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INTRODUCTION
 
Welcome to your five-day challenge, Elevate Your Communication Skills. It was 
designed to make you a better communicator. That's important because 
sharing your thoughts and feelings with others is how you form rewarding 
professional and personal relationships.
 
When you communicate well, your career will thrive. Your relationships will 
flourish, and your life will be incredibly fulfilling. Cultivating strong verbal and 
nonverbal communication abilities is essential for maximizing your life's 
opportunities and experiences.
 
That's what Elevate Your Communication Skills can help you achieve. You 
maximize the value of this challenge when you follow each lesson by taking the
accompanying exercise. The exercises put what you learned into practice and 
can make you a much stronger communicator.
 
Incidentally, do you instinctively think that communicating means speaking to 
someone else? If so, day one of your challenge is going to be enlightening.
 

 



LESSON 1: THE POWER OF ACTIVE LISTENING
 
Active listening is more than just hearing what someone is saying and nodding 
your head while thinking about what you will eat for dinner. It's all about intent
and focus. You intend to get the most out of what you are hearing. The focus is
entirely on the speaker.
 
Here are some simple tips for becoming a better listener. You take an active 
role in listening. You will get a lot more out of conversations, which can 
improve your communication skills.
 

· Face whoever is speaking.

· Maintain comfortable eye contact without staring or intimidating.

· Pay attention to nonverbal cues. Most communication is nonverbal, and 
you can pick up on the message a person is sending without speaking.

· Don't interrupt. Let them speak and absorb everything they are saying.

· Listen without jumping to conclusions or passing judgment.

· Don't start thinking about what you are going to say next. The attention 
is on them, not you.

· Nod your head and use facial expressions to show you are listening.

· Don't offer solutions or share your opinion.

· Asking questions is a great way to let others know you truly listen to 
what they're saying. 

· Periodically repeat what the speaker has said. This is another method for 
letting someone know you are listening intently.

 

If your mind starts to drift, consciously refocus your attention on the speaker. 
Get involved in the whole listening experience. Listening this way can 



strengthen your relationships because it shows you respect what someone has 
to say.
 
This increases the odds they will give you the same respect when you are 
speaking. It also gives you a lot more information than if you were listening 
distractedly. That extra knowledge can help you move the conversation in the 
best direction for both parties to benefit.
 

 



LESSON ONE ACTION:  Engage in a conversation where you focus solely on 
listening – no interruption, just understanding and then reflecting on what 
you've heard.
 
Reflect on how it went.
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LESSON 2: MASTERING DIGITAL COMMUNICATION
 
According to the Exploding Topics website, the average person spends about 7 
hours per day viewing screens and monitors connected to the Internet. 
According to the Harvard Business Review, employees who use email as a 
professional communication tool check their business email accounts 15 times 
per day.
 
The 99 Firms website tells us that the average person in the United States 
participates in six phone calls daily and sends or receives 32 texts daily. Similar 
data is found when researching the Digital Communications habits of people in 
other first-world countries.
 
Much of that time might be spent sending and responding to emails. Here are a
few email writing tips to make you a better digital communicator.
 

· Don't go long if short works. Shorter emails are easier to digest.

· Make your subject line short, clear, and to the point.

· Start the email by immediately digging into the subject matter.

· Attach a signature file to your emails. This should include relevant 
contact information and your web address, if appropriate.

· Personalize each email with the receiver's name and include any titles or 
accreditation if applicable.

· Close your emails by thanking the recipient for their time.

 
Social media sites get the lion's share of attention from many digital denizens. 
How much time do you spend on social media every day on average? Use the 
following tips to polish your social media communication skills and enjoy a 
better online socializing experience.
 

· Add pictures or videos to your posts and responses.



· Think before you send. The Internet has an excellent memory, which 
might not be good if you post content you later regret.

· Choose the right platform. There are dozens of popular social media 
sites, each catering to a particular demographic and form of expression.

· Don't post sensitive personal information.

· Respect the people who respond to your posts. Take some time to 
engage them in a deeper conversation.

· Be consistent. When you post content simultaneously on a particular day,
you can build a bigger audience.

 
Make sure you send a clear message with emails and social media content. 
Read your content to yourself before sending it to make sure it has the right 
tone. You should also ask yourself if it is appropriate for your audience.
 

