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ABSTRACT 

 
Good communication skills are key to success in life, work and relationships for every human being. A message 

can turn into an error, misunderstanding, frustration, or even disaster by being misinterpreted or poorly 

delivered without effective communication. 

Communication is the process by which we exchange information between all the human beings i.e.,, individuals 

or groups of people as well as animals . It is a process, to convey our thoughts, intentions and objectives as 

much clearly and accurately as we can. 

In today's highly informational and technological environment it has become highly inevitable to have   good 

communication skills. Communication is successful only when the receiver understands the same information as 

it is of the intention of the sender. Many individuals still continue to struggle because of the inability to 

communicate effectively which is leading to hold them back not only in their careers, but in social and personal 

relationships. The importance of communication Skills has been increasing rapidly for the students to achieve 

employment and employees for their work place success. 
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I. INTRODUCTION 

Communication is the life and blood of social as well as corporate world. We exist because we communicate. 

Even our silence communicates a lot. Communication is indispensable today. Human activity will come to a 

standstill without it.  

It is universally acknowledged that only 9% of the communication of business people is spent on writing and 

75% on speaking and listening. Greatest effectiveness in communication implies greater harmony in team work, 

quicker decision making, quicker problem solving and quicker conflict resolution. Over all the efficiency in the 

environment goes up.  

In this paper we are going to discuss the importance of communication under three categories. They are : 
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1. Steps To Turn Your Communication More Effective: 

2. Importance of Communication Skills for Students : 

3. Communication Skills for  Workplace Success for the Employees : 

I. Steps To Turn Your Communication More Effective: 

1. Know your listener 

First know with whom you are communicating and also remember the purpose of communication. Understand 

their culture, circumstances and situation besides their age, gender and economic biases. Question yourself what 

should be the result you want to achieve i.e., the purpose of your communication.   

 

2. How do you convey your message? 

Start your communication by maintaining eye contact which results in filling the listener with the inspiration 

and confidence which definitely leads to the effective communication.  

Remember the body language plays a vital role more than your words. 

a) By standing with arms easily at your side -You are approachable and open to hearing what someone 

wants to convey. This leads the individuals to open up and feel free. 

b) By standing hunched shoulders and arms crossed – You are not approachable but suggesting 

unwillingness or disinterest to listen or communicate. This leads the individuals to close down so that, they 

cannot initiate to communicate. This kind of posture leads to miscommunications which may lead to 

misunderstandings which may lead to LOSE-LOSE situations. 

c) Good posture and approachable stance - You are approachable and open to hearing and are even 

willing to convert the difficult communication turn more smoothly. 

Always convey that you are judgmental, non adversarial and also co-operative which ensures willingness among 

the listeners to receive whatever you want to speak, which definitely leads to WIN-WIN situations. 

3. Pay attention to your listener: 

Since communication is a two way process, listen to your listener and wait for the clues and the feedback from 

the listener. Avoid any impulses and listen till the end of the conversation so that more ideas can flash in your 

mind, after conveying what you want to convey. Effort your full attention on your listener to ensure your 

message is clearly and exactly understood. Fine-tune your message if required and ask open ended questions to 

encourage the discussion. 
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4. Understand and be Understood: 

To make an excellent communication one should understand the listeners and be understood to them even. 

Confirm that your message has been received with the same intention and be eager to receive any concerns or 

questions from them to relieve them. There is no hard and fast rule that you should agree whatever is being 

questioned or instructed to you. There is no guarantee that the efforts you made in your communication does not 

lead to any agreement or compliance. As long as we understand each other there is the possibility of respectful, 

cordial and successful communication exchange. Once you have had the opportunity to discuss your message 

and the feedback of that message, pursue the purpose of the interchange the opinions and introspect yourself that 

have you reached the goal? Solved the problems? Or clarified their doubts? To ensure that the method you have 

chosen and applied to communicate is flawless.  

Tips to develop good Communication Skills: 

1. One should acquire better English language skills and expand their vocabulary by regular extensive reading 

and regular writing .Know the meanings of all the new words by consulting the dictionary. Your ability to 

communicate increases and you can attain the confidence can be understood only by the expression of your 

views and opinions. 

2. Enrich your listening skills by practicing vigorously and be considerate of other speakers by waiting until they 

are done before giving your views. Process what is being said before responding.  

3. Be open minded while someone is conveying the message and effort to see things even from others 

perspective. Learn to understand and appreciate opposing points of view it will in turn, lead to gain more co-

operation and understanding. 

4. Avoid trying to communicate when you are in an emotional state, take time to think your position through 

before speaking else you may lose the objectivity and may speak something inappropriate and regrettable. 

5. Join an organization such as Toastmasters that encourages you to develop a variety of communication skills as 

well as allowing the opportunity to meet new and interesting people. 

6. To reach higher levels of mutual understanding and cooperation while successfully attaining your goals, you 

should take time to sharpen communication skills for which you open yourself up to better relationships, better 

career opportunities and increased self confidence. 

