Communication: Is the Message Heard and Understood?
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Course Description

An inability to clearly communicate a message can lead to confusion and unnecessary rework. Using an active
communication process can lead to improved message delivery. Communication is a skill that should be developed
for effective information exchange. This session addresses the challenges and components of communication,
along with strategies to prevent messages from being lost due to noise.

e Define communication e Why is communication important?

e |dentify communication challenges e What are communication challenges?

e Understand the reasons for communication e What is effective communication?

o Distinguish between ‘hearing’ versus ‘listening’ e What are communication strategies?

e Review communication strategies e What are the components of communication?

¢ Detail essential elements of effective communication | e What are the impacts of not having effective

o |dentify communication obstacles communication skills?

o Define ‘active listening’ and its elements e How can an individual develop communication skills?
e Define ‘predatory listening’ and its elements e Why might effective communication skills be an

e Review the components of effective communication effective tool to achieve success?
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