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Disclaimer Notice: 

 

Please note the information contained within this document is for 

educational and entertainment purposes only. Every attempt has been 

made to provide accurate, up to date and reliable complete information. 

No warranties of any kind are expressed or implied. Readers acknowledge 

that the author is not engaging in the rendering of legal, financial, medical 

or professional advice. 

  

By reading this document, the reader agrees that under no circumstances 

are we responsible for any losses, direct or indirect, which are incurred as 

a result of the use of information contained within this document, 

including, but not limited to, —errors, omissions, or inaccuracies. 
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Introduction 
 
 
 
 
 

The quality of your professional and personal relationships depends on 

how you can express yourself and communicate effectively, and therefore 

the significance of working on your communication skills cannot be 

underrated. When you're versed in how to communicate clearly and listen 

well, you'll become more socially equipped to improve your personal life 

and when you go to business meetings and attend job interviews, you'll 

find it easy to express yourself and make yourself look more attractive with 

your poise and gestures.  

 

One of the ingredients of success is being able to communicate 

meaningfully and whether you're a leader, planning to advance your 

career, or you want to improve your social life and be able to create 

connections and build long-lasting relationships, good communication 

skills can help you realize your goal. It can also make you leave a strong 

impression on people you meet, give you the capacity to negotiate 

promotion skillfully, make your voice heard, help you understand how to 

handle difficult conversations, and make you stand out in the crowd.  

 

While it remains a fact that communication helps one to strengthen family 

bonds, form connections, and affects sales and businesses, it's important 

to know that it's also linked to different areas of living as it has a strong 

influence on your social life. To become socially electric and likable, you 

can explore communication to your advantage and defeat social anxiety. 
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As humans, it's natural for us to interact and beyond the naturalness, this 

interaction is also needed because it has a significant impact on our health.  

 

A good social life will improve your physical and emotional health with the 

strong community bonds or the strong network of support it fosters. 

However, if you have poor communication skills and you cannot express 

yourself clearly, your social life can become a disaster, which may make 

you end up feeling frustrated, bitter, and angry. Nevertheless, this book 

serves to expose you to all the tips you can make use of to become a pro in 

communication, become more social, and overcome social anxiety so that 

you can enjoy a better living. So, fasten your seatbelt, and let's get it on.  
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Chapter 1: Why you Must Improve 
Your Communication Skills 

 

 

 
As simple as communication may seem, it can shape the course of your 

life positively or negatively. Communication plays a significant role in all 

areas of your life and your personal life, social gatherings, and work-life 

aren't immune to its effects.  

 

For instance, just as you need good communication skills to be able to 

enjoy better relationships with your romantic partner and loved ones, you 

also need to communicate effectively with your colleagues at work so that 

you can achieve success and shield your professional career from hitting 

the rock.  

 

You'll be amazed at how all aspects of your life will be incredibly fine-

tuned when you develop effective interpersonal communication skills for 

these skills will help you present your points accurately, tailor your 

thoughts wisely, and deliver your ideas precisely. Here are some of what 

you stand to enjoy when you improve your communication skills.  

 

Building Rapport 
 

When you meet someone, you can leave a good impression within the first 

30 seconds. And oftentimes, it's how you communicate to people that 

determines this and it also extends to the kind of rapport you'll be able to 
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build. Whether you're into business or not, you can profit a lot from 

building rapport because it will help you create business connections and 

profitable partnerships. With positive body language, listening skills, and 

verbal expressions which are all strong communication skills, you can 

keep leaving a good first impression, which will help you to build rapport.  

 

 

Openness and Trust 
 

Communication can help people to see how trustworthy you are. 

Sometimes, the reason why people are easily seen to be dubious is due to 

the way they communicate but when you learn to improve your 

communication skills and you can speak reassuringly with good 

confidence and posture, you'll not just earn people's trust, you'll also be 

respected.  

 

 

Presenting Yourself 
 

A lot of people, despite their incredible profile, don't know how to present 

themselves. Why? Poor communication skills. If you occupy an executive 

role, you'll probably have days when you must make presentations in front 

of an audience or attend high-powered meetings. Tasks like these do 

demand good communication skills. Truth be told, it can be a bit nerve-

wracking to present but you can always explore body language to connect 

with the audience and when you combine this with the act of speaking 

clearly with authority, you'll be able to get over your nerves. 
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Enhanced Value at the Workplace  
 

Your value at your workplace gains significant value when you know how 

to communicate. Not only will people find you likable but you'll also be 

projected to be capable and more valuable. If you cannot hold a 

conversation nor communicate with your boss, you may be unable to get 

a promotion or even land a job. Effective communication will make you 

ripe for promotion and boost your employability chances. Employers are 

always on the lookout for individuals with the capacity to convince others, 

ask questions, express opinions assertively, encourage interactions, deal 

online or call, and listen to others. And with your communication skills, 

you'll be putting yourself out as a credible candidate for the job.  

 

 

Highly Sought After  
 

The beautiful thing about communication is that it doesn't only affect your 

social life positively, it can also affect your professional life. These days, 

companies and organizations are always looking for employers with good 

verbal and written communication and a host of other communication 

skills and taking a step to improve your communication skills will not just 

make you socially electric but give you an edge to be more employable.  
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What Effective Communicators do at Work and 
Home 
 

The fact that many of us can communicate doesn't automatically make us 

effective communicators. People who communicate effectively do not only 

do the talking; they pay attention and listen too. These people have 

mastered not just the ability to express themselves precisely and clearly. 

They also know how to manage the direction of the conversation. To 

become a good communicator, you need to emulate the traits of effective 

communicators by doing what they do. Here are some of the attributes 

they showcase.  

 

1. They listen. Have you ever been curious about how we have just one 

mouth but two ears? Maybe this is to emphasize the relevance of listening. 

To communicate effectively, you need to develop the skill of listening 

excellently. People who communicate effectively know when to speak and 

listen, they don't involve themselves in one-sided discussions, and they do 

know how to respond appropriately because they listen.  

