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SPEAKING SKILLS
1)      BE AWARE OF BODY LANGUAGE/NONVERBAL BEHAVIOR.

Yours – Make direct eye contact.  Use confident, self-assured tone of voice.  
Speak loudly enough for others to hear.  Insure that your facial expressions and 
body gestures are congruent with your words.

Listener - Is posture open, relaxed and interested, or closed, yawning, looking 
around the room and bored.  If listener is not attentive then you are not speaking 
effectively enough to have captured his/her interest.

2)    WORD DEFINITIONS

Check for common meaning for any word whose          definition may be unclear.  
Ex: “When I use this word I mean ……………….” “What does this word mean 
to you?”

3)      BE NONJUDGMENTAL/ SPEAK TO WHERE THE LISTENER IS COMING 
FROM.

If possible be aware of the listener’s vocabulary, culture, age and biases, and 
speak to these. 

4)      BE SPECIFIC

Use a minimum of words and stick to the subject.  Don’t ramble or drift away from 
your main points.  BE BRIEF, BE BOLD, BE GONE! 

5)      WHEN SHARING FEELINGS USE FEELING WORDS AND “I 
STATEMENTS”.

Ex:  “I feel ________________when __________________________and I 
need/want/wish ______________________________________.”

6) CLARIFY!
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