 



LESSON TWO ACTION:  Write an email or social media post using the tips 
learned, focusing on clarity, tone, and appropriateness.
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LESSON 3: NON-VERBAL COMMUNICATION IN THE 

WORKPLACE
 
You learned earlier in your challenge that a lot of communication is nonverbal. 
This is true on the job and in the personal aspects of your life. Have you 
encountered the following ways people speak without saying a word in the 
workplace?
 

· An employee rolls his eyes as you are giving his performance review.

· Someone you enjoy working with smiles when your boss mentions you 
have earned a customer service award.

· You notice an employee always seems to crowd the personal space of 
others.

· Your boss usually has a frown or scowl on her face and crosses her arms 
whenever she approaches you.

· A coworker going through a difficult time at home carries a sad 
expression and walks around with his head down and shoulders slumped 
forward.

 
You say a lot with your body, gestures, and facial expressions. Is your silent 
body language broadcasting the message you want to send? Be aware of what 
you are saying without speaking, or you may unconsciously limit your 
professional opportunities.
 

 



LESSON THREE ACTION:  List a few examples of workplace body language 
you have noticed and what you thought when you saw them.
 

Body Language Example What You Thought About It

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 
 
 
 

 

 



LESSON 4: ASSERTIVE COMMUNICATION
 
You deserve to stand up for what you believe in. You should protect your best 
interests. There is no better advocate for you than you. Looking after yourself 
should be a priority you communicate with others.
 
But how much is too much? How assertive should you be?
 
People may take advantage of you if you aren't aggressive enough when 
communicating your needs and boundaries. If you are too demanding, you 
might cause irreparable damage to your professional and personal 
relationships.
 
The key is balance.
 
Sit down and write out areas where you want to assert more control. Then, 
make a list of any people that are relevant to those situations. List what you 
want to get from being more assertive and the outcome you hope to create. 
Then, write about how your assertiveness will affect the people on your list.
 
Think about their points of view. How will they be affected? Can you state your
position without hurting the feelings of others? This is a difficult dance. You 
cannot make everybody happy all the time.
 
You have a better chance if you are very clear about what you want to state. 
Don't be vague. You should also respect anyone affected by your assertive 
message and how you deliver it. Thinking of the feelings of others while 
prioritizing your needs can help you communicate more assertively while 
stepping on the fewest number of toes.
 

 



LESSON FOUR ACTION:  Write a letter to someone where you practice 
assertive communication, focusing on clear, respectful expression of needs or 
opinions.
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 



LESSON 5: BUILDING PERSONAL RELATIONSHIPS THROUGH

COMMUNICATION
 
The best relationships allow for give-and-take. Each party respects the rights 
of the others in the relationship. You express your feelings and encourage the 
important people in your life to let you know how they feel.
 
This only happens with prioritizing communication.
 
Schedule regular sessions where you have serious conversations with the 
people you care about. Don't just engage in small talk. Talk about dreams, 
feelings, and emotions.
 
This might be difficult for you. If you find this tough face-to-face, send a letter 
or lengthy email instead. Make sure you get your voice out there and let your 
loved ones understand you also want to know their feelings.
 
You absolutely must prioritize meaningful communication with the people you 
care about in your life. Schedule some time to sit down with your loved ones 
for an intimate, one-on-one chat. 
 
You can also send short texts regularly expressing how you feel or letting them
know you were thinking about them. The strength of your relationships will 
depend on how well you communicate your thoughts and feelings and how you
listen and pay attention to the needs of these important people.
 

 



LESSON FIVE ACTION:  Have a meaningful conversation with a friend or 
family member, focusing on truly understanding their perspective and sharing 
your own thoughts openly.
 

Who You Want 
to Talk With

 

Why You Want 
to Talk to Them

 

Key Points You 
Will Discuss

 



CONCLUSION
 
Congratulations! You have completed your five-day challenge, Elevate Your 
Communication Skills. Hopefully, you completed each daily exercise because 
that gives you the most benefits and actively helps you become a better 
communicator.
 
You deserve a great life. That means wonderful personal and professional 
relationships. Strong verbal and nonverbal communication skills are necessary 
to form and maintain those relationships. You'll find that your self-image and 
confidence grow when you learn to communicate efficiently.
 
There are many reasons to dedicate time to improving how you communicate 
verbally and nonverbally. So, take action. Put this information to work, and you 
can enjoy a better quality of life and more personal and professional success.
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