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Session Background

Communication is an art, not a science, and there is no formula for ensuring successful communication in every situation. To be an effective communicator, one must not only understand the communication process, but also practice the skills needed to be effective in a variety of situations. 

This session will provide second vice district governors with an understanding of the communication process, the skills of an effective communicator, and strategies for promoting communication throughout their districts.

Session Objectives
At the end of this session, participants will be able to:

· Recognize the communication process

· Identify effective communication skills

· Utilize effective communication skills 

· Promote cross-level communication within the district

TWO-WAY COMMUNICATION
Communication is a two-way process in which participants exchange thoughts, messages, or information through speech, signals, writing, or behavior. 
	PERSON 1
	PERSON 2
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	Person 1 (the sender) sends a message.
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	Person 2 (the receiver) accepts the message and interprets it.
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	Person 1 now becomes the receiver and reacts to the response sent by Person 2.
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	Person 2 sends a response and becomes the new sender.


4 Skills for Effective Communication

#1: ACTIVE LISTENING
There are several strategies that will help you more effectively receive messages during the two-way communication process. 

Pay Attention

This requires both a mental and physical commitment on the part of the listener. 

· Clear your mind of distracting thoughts

· Resist the urge to form responses or rebuttals to what the speaker is saying
· Be aware of your own nonverbal communication cues 

Do Not Rely on Memory

Take notes during important meetings and conversation to ensure that you get the message right. 

Defer Judgment
Do not interrupt the speaker, even if you disagree with what is being said. 

Paraphrase for Clarity
To ensure you are receiving the correct and intended message from the speaker, repeat what the speaker has said in your own words. 

· Example, “If I understand you correctly, you are concerned about having enough volunteers for the upcoming project.”
Summarize for Understanding
At the end of a long talk, take a moment to summarize the information given to you by the speaker. 

· Example: “Beth, we’ve been talking for a while now, let me see if I can summarize where we currently are and accurately define the next steps we’ve discussed.”
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Read each statement and choose the box that indicates how often you use the skill when communicating with others. 
	
	Frequently
	Sometimes
	Rarely

	I refrain from thinking about other things when listening to someone who is speaking. 
	
	
	

	I wait to mentally form responses or rebuttals until the speaker has finished. 
	
	
	

	I observe others’ verbal and non-verbal behaviors.
	
	
	

	I am aware of my own non-verbal behaviors when listening to others.
	
	
	

	During lengthy or important conversations/meetings, I take notes to ensure I remember key details and information.
	
	
	

	I refrain from interrupting someone when they are speaking.  
	
	
	

	To be sure I understand what the speaker is saying, I repeat (paraphrase) key ideas in my own words. 
	
	
	

	At the end of a long conversation, I summarize what the speaker has said to ensure I have understood important information. 
	
	
	


#2: NON-VERBAL COMMUNICATION
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Facial Expressions

	Facial expressions are almost universal – whether happy, sad, excited, or angry, facial expressions indicate a person’s thoughts or feelings.   
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Body Movement and Posture

	Body movement and posture refers to the way that people sit, stand, move and/or position themselves that indicates feelings or conveys a message. 
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Gestures


	Gestures: Gestures refer to the way we communicate with our hands. Gestures can be used intentionally or unintentionally and can communicate a variety of messages depending on the context. 

Remember: Gestures are NOT universal! 
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Eye Contact

	Eye Contact: Eye contact refers to the manner in which you look at someone. Eye contact can convey many things including interest, confidence, anger, sadness, disappointment, etc. 
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What other methods of non-verbal communication have you experienced? 
#3: DIRECT EXPRESSION
Direct expression refers to using “I” statements to convey thoughts and feelings without conveying blame, criticism, or accusations. 

	You want to say....
	...use this “I” Statement instead!

	“You are not listening to me.”
	“I would like the opportunity to be heard.”

	“You know that’s not the right solution.”
	“I see a different solution to the problem.”

	“You are really frustrating me.”
	“I am feeling very frustrated right now.”

	“You never include me in decisions.”
	“I would like to contribute my ideas before a decision is made.”


#4: GIVING/RECEIVING FEEDBACK

Feedback is a powerful tool for communicating the acceptance, rejection, or evaluation of performance, behavior, or actions.
Giving and receiving feedback is valuable. When communicated correctly, it can build team relationships and enhance productivity and performance.
Giving Feedback

· Be Supportive: Deliver feedback in a non-threatening and encouraging manner. Feedback does not always have to be positive, but it should respect and support the receiver. 

· Be Direct: Clearly state the focus and purpose of the feedback.  
· Be Specific: Provide examples and/or suggestions for change. 

· Be Thoughtful: Take time to prepare and think about your feedback before giving it. Be sure that it is focused, respectful, and unbiased. 

· Be Timely: Feedback is only effective if it is relevant to the person receiving it. Provide feedback in a timely manner. 

Receiving Feedback

· Listen Actively: Employ active listening strategies to ensure that you understand what is being said. 

· Ask for Examples: Ask for specific instances in which you could have behaved or performed differently. 

· Resist Debate: You may not always agree with the feedback being given, but resist the urge to argue or defend yourself. Accept feedback as an attempt to help you improve or develop your skills. 

· Process Feedback in Your Own Time: Take time to evaluate the feedback and determine how you are going to apply it. 
Role Play: 

Effective Communication Skills for 

Second Vice District Governors

Directions: 

· Each group will create a role play illustrating the usage of their assigned communication skill in a district situation. Situations may include: a district cabinet or committee meeting; a conference call between members of the district governor team; on site at the district convention or during a district service project. 
· Every member of the group must participate in the role play. 

· The role play should be no more than 2 minutes in length.

· You will have 10 minutes to create your role play. 

Promoting Cross-Level Communication

Benefits of Cross-Level Communication: 

In your small groups, discuss the following questions in regard to cross-level communication within the district. 

1. What are some challenges that your district experiences in cross-level communication? 

2. What are some ways you, as second vice district governors, can promote cross-level communication in your districts?

NOTES
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