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"Communication may not save us, but without communication we will not be saved." 

William F. Berkeley 
 

 Interpersonal communication most commonly occurs in face to face situations, 
where we can see, hear and even touch the other person or persons.  It also offers 
the opportunity for immediate feedback, with the result that we have a chance to 
structure and restructure communication based on the response for the persons we 
area talking to. 
 
Communication As A Process 
 
 When we speak of communication as a process, we mean that it is on going, 
that is, of not confined to the actual time when people exchange words and ideas.  
Before we engage in any communication, we make predictions about what will occur.  
If we are getting ready to confront an instructor about a late paper, we might predict 
that the communication will be hostile; if we are looking forward to receive some one 
closed, we predict that the communication will be enjoyable. 
 
 Once the communication event is over, we engage in assessment - an 
evaluation of the communication event.  We might come away exhilarated because 
we have learned something new; we might be irritated because another person did 
not agree with our ideas.  Our assessment of what did occur may be different from 
our expectations.  Our instructor, for example, may have been friendly and forgiving, 
and our reception / welcome boring and depressing. 
 
 Our predictions and assessments are important parts of the communication 
process; in fact, they are often more important that the communication itself.  Too 
often we believe our communication was unsuccessful only because of what we said.  
But when communication is seen as a process, we then realize it is just as likely to 
break down because of inaccurate predictions and assessments.  Focussing on the 
communication process, then, will give us a much broader and more useful 
perspective about how communication works. 
 
 



 

Communication as a Transaction 
 
 When we speak of communication as a transaction, we mean that our idea of 
ourselves and of those with whom we are communicating is just as important as 
what we are communicating.  We don't talk to people; our communication is based 
on how we see the people we are talking to and how we think they see us.  A person 
talks differently to a teacher than to a parent, a boy friend, a stranger, or a friend.  
Therefore, transactional communication puts a major emphasis on relationships and 
the roles we play within these relationships. 
 
 Transactional communication also involves continuous exchanges between 
participants.  In a typical communication transaction between two persons (or a 
small group), all or both likely to ask questions, make comments, smile, and so forth.  
The communication will also probably involve interruptions, laughter, and gestures -- 
many of these elements occurring simultaneously on both sides. 
 
Communication Perceptions 
 
 If you see me as I see me and if I see you as you see you, we would probably 
have great success in communicating.  Unfortunately, our perception of our self and 
another person's perception of us can be very different. 
 
 Whenever we communicate with another person, six different levels of 
perceptions are involved : 
 
1. How I see myself 
2. How I see you 
3. How I think you see me 
4. How you see yourself 
5. How you see me 
6. How you think I see you 
 

These different perceptual levels help to explain why communication can 
break down; they don't, however, give us many hints about improving our 
communications.  Even if we were to do a better job of projecting who we are, there 
would be no guarantee that our communication partners would like us or understand 
us any better.  Their perceptions are influenced by their own values and attitudes, 
which my be very different from our own. 

 



 

These six perceptual levels are useful in explaining why we do or do not get 
along with certain people.  Friends, for example, are likely to be people with whom 
we share accurate self-concepts; or image of them is similar to how they see 
themselves, both parties largely approve of what they see.  Even though we might 
like or admire another person, we don't share similar perceptual levels. 

 
The way in which you perceive yourself bears directly on your success in 

interpersonal relationships. 
 

Improving Speech Communication Skills 
 We have all had experience with communication in which we could have 
handled ourselves better.  Therefore, the more we learn about why we have 
succeeded or failed, in our communication efforts the more likely we are to be 
successful in our future communication attempts. 
 
 Becoming an effective communicator in interpersonal relationships involves a 
broad range of skills.  Most of the skills require adaptation -- altering our 
communication behaviour to fit the circumstances.  Most of them, too, are perfected 
over the time, because experience provides more information on which to operate.  
Though experience we learn what is appropriate and inappropriate for certain 
situations, people and messages -- this is important. 
 
 The need to speak in a manner that is both impressive and expressive is felt 
today by people in all walks of life.  Professionals (Scientists and technologists), 
Businessmen, Dignitaries, Politicians, Students, Teachers and Members of Social 
Organizations have felt all the increasing need to improve their style of speaking. 
  
 If you are the Prime Minister or the President of a Country and you make a 
speech or give a talk, people will listen to you whether you speak well or not, but 
that is because you are the Prime Minister or the President. 
 
 If not, then you certainly need to make an impressive speech if you want 
people to pay attention to you, and listen to you with interest.  In short, you have to 
prove your worth as a speaker.  You will agree that one of the most effective ways of 
projecting your personality is through speaking. 
 
