Effective Verbal Communication
(Day 1)

Our speaker Mr. Shubham H. H told that the ways to improve effective verbal communication
Verbal communication refers to the use of language to convey information. Verbal
communication skills represent more than speaking abilities—they demonstrate how you deliver
and receive messages in both speaking and written interactions..

Effective Non Verbal Communication

i CoOﬂnahpn fhrough Our emotions, needs, intentions, and attitudes. Some
- mmunication are facj i :
of communication i ol 1al expressions, eye contact, and posture. This type

c .
mannerisms to emphoct des the gestures you make, your tone of voice, and the way you use
: phasize or complement your verpg messages.

Barriers to Effective Communication

Telephonic Skill: Greetings and call Ogening and Closing
(Day 4)

Mr. Naman Chaudhary told that Telephone etiquette implies the manners of using Telephone
communication including the way you represent your Business and yourself, greeting the receiver,
the tone of voice, the choice of words, listening skills, the closure to the call, etc. Telephone

etiquette is essential when you communicate on the Telephone. The customer analyses you and
your Business according to your communication..
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Tclcphon_ic Skill: Listening Skill

(Day 5)
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or HVAC company.
(Day 6)

are lots of different phone skill definitions, but we like this

one most: “Telephone skills are made up of 4 key aspects; communication skills, interpersonal

skills, phone etiquette and call management skills.” So many people assume phone skills all just

come down to manners. While that's definitely part of it. it doesn’t give us the whole
picture. Phone skills should be thought of as an all-encompassing term for how your business

interacts with customers over the phone.

Mr. Naman Chaudhary told Therc

Office Skill

(Day 7)

Mr. Shubham H. H told Office skills are basic administrative skills that help an office function
smoothly. Employers often expect administrators to have experience or knowledge of basic office
skills before they hire them. These skills allow administrators to schedule appointments. greet
customers, ensure the office is functioning properly and provide employees with office resources.
Many offices need administrators who possess strong office skills. Office administrators are

responsible for schedules. organization and customer relations.

MCQ/ Assessment/ Case Study
(Day 8)

Mr. Naman Chaudhary told Personality tests can be used to help clarity a clinical diagnosis,
guide therapeutic interventions, and help predict how people may respond in different situations.
Personality is something that we informally assess and describe every day. When we talk about
ourselves and others, we frequently refer to different characteristics of an individual's personality.
For example, we might refer to someone as adventurous, kind, or moody. Psychologists do much
the same thing when they assess personality but on a more systematic and scientific level.
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Conflict Management

(Day-9)

. T i ify and
Mr. Shubham H. H told that Conflict management is the 'Frau;cc of hcmgl z:)l:i :,zsmde;ll]sywith
i ic ' ir fficiently. Conflict managemen . S |
managing conflicts sensibly, fairly, and e o4 ; . : .
(percei\-;d) incompatibilities or disagreements arising from, for example, (:IIVCT g";(g Inpcl:miotl e
objectives, and needs. Since conflicts in a business are a natural part of the worhp.ac_l:h‘ s
important that there are people who understand conflicts and know how to resolve them. This is
'Mmportant in today's market more than ever.

Stress Management
(Day 10)

Mr., ;
S Chaudhary told Why is stress management so important?

IS normal 1o face S

: tressful situations in life,
the daily commute t

! Everyday stressors include everything from
0 paying your taxes.

Stress affects everyone. The

. important thing is to learn to manage it so that our stress levels
don’t become overwhelming

Svmptoms of stress

¢ Unexpected mood swings

* Insomnia or difficulty staying aslecp

» Constant fatigue

» Weight changes: both weight loss or weight gain

» Digestion issues

* Inability 1o concentrate

» Headaches

e Anxiety and panic attacks

e Increased bodily tension

e New or heightened obsessive/compulsive behavior

You may experience one or two of the above symptoms while your friend is grappling with
five of them. Both responses are entirely normal but require different stress management
techniques.

Al

Fingipal
‘

) : \ 4 (R} boandaaminl
Lucknow Public Colloge of Professior

’ Whamd asdio st T sk
Vingnwa Khand, Gomdinagar, L
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