
Communication Tips 
 
Good communication enables sharing of information and facilitates friendship. If self-absorbed, we 
may fail to engage others with meaningful questions or answers. We can learn to focus on the 
other person, speak with respect, and avoid questionable topics which invade privacy or lay 
groundwork for argument. Thoughtful, meaningful questions and good listening enable us to learn 
of their interests, knowledge, and life.  
 

Two ways to communicate: Deflect or Embrace 
 

In deflection, things stay superficial, conversation is undemanding. Most people choose deflection, calling it “minding their 
own business.” This avoids the risk of knowing too much about others so that they don’t feel the pang of the other person’s 
Need, become obliged to help, or pressured to share about themselves.  
     
A conversation with embrace has substance. It may start on the surface but when an opportunity presents itself, you don’t 
swerve to trivia, but head for deeper waters. This relational courage is a sign of humanity and faith, trusting that people are 
not a burden but of value. Embracing and delving takes risk, time, intention, and energy, but the outcome encourages both 
and builds meaningful relationships.  
       
Generally, we have a few people in life we regularly embrace in conversation, while the majority we deflect to an emotional 
arm’s-length. This is logical since we can’t spend all day, every day, learning everything about everyone we encounter. Yet 
it’s important to cultivate new people throughout life, because we can learn from them, grow in our character, gain new 
friendships and allies. Those widowed often belatedly wish they’d cultivated friends during the marriage, rather than relying 
solely on the mate.  
 
Social media can be deflecting and impersonal, even attacking and challenging. If your social media style is one of these, 
you can choose to be gentle by interacting with grace and genuine questions of support. You’ll enjoy your social media more 
– and it’s likely that others will, too. 
     
Dale Carnegie, in his book How to Win Friends and Influence People, reported that 85% of success comes from ability to 
communicate well, and only 15% of success is because of one’s technical knowledge. Communicating well brings self-
confidence, increases peace and success. It’s something we can learn by applying his tips:  
 
1. Know that you have self-worth  The better you feel about yourself, the more confidently you can communicate.  
(Your worth is permanent. If I have a $1,000 bill, crumble it up and step on it, it's still worth $1,000. Your worth is immeasurable because 
you're made in God's image. So don't worry about rejection because nobody can reduce your worth. If someone doesn't want to talk to 
you today, maybe they feel unwell or are upset about something unrelated to you or may even be hard of hearing. Give them the benefit 
of the doubt, pray for them, and go on to the next person who may be open to conversation. – Chaplain Linda) 
 

2. Know that the other person has worth, too. Give him or her time to speak and to know that they are worthy of your 
time, eye contact, and careful listening 

 
3. Be interested in others  Decide what you’d like to gain from every conversation, otherwise you’ll be stuck in small talk. 

Don’t talk about yourself; most people won’t ask about your life; they want to know if you’re interested in them. They’ll 
like being asked about their lives so ask, and then prove you heard their answer, by asking a follow-up question.  
 

4. Four ways to open up a person’s heart:  

• Ask open-ended questions to get them talking, such as ‘What are your hobbies?’  Then follow-up; if somebody 
says they love to hike, ask, ‘Where do you hike?’ By extending the conversation, you open a person’s heart. But 
don’t shoot out lots of questions; share a relevant bit about yourself, to show you trust them to know you, too. 

• Compliment them sincerely; don’t make something up. When others give assistance, express appreciation. 

• Ask their name when you first meet; try to remember and use it.  

• Smile and use humor in good taste. Have a sense of humor -- especially about yourself. Never laugh at anyone. 
 

5. Listen far, far more than you talk. It’s relaxing, too. 



6. To have subjects to discuss, expand yourself perhaps by learning a hobby, how to organize or repair things, etc.
People are typically more attracted to others with interests. New activities often let us meet new people, too.

7. Build conversation skills first, with someone you know well, practice asking a question, then a follow-up, then sharing
a bit about yourself. As you get comfortable with these methods, practice with ‘neutral’ people – a store clerk or
someone at the bus stop. Over time, you’ll become more comfortable speaking with colleagues, neighbors, your kids’
friends, a prospective date and others. There’s no guarantee of success, as we can never control another’s reaction -
but you’ll have more confidence, giving it your best shot! Have fun with conversations. Trust yourself.

Listen well, too.  Here’s how: 
1. Stay patient while they speak. Breathe.
2. Maintain eye contact.
3. Concentrate on their content.
4. Listen for emotion, to grasp their full message.
5. Give feedback that affirms you heard them; repeat

their key points: “So you’re saying___”
6. Ask for clarification if unsure what they mean: “Are

you saying___?”
7. Acknowledge their feelings, “I’m sorry you’re in

this upsetting situation…”

8. When you respond to clarify or give feedback, do
so briefly - ideally in one short sentence.

9. Don’t give unrequested advice. Wait to be asked.
Or after the speaker is completely done, ask, “Would
you mind some thoughts on this?” “Would you like a
suggestion about this?”

10. Focus on issues, not personalities, when you
discuss problems. Work to understand their
perspective. Don’t let it turn into a gossip session. If
having difficulty with someone, suggest they go to
that person directly

Avoid these Common Pitfalls 
• Speaking or reacting too quickly.

• Talking too much; never taking a breath or break!

• Letting your dislike of someone make you rude.

• Texting/e-mail for a concern, rather than in person.

• Immediately responding to a request with “No.”
Instead, emphasize what you can do, by when, and
only then share what isn’t possible for you.

• Committing too quickly -- perhaps saying YES
when you don’t mean it. Instead, gently decline/offer
alternatives.

• Being indifferent when someone shares an issue.

• Dwelling on what’s wrong/who’s at fault. Instead,
work to solve the problem.

• Focusing on yourself.

• Avoiding tough issues. Instead, with civility, be
direct and constructive.

• Pushing your unpopular idea. Instead, listen to and
acknowledge their concerns. Often the best way to
gain support for an idea about which others have
reservations is to show that you hear their concerns.

• Assume that you’re always right. We all have
mistaken ideas. Pray for humility and God’s guidance.
He wants people to live together in harmony and
selflessness, and will help you!

Communicating to an Audience 
1. Explain what you’re going to tell them.
2. Speak so all can hear and not too quickly
3. Speak with a positive, confident delivery.
4. Make your message as short as possible.
5. Avoid long sentences and obscure vocabulary.
6. Gesture rarely, otherwise you’ll distract.
7. Be clearly and honest.

8. Repeat key points.
9. Make eye contact to engage attention.
10. Maintain a relaxed, strong posture.
11. Pause to gather your thoughts. Don’t use “um”.
12. Vary your pitch, volume, and speed, so that your

talk isn’t monotonous.
13. Ask for questions; build in pauses for them.

Sources: Carnegie, Dale How to Win Friends and Influence People.  
Mathis, David “Six Lessons in Good Listening” www.desiringGod.org, April 3, 2014.  
“Speaking to An Audience” by the Mindtools Content Team at www.mindtools.com/CommSkll/SpeakingToAnAudience.htm 

http://www.desiringgod.org/
mailto:Linda.Ahrens@ccsheriff.org

