Seven Tips for Successful
Professional Communication

Preview
Answer the questions. Then talk about your answers.

1) What communication skills do you need for successful professional
communication?

2) What do you think are the most valuable communication skills?

3) What difficulties did you have when speaking publicly?

4) What kinds of professional communication do you use with coworkers and
customers in your job?
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I. READING

Read and translate the text

SEVEN TIPS FOR SUCCESSFUL PROFESSIONAL
COMMUNICATION

Every employee needs to learn certain communication skills before entering the

workplace. There are seven communication skills vital for successful professional
communication: clarity, respect, good listening
skills, confidence, empathy, ability to speak
publicly and to learn.
Clarity is an important communication skill that
every employee needs to learn to communicate
with others. Misunderstandings can cause
conflicts and negatively affect a business. To
avoid misunderstandings it is advisable to refrain
from providing too much general information. It is necessary to be concise and direct
when you communicate with customers, co-workers, and especially your employer.

Respecting your customers and your co-workers is also essential. Respect is
usually shown in an appropriate tone and knowing your boundaries. You must also
respect your employer even if you don’t agree with his/her personal opinion.

Good listening skills are one of the most valued communication skills found in
the workplace. You should take into account that people are interested in sharing their
opinion rather than listening to others. Part of listening is asking questions. For
instance, if you don’t know how to fulfill your boss’s task — don’t guess, ask.

Displaying confidence is a necessary skill in the workplace. You should learn to
speak in a clear and direct tone to individuals and to larger groups, but refrain from
sounding arrogant.

Empathy shows concern for other people’s needs and it’s also a great way to
maintain good relationships. If a customer is upset about a personal situation, it is
important to express your support.

Another important communication skill to learn is how to speak more
comfortably in front of large groups of people, such as in conferences or at seminars.
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Learning to look at different members of the audience and express your ideas correctly
are also valuable speaking skills that will help you in your career.

Above all else, one of the most valuable types of communication skills is to
continue to learn. That means acquiring knowledge and new experience which will be
useful in your job.

Communication skills in the office provide you with tools to become the best
employee. They will also help you to make a successful career, learn a new trade or get
a degree.

Il. VOCABULARY

1. to enter the workplace NPUCTYNUTH K paboTe

[‘ento]

2. vital ['vartl] HEOOXOIUMBIH, )KU3HCHHO BaXKHBII
There are seven communication CymiecTByeT ceMb KOMMYHHKATHBHBIX
skills vital for successful HABBIKOB HEOOXOIUMBIX ISl YCIICIITHOTO
professional communication. npo(heCCHOHAIBEHOTO OOIIEHUSI.

3. clarity [ 'kleerti] SICHOCTh

Clarity is an important SICHOCTPh — Ba)KHBII KOMMYHUKATHBHBIN
communication skill. HaBBIK.

4. confidence[ konfidans] YBEPEHHOCTH B ceOe

confident YBEPCHHBIH

5. empathy [‘empabi] AMIIATHS, CIIOCOOHOCTH CONEPEIKUBATH
6. misunderstanding B3aMMOHETIOHUMAaHNE

[ misanda’staendin]

7. to cause a conflict [ko:z BBI3BIBATh KOH(IUKT

kon'flikt]

Misunderstandings can cause Henopa3ymeHus BbI3bIBAIOT KOHQIIUKTHI U
conflicts and negatively affect a HETaTUBHO BIUSIOT Ha OU3HEC.
business.

8. to refrain from [r1'frein] BO3/ICP’KUBATHCS OT

You should refrain from providing | HyxHO BO3Iep>KUBATLCS OT OOJIBIIIOTO
too much general information. KOJIMYECTBA OOIICH HHPOPMAITUH.

9. concise [kan'sais] KpaTKui
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10. appropriate [o'prouvpriat]

COOTBCTCTBYI-OHII/Iﬁ

11. boundary ['bavndari]

to know boundaries

Respect is usually shown in an
appropriate tone and knowing
your boundaries.

IpaHMIA
coOoaaTh CyOOpIUHALTHIO

VYBaXeHHUE BBIPAKAETCS B COOTBETCTBYIOIIEM
TOHE Pa3roBOpa U COONIOICHNN
cyOopauHaIuu.

12. to take into account
[o'kaont]

IPUHUMATh B Pacy&T

13. arrogant ['aragant]

BLICOKOMCpHBIﬁ

14. to show concern [Kon's3:n]
Empathy shows concern for other
people’s needs.

MPOSBIIATH 3a00Ty
DOMnaTus OKa3bIBaeT 3a00Ty 0 HYX/1aX

JIPYTHUX JIFOIIEH.

15. to express support [1k'spres
So'po:t]

BBIPAKATh MOICPIKKY

16. valuable ['valjuobl]

N EHHEII

17. to acquire knowledge
[o'kwars 'nplid3]

Continue to learn means to acquire
knowledge.

npuoOpeTaTh 3HAHUS

[Tponomxkenue oOydeHUs: O3HAYALT
PUOOPETEHNE HOBBIX 3HAHUM.

18. to provide with tools
[pro’vard]

o0ecreyuTh CpeIcTBaMU

No ok~ wbh e

2. Answer the questions:

What is part of listening skills?
What is empathy?
What does ability to learn mean?

READING COMPREHENSION

What does every emloyee need before entering the workplace?
What communication skills do you know?

What do misunderstandings cause?

