

	
	
	



Communicating powerfully and effectively
worksheet 1

This worksheet encourages you to develop your communication skills and confidence. There are a number of activities to work through, with spaces below for your notes. 
There is also a workshop you can participate in to help you with any challenges you have in communicating effectively.

[bookmark: _Hlk86146877]video:
This TEDx talk is by William Ury who is an American author and academic at Harvard University. This talk has been selected for you to hear some powerful messages about how listening is the often overlooked important part of communication. William outlines some of the challenges in our daily communications that prevent us from being effective in our work and in life. He is a powerful storyteller.
Click on this link to watch this video:
https://youtu.be/saXfavo1OQo
Consider these questions to understand the points that William makes about listening and communicating:
What types of body language does William mention that he noticed when listening to others?



What are the 3 most important reasons to listen that William talks about?

How do we listen?... what are the tips that William recommends?


Why is it so hard to listen, and how will you remind yourself to listen more?


WHY CLEAR COMMUNICATION IS SO IMPORTANT:
Here is a simple scenario for you to imagine:

Keira arranges to meet Tahnee for coffee at 10:30am
Tahnee is late and does not explain why. In fact, she doesn’t seem to have noticed that she’s late at all
Keira decides that Tahnee simply couldn’t be bothered to turn up on time, and that Tahnee values her own time more than she respects Keira’s time
Keira concludes that it’s not worth bothering to meet again with Tahnee because she feels disrespected and believes that Tahnee is not really interested in meeting again
When Tahnee suggests they meet up again the next week, Keira makes an excuse to avoid talking with Tahnee again

In this scenario, all Tahnee knows is that Keira doesn’t want to meet and talk with her again, and she’s not sure why.
Keira has assumed that Tahnee was deliberately late and without an apology, so that must mean that she’s not interested in talking with Keira.
Neither of them communicated about the first meeting time and neither asked any questions to see if there was a misunderstanding. There could be a number of reasons why Tahnee was late to their first meeting – it could be that there was confusion about the meeting time, and Tahnee didn’t even know that Keira believed she was late to their meeting. Or it could be that Tahnee was so embarrassed about being late that she didn’t know how to apologise. Or it could be a number of other reasons, but then Tahnee suggested they meet again, and Keira made an excuse without being honest, so Tahnee is now not really sure why Keira would not meet her again.
At the end of all of this, because neither of them communicated well, asked a question or explored the opportunity to meet again, this relationship ended and they never spoke to each other again.
Misunderstanding occurs when we lack courage in asking questions before jumping to conclusions. We need to stop our automatic thinking and become more curious about other people and situations, and then ask respectful questions to find out more.


Note below, some questions that either Keira or Tahnee could have asked each other to avoid all of this silent and unspoken misunderstanding:



How to ask respectful and courageous questions:
Questions are the key to finding out more, progressing a conversation and understanding more deeply a person or a situation. But how do you ask questions respectfully, and with courage? The following suggestions may help you:
· I’m really interested in [insert topic], can you tell me more?
· Yeah… so how do you feel about that?
· OK, I get it… why is this important?
· What do you reckon?… what do you think this means?
· I’m learning heaps – would you be able to show me?
· Just wondering, how could this work?
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