








..lS What is Workplace Communication: Unlocking the Key

Social skills are critical in ensuring we can 
interact with others in forming and nurturing 
positive relationships, whether personal or 
professional. In today's online world of 
communication, social skills may be used less, 
although they are not less important to 
master. 

Social skills can include: 

• The ability to ask appropriate questions
• Giving and receiving compliments
• Making and maintaining eye contact
• Meeting and connecting with strangers
• Making small talk

Speaking Skills 

Public speaking anxiety and fear impacts up 
to 75% of the general population and is known 
as the #7 fear in the world (National Institute 
of Mental Health). Speaking skills allow us to 
connect with others, influence decisions, 
motivate co-workers and subordinates, and 
share our opinions. It is recognized not all 
speaking is in front of a large audience, 
however, a trained public speaker will perform 
substantially better even with a small group, 
in a meeting, or even one-on-one. Like all 
other skills, speaking can be learned and takes 
discipline and practice. 

Speaking well gives us credibility, and it is 
much more likely we can influence others 
when prepared, well spoken, and inspirational. 
Toastmasters International exists as a peer-led 
club where members learn to speak in front of 
others, are offered feedback for improvement, 
and graduate from a list of levels that lead to 
the ultimate designation, Distinguished 
Toastmaster. 

Next to none of the 365,000 members 
(Toastmasters International 2020) join the 
organization to become professional speakers, 
but rather they want to improve their 
speaking skills for personal or professional 
development. Some keys to being a good 
speaker are: 

• Engage your audience
• Be cognizant of body language
• Plan, and practice, your message or

presentation
• Be clear and concise

Body Language 

Body Language is non-verbal communication 
that impacts others more than us, since we are 
not always aware of how our body language is 
perceived. There are personalities who use a 
tremendous amount of body language when 
communicating by flailing hands and arms, 
pacing, and having an expressive face. Others, 
however, may prefer to avoid physical gestures 
and remain more neutral than expressive. 

Regardless of our body language preference, 
which is not consciously preferred, by the way, 
it is an important area of awareness. Whether 
expressive and demonstrative, or closed and 
reserved, we must be aware of how our body 
language is perceived. 

Remain aware of: 

• Eye contact
• Personal space preferences
• Facial expression
• Posture and hand gestures
