What is the way to show respect?
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1 What do you call:

1. Admiration felt or shown for someone or something that has good ideas or
qualities

2. The ability to share someone else's feelings or experiences by imagining what it
would be like to be in that person's situation

3. A person who you work with, especially someone with a similar job or level of
responsibility

4. The quality of being certain of your abilities or of having trust in people, plans,
or the future

5. An occasion when someone does not understand something correctly

2 Are these sentences true or false?

1. Every employee needs to learn certain communication skills before entering the
workplace.

2. There are ten communication skills vital for successful professional
communication.

3. Misunderstandings can positively affect a business.

4. Itis necessary to give as much information as possible when you communicate with
customers and your employer.

5. You should take into account that people are interested in listening to others.

6. If you don’t know how to fulfill your boss’s task — don’t show it.

7. If a customer is upset about a personal situation, it is important not pay attention to
it.

8. Communication skills in the office provide you with tools to become the best
employee.

4. Choose the correct word or word combination:
1. Every employee needs to learn certain communication skills before entering the ... .
a) conference

b) workplace

C) meeting
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2. There are seven communication skills: clarity, ..., good listening skills, confidence,
empathy, ... and to learn.

a) respect, ability to speak publicly

b) clarity, ability to speak publicly

C) respect, empathy

3. Misunderstandings can cause conflicts and negatively affect ....
a) politics

b) friendship

C) a business

4. Respecting your customers and your ... is also essential.

a) co-workers

b) relatives

c) clients

5. You should ... that people are interested in sharing their opinion.
a) show concern

b) take into account

C) pay attention to

6. Displaying ... is a necessary skill in the workplace.

a) contempt

b) love

¢) confidence

7. Above all else, one of the most ... types of communication skills is to continue to
learn.

a) valuable
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b) favourite

¢) confident

IV. ANALYZE

1. Match the words with their Russian equivalents

1. to express support a. ICHHBIN

2. concise b. kpaTkuii

3. to cause a conflict C. YBEpEHHOCTbD B ceOe
4. confidence d. BO3Iep)KUBAThCS OT
5. to refrain from €. TPaHUIIBI

6. valuable f. cooTBeTCTBYIOITHIA

7. to acquire knowledge g. ICHOCTb

8. boundaries h. BbI3BIBATH KOH(IUKT
9. clarity I. BBIpaXXaTh MOJICPIKKY
10. appropriate J. mpruoOpecTH 3HAHUS

2. Give the English equivalents:

1. mpex)Ie YeM TIPUCTYITUTD K PAOOTE ...uvvientteeiteeeteeeteeieeeeeiaeeainaaeenns

. ICHOCTb, YBOKCHHE, YBEPECHHOCTD B CEOC ....cuvtentenieerieieaieeineeaneananennn,
. UL TOTO, YTOOBI N30€KATh B3AMMOHEITOHUMAHMM .....ooiiieiiiiiieeeeeaainnnnns
. KIIMEHTBI, COTPYIAHUKH U PAOOTOMATEIID ... uveeneeenttenteneeeneeenneenneennneannnns

. BO3JICPKUBATHCS OT OOIICH MHDOPMAIIHH .....oovvttiinnieeenie et eneeeiieeaeeenen,

oS o1 B~ W N

. COOTBETCTBYROIIIMM TOH ... et uunttteeennteteeesnnteeeeetteeeaateeeeeanneeeeeannns



/. BBIIIOJIHATD 33JAHUE HATATBHUKA .. ..euutnntinttntent ettt et enteaneennenneeneennens
8. 3BYUATD BBICOKOMEPHO ... eutettenttntenttentete et ente e ett et e naeeate e eneeneennes
9. NOAJEPKUBATH XOPOLIHE OTHOLICHMSL ...euuenuennenteneeniiineneeneeneeneaeenneneenaenn

10. obecrieunTh HEOOXOAUMBIMHU CPEACTBAMU ....''uvveennreennreeennneeennnanennneenns

3. Complete the words or phrases below using words from the
box:

a conflict support concern account from boundaries knowledge the workplace

B ESS vttt ettt e et e,
ACGUITE Lottt ettt i e et e e e

© N Ok wWwNRE

4. Match the following words with their definitions:

1. boundaries a. encouragement

2. confident b. suitable, relevant

3. valuable c. to abstain, hold back
4. concise d. limits, borders

5. support e. precious

6. to refrain f. brief, short

7. appropriate g. sure, certain
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V. TRANSLATE

. KommyHHMKaTHBHBIE HABBIKM TIOMOTYT BaM CJ€aTh Kapbepy, 00yUUTHCSI HOBOM
npodeccuu Win Moxy4uTh HAYYHYIO CTETICHbD.

. HeoOxomumo  yBakaTb  CBOMX  KOJUIET, KJIMEHTOB M  PYKOBOJUTENEH.

------------------------------------------------------------------------------------------

. YMEHHE BBICTYNATh Tepea OOJNBIION aymUuTOPHEH — OJHU W3 KIFOYEBHIX HABBHIKOB
po¢heCCUOHATBHOTO OOIIEHUS.

..............................................................................................

..........................................................................................

VIi. SPEAKING

1. Choose three communication skills most critical for
the people of the following jobs, given below. Explain
your choice. What three communicational skills are
vital for your profession?

COMMUNICATION SKILLS

clarity, respect, good listening skills, confidence, empathy, ability to speak

publicly and ability to learn

65



JOBS
Doctor

Lawyer

Sales Manager
Teacher
Engineer
Driver

Pilot

President
2. Work in pairs to discuss the situations:

Situation 1

You have got two candidates for promotion. One of them is a skillful communicator
but careless with his/ her work and makes many mistakes. The other is highly
professional but has problems with communication. Whom would you prefer to
promote?

Situation 2

Your friend has to make a short presentation in front of the higher ranks of your
company. The problem is that he/ she talks a lot and cannot stick to the point. Help
him/ her with your advice.

Situation 3

Your boss has given you a task you disagree to fulfill. Give your reasons to your boss
but mind your boundaries.
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