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I believe that life is about good actions and good 

communications. I believe that these two create a good life. 

The skill now is to know what one wishes to do with ones life 

to be good and what good means? 

 
The key to many answers is good communications; which 

means both expression and reception. For those who can listen 

well and express themselves satisfactorily are rarely unhappy. 

Well that’s my story and I will stick to it! 

 
For example, this is my happy face! 
 
 
Yes, this whole Workbook and course is meant to give you food for thought. It is meant to 

show you haw to express yourself more effectively and how to understand people trying to 

express them so that you can avoid time and resource wastage. 

 

OK, so, am I communicating? Are you getting the impression that good communications 

skills are important? Will you work through this Workbook? If you answered yes, I 

communicated. Else, don’t go any further! 
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Communication is an ability we are all born with that we can, if we choose turn into a skill. 
Communication is our ability to understand verbal and nonverbal, intended or not intended 

messages transmitted by persons, animals and even things. 

 

 
We can even read a tree that is about to fall on us if we know how to look? 
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Making things happen the way you want them! 
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There are many ways of communicating and 
we could make a long list, but it may be best 
to classify them according to our senses; 

1. Hearing 
2. Seeing 
3. Feeling 
4. Tasting & Smell 
5. Sensing 

 
Although mostly revered to as Verbal and 
non-verbal, there are many more ways to 
read a person as recent TV serials such as 
Lie-to-me and the Mentalist show. In 
Chinese Medicine, ‘reading’ a patients health 
or sickness is a form of communication 
where the practitioner; feels the pulse, smells 
the breath, listens to breathing, looks at the 
eyes, skin and tongue and senses the persons 
Chi. 
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This may be a bit more familiar to you as these are the usual and standard lists used to 
exemplify communication “Types” by they are Methods; and as usual, there are the two 
extremes; 
 

·  Active vs Passive 
·  Open vs Closed 
·  Overt vs Covert 
·  Directive vs Free 
·  Leading vs Exploring 
·  One-on-one vs one-on-many vs 

many-on-many 
·  Participatory non- participatory 
·  Technological vs direct 
·  Formal vs informal 
·  Personal vs impersonal 
·  Tradition vs Modern (Electronic) 
·  etc 

 
All these are just that, methods of communication and also need to be understood as there is a 
time and place for each. There are time when information that is well established needs to be 
passed across and there are time when information needs to be discovered. The deciding 
factors are the circumstances under which we operate including but not limited to Time, 
Circumstances, Resources, Abilities, The Message, etc. 
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Well, here we go, as this list is as long as you want to make it; 

a) Teaching & Learning 
b) Negotiating 
c) Directing 
d) Informing 
e) Influencing 
f) Manipulating 
g) Undermining 
h) Misdirecting 
i) Lying 
j) Misleading 
k) Unifying 
l) Advertising 

m) Promoting 
n) Etc., etc., etc. 
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So we have Communications Paths or Senses; that is how we register signals sent to us and 

happening around us. We have Communication Mode or Flavours, that is the style (method) 

which this communication is delivered. Then we have the Type (what the person is trying to 

achieve) of the communication. And then we have communication Transport. 
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This is how the communication is delivered to us and again we can make a huge list but you 

should now understand the 5 Animals of Communication. What you only count 4? Well, yes, 

Communication Motivators! 
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The motivation for the communication make a significant difference. As the motivation is not 

always know, the message can be misinterpreted. For example; consider the one message by 5 

different people; 

 
Today’s Weather will be very stormy 

 
Now imagine the difference in your understanding when you hear the above communication 
from; 

I. The TV Weatherman in the evening news 
II. Your Boss when you come to work 

III.  Your friends who wants you to stay and have a drink with them 
IV. Your Mother before you go for a drink 
V. Country Fire Authority Representative on Radio 

 
Examine the different Message that you receive when listening to the one sentence from 
different people at different times. Now can you discern their possible motivations? 
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It is a lot like sparring and involves 5 components. Below is an official version of  good 
communication and below that is the Shaolin Academy version; 
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 Kung Fu Make sure that you are on solid ground and not in Danger before you engage 

the opposition (the person to be informed). FOUNDATION 
 Comms Represent the message in it’s essence ensuring that you are passing on what is 

to be past on, without additions or losses; and if the message is second hand 
you may need to mention your source (ground) 
 

 Kung Fu Choose your target well, appropriate set-up and delivery method, whilst 
protecting yourself. (STRATEGY) 

 Comms Depending on the message, recipient and circumstance, decide on the flavour, 
key words and supporting information. 
 

 Kung Fu Wait or create the right Opportunity 
 Comms There is a right time and a wrong time and then there is a lot in between;  

choose something that is suitable for all concerned. (TIMING) 
 

 Kung Fu Do not assume that a seemingly successful delivery has been successful; keep 
your guard up and be aware of misdirection. 

 Comms Just because someone said they understand does not mean that they do. 
Depending on the nature of the communication you may need to give time to 
check for results (RESULT) 
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There are many ways to look at communications as it is possibly the most important activity 
that human being do with each other. Yet, it is the complexity that gives us the freedom to do 
it ‘our’ way. 