 

2. They can relate to others. This is another worthwhile attribute 

worth emulating. People who communicate effectively know how to keep 

their words from falling flat because they know how to listen to 

understand their audience and tailor their message to be fitting for the 

audience.  

 

3. They simplify the complex. People who communicate effectively 

understand that complex communications don't make their audience 

grasp the message. So, they employ the habit of simplifying messages that 

are chaotic, disturbing, and hard to comprehend.  
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4. They know when to speak up.  

It's one thing to be silent when you're listening and it's another thing to 

know when to speak up when it's important and beneficial. When you 

understand and acknowledge the moments when you need to speak up, it 

will help to avoid sweeping weighty matters under the rug.  

 

5. They are available. The fact that they're available doesn't mean that 

they're people-pleasers who don't know how and when to say no but their 

availability connotes that they will not leave you hanging when you need 

a response from them.  

 

6. They practice confidence. This is what makes people appreciate 

effective communicators. The confidence they ooze while speaking, how 

they demonstrate that they understand, and gain trust with their 

demeanor add to their quality. They talk plainly without seeking shelter in 

ambiguous terminologies.  

 

7. They are specific. You need to have a clear, concise message to 

communicate effectively. To get your message through, you must not beat 

around the bush and effective communicators know how to give no room 

for confusion or misunderstanding by asking pointed questions and 

offering specific directions.  

 

8. They focus on their interactions. Nobody likes it when someone 

you're talking to is busy texting or engaged with something else. Effective 

communicators understand that polite and proper communication can 

only ensue when distractions are eliminated. They accept that focusing on 

the audience and the message completely is vital and for that, they would 

remove distractions from their environs.  
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9. They ask questions. Effective communicators understand how 

important it is to get clarity and for this, they would not assume but ask 

open-ended questions extensively to get a better understanding.  

 

10. They make eye contact. The message you send when you maintain 

eye contact with who you're communicating with is that you care but when 

you keep glancing at the window or the floor, you'll be leaving the 

impression that you don't care.  
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Chapter 2: How not to be 
Misunderstood: Practicing Effective 

Communication 
 
 
 
 

Two cannot walk together except if they agree and therefore 

communication has always been a tool to facilitate understanding 

between people and help us carry out our usual activities without glitches. 

Maybe you have a presentation, you're writing an email, or carrying out 

any simple task, your progress and productivity can be affected by how 

you communicate. As a result, it becomes expedient that both the message 

receiver and sender do not have miscommunication accruing from the 

delivered message. In today's world, technology has made communication 

easier but regardless, many people still find it herculean to communicate 

without being misunderstood or misinterpreted.  

 

 

5 Killer Skills to Make Your Message Clear 
 

There are two major forms of communication, which are written and 

verbal. If you're going to be communicating orally or you're employing a 

written medium, the first thing you should do is to proofread and 

scrutinize what you have prepared before you proceed to finalize the copy. 

It would also be helpful if you can look out for other possible 

interpretations of the message to know if there's any need to make further 
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adjustments before you arrive at your final copy. Here are more tips to add 

clarity to your message.  

 

1. Keep it simple. Let the message you intend to pass be simple. Stay 

clear of ambiguity by ensuring that your sentences are as simple as they 

can be. There's a high chance that your message will be well-received and 

understood by the audience if you keep the words and sentences simple. 

Pompous writing or speech doesn't leave a good impression  if the message 

isn't correctly decoded by the receiver.  

 

2. Start as a good listener. To be a good communicator, you must learn 

to listen. This has already been mentioned as one of the attributes of 

effective communicators that you should emulate. You'll not be aware of 

what's demanded if you don't listen and until you practice the act of 

listening, you'll keep finding it difficult to deliver your message perfectly.  

 

3. Avoid jargons. I know some of us like to show off the kind of 

grandiloquent vocabulary we infuse into our messages. However, what 

will it profit you if the audience is only dumbed by your message due to 

their inability to comprehend your big grammar? If it's vital to you that 

the receiver gets your message correctly without being misunderstood, do 

well to avoid including difficult vocabulary. Employ words that the 

decoder is familiar with because you can create misunderstandings with 

the usage of technical terms and jargon.  

 

4. Make it concise and precise. One of the reasons why people are 

bored while someone is communicating is because of the longevity of their 

message. Avoid unneeded sentences, phrases, and words, and keep things 
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straight to the point. Maybe you're forwarding a formal text, writing an 

application, or delivering a speech. Keep it concise and precise.  

 

5. Check your spelling. Bad spelling or frequent errors in your message 

can turn people off. Never overlook the need to check your spelling. If 

there are too many spelling errors in your letter or email, it doesn't make 

you look good.  

 

 

7 C’s to Nail the Killer Skills 
 

Communicating clearly without giving room for misunderstanding to 

thrive isn't that complicated. Maybe you're communicating verbally or via 

writing, you can make use of these 7 C’s to stay clear of miscommunication 

and misunderstanding.  

 

Clarity 

The first C is clarity. Clarity, according to the English dictionary, is “the 

state or measure of being clear.” When your message is clear, the audience 

or the message receiver will get the message easily and understand it 

without having to struggle to find its meaning. You should ensure that 

your message doesn't cater to several things at once. It should concentrate 

on a particular point. The clarity of your message can also be determined 

by your choice of sentence structure and use of words. Use “Home”, rather 

than “Domicile.” Familiar words will help to get your message delivered.  

 

Conciseness 

Being short and brief is what conciseness means. If you're communicating 

with someone, you don't need to be too generous with the number of 
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words you use. With minimum words, you'll be sending a concise 

message, and the beauty of this is that the reader or the receiver will be 

able to easily pay attention to it, and it will also send another message that 

you, as the sender, care a lot about not wasting the time of the receiver. 

