
SUCCESSFUL COMMUNICATIONS

A g o o d  c o m m u n ic a to r ,  ..
KNOWS -

!• • His o b je c t iv e s  -  has them s p e c i f i c a l ly
d e fin ed

His audience -  needs, in t e r e s t s ,
a b i l i t i e s ,  p re­
d is p o s it io n s .

L is message -  con ten t, v a l id i t y ,
u se fu ln ess ,
im portance.

Channels th a t w i l l  reach audience and 
t h e ir  u sefu ln ess .'

How t o  organ ize and t r e a t  h is  message.: 
His p r o fe s s io n a l a b i l i t i e s  and 

l im ita t io n s >
** " r ■ \

2i IS ; INTERESTED in;L-  •

His audience and i t s  w e lfa r e «
His message and h ow i t  can h e lp  peop le  
R e s u lt s .o f  communication and t h e ir  

e v a lu a tio n .
Communication p rocess  ( fa c to r s  essen.- - 

t  iLci 1 f o r  s u c c e s s ) .
Communication channels. T h eir proper 
v. : use ahd l im ita t io n s ..

* "  1 ' _ - \\ i .

How t o  improve h is  communication s k i l l .

3 . PREPARES -
V.

A plan  fo r  communication -  teach in g  p la n . 
Communication m ateria ls  and equipment.
A plan  fo r  ev a lu a tion  o f  r e s u l t s . .

4 . HAS SKILL in  -

S e le c t in g  m essages.
T rea tin g  messages
E xpressing messages -  verba l and w r itte n . 
S e le c t io n  and use o f  channels.
Understanding h is  audience.
C o l le c t in g  evidence o f  r e s u l t s ,
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POOR C OMMUNICATIORS -
F a il to  have ideas to  present th a t

are r e a l ly  u se fu l t o  the audience
-  F a il t o  g ive the com plete s to ry  and show

i t s  r e la t io n -s h ip  to  peop les  problem s. 
Forget th at tim e and energy are needed 

t o  absorb the m ateria l p resen ted „
Feel they are always c le a r ly  understood.

-  Refuse t o  ad just to  'c l o s e d ' minds.
Talk w hile others are not l is t e n in g .
Get to o  fa r  ahead o f  audience understanding.

-  F a il to  recogn ise  other view p o in ts  -  and
develop  p resen ta tion  a cco rd in g ly .

F a il t o  recogn ise  th at communication is  a 
2 way p ro ce ss .

Let th e ir  own b ia s e s  o v e r -in flu e n ce  the 
p re se n ta t io n .

-  F a il t o  provide a perm issive atm osphere. 
D isregard the v a lu es , custom s, p re ju d ice s

and h a b its  o f  p eop le  w ith  whom they 
attempt t o  communicate.

F a il t o  s ta r t  where p eop le  are w ith  resp ect 
t o  knowledge, s k i l l ,  in te r e s t  and need.

A GOOD MESSAGE MUST BE,
In l in e  w ith the o b je c t iv e  to  be a tta in e d .

* C lear-u n derstan dable .by the aud ience.
In l in e  w ith the m ental, s o c i a l , economic 

and p h y s ica l c a p a b i l i t ie s  o f  the 
audience.

S ig n ifica n t -e co n o m ica lly , s o c ia l l y  o r
a e s th e t ic a lly  t o  the needs, in te r e s ts  
and va lues o f  audience,

- S p e c i f ic  -  no ir r e le v e n t  m a ter ia l.
Simply sta ted  -  co v e rs  on ly  one p o in t  at

a tim e,
- Accurate -  s c i e n t i f i c a l l y  sound, fa c tu a l

: and cu rren t.
Timely -  s p e c ia l ly  when seasonal fa c to r s  

are im portant and issu es  are c u r r e n t .
- Supported by fa c tu a l m ateria l co v e r in g  both

s id e s  o f  the argument.
A ppropriate t o  the channel s e le c te d .
Appealing and a t t r a c t iv e  to  the audience 

has u t i l i t y  and immediate u se . 
A p p lica b le -au d ien ce  can apply recommendation.

- Adequate -  combines, p r in c ip le  and p r a c t ic e
in  e f f e c t iv e  p ro p o rt io n .

Manageable -  communicator can handle w ith 
high p r o fe s s io n a l s k i l l  and w ith in  
th e .,lim its  imposed by tim e.
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