 
 
That is why i look to keep it simple and relate it to Sparring; and this is a point best left for a 
group discussion with Strategies, Timing, Tone of Voice, Body language, Method of Delivery, 
State of Mind, etc., all playing a role. What would take a group of Libraries to explain, a 
human mind does on a day to day basis. All we need to do is give it some additional training, 
skills and information to make it work better! 
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Research has found that people at work spend 32.7% of their time listening, as opposed to 
25.8% writing, and 18.8% for reading.  
 
The average person speaks at the rate of 125 words per minute while able to process 500 
words per minute in listening. This combined with other reasons ranging from distractions to 
preoccupations and downright egocentrism often results in our failure to listen.  
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S Start with I and not you; starting with you did or did not do puts most everyone on the 
back foot immediately and then just trying to work out how to defend themselves and 
not focus on the Message 

E Explain what you believe has gone wrong and why it is wrong; and what consequences 
this may have to others or the job 

R Refer to the reason why it was wrong (an agreement, broken promise, operating 
procedure, agreed behaviour, safety . . .  

V Validate that you are talking about this one activity, behaviour or job and are not 
judging or defining the whole person by this 

I Include the persons input into finding a fix, solution and or preventing future 
occurrences 

C Clarify any consequences of this in the way of additional work, fixing and or future 
behavior 

E End the communication by Ensuring that everything is understood and that an 
agreement has been reached 
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G Give your full attention to the person; if anything is on your mind, put it aside or if not 
possible, postpone the listening. If this is not possible, make notes and review 

R Repeat at the appropriate time the Key Messages of the speaker with your 
interpretations which show acceptance & understanding or disagreement 

A Allow the Speaker to understand your interest and involvement with relevant 
questions, key point clarifications or end point agreements. 

B Be Focused on the Message not the Speaker, Presentation or other issues. Try and 
identify the central concept and understand the message 

 
Give your full attention to the person speaking.  
Focus on the speaker’s message by looking for the central concept.  
Indicate your interest.  
 
Remember what the speaker has said and, to be sure you heard it correctly, repeat the point so 
the person can correct you, if necessary. 
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B bi-directional allowing the listener to ask, argue and agree 

U understanding the others needs for communication 

S sensitive to the feelings of the individuals concerned, listeners and other; considering 
possible interpretations of the message 

T truthful & honest 

T timely, providing the recipients the time they need to access, share, consider, use  and 
respond to information. 

E equal to all considering but not  gender, ethnicity, age, etc…..values & beliefs 

D dynamic to the Listener (what they need and want not all the extra filler 

Good communication occurs when two important things take place. The expression of a 
thought or feeling and the effective listening of that expressed concept. Establishing fulfilling 
interpersonal relationships is enhanced by mastering the communication process. The Theory 
of Communication states that the process occurs at four levels.  

1. encoding which occurs when the sender determines the need to send a message 

2. transmission in which the sender conveys the message either verbally or nonverbally 

3. decoding in which the receiver interprets and determines its meaning 

4. Response in which the receiver then gives a response to the sender. 
 
Of course, for this communication process to be effective the message sent must be 
interpreted as the sender intended it to be understood.  

S Avoid quick judgments be Stating the Key Points and asking Clarifications before 
making a response. 

C Avoid COMPETING with the message 

R Avoid formulating a RESPONSE whilst listening 

A Avoid ANALYSING the message or the person until the message is complete 

P Avoid PERSONOLISING the message, even if it is! 

M Avoid MISUNDERSTANDINGS and initially exclude your own values, beliefs and 
expectations until the message is fully understood 

 
It is critically important to use active or reflective listening style when practicing good 
communication. This is the real distinction between merely hearing words spoken and 
listening for the message being relayed. An effective listener is someone who attempts to 
understand what the other person is thinking and/or feeling from that person’s perspective. 
Although your viewpoint may be different, and you may not necessarily agree with that 
individual, with active listening you can begin to understand the other person’s perspective. 
Active or reflective listening occurs when you restate or paraphrase your understanding of the 
message and reflect it back to the sender for verification. Doing this in a non-judgmental and 
interested manner will significantly improve your chances of establishing good 
communication with others. 
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1. Be clear about what you are expressing; therefore, give a specific description of the 

feeling or thought.  

2. Be specific about the degree to which you are feeling a particular emotion, for 
example, a little or a lot.  

3. First, describe the specific behaviour that bothers you, and then clearly express your 
feelings.  

4. If your feelings are mixed, then express each feeling and explain what each feeling 
means to you.  

5. Use “I feel statements” for those situations that are clear and simple, in this way, you 
can express yourself without the build-up of negative feelings in the person you are 
talking to by not using attacking language or by hurting the self-esteem of the other.  

6. Use “I messages” for those situations that are more complex to clarify what you are 
feeling when (a) you have difficult negative feelings, (b) you need to confront 
someone and want them to change their behaviour, and (c) it is very important that the 
other person accurately understands your message.  

7. Avoid the following common mistakes: 

a. expressing a belief or judgment, 

b. using ”You messages,” 

c. expressing only 
negative feelings, 
and 

d. using nonverbal 
body language that 
contradicts your 
words—for example 
smiling when 
irritated.  
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