Being concise doesn't mean you should choose not to say what you want 

to say, it only means that you should communicate with fewer words but 

have the main message communicated. For instance, you can write “soon” 

instead of “in due course”.  

 

Concreteness 

How concrete is the message you're sending or the speech you're about to 

deliver? If your message isn't rooted in a solid foundation, it will not be 

seen to be a strong one. Strength is what concreteness represents and it is 

quite important because it's what ensures that there's no vagueness 

associated with your message. For instance, if your message has to do with 

something weighty, you can back it up with facts and figures. You may 

even quote a study to show how important a particular thing is. With this, 

your message will be received as effective and meaningful.  

 

Correctness 

As I had already mentioned, you must prioritize spell-checking. Spelling 

and grammatical errors don't make you look good and another thing about 

them is that they can make you become misunderstood. Aside from error 

checking, it's also crucial that you don't just select any kind of stats or facts 

to back up your message. Make sure that what you're adding to support 

your message is true and tallies with what you are sending, to avoid 

misleading the receiver. You can avoid misunderstanding in 

communication when you ensure language correctness.  
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Coherence 

Coherence is explained as “the act of being coherent” and coherent is 

explained to be as “consistent, logical, orderly, unified”. When your 

delivered message lacks an iota of consistency, there's a high chance that 

it's likely to be misunderstood. The message must stay as it is and doesn't 

go off when the receiver gets it.  

 

Completeness 

The fact that you're advised to be concise doesn't mean you should avoid 

communicating some needed parts that you ought to. Completion is 

important in communication because it helps the receiver to get the full 

picture. And if this is excluded, the chances are high that the message will 

be misunderstood. Do well to ensure that the receiver gets all relevant 

information when you're communicating because you'll be helping him or 

her not to have to struggle to keep finding a couple of answers elsewhere. 

You'll be enhancing and strengthening your message when you ensure 

that it's complete and be sure that it responds to the How, What, When, 

Where, What, and Who of the situation.  

 

Courtesy 

Don't be rude or negative when you're sending a message. You'll be adding 

positivity to the message when you infuse it with courtesy and there's a 

high chance that the receiver will dilute the message positively when 

you're courteous as a sender.  
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Chapter 3: Easy Ways to Improve 
Conversation 

 

 

 
If you've been scouting for a skill to learn, it's advisable that you consider 

beefing up your conversation skills which also fall under communication. 

For you to be able to build solid relationships and relate with your 

partners, family, and friends, you need to know how to hold a good 

conversation because it's likely that many people will want to avoid you if 

you have poor conversational skills. Communicating with someone with 

poor conversational skills can be quite frustrating.  

 

 

Being a Good Listener 
 

Listening is the number one thing in conversations and it's also one of the 

vital rudiments of a conversation. Unfortunately, a lot of people do not 

really understand how vital listening is in the communication process 

because they feel communication is all about making their voices heard. 

When you practice the art of listening, it shows that you respect people 

and it will pave an easy path for you to build rapport. The beautiful thing 

about listening is that it makes people become attracted to you. Somehow, 

you'll just notice that out of several other people, you'll become the 

favorite everyone wants to speak to. Why? Because you listen.  
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As simple as listening seems to be, a lot of people find it to be nauseating. 

Yet, you cannot communicate to the person you are having a conversation 

with that you care when you don't listen. Think of it yourself, how do you 

feel when you're talking to someone and the person is listening intently to 

you? Now, think otherwise, do you also feel the same way when the person 

you're talking to doesn't listen? You see, listening is a simple, silent but 

powerful act that can take your conversations to the next level and 

improve your relationships. Nevertheless, it's worthy to point out that 

there's a difference between being shy and listening, irrespective of the 

fact that people tend to mix the two up. You might be hesitant or shy and 

may not be listening.  

 

 

Why People are Bad Listeners  
 

Of course, not everyone listens poorly, and still, not everyone listens 

actively. Many people are bad listeners because humans think at a faster 

rate than we speak. This means that our mouths cannot compete with the 

pace of our minds, and consequently, our inner thoughts can easily get us 

distracted when we're having a conversation. Therefore there's a 

likelihood that we'll be busy thinking about other things when we ought to 

be listening. Since this is the way we're wired, it's left to us to become more 

conscious of when it occurs during our conversations so that we can 

redirect ourselves to concentrate on the present conversation.  
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5 Simple Ways to Improve Your Conversation  
 

Improving your conversation is a necessity because it says a lot about who 

you are as a person and here are five simple tips you can make use of to 

improve it.  

 

1. Never talk over people. There's no denial that many of us like doing 

this. We disregard the fact that someone is talking and we just want to cut 

the person off with our interruptions as quickly as we can. This does show 

a lack of respect because it simply says that what you have to say is more 

valuable and you don't care about what the other person is saying.  

 

2. Don’t finish other people’s sentences. Why are you helping 

people to finish their sentences? Maybe you're trying to help or you're 

hasty. The truth is that it's the wrong thing to do. According to a study, 

this act shows that you're taking over the conversation and dis-

empowering who you're talking to.  

 

3. Paraphrase. This act shows that you fully understand what the person 

is telling you. It's a very easy thing to do. You can just start with something 

like “So, if I get you right, you mean to say that... ” The affirmative gesture 

you'll get from the person you're talking to will be motivating because the 

person will be glad that he's well understood and if he isn't, he'll be able to 

explain better.  

 

4. Listen actively. A lot has already been mentioned about this and 

there's no further need to dwell on it. Engage with the person actively and 

don't listen passively.  
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5. Maintain eye contact. Maintaining eye contact with who you're 

speaking to doesn't only help you avoid distraction and keep you focused 

but it also sends a message to the receiver that you have interest in what 

he or she's relating to you. 

