

	
	
	



Communicating powerfully and effectively
CHECKLIST - ARE YOU READY?

Here is a Checklist you can use to see how you are preparing yourself for your next opportunity to communicate – whether is be just one to one, a small group, or a larger group of people.
If you are unsure, you can review the Videos and Worksheets in this module to give you some ways that you can continue to build your confidence.

	
	I’m always ready to listen first before speaking, and when I listen, I am looking for what is most meaningful to the person speaking

	
	I listen with the purpose of understanding, and if I don’t understand, I will ask questions to find out more

	
	I enjoy connecting with other people and encouraging them to tell their stories

	
	I realise that in order to have someone else listen to me, I must first listen to them

	
	I listen to both what is said, and also to understand feelings and needs of other people

	
	When preparing for an important conversation, I clear my mind of all other things

	
	I know how to listen to myself – my internal voice

	
	I know that listening is a powerful way of learning and can help me in my career

	
	I practice asking respectful and courageous questions

	
	I’m exploring how I can use my voice as an instrument for motivating myself and others

	
	I am practising breath control to calm my nerves when I am going to speak

	
	I am working on finding my own unique way to find ‘air’ to speak to others with love and inspiration

	
	When I prepare to speak, I put the audience first in my mind, thinking of their situation and needs

	
	I know how to start my presentation with a powerful ‘why’

	
	I have practised keeping my stories and yarns short and to the point

	
	I can create something visual to show that will make my ideas memorable



	
	I have thought of a question that will end my presentation and make my audience think more deeply

	
	I am always eager for feedback and will reflect positively on what feedback or suggestions I receive from others

	
	Each time I speak or present, it is an opportunity to make adjustments and I welcome these opportunities to learn
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