
Lessons on Communication Competences 

 

Lecture 1: Understanding the Basics of Communication 

Objective: To grasp the fundamental elements of communication and their importance. 

Key Points: 

1. Components of Communication: 

 Sender: Initiator of the message. 
 Message: Information being conveyed. 

 Channel: Medium through which the message is transmitted. 

 Receiver: Individual receiving and interpreting the message. 

 Feedback: Response or reaction to the message. 

2. Importance of Clarity: 

 Clear and concise messages enhance understanding. 

 Ambiguity can lead to miscommunication. 

3. Active Listening: 

 Paying full attention to the speaker. 

 Clarifying and summarizing information to ensure understanding. 

Lecture 2: Verbal Communication Skills  

Objective: To develop effective verbal communication skills. 

Key Points: 

1. Clarity and Conciseness: 

 Use clear and straightforward language. 

 Avoid unnecessary jargon. 

2. Tone and Pitch: 

 Be mindful of tone and pitch to convey emotions. 

 Adapt your tone to the context and audience. 

3. Empathy in Communication: 

 Understand and acknowledge others' perspectives. 

 Respond with empathy and understanding. 

Lecture 3: Nonverbal Communication 

Objective: To recognize and use nonverbal cues in communication. 

Key Points: 

1. Body Language: 

 Pay attention to posture, gestures, and facial expressions. 

 Ensure nonverbal cues align with verbal messages. 

2. Eye Contact: 

 Maintain appropriate eye contact for engagement. 

 Avoid staring or looking disinterested. 

3. Proxemics (Personal Space): 

 Respect personal space based on cultural norms. 

 Adjust distance for comfort in different settings. 



Lecture 4: Interpersonal Communication 

Objective: To enhance communication skills in one-on-one interactions. 

Key Points: 

1. Effective Feedback: 

 Offer constructive feedback. 

 Encourage open dialogue. 

2. Conflict Resolution: 

 Approach conflicts with a solution-oriented mindset. 

 Active listening and compromise are key. 

3. Cultural Sensitivity: 

 Be aware of cultural differences in communication. 

 Respect diverse communication styles. 

Lecture 5: Written Communication 

Objective: To develop clear and effective written communication skills. 

Key Points: 

1. Structure and Organization: 

 Use a clear structure with introduction, body, and conclusion. 

 Organize information logically. 

2. Grammar and Punctuation: 

 Pay attention to proper grammar and punctuation. 

 Proofread to catch errors. 

3. Audience Awareness: 

 Tailor your written communication to the audience. 

 Consider the purpose and tone. 

Lecture 6: Digital Communication  

Objective: To navigate and excel in digital communication platforms. 

Key Points: 

1. Professional Email Etiquette: 

 Use clear subject lines and concise language. 

 Be mindful of tone and formality. 

2. Virtual Meetings: 

 Test technology before meetings. 

 Practice good video conferencing etiquette. 

3. Social Media Awareness: 

 Be mindful of the content shared online. 

 Understand the impact of digital communication on reputation. 

Lecture 7: Continuous Improvement  

Objective: To instill a mindset of ongoing improvement in communication skills. 

Key Points: 

1. Seeking Feedback: 



 Request feedback from peers, mentors, or supervisors. 

 Use feedback as a tool for improvement. 

2. Adaptability: 

 Adapt communication style to different situations and audiences. 

 Stay open to learning new communication techniques. 

3. Reflective Practice: 

 Regularly reflect on communication experiences. 

 Identify areas for improvement and set goals. 

 