7. You can acquire better and even exceptional communication skills by taking time to refine your skills with 

regular effort and vigorous practice so that you can master any new skill. 

 

II. IMPORTANCE OF COMMUNICATION SKILLS FOR STUDENTS 

Communication skills are vital for the successful career of a management student. Effective communication 

skills in business are the most important quality of an educated person in today’s competitive world,. Listening, 
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Speaking, Reading and Writing are the four most important communication skills for students. These skills like 

most of the communication skills sounds too common because of which we take them for granted. 

Among all these skills Listening and Speaking are interdependent simultaneously Reading and Writing also 

depend on each other. Overall we can finally say all the four skills have a great link between each other but the 

only thing is that the importance of each skill varies based on the situation and requirement. As we are growing, 

the only thing that we need to develop is to adapt concentration and responsibility with our growing age. 

Apart from reading and writing presentations, reports and speeches are a part of curriculum at almost all the 

higher levels of education. This has been introduced in schools and colleges for the overall development of 

students, which definitely leads to the better personality development. This makes expressive skills and 

managing skills which are at the high end to the present students Besides all these it is also important to develop 

communication skills in every relationship. 

What deserves more attention is that most of the students do not feel confident to make debates, presentations 

and speeches. But realizing the importance of these skills in modern day life, most good schools and colleges 

have made it a regular part of their curriculum, so that they become confident of expressive skills and managing 

skills 

The skills that are used to express our feelings, thoughts and expressions resulting to get across our point 

successfully to the listener are called Expressive skills. Students need to learn is, how to communicate 

effectively and get the full attention of the listeners to become effective in Expressive skills 

Besides this, management is also an important part of a student’s life. So enrichment of management skills is 

also important for the success of the student for their future. 

Students should be taught as how to give undivided attention to a person with whom a conversation is taking 

place to put in the habit of active listening since Listening skill is a vital skill that should be taught to a student 

with intensive interest. For this, the teacher should continuously read out something from newspapers, 

magazines and other sources in order to ask questions from that. The teachers should ensure that, they are 

encouraging active participation of the students. 

These skills should not only be limited to the classroom but also in all the normal conversations Besides this 

students also should be taught etiquette as part of their conversation which is very important in every sphere of 

life, be it professional or personal resulting they will acquire the practice of  respecting everyone. 

By conducting student’s group activities we can develop their communication skills Teachers should assign as 

many group activities as possible to the students, so that they will be turned into the effective communicator and 

also ask the students to complete assignments in equally divided groups. Besides this the teacher should 

continuously change the students with which groups with which the interaction among the students will be 

rapidly increased.. This process helps a lot in the long run in their future. 
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The students immediately after graduating need to attend interviews i.e., formal and informal for different 

purposes i.e., either to get the admissions into higher education or to get employed.  So, the candidates need to 

have a proper practice of participating in mock interviews at this juncture is of significant requirement. 

After acquiring the qualification one need to work at different environments, where these candidates will face 

the drastic need to communicate to the people at different levels by speaking and by writing formal letters i.e., 

these candidates will be learning to write the formal letters and at the same time depending on the profession 

that they are serving these aspirants will even need to submit the technical reports, 

Even though so many audio visual equipments are available in this 21
st
 century to make use of these and lessen 

the stress of imagination and to understand every concept very clearly because most of the present teachers are 

still teaching in traditional methods. 

To overcome these barriers the teachers should be properly trained to teach in modern and innovative methods 

by getting and creating awareness between both the teachers and the students. By inculcating a healthy and 

competitive feeling and curiosity among the students, it would become possible to develop communication skills 

for students. Go ahead With these tips, with confidence and put them into practice. 

 

III .COMMUNICATION SKILLS FOR  WORKPLACE SUCCESS FOR THE EMPLOYEES  

Employers Look For These Communication Skills -  

The ability to communicate effectively with superiors, colleagues, and all other staff is essential, no matter 

wherever you work in. Employees in the digital age must know how to effectively transmit and receive 

messages in person as well as over phone, email, and social network.Let us pursue what type of skills do 

employers look for? Which communication skills will help you to ensure your success? 

The top 10 communication skills that will help you stand out in today's job market are as follows: 

1. Picking the Right Medium 

An important communication skill is to simply know which means of communication to use. For example, some 

serious conversations (layoffs, changes in salary, etc.) are almost always best done in person i.e., face to face 

conversation. You should also think about the person with whom you wish to speak - if they are very busy 

people (such as your boss, perhaps), you might want to convey your message through email. People will surely 

understand and appreciate your thoughtful means of communication, and will be more likely to respond 

positively to you 

2.Friendliness 

We should start our communication through a friendly conversation, either a personal question, or simply a 
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smile, which encourages your colleague to engage in open, comfortable and honest communication with you. 

It's highly important to be cordial and courteous in all your organizational communications. This is important in 

both face-to-face i.e., oral and written communications. When you can, incorporate your emails to both 

colleagues and any other employees a quick "I hope you all in sound health and had a good weekend" at the start 

of an email, which can personalize a message and make the recipient feel more pleased and appreciated. This 

kind of empathy and administration definitely energizes the employees which results in a assured great success. 

