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. Chapter One: Intro to the Communication Model

Three Steps of Communication

Communication is composed of three basic steps:
1. Prepare yourself and the other person
2. Send your message

3. Check for understanding

= The preparation. sending, and understanding cycle happens numerous
times in a single i ion (when facial i dress. gestures,
vocal characteristics, word choice, and context are considered).

= The message not effective unless receiver understands it the same way
the sender meant it.
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Understanding Assumptions

Assumptions are present in everyone’s communication system and
h i e ivere ive
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. . Three-Step Model: Step Two
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2. Send your message

o bStaC|eS tO com mun ication The second step of the communication model is sending your message.

Look at this picture and think about how you would describe it — not only
what you literally see, but also the
“backstory” — what you think is
going on in the picture.

Chapter Two:
o . . If you described this picture to
Increasing the Effectiveness Of Every Interaction someone else, how closely do

you think the picture in their head | 7~
would match the actual photo?
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Show Encouragement

Receptive Body Language
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More Nonverbal Messages Three Styles of Communication

Your communication style is an important element of sending your message.
There are three general styles of communication:

Eight Guidelines: Part One

Passive Aggressive Iy ~| Assertive L %‘!
i i i : You put the rights of You stand up for You stand up for
Elght GUIdeIInes' Part Two others before your own, your rights but violate the your rights while
minimizing your own self rights of others. maintaining respect
worth. for the rights of
Verbal clues: Monopolizes others.
. . . Verbal clues: Soft or and interrupts, sarcastic .
Eight Guidelines: Part Three tootaivovolcs,indract | and condescanding, poor Yorbalcuos: e
requests, apologetic, listener, blaming others. without labels of
always agrees, doesn’t fudgments, honest
speakup. and direct, checks on
T T others’ feelings,
Building Credibility offctvestoner
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Tips for Building Credibility
Being Direct Without Being Rude

Being Direct: More Examples B couporons: oot commumestoniosst |

Positive Phrasing Active Listening

Goes beyond waiting for the other person to finish talking

Make Your Message Memorable

+ Does not involve giving answers, directions. or takina
control of a conversation

= Requires 100% attention: Must eliminate distractions
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Chapter One: Intro to the Communication Model

Three-Step Model: Step Two

2. Send your message

The secend step of the communication medel is sending your message.
Look at this picture and think about how you would describe it — not only
what you literally see, but also the |

“backstory” — what you think is
going on in the picture.

If you described this picture to
someone else, how closely do
you think the picture in their head |
would match the actual photo?

It can be difficult to send -
aclear
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