  

 

5 Powerful Ways to Build Fulfilling Relationships 
 

 

 

From the friends we have and the neighbors around us to our colleagues, 

relatives, and acquaintances, there's no denial that we all have 

relationships. Nevertheless, what one cannot guarantee is I whether these 

relationships are fulfilling. Fulfilling relationships are the kind that have 

real depth and real strength. In the society we live today, fulfilling 

relationships are hard to find because a lot of us have more superficial and 

shallow relationships. However, you can add more meaningfulness to 

your social life by amplifying the depth of your relationships. Here are 

tangible tips you can make use of to build meaningful relationships.  
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1. Meet more people. I know a lot of us tend to say “quality over 

quantity” but do you know that it's the number of people you meet that 

will determine the quality of the people you meet? Strange but true, there 

are tons of benefits in meeting more people because it's from this pool of 

new varieties of people that you will get to improve your social circle and 

then be able to form more meaningful connections with some great 

people.  

 

2. Talk about the things that matter to you. There's a high chance 

that your relationship will be strengthened when you and the person get 

to discover that you share the same interests. Oftentimes, the strongest 

connection is created by the common interests of values shared by 

involved individuals. So, quit talking about trivial stuff and talk about real 

life and what's significant for you.  

 

3. Express vulnerability. To build meaningful relationships, you need 

to stop putting up a facade that shows that you're perfect. Talk about your 

shortcomings, your failures, your flaws, and some of the things life has 

taught you. Express your humanity and vulnerability.  

 

4. Have integrity. Sometimes, I do wonder why people lie over trivial 

things. Learn to be honest. Whatever you say you'll do, do it well and don't 

brag about what you know you won’t do. Be honest.  

 

5. Be there for others. One of the reasons why we form relationships is 

to get support. Whenever you can, be there for those that need you because 

the support you give can make a whole lot of difference.  
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Chapter 4: Communication at the 
Workplace 

 

 

 
If you want to succeed in your workplace, you need communication. And 

speaking of success, you as an employee as well as the company have a 

good chance of enjoying success when good communication ensues. If 

you're working with a team at your workplace, you'll need to communicate 

clearly and consistently so that you can get things done and achieve your 

goals because poor communication can make the team and the company 

suffer huge impacts.  

 

 

The Relevance of Communication in the 
Workplace 
 

The relationships you have with those you work with can be impacted by 

good communication. Working with your clients, bosses, and coworkers 

demands that you learn to communicate well, but when you don't have the 

skill, there's a probability that your chances of success will be blurred. 

When you're in a leadership position at your workplace, you should know 

that your team expects you to give them clear information. With the clear 

information you give, you'll be carrying everyone along on the vision and 

no one would be left hanging. However, if you don't communicate well, 

you'll be left to captain a rudderless ship. Communication is immensely 

vital in three areas of our work.  
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Communication in the Company 

If you're a leader in a company, you must ensure that the communication 

in the company isn't compromised. Regardless of the role you play, it's 

dutiful that you tidy up your own end and communicate effectively. And 

back to being a leader, yes, you need to send a clear message about the 

culture, values, and goals of the company. With this, everyone will be on 

the same page. When leaders of a company do not know how to 

communicate, there's a high chance that the company will suffer for it. The 

thing is, oftentimes, recruits may not be aware of the company's value and 

may not be able to tell what's important. Maybe your company is planning 

to embark on new developments in the industry, stay ahead of 

competitors, has a particular ideology, or has a growth projection. Make it 

known to all.  

 

Communication within Your Team 

There's a high chance that you'll be working with a team if you're working 

for a company or an organization. This team may be just two people or it 

may be a group of twenty people. What would matter more is your ability 

to communicate. If you're not in a group, you'll probably be in a 

department, and of course, you would be working to achieve a specific 

goal. The goal may be to boost the company's sales, take in new valuable 

recruits, or get a project ready to launch. Nevertheless, you must learn to 

communicate all that is involved with other members.  

 

Communication with Your Boss 

Many people are always shy or somewhat afraid to communicate with 

their boss. Why? He/she is just a human like you and funnily, he/she even 

needs to hear those feedback, comments, and reviews from you. Being 

able to communicate clearly with your boss is very important because it 
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helps you have a clear view of what you need to be successful and secondly, 

it helps you build a good relationship with your boss. You may end up not 

being able to do your job well due to the inability to get the necessary 

resources from your boss because of your non-communication. Having a 

solid open dialogue with your boss helps you get a clearer view of your role 

and more interestingly, it can make the work more engaging and fun 

because of the good relationship it can create.  

 

 

6 Important Communication Techniques in the 
Workplace  
 

Your success in the workplace can be changed by certain communication 

techniques and here are some of the techniques.  

 

1. Be available. You must not get this misconstrued for being a people-

pleaser. Being available helps you enjoy good communication. However, 

while it's good to be available, it could also be good that you know when 

to say no to certain requests so that you won't be drained or overwhelmed. 

Nevertheless, being available to render help and be spoken to can help 

immensely to create an easy communication atmosphere and a better 

working environment.  

 

2. Be friendly. It's very easy to develop good communication skills in 

your workplace when you are friendly to your coworkers. When you show 

care to people around you and you exhibit a positive attitude, you'll be 

sending a great vibe that will keep attracting positivity to you. People at 

your workplace will find it easy to open up to you and the flow will be 

natural when you engage people with a friendly attitude.  
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3. Be a good listener. The importance of listening has already been 

detailed in the previous chapter. You must understand that effective 

communication isn't all about what you have to say, it also involves you 

listening to understand the other person. A sense of togetherness and easy 

and consistent dialogues can be fostered by the act of listening.  

 

4. Be clear. When you're at your workplace, you must learn to share clear 

information. This act can help a lot to avoid communication and it's one 

of the 7Cs of communication that has been mentioned earlier. Thus, it may 

not be helpful if you only love to talk for long minutes without being able 

to send a clear message. So, be very clear about the information you share. 

Note that clarity is key and if needed, you can always add more 

information.  