3.Confidence 

It is important to be confident in all of your interactions with others. Confidence ensures your colleagues that 

you believe in them and will follow through with what you are saying. Exuding confidence can be as simple as 

making eye contact or using a firm but friendly tone and in such kind of situations we should avoid making 

statements which might sound like interrogations. Of course, be careful not to sound arrogant or aggressive. We 

may not get the intended results once if we appear villainy and whatever image they may get in the very first 

instance will definitely be carried forward which might result in negativity in every aspect irrespective of its 

importance.    Make sure that you are always listening to and empathizing with the other person.  

4.Listening 

Being a good listener is inevitable to be a good communicator. No one likes to communicate with someone who 

only cares about putting in her two cents, and does not take the time to listen to the other person. If you're not a 

good listener, it's going to be highly difficult to perceive what you're being asked to do.One should take time to 

practice active listening. Active listening involves paying close attention to what the other person is speaking, 

instructing, saying, asking clarifying questions, and rephrasing what the person says to confirm understanding. 

With this I would like to say “Through active listening”, you can better understand what the other person is 

trying to say, and can respond relevantly. 

5.NonverbalCommunication 

Your body language, eye contact, gestures, postures and tone all adds up to the message you are trying to 

convey. A relaxed, open stance (arms open, legs relaxed), and a friendly tone will make you appear 

approachable, and will encourage others whoever wishes to speak with you. 

Eye contact is also important; you want to look the person in the eye to demonstrate that you are focused on the 

person and the conversation Anyhow one should not stare at the person which makes the person feel irritating 

and uncomfortable. And also pay attention to other people's nonverbal cues while you are conversing. Always, 

nonverbal cues convey how a person is really feeling. For example, if the person is not looking you in to the 

eye, we can understand he or she might be uncomfortable or hiding the truth. 
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6. Clarity and Transitoriness 

Good communication means speaking something just enough - don't say too little or talk too much. Try to 

deliver your message in as few words as possible. Say whatever you wish to convey clearly, concisely and 

directly, whether you're speaking to someone in person, over the phone, or via email. If you just speak aimlessly 

with someone, your listener might either tune you out or might be ambiguous of exactly what you want. Think 

about whatever you want to convey before you transmit it; this will enable you to avoid talking excessively 

which might surely lead to the confusion of your audience. 

7.Respect 

People will be more open to communicate with you if you convey respect for them and their ideas. Simple 

actions like calling a person by name, focusing on eye contact, and actively listening when a person speaks will 

make the person feel appreciated. Always avoid distractions and stay focused on the conversation when you are 

over phone. You can seek for the explanations when something is not clear only when it is face to face 

communication, seeking clarifications over phone might lead to disrespect the relationship. Because there is a 

chance of feeling misunderstanding that the communicator is interrogating him/her. 

Convey respect through email by taking time to tailor your message relevant to the situation. If you send a 

haphazardly written, confusing email, the recipient will think you do not respect his/her enough to think through 

your communication with her. 

8. Empathy 

Even when you contradict with an employer, colleague, or employee, it is crucial for you to understand and 

respect their point of view. Using expressions as simple as "I understand where you are coming from" determine 

that you have been listening to the other person and respect their opinions. Respecting their opinions definitely 

lead to understand the situation from the communicator’s point of view. This kind of understanding the 

employee leads to the realization of the situation which is going to be the successful communication. 

9.Open-Mindedness 

A good communicator should enter any conversation with flexibility and open mindedness. The communicator 

must be open to listening to and should understand the other person's point of view, rather than simply getting 

your message beyond. By being willing to enter into a dialogue, even with people with whom you disagree, you 

will be able to have more honest, productive conversations. With this kind of dealing the communication may 

not be result oriented always but it generates into the change attitude in a person over a period of time which 

might lead to  

10.Feedback 

Being able to give and receive feedback appropriately is an important communication skill. Managers and 
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supervisors should continuously look for ways to provide employees with constructive feedback, it can be 

through either emails, phone calls, or weekly status updates. Giving feedback involves giving praise as well - 

something as simple as saying "good job" or "thanks for taking care of that" to an employee can greatly increase 

motivation. At the same time, you should be able to accept, and even encourage, feedback from others. Listen to 

the feedback you are given, ask questions to get your doubts clarified if you are not sure of the issue, and make 

efforts to implement the feedback. 

IV. CONCLUSION 

In this paper we have clearly discussed the importance of communication under three headings i.e., three 

categories. They are :Firstly I have disused the importance of communication and various Steps To Turn Your 

Communication More Effective, which should result in reaching the target. Secondly the Importance of 

Communication Skills for Students is stressed because they are the future citizens and we remind them that the 

way to success is their responsibility. Thirdly Communication Skills for  Workplace Success for the Employees  

is discussed. If one implements these tips in one’s career, it surely leads to excellence.  
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