












3) ENCOURAGE 
Words and actions of encouragement and as well as praise, is best used to oth­

ers. People should feel welcome,wanted, valued and appreciated in your communications. 

Offer words and actions of encouragement, as well as praise, to others. Make other people feel wel­

come, wanted, valued and appreciated in your communications. If you let others know that they 

are valued, they are much more likely to give you their best. Try to ensure that everyone involved 

in an interaction or communication is included through effective body language and the use of 

open questions. When people feel they are valued, they will be more likely to give their best to you. 

4) HUMOUR 

Laughing releases endorphins that can help relieve stress and anxiety; most people like to laugh 

and will feel drawn to somebody who can make them laugh. We always hear the term laughter is the 

best medicine'. Be funny but in an appropriate way. A more charismatic personality can be seen when 

we use an appropriate joke. There are people who try to use humour too much end up in using it at 

the wrong time and the wrong situation so always be careful. A little bit of joke can ease a tight situation. 

5) POSITIVE ATTITUDE AND SMILE 

People do not like to hang out with miserable people. Do your best to be friend- i 

ly, upbeat and positive with other people. Bring a cheerful and smiley attitude and peo-

pie will be attracted to you. Stay optimistic and learn from mistakes. Do not stay away 

• from the word sorry when making mistakes and don't be afraid to admit our own errors. ' 
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The five skills above are among other various communication skills that can be applied. Nowa­

days, communication does not only involve face to face interaction but also communication using technol-
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ogy. Communication technology such as conversation through telephone or the internet makes effective 

communication skills more challenging. While using telephone still requires a good verbal communication 

skill, using other communication tools such as social media, emails or handling queries through websites 

require another set of skills such as writing skills. However the basis of communication skills such as men­

tioned in this article still can be adopted for a better interaction. As long as we are interacting with an­

other human being, these skills still apply so that information professionals can deliver a better service. 