 

5. Be conscious of non-verbal communication. While vocal 

communication is important, one cannot undervalue the relevance of non-

verbal communication. Whenever you're interacting with people; whether 

at your workplace or out of the workplace, make sure you observe their 

body language. When you're communicating with someone and the 

person is frowning or has his or her arms crossed, these are indications of 

disinterestedness. You should also be conscious of your non-verbal 

communication because it can make your words seem untrue.   

 

6. Be open to feedback. There's nothing wrong with being coachable. 

A lot of people find it difficult to accept constructive criticism, when they 

can explore this feedback from their customers, colleagues, and boss to 

get better and improve.  
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Chapter 5: 12 Powerful Listening 
Skills to Improve Your Life at Work 

and Home 
 

 

 

Despite how important listening is, a lot of us still find it difficult to invest 

the time and effort to become a better listener. Listening is a very valuable 

skill in the workplace and it has a huge impact on the growth of businesses 

and leadership. In this age, active listening is a challenge and an array of 

factors such as advancements in technology, social media, and ever-

growing to-do lists tend to add to the perpetual distractions we face. As 

significant as listening is, the struggle to listen remains but there are a few 

steps you can follow and a couple of tips you can make use of to power 

your listening skills and improve both your home and work relationships.  

 

1. Listen to understand. When it comes to active listening, this 

component cannot be shrugged off. You must not listen with a 

prejudged conclusion but with an open mind. Be intentional to 

understand. When you do this, you'll be able to ask questions that 

are well-timed and appropriate, instead of making several 

interruptions when the story is being told. When you listen and aim 

to understand, this means that you're going into the conversation 

genuinely and you'll be conscious of noting all the unspoken words 

such as nonverbal and verbal cues.  
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2. Use interruptions sparingly. Many people are fond of this. Once 

someone is having a conversation with them, the only thing they've 

programmed in their mind is how to quickly “chip in” something, which is 

probably to disagree with what's said. Using interruptions sparingly is 

very vital when you're practicing active listening. Before you chip in your 

interpretation of what the speaker has said or come up with your 

questions, make sure you let the speaker finish his or her thought. 

Oftentimes, we have an untamed eagerness to interrupt people because of 

the thoughts that have been sparked by their comments Little do we know 

that these interruptions tend to send a message like “I no longer have 

interest in what you're saying because you're taking too long” or “You 

don't know as much as I do.”  

 

3. Process what you’ve heard. Don't be too quick to give a response, 

take some seconds to process everything. With this, you'll be checking if 

you're not misshaping whatever the person is telling you. Processing what 

you've heard is simply all about assessment to ensure that you do not 

make a wrong swerve or react wrongly.  

 

4. Repeat. Sometimes we engage in a conversation believing that we've 

heard all that has been said, not knowing that we didn't get a 

comprehensive grasp of what's intended. This is essentially why you must 

practice the habit of repeating what the speaker told you. Doing this helps 

to guarantee that you clearly heard what the person said and the intention 

is fully understood. It also helps to reduce misunderstanding and 

enhances understanding. Repeating often work more excellently when 

you're involved in small group discussions or you're having a one-on-one 

chat with someone. However, there are times that you'll not have the grace 

to repeat what you've heard and, in this case, you don't have to fret about 
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that. Just work on incorporating this in feasible settings. Nevertheless, it 

may also be courteous for you to ask the speaker if it's okay for you to 

repeat  what you believe you heard and understood.  

 

5. Limit distractions. There's often an array of things struggling to take 

our attention. From music and television to simultaneous conversations, 

social media, and cellphones, what makes these distractions more 

powerful is that they can be very seductive. It's very important that you 

limit distractions whenever you're having a conversation with someone. 

The idea that you can multitask, that is, do a couple of things while 

listening to someone is false. Make sure your focus stays on who you're 

having a conversation with. Thus, you should consider tuning out the 

television, keeping your phone away, and effecting a few strategies to limit 

distractions whenever you're having a conversation with someone.  

 

6. Make good eye contact. Sometimes, this might be tricky because 

some people have the tendency of getting shy or bursting into laughter 

whenever they make consistent eye contact when speaking with someone. 

However, it's important to learn how important this is and to incorporate 

it because keeping your eyes on other items instead doesn't do much good. 

Throughout the speaker's remark, ensure you maintain good eye contact. 

This can go a long way in improving or beefing up your listening skills as 

well.  

 

7. Lean in. This simple act helps to send a message that you're listening 

intently to the speaker and it can also help to stimulate the speaker to spill 

more and feel more relaxed and comfortable to express himself or herself 

better. Using both your body and ears to communicate that you're 
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listening is helpful. All you must do is to reduce the space between you two 

and stay close enough.  

8. Ask clarifying questions. You don't need to act as if you understand 

all that is said when you know that you don't understand clearly. Easily, 

you can make use of sentences like “If I hear you correctly... ” or whatever 

works for you to ensure that you do not misunderstand the person.  

 

9. Get curious. They say that “curiosity kills the cat”, but don't worry, 

you're not a cat. Curiosity is immensely helpful in listening, just as it helps 

in innovation. It is through curiosity that we discover new things and 

you'll be looking forward to additional information when you become 

curious, which will also make you more focused.  

 

10. Put yourself in the other person’s shoes. The goal of listening 

will be defeated if this is omitted. If you desire to be an active listener, it's 

important that you learn to put yourself in people's shoes. While this can 

help you to be more empathetic, it also helps you listen with interest.  

 

11. Give up the need to be right. These days, most of us wait to listen 

intently but deep down, we aren't really listening, we're just scouting 

resources inwardly to prove that we're right whenever the person is done 

talking. If you're having a conversation, don't turn it into an argument 

where you'll be scampering to be the right one. Listen actively and you 

never can tell how many people will become a better person through your 

active listening.  

