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PRACTICAL COMMUNICATION SKILLS

UNIT–1
PRACTICAL COMMUNICATION SKILLS

1·0 Objective :
This unit is about applying practical communication skills to complex issues in a

vocational context. You will be able to :
 Understand the different techniques of practical communication and its

relevance in today’s world.
1·1 Introduction :

Any communication is better than no communication. To be worth doing it has to
be done properly. It needs to be practical. Practical communication has a concrete objective
Energy and resources are directed towards making something specific happen. Practical
communication is adapted to the real world in which it must work. It is shaped to take
account of the audience (the way they want to receive information and the way they will
use it), your budget, your timetable and your objective. Practical communication takes
something that’s a theoretical ‘good thing’ and turns it into something that achieve real
results. If you want to use communication as a tool to help yourself as well as your
organisation, make sure that it’s shaped and put to work in the right way—make sure its
practical.
1·2 Factors to Achieve Practical Communication :

There are four factors which needs to be taken if you want to achieve practical
communication. They are :

(i) Context
(ii) Resources
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(iii) Audience
(iv) Benefits
(i) Context : Practical Communication takes into account the physical and non-

physical context in which the communication will be precented and used.
Like : (a) What is the general mood in the organisation ?

(b) What else is happening or has just happened ?
(c) How will the communication be used, not just now but over the long term ?

Example : You want front line staff to understand how the principles of customer
service translate into real activity. People need real example that reflect what they do, but
your organisation is constantly changing and different teams do different kinds of work.

The practical communication solution must be flexible. Use computer based training
materials that can be updated cheaply and quickly, and easily adapted to create different
versions. Provide a format and approach for discussion of practical example within teams,
rather than spelling them out.

(ii) Resources : Practical communication takes into account the resources and the
focus is usually on budget. That’s important, but you also need to consider the human
resources you need like :

(a) What people do you have available to develop and implement your
communication programme ?

(b) Are there people involved with sufficient power and influence to make the
project happen ?

Example : You need to train your sales force about a new product. You can’t take
them off the road for long periods. You don’t have the budget or the trainers available for
lengthy, centralised training sessions.

The practical communication solution might include :
(a) Distance learning materials that your sales people can use during and

in-between their day-to-day work.
(b) Training tools for line managers that enable them to support the

training of their teams.
(iii) Audience : Good Communication takes into account its audience :

(a) How do the people you are trying to reach think, feel and work ?
(b) What sort of media would they prefer and find easiest to use ?
(c) What would be the most appropriate style and words ?

If you want practical communication you need to go further and consider what is
it you want people to do. Only then can you shape and deliver tools that will help them
to do it.
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Example :You want to introduce a new marketing planning process. Your marketing

people find processes ‘boring’ and ‘difficult’.
Your  practical communication solution might combine :
(a) Tools linked to everyday activities that make the process easy to use.
(b) A powerful internal brand to captive attention and make the process attractive.
(c) Engaging launch events to create momentun and build networks and team spirit.
(iv) Benefits : There are two sides to the benefits ‘coin’.
Side 1 : People do things that they believe will benefit them—and they need proof

of this benefit.
Practical communication focuses on the “What’s in it for me ?” On the day-to-day

benefits people will get from the communication.
Side 2 : There is no point investing resources in something that will not bring your

organisation real benefits.
Example : You want to build relationships with key distributors. Your competitor

are trying to do the same. Their approch is to distribute information about their products.
The practical approach, however, would be to provide materials and support that

would help your distributors achieve their goals. By helping them you will build a better
relationship—and so a subsequent rise is the overall sales of your products. Make sure
that your efforts are focussed where they will bring the greatest possible returns for your
organisation. Things to think about need to go further and consider what is it you want
people to do. Only then can you shape and deliver tools that will help them to do it.
1·3 Practical Communication Tips/Techniques :

It has been said that it doesn’t matter what you know if you can’t communicate it.
Communication is nonetheless an essential skill. There are six practical communication
techniques for your communication tune-up.

(1) Assess the likelihood of follow-through : One of the frustrations of a
communication is that the candidates outcome is often dependent on his or her ability or
willingness to follow through or the agreed-upon plan. The “Chunk and Check” method
of communication can help you determine whether your candidate has heard you correctly.
After you have communicated one important message—a “chunk” of instructions—you
check how much the condidate understood by asking : “What will you tell your husband
how many visits should be scheduled ?

(2) Discovers similaritires, especially with candidate from cultures different from
your own : It can be more challenging to assess the candidate willingness to follow through
when the candidate is from a culture different than your own. If a colleague is from the
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candidates country and/or speaks the candidate’s language, consider involving that person
as an intergral part of your communication team. The “iceberg of differencess” illustrates
the differences that can be seen, such as gender, age, and physical ability, as well as those
that are not visible, such as education, talents, benefits and life expenences. Many of the
differences, however are actually opportunities to find similarities when you have a
candidate from another culture, challenge yourself to discover at least five things you
have in comman. Investing the time to do this will practically guarantee better rapport.

