Techniques:

Effective Communication:

Definition: The ability to convey information clearly and engage students in meaningful
dialogue.

Sub-skills and Concepts:

Verbal and non-verbal communication skills.

Active listening techniques.

Clarity and precision in conveying instructional content.

Establishing a positive and inclusive classroom communication environment.
Verbal and Non-verbal Communication Skills:

Verbal Communication:

Clarity: Ensure that your spoken language is clear and easily understandable. Use
appropriate vocabulary for your audience, avoiding jargon or overly complex
terms.

Tone: Pay attention to your tone of voice. A friendly and approachable tone can
enhance communication, while a harsh or condescending tone may hinder
understanding.



9.

Pacing: Speak at a moderate pace, allowing your audience to process information.
Avoid speaking too quickly or too slowly.

Non-verbal Communication:

Body Language: Be aware of your body language. Maintain eye contact, use
gestures appropriately, and adopt a posture that conveys openness and
engagement.

Facial Expressions: Your facial expressions can convey emotions and reinforce
your verbal message. Ensure that your expressions align with the content of your
communication.

Proximity: Consider the physical distance between you and your audience. Adjust
your proximity based on the cultural norms and the nature of the communication.
Active Listening Techniques:

Give Full Attention: Focus on the speaker without interrupting. Avoid distractions
and show that you are fully engaged in the conversation.

Paraphrasing: Repeat what you've heard in your own words to confirm
understanding. This not only clarifies information but also demonstrates your
attentiveness.

Ask Clarifying Questions: Seek additional information or clarification when
needed. This shows that you are actively processing the information and trying to
comprehend it fully.

Reflective Responses: Provide feedback that shows you've understood the
speaker's emotions or perspectives. This can include verbal affirmations or non-
verbal cues.

Clarity and Precision in Conveying Instructional Content:

Organize Information: Present information in a logical and organized manner. Use
clear headings, bullet points, and visuals to enhance understanding.

Use Examples: Illustrate concepts with relevant examples to make them more
tangible and relatable for your audience.

Check for Understanding: Periodically check in with your audience to ensure they
are following the instruction. Encourage questions and provide additional
explanations as needed.

Establishing a Positive and Inclusive Classroom Communication Environment:

10. Encourage Participation: Create a supportive atmosphere where students feel

comfortable expressing their thoughts. Encourage a diversity of perspectives and
ideas.

11. Respect Diversity: Acknowledge and respect the diversity within your classroom.

Be mindful of cultural differences and foster an inclusive environment that values
every student.



12. Set Clear Expectations: Establish clear guidelines for communication in the
classroom. This includes expectations for respectful behavior, active listening, and
constructive feedback.

13. Address Conflict Appropriately: If conflicts arise, address them promptly and
constructively. Foster open communication channels for conflict resolution.

In short,by incorporating these elements into your communication approach, you can
enhance your effectiveness as an instructor and create a positive learning environment.