 

12. Take notes. This simply solves the need for you to interrupt the 

person while speaking. You don't need to give a quick response when you 

can take notes that contain your thoughts and this can as well show the 



© 2022- MUSTHAVESOLUTIONS.COM 
 

other person that you're interested in the conversation. Take all these 12 

tips and put them into practice and you'll become an active listener. Before 

you know it, you'll realize that a lot of people are drawn to speak to you 

and hang out more with you because of how attentive you are.  
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Chapter 6: Ways to Become More 
Outgoing and Sociable 

 

 

 
It can be a bit challenging to socialize if you're used to being quiet or more 

reserved. However, one thing you should know is that you're not alone if 

you find it difficult to go to a party where you don't know many people, 

engage in talks with co-workers, or have a conversation with a stranger. A 

lot of people have ended up in loneliness and got socially isolated because 

of their social anxiety or shyness. Nevertheless, the good thing is that you 

can learn to become a more fun person, enjoy the company of others, 

become more relaxed in social situations, and be more outgoing, with just 

a few tweaks without having to compromise who you are and perpetually 

stay on the conversational sidelines.  

 

 

Start With Small Steps 
 

They say the journey of one thousand miles starts with a step. Hence, you 

must be ready to take a step if you truly mean business. So, how do you 

step up to establish contact with friends, colleagues, acquaintances, 

strangers, and other people around you? Here are a few tips that can help 

you out:  

 Making eye contact: Okay, let's start with this first. Instead of trying 

to avoid looking into people's eyes, graduate to making eye contact and 

expressing friendly gestures.  
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 Smile: This is level two. After you've mastered the art of making eye 

contact, then you can proceed to complement it with a smile. Whenever 

you're out and you meet someone at the office's break room, on the 

train, or shopping at the grocery store, and the person is directly 

looking at you, make sure you give a smile. You'll notice that most 

people will have a positive reaction with a high tendency to smile back. 

This returned smile can help to make you feel more confident.  

 Greeting other people: Now, it's time to combine the eye contact 

and the smile and introduce greetings. Or perhaps, just graduate to the 

greeting aspect. You can just give a compliment, ask for advice, or say 

hello. When you do this more, there's a tendency that you'll feel more 

natural about it and before you know it, you're out of your shell.  

 

 

Use Your Mutual Connections 
 

Spending time with those who make you feel safe and comfortable can be 

quite easy but you should know that your professional and social 

environments can be affected when you don't try to branch out. If you've 

been looking forward to practicing and strengthening your social skills, 

you should consider meeting new people, and this is a challenge you can 

set for yourself. Now, you don't have to do this the hard way because this 

is where mutual connections come into play. If you have classmates, 

colleagues, or friends, you can ask them to introduce you to their friends. 

With this, you're taking a step to become more outgoing.  

 

Another way you can do this is to be eager to make new connections with 

mutuals. For instance, when you arrive at a location or a hangout spot 

where your friend is and you see him or her talking to another person, you 
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can use that as an opportunity to say hi and get yourself introduced. 

Whenever you meet the person again, it will be easy for you to say hello as 

you've already set the path for future communication. You can also try 

asking the person open-ended questions to maintain a conversation. You 

can practice your social skills while you as well build professional 

connections when you network with colleagues. You can also try using 

friendship apps to connect with people with similar interests.  

 

 

Step outside Your Comfort Zone 
 

The comfort zone is not a place where growth happens. If you desire to 

become a more outgoing version of yourself and you want to boost your 

confidence, you need to do something unusual that you're not comfortable 

with. As you do so, you'll realize that the more you step out of your comfort 

zone, the more you gain more confidence with each little victory you 

record. You can look out for available events in your community, learn 

more about clubs on a local website, check out some areas in surrounding 

universities, or the chamber of commerce in your city.  

 

There are as well certain activities that can help you make new friends. 

They include community yoga classes, cooking courses, dance classes, 

pottery classes, and hiking clubs. Don't be shy to attempt to test the waters 

by going to a meeting, a class, or a club that interests you. If it happens 

that you later found out that it's not what you love, it's still a win because 

you attempted and it's possible that the experience would help you hone 

your social skills and meet some new people.  
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Focus on Other People 
 

Oftentimes, you may be tempted to play it safe by being reserved or quiet 

but the thing is, your chances of meeting new people or trying new things 

are slim when you're not outgoing. What you can do is try to focus your 

attention on other people, rather than putting all your concentration on 

your feeling of discomfort or anxiety. Whenever you're having a 

conversation with people, be attentive to what they say. You can also try 

to retain details and ask questions because all of these could be helpful in 

your subsequent conversations.  

 

However, note that we all have our individual insecurities and people may 

not even notice your fears or anxieties because of how much they're 

preoccupied with their own concerns. Certain studies have also discovered 

that a lot of people experience what's called the spotlight effect due to their 

overestimation of how much people are noticing them. This simply tells 

you that people may not be noticing you as much as you may think they 

are. So, relax.  

 

 

Create a Mindfulness Practice 
 

If you get anxious and feel shy too often, you can combat these feelings by 

practicing mindfulness. Mindfulness helps you worry less about the future 

or the past and it makes you more conscious of the present. Oftentimes, 

people experience anxiety due to their worries over uncertainty, future 

events, or a past that cannot be changed, and for you to be able to live in 

the moment, you'll find mindfulness to be very helpful.  
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From gratitude journaling and positive affirmations to expressive writing, 

and meditation, there's an array of mindfulness practices that you can 

commit to and it's up to you to go for the one you find more pleasing. 

Studies have shown that symptoms of different anxiety disorders can be 

reduced by mindful practices, so you might want to consider using these 

practices in your everyday life to reduce your level of anxiety.  
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Chapter 7: Body Language Tips to 
Improve Communication 

 

 

 
Do you know that your tone of voice, posture, gestures, and facial 

expressions are powerful communication tools? Well, now you know they 

are. Body language speaks loudest, although these nonverbal cues utter no 

words. It's the key to achieving success in professional and personal 

relationships and it could also take your social life to the next level. The 

bone of contention is that you'll be able to build better work and home 

relationships when you know how to use your body language to express 

positivity, which explains why you must learn to understand what body 

language is, its significance, and how to make it work for you.  