(3) Ensure Information : Ensure all the required information from the candidate
and then try to communicate to him/her about the details that is needed to be communicated
to him/her.

(4) Put the candidate first : It is imperative that you do not abandon the candidate
due to his poor communication skills. Try to understand the problem and then act according
to the situation.

(5) Promote teamwork : Problems occur when someone knows something but
doesn’t speak up. Problems are more likely to occur when teams are dysfunctional. Here
are three team-strengthening approaches.

 Be a fanatic about analyzing and addressing communication gaps. You mantra
should be “observation, not judgement.”

 Find time for team members to get to know each other as individuals.
 Develop a non-gossip policy and adhere to it. It’s not just the person who listens

feeds the destructure weed as well.
(6) Analyze the tone of voice : Record yourself as if you are speaking with a candidate

you should try to modulate you voice-one that demonstrates competency as well as
likability.
1·5 The Seven Cs of Practical Communication :

The 7 Cs of communication provide a checklist for making sure that your meetings,
emails presentations are well constructed

1. Clear
2. Concise
3. Concrete
4. Correct
5. Coherent
6. Complete
7. Courteous
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1. Clear : Always be clear about your goal or message when writing or speaking to

someone. If you’re not sure, then your audience will not be sure either. Try to minimize
the number of ideas that you are trying to convey and also for the reader to understand
your meaning. People shouldn’t have to “read between the lines” and make assumptions
on their own to understand what you’ve are trying to convey.

Example : Hi Seema,
I wanted to write a quick note about Amrita Sinha, who’s working in your department.

In recent weeks, she’s helping the English department through several pressing deadlines
on her own time. We’ve got a tough project and her knowldege and skills would prove
invaluable. Could we please have her help through this work ?

I’d appreciate speaking with you about this. When is it best to call you to discuss
this further ?

Best wishes,
Rashmi
2. Concise : When you’ve concise in your communication, you stick to the point

and keep it brief. Do not try to repeat unnecessary sentences and avoild filter word like
‘for instance’, ‘you see’, ‘kind of’. ‘I mean’ etc.

Example : Hi Simran,
I wanted to quickly discuss the email marketing compaign that we analyzed last

week. Our target market will want to know about the company’s efforts especially our
goal to become sustainable and help local schools.

This would make a far greater impact and would stay in their mind.
What do you think ?
Sunita.
3. Concrete : When your message is concrete, then your audience has a clear picture

of what you’re telling them. There are details and vivid facts and your message is solid.
Example :
How much time do you spend every day packing your kid’s lunches ? No more !

Just take a complete lunchbox wizard from your refrigerator each day to give your kids a
healthy lunch and have more time to spend with them.

The audience can picture spending quality time with their kids. Thus this message
has come alive through these details.

4. Correct : When your communication is correct, if fits your audience. And correct
communication is also error-free communication.
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Example : Hi Rohan,
Thanks as much for meeting me at lunch today ! I enjoyed our conservatia, and I’m

looking forward to moving ahead on this project. I’m sure that the two-weak deadline
won’t be an issue.

Thanks again
Rahul.
If your read the example fast, then your might not have caught any errors. But on

closer inspection, you’ll find two. ‘Conversation’ has been typed as ‘conservation’ and
‘week’ as ‘weak’.

5. Coherent : When your communication is coherent, its logical, All points are
connected and relevant to the main topic, and the tone and flow of the text is consistent.

Example : Hi Rajeev,
I wanted to write you a quick note about the report you finished last week I gave it

to Ramesh to proof, and he let me know that there are a few changes that you’ll need to
make. He’ll email you his detailed comments later this afternoon.

Thanks
Rohan
6. Complete : In a complete message, the audience has everything they need to be

informed and if applicable, take action.
Example : Hi everyone,
I just wanted to remind you about tomorrow's meeting as the new telecommuting

detail. The meeting will be at 10.00 a.m. in the conference room. Please let me know if you
can’t attend. See you there,

Rizwan
7. Courteous : Courteous communication is friendly, open and honest. There are

no hidden insults or passive–aggressive tones. You keep your reader’s view points in
mind, and you’ve empathatic to their needs.

Example : Hi Rakhi,
I want to write you a quick note to ask a favour. During our weekly meetings, your

team does an excellent job of highlighting their progress. But this uses some of the time
available for my team to highlight theirs I’d really appreciate if you could give my team a
little extra time each week to fully cover their progress reports.

Thanks so much, and please let me know if their’s anything I can do for you.
Best wishes,
Ritika



{48}

PRACTICAL COMMUNICATION SKILLS

1·6 Let us sum up :
Thus, practical communication skill is one of the most important human acts. It is

that skill which turns theory into practical by the help of the different skills. It takes into
account the physical and non-physical context, the resource, the audience and the benefits.
With the help of the skills, a learner is able to communicate freely and confidently.
1·7 Exercise :

1. What are the techniques needed for Practical Communication ?
2. What are the seven C’s of Practical Communication ? Discuss.