 If you are a man of ideas, and you want to convey them to someone, or, to a 
set of people mostly your own peers, being a good speaker certainly helps.  In fact, 
the first impressions we get of a person are often based on his manner of speaking. 
 



 

Empathy in a Talk 
 
 If you have found the habit of empathy in all your relations, you will find it 
quite natural to use it in your talks.  These tips will help you to assure yourself that 
you are using this valuable approach.  An important step in preparation is to prepare 
a list of benefits your idea will have for the listener.  To do this, you will need to find 
out as much as you can about the expected listeners.  Such facts as these will help 
to give you a mental picture: Age - Sex - Occupation - Interests common to the 
group - Reason for asking you. 
 
 No doubt most of the listeners will have much in common with you and will 
have most of the same hopes, desires, fears and ambitions which you have.  This 
catalogue of 25 common emotions which motivate people will give you a handy 
check list of the benefit or benefits most listeners will be looking for: 
 

1. To make money 
2. To save money 
3. To save time 
4. To avoid effort 
5. For comfort 
6. For health 
7. For cleanliness 
8. To escape physical pain 
9. For praise 
10. To be popular 
11. To attract the opposite sex 
12. To converse possessions 
13. For enjoyment 

14. To gratify curiosity 
15. To protect family 
16. To be in style 
17. For beautiful possessions 
18. To satisfy appetite 
19. To emulate others 
20. For safety in buying 
21. To avoid criticisms 
22. To be individual 
23. To protect reputation 
24. To take advantage of  

opportunities 
    

 
Secrets of Speech Delivery 
 
 To attract and hold sympathetic attention, you must employ your voice, 
gestures, eye contact and your smile to charm your listeners away from the 
appealing distractions about them.  You must display such personal enthusiasm for 
your idea as to cause them to feel almost instinctively that something of value is 
being imparted.  You demand the wandering mind to concentrate on your idea by 
establishing constant eye contact.  Finally, you must make the personality they see 
and hear appear friendly, approving, and one of them.  A warm smile is a ready 
passport for the trip through a listener's emotional screen. 
 



 

Effective Presentation Techniques 
 
 As mentioned earlier, many books have been written about effective 
presentation techniques, and there is no need to duplicate their messages here.  
However, here is a collection of "helpful hints" that have been developed through 
years of conducting workshops and training programmes with a wide varieties of 
organizations.  They are offered to provide new trainers / presenters with some tools 
to help make presentation more effective.  
 
1. Give your listeners signals to help them follow your ideas  
 

In writing, you use signals like paragraphs, headings, italics, lists, 
indentations, and so on.  Do the same thing when you talk.  When you have a list of 
items, emphasize it by counting off the items; for example, "There are five reasons 
why a supervisor ought to …. the first …….. the second ……." and so on. 

 
Use transactional phrases between ideas as a clue to the listeners for what is to 
come.  

 Some examples of transitions. 
"Lets look at the causes of the problem …….." as an introduction to a new topic. 

 
"That raises an important question : Why doesn't management ……" as a lead in. 

 
2. Don't start off on the wrong foot  
 

It is unprofessional to start with an apology, except as good manners require; 
for example, for lateness.  If this is necessary, be convincingly brief. The presenter 
who starts by saying "I really don't know why I was asked to speak here today," is 
courting disaster.  People in the audience will be prompted to ask the same question.  
Don't start with an irrelevant joke or story.  To many presenters turn out to be 
entertaining, but the audience is left wondering, "What was the message?". 
 
3. Keep your conclusion short  
 

Your conclusion should consists of one or two carefully thought-out sentences.  
Some commonly used techniques for wrapping up a presentation. 

 
Summarizing the main points briefly. 
 
Reemphasizing the reasons why the subject is important to the listeners. 



 

Suggesting something the listeners can do to put the ideas that have been 
presented into action. 

 
Avoid an abrupt ending.  Don't just walk away without a clear indication that 

you have finished. 
 
4. Be alert to your audience  
 

Watch the body language of the group.  "Closed" signals (arms crossed, 
turning away, fidgeting) usually indicate that there has been some annoying change 
in the room environment, or that you have failed to answer a question adequately.  
When you pick up on these negative clues, check them out with the group, and then 
act accordingly. 
 
5. Maintain eye contact with the audience in the programme  
 

For those of you who just can't "look them in the eyes" pick out three or four 
friendly faces, who seem to indicate that they are following you, and focus on them.  
You do not need to look at each individual in the group (although that is preferred) 
as along as you look at each section of trainees. 
 