 

 

What is Body Language? 
 

Body language can be explained to be the way we instinctively 

communicate nonverbally with the usage of certain mannerisms, gestures, 

and physical behavior. There are wordless signals you're likely to give and 

receive consistently when you're interacting with others, and while you 

may be aware of this, you may also not be aware. You will be sending a 

very strong message with your eye contact, tone of voice, posture, and 

gestures, which all form your nonverbal behaviors.  
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The intricacies of these cues of nonverbal communication, which is also 

called body language, is that they can be very active both when you're 

speaking and when you aren't and they can either undermine, confuse, 

and offend others or make you more appealing, help to build trust, and 

promote ease. There are even times when your words and your body 

language may be contrasting. For instance, if you say you're happy and 

you have a frown on your face, the person you're speaking to will get the 

message that you're not honest, and the tricky thing about body language 

is that most people prefer to go for the interpretation of the body language 

rather than the words of the mouth.  

 

 

How Important is Body Language?  
 
Body language is as important as whatever it is you count to be important. 

These nonverbal cues can communicate to the person you're interacting 

with that you're listening, you're tired of listening to the person, you care, 

or you don't care. The way you react, move, look, and listen needs to 

correlate with your verbal expressions to increase rapport, clarity, and 

trust because if it doesn't, it may cause confusion, mistrust, and tension. 

More so, when you become more aware of your nonverbal cues and 

sensitive to that of others, it makes you a better communicator and could 

make you very likable.  

 

Five Roles Body Language Plays 

 

Body language plays five essential roles. Let's look at them quickly.  

 Repetition: This non-verbal communication can help to solidify your 

message and repeat it.  
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 Contradiction: Body language can expose the truth you try to conceal 

with the words of your mouth.  

 Substitution: Sometimes when words fail you, your body language 

can step in for you. For instance, you don't need someone to tell you he 

or she is happy or sad when you see their facial expression.  

 Complementing: For instance, when you try telling someone how 

much you love him or her, your gesture like the look in the eye or a cozy 

hug can complement it.  

 Accenting: This is like adding more emphasis on what's already been 

spoken. For instance, you can further stress the importance of your 

message by pounding the table.  

 

 

Common Examples of Body Language  

 

While tone of voice, physical/personal space, touch, eye contact, gestures, 

body movements/postures, and facial expressions are classified as the 

different types of nonverbal communication, there are different examples 

of body language you can watch out for, and here are some of them.  

 

Engaged  

 Smiling  

 Nodding  

 Positive gestures  

 Confident stance  

 Fixed eye contact  

 

Bored  

 Face rubbing  
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 Sitting uncomfortably 

 Yawning  

 Poor eye contact  

 

Nervous  

 Hands on head  

 Weak handshake  

 Fidgeting  

 Nails biting  

 

Defensive  

 Hunched shoulders  

 Leaning away  

 Poor eye contact   

 Crossed legs or arms  

 

Aggressive  

 Finger-pointing or any other kinds of aggressive physical movements  

 Excessive staring  

 Personal space invasion  

 Excessively firm handshake  

 

 

Body Language Tips to communicate Irresistibly  
 

A lot has already been said about how significant body language is and it's 

high time you harnessed the power of this body language to take your 
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communication to the next level and use it to improve your social life. 

Here are a few tips you can practice to become irresistible.  

 

1. Keep your posture relaxed and open. You'll appear taller and even 

look charming when you have the right posture. Maybe you're walking, 

sitting, or standing, it's very important that you keep your posture open 

and relaxed and you can always fix your stance with some easy exercises 

if you know you've been slouching for long. Keep your knees slightly bent, 

abdomen in, shoulders back, and your head straight and relaxed. This 

posture will make you look confident in people's sight and you'll feel more 

comfortable.  

 

2. Smile with your eyes. If you've got beautiful eyes and you've not 

been leveraging them, you've been missing out greatly. If you want people 

to like you instantly, you can use your smile as a source of attraction. This 

is where it gets tricky with smiling — make sure it's not a fake one because 

when people notice it isn't genuine, they may believe you're not who you 

show yourself to be. So, how do you give a genuine smile? You make sure 

the smile reaches your eyes and when it does, your face will be lighted up 

by the tiny crinkles it will create. With daily practice, you can always 

enhance your smile and studies have also associated benefits like success 

impact and stress alleviation to smiling.  

 

3. Use a quick touch. Friendly touches can be very powerful but many 

are yet to discover how potent it is. If you are having a conversation with 

someone and you lightly touch the person's arm, you'll be sending a 

reinforcing message that you like the person and this simple act can help 

in building rapport. However, make sure that you do not overdo this. All 

you need is a light tap and that's all.  
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4. Maintain good eye contact. When you do this, combine it with your 

genuine smile, which is tip number 2, and watch how it will make you 

incredibly irresistible in minutes.  

 

5. Turn your body towards the person. Whenever you're having a 

conversation with someone or you're introduced to someone, make sure 

you pivot your body towards the person and give the person your full 

attention. When you do this, you'll be communicating to the person that 

he or she is special and it can further make you irresistible.  

 

6. Use open hand gestures. You can create an impact by using certain 

hand gestures when you're speaking to a crowd or having a conversation 

with an individual. For instance, while speaking of your personal 

experience, you can have your hands on your chest. You can show you're 

determined by showing a solid fist. You can also list points by using your 

fingers. However, it's important that you're cautious with the use of signs 

because they could have a different interpretation in another culture.  

 

7. Nod. The fact that you nod doesn't affirm that you agree with what's 

being said. Instead, you may use it to establish a connection between you 

and the speaker and it can also be a gesture that shows that you're 

attentive to what the speaker is saying.  

