
Top 10 Best Communication Techniques

Never talk over people.
This demonstrates a real lack of respect. By talking over someone what you’re basically saying is “I don’t 
care what you’re saying—what I have to say is more important”.
Don’t finish other people’s sentences.
You may think you are helping by finishing their sentences for them. However, research has shown by doing 
this you are dis-empowering the other person because you are taking control of the conversation, so bite 
your tongue!
Paraphrase.
If you want to show that you have really understood someone, then paraphrasing a great tool. All you do is 
repeat back to someone what they have just said, before you comment yourself. Here’s an example: “So 
Barney, what I’m hearing is that results are the number one objective for you right now and we need to 
find some fast solutions for you?”
Listen actively.
Focus on active listening instead of passive listening. The difference is that active listening means you 
engage and respond to the other person based on what they have said, passive listening is simply the act of 
listening with no response.
Maintain eye contact.
By looking the other person in the eye, you are proving that you’re interested in what they’re saying. This 
also keeps you focused and less distracted.
Read Body Language.
Successful communicators know that posture doesn’t always provide good indications about someone’s 
feelings. Instead, they learn to pick up on subtle cues. They are experts at picking up on micro expressions, 
which are very brief facial expressions that occur when people conceal their feelings. Learn to read these 
very slight facial cues that last only a fraction of a second. You can tailor your message as you go, based on 
these tiny cues, in order to maximize your influence. 
Be Honest.
We all know that some information is full of half-truths causes mistrust. Be honest with others. When you 
are unable to share private information, say exactly that. When you relay messages, give concise and clear 
messages without a bunch of fluff. 
Give Credit.
Give credit where it’s due. Know the significance of making others feel valued, important, and appreciated.  
Take the time to thank others privately and publicly.
Speak with Confidence.
Speak with authority and confidence. Understand the value of appropriate tone and effectively timed 
pauses. Don’t bury your head in the sand when tough messages need to be delivered. Deliver information 
powerfully, tactfully, and poised.
Ask Questions.
The best communicators ask questions to make sure they’ve heard someone’s message correctly. They 
realize pertinent information can get lost if it’s not fully understood, so they ask for clarification when 
needed. They also realize they don’t have all the answers on every subject. They recognize when they need 
the expertise of others, and ask questions for guidance when appropriate.


