
A Checklist on the Basic Communications Skills Every
Specialist Needs to Thrive in 2024
1. Active Listening
- Maintain eye contact and show interest
- Avoid interrupting the speaker
- Provide feedback and ask clarifying questions

2. Effective Verbal Communication
- Use clear and concise language
- Tailor your message to your audience
- Avoid jargon unless the audience is familiar with it

3. Non-Verbal Communication
- Be aware of body language and facial expressions
- Maintain an open posture
- Use appropriate gestures to emphasize points

4. Empathy
- Show understanding and compassion
- Validate others' feelings and perspectives
- Practice active listening to understand emotional cues

5. Written Communication
- Use proper grammar and spelling
- Keep emails and messages clear and to the point
- Organize content logically with headings and bullet points

6. Public Speaking
- Prepare and practice your speech or presentation
- Engage the audience with eye contact and interactive elements
- Use visual aids effectively to support your message

7. Feedback Giving and Receiving
- Provide constructive and actionable feedback
- Accept feedback gracefully and without defensiveness
- Use feedback to improve performance and skills

8. Conflict Resolution
- Stay calm and objective during disagreements
- Listen to all parties involved
- Find common ground and propose solutions

9. Cultural Awareness
- Understand and respect cultural differences
- Adapt communication styles to diverse audiences
- Avoid making assumptions based on stereotypes



10. Digital Communication
- Master various digital communication tools and platforms
- Maintain professionalism in all digital interactions
- Be mindful of tone and clarity in written digital communication

11. Persuasion and Influence
- Build a strong case with facts and evidence
- Understand your audience's needs and motivations
- Use storytelling to make your message compelling

12. Emotional Intelligence
- Recognize and manage your own emotions
- Understand and influence the emotions of others
- Build strong interpersonal relationships

13. Adaptability
- Be open to feedback and willing to change
- Adapt communication styles to different situations
- Stay current with new communication trends and technologies

14. Assertiveness
- Express your ideas and needs clearly and respectfully
- Stand up for your rights without infringing on others'
- Practice saying no when necessary

15. Confidence
- Believe in your message and your ability to deliver it
- Practice and prepare thoroughly to build confidence
- Use positive body language to convey confidence

By focusing on these key areas, specialists can enhance their communication skills and thrive in
the dynamic professional landscape of 2024.