 

8. Avoid fidgeting. You need to avoid looking restless if you want to be 

irresistible. Before you go out to make your speech or ignite that 

communication, do well to calm your nerves. Stand relaxed; strong and 

tall, and let your projected aura be appealing. Don't give others a clue that 

you're insecure by fiddling with your fingers. If you've been suffering from 
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social anxiety, the next chapter will teach you how to conquer this anxiety 

so that you can become more expressive, more outgoing, and irresistible.  
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Chapter 8: Tips to Overcome Social 
Anxiety 

 

 

 
People who suffer from social anxiety tend to feel uncomfortable, tense, 

or nervous whenever they find themselves in a social spot and they feel 

disturbed that they may be judged by other people. If you've been suffering 

from this kind of anxiety, you're not alone. The truth of the matter is that 

there are certain points in our lives where we all have experienced this. I 

mean, don't we get nervous sometimes when we are around certain 

people? How about first dates and job interviews? There are lots of 

moments of self-consciousness where we're likely to feel socially anxious 

and while this may seem normal, it becomes worrisome when it starts to 

hinder you from living your life to the fullest and starts occurring too 

intensely or frequently.  

 

Recognizing if you Have Social Anxiety 
 

The fear of being judged negatively is what brings about social anxiety and 

people have their unique situations that tend to make them experience 

this kind of anxiety. While some people can experience this when they're 

hosting an event, speaking in front of a crowd, or in any similar situation, 

some may have this anxiety when they're performing or showcasing in 

front of other people or having an interaction. For instance, you might feel 

socially anxious while you're giving a presentation because you're not so 

comfortable with conversing with strangers at parties, even though you're 
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outgoing. This simply connotes that you can be outgoing and still 

experience social anxiety.  

 

 

Common Situations that Give Rise to Social 
Anxiety 
 

While people may experience social anxiety due to different peculiar 

reasons, there are certain situations that tend to make one experience this 

anxiety. Here are some of them:  

 Having a conversation with someone you're really into and find 

attractive  

 Drinking or eating among people  

 Answering the phone 

 Talking to someone in a position of authority, like your boss  

 Being the center of attention 

 Speaking with strangers  

 Delivering a speech to a crowd or a group  

 

 

Tips to Deal with Social Anxiety  
 

There's an array of tips you can make use of to deal with social anxiety. 

The first one is to know and remember that we all are self-conscious. No 

one is completely free from experiencing social anxiety. It's something we 

all experience because it's common. So, anytime you feel anxious because 

you're meeting new people, remember that you're not the only anxious 

one. Secondly, make sure you take a moment to examine the evidence. 
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That is, before you give in to your anxiety that's stemming from your 

thoughts, make sure you challenge that thought and examine if it's true.  

 

The third is to think of the worst-case scenario. Oftentimes, people who 

are socially anxious end up making a mistake that's worse than their fears. 

Before you get drowned in your fears, think of the worst thing that can 

ever happen and when you do this, you'll realize that it's not worth killing 

yourself over. Just do what you've got to do and leave the rest, in the end, 

you'll be glad you faced your fears. The fourth is to acknowledge and keep 

reminding yourself that anticipation is worse than reality. Most times, 

social anxiety hits people because they're worried about how they'll handle 

the situation. Worry less, step into the boat and before you know it, 

everything will flow. If it's a conversation you're scared of, break the ice 

with just a “Hello” and you'll see how easier it would be to get into the 

conversation.  

 

The fifth one is to come with a clean sheet. The essence of this sheet is to 

contain all your anxious thoughts and before you step into that anxiety-

inducing situation, you can keep looking at it when you start to feel 

nervous to remind yourself of your challenges and to feel relaxed. Lastly, 

if you feel your life is massively impacted by this social anxiety so much 

that it's interfering with your relationships or career, you shouldn't rule 

out the option of going to seek help. A combination of medication such as 

SSRIs with cognitive-behavioral therapy (CBT) is regarded to be the best 

treatment approach.  
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Helpful Social Anxiety Activities  
 

According to a 2008 study by Brook and Schmidt, about 12 percent of the 

world's population is affected by social anxiety disorder (SAD). However, 

you can still challenge your anxiety with these social anxiety activities:  

 Get yourself out there. 

 Keep a journal. 

 Improve your health. 

 Set goals’  

 Congratulate yourself. 

 Become your own best advocate. 

 Buy yourself a new outfit. 

 Cherish being alone.  

 Start saying yes (to build the habit of accepting invitations).  

 Start saying no (to those that aim to hurt your feelings). 

 Stop trying to be perfect. 

 Read a book.  

 Challenge yourself. 

 Laugh.  

 Get adequate sleep. 

 Join a support group. 

 Surround yourself with positive people. 

 Give a great handshake. 

 Help someone else.  
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Social Skills That Will Make You Successful 
 

Social skills play a great role in contributing to different life aspects such 

as education, spirituality, profession, health, and plenty others. While 

they can help improve your personal relationships, they also add to your 

chances of securing success and can make you more socially attractive. 

Here are some social skills you can use to achieve success:  

 Optimism 

 Compassion  

 Politeness 

 Emotional Intelligence 

 Discipline  

 Diligence 

 Patience  

 Affability 

 Listen  

 Forgiveness 

 Resilience 

 Asking For Help 

 Honesty  
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Conclusion 
 
 
 
 
Communication is a very powerful tool because it encompasses virtually 

all aspects of life and if you can master the art of communicating 

effectively, the chances are high that you'll become socially attractive to 

people. Your path to becoming more social and outgoing starts with your 

communication because how you relate to people says a lot about the kind 

of impression they'll have about you. So, you must understand and 

acknowledge that a lot of things are interwoven when it comes to 

becoming a better communicator.  

 

You need to prioritize the development of your listening skill because this 

alone communicates empathy and relatability which will make people get 

drawn to you. You shouldn't forget to practice incorporating the several 

tips that have been mentioned and to as well be conscious of your body 

language because it can either ruin all your efforts or make them count. 

Don't let social anxiety keep getting the best of you. Stay electric!  

 

 

 

 

 

 