6. Vary the speed at which you talk 
 

Almost every one has suffered through a presentation by a monotone 
speaker.  Although we are told to vary the tone of our voices, it is a difficult thing to 
do.  A better rule to simply follow is to be vary your speed.  When you are making an 
important point, speak slowly and deliberately.  You will find that your voice tone will 
naturally lower.  When you are relating a story of an example of a point you have 
made, you may speak much more rapidly.  Your voice tone rises naturally. 
 
7. Make sure that every one in the room can hear 
 

The basic rule here is to make your voice loud enough so that you can be 
heard by the person in the last row. Be particularly mindful of the ability of the 
trainees to hear each other.  Often a trainee who is in the front of the room will say 
something to you, but the comment will not be heard by the people in the back of 
the room.  Either ask the participant to repeat it in a louder voice, or if that is not 
feasible, you should repeat the question or the comment so that all the trainees can 
hear it. 
 



 

8. Use natural gestures  
 

Avoid making up gestures to be used in your talk.  Do what comes naturally, 
for example, move toward the group when you want to get them to answer or ask 
questions.  Your gestures should be made from the shoulder, high enough to be 
seen by the group.  Start the gesture before the point is made.  Do not use gestures 
that are graphic equivalents of the words that you use.  For example, if you say, "I 
want you to remember three things," don't: 

 
Point at yourself when you say "I" 
Point at the audience when you say "you" 
Hold the three fingers when you say "three". 

 This is what comedians do when they poke fun at inept public speakers. 
 
9. Avoid putting your hands near your face  

In addition to the obvious physical aspects of blocking your voice projection, 
putting your hands near your month may have psychological implications.  Often, 
people who lack confidence in what they are saying display this body language.  The 
speaker's insecurity can spill over to the audience to the point where they begin to 
lose confidence in the speaker. 
 
10. Use pauses effectively  
 

People generally need time to think.  When you make a particularly important 
point in your presentation, you should pause.  Let your message sink in.  When you 
ask a question, real or rhetorical, pause. Let the group think about their answers for 
a few seconds.  To the inexperienced presenter, ten seconds of silence can feel like 
ten minutes, but there are times when those ten seconds are essential. 
 
11. Talk from notes rather than from a script  
 

When a speaker reads his or her notes to the group, many people in the 
audience are turned off.  ("Why don't you just give me a copy of the talk, I can read 
it myself.") Speaking from notes tends to appear more spontaneous and natural than 
reading a script.  The audience generally feel more comfortable when the presenter  
is "talking with" rather than "talking at" them.  Be sure your notes, are easy to 
follow.  Write in large print or use oversized type.  Don't crowd your notes on the 
page.  Leave plenty of space so that you can easily see that what's next, no mater 
how stressed you are feeling.  If you are using slides or preprinted charts, they can 



 

serve as your notes, once you know the comment well, you can use the slides to 
help keep your presentation organized. 
 
12. Eliminate bad habits  

Psychologists have found that we fall into bad habits because we are not 
aware we are doing them.  Thus, the first step in eliminating bad habits is to become 
aware of what you are doing.  An audio-tape / videotape of feedback from trusted 
colleagues can help identify your distracting mannerisms. 

 
A technique that can help you overcome a bad habit is to force yourself into a 

five-minute inundation.  For example, if you are a coin jingler, get a couple of friends 
together and give them a five-minute presentation, all the while jingling coins in your 
pocket.  After about a minute, you are going to feel silly and will want to stop, but 
don't.  Continue for the full five minutes. What will happen is that the next time you 
start jingling coins in front of a group, you will immediately become aware of what 
you are doing, and you will be able to stop. 
 
 One Warning Note :  When physical mannerisms are eliminated - especially 
those which are symptoms of anxiety, they tend to be replaced by other physical 
mannerisms.  If you have eliminated scratching your nose as an unwanted bad habit, 
get some in the audience at your next presentation to give you feed back about what 
might be replacing it.  It might be even be a more unwelcome physical mannerism. 
 
13. Never memorize your presentation 
 

Use your note cards for reference.  You will find that although you don't 
repeat the same works or phrases each time you give the presentation, the ideal 
area the same and your choice of words will be free and natural. 
 
14. Practice and practice 

Rehearse under conditions similar to those under which you will actually work.  
Consider factors like the size of the room, the lighting, the amplification system, the 
seating arrangements for the audience, the use of the podium, and whether you will 
be standing or sitting.  Rehearse with your visual aids so that you will be able to 
handle them easily and naturally.  If possible, get some people to listen to your 
practice session and get feedback from them.  If this is impossible, you should use 
an audio-tape recorder so that you can at least listen to your voice.  Time your 
rehearsal and make adjustments if necessary. 

"Communication is the secret of adjustment of compatibility." 
              Anon. 
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