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Thekey to perfecting your communication strategy

Great communication skills can make al the difference in your persona and
professiona life, and expert author Elizabeth Kuhnke shares with you her top tips
for successful communication in any situation.

Packed with advice on active listening, building rapport with people, verbal and
non-verbal communication, communicating using modern technology, and lots

more, Communication Skills For Dummies is a comprehensive communication

resource no professional should be without!

- Get ahead in the workplace
- Use effective communication skills to secure that new job offer
- Convince friends and family to support you on a new venture

Utilising a core of simple skills, Communication Skills For Dummies will help
you shine—in no time!
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Editorial Review
From the Back Cover
Learn to:

- Communicate successfully, whatever the situation

- Build trust, engage with empathy and listen carefully to develop relationships
- Expressyourself clearly in writing and over the phone, aswell asin person

- Manage conflict and effect a positive outcome

Get your message across and connect with anyone for greater success in your career and social life

Great communicators aren't born, they're made. The simple yet powerful tools and techniques you'll find in
this guide can transform anyone into a great communicator in no time. Inside, you'll find easy exercises for
building your messaging muscle, along with quick fixes for simple communication problems, and priceless
insights and advice on everything from non-verbal communication to communicating over digital media.

- Listen, learn, communicate — find out how to improve relationships through active listening and clearly
defining what you really want to communicate

- Tear down the barriers to effective communication — learn to zero-in on and shed prejudices and
preconceptions that can get in the way of making a connection

- Show them you mean it — discover how to control every aspect of your physical delivery —including hand
gestures, facial expressions and tone of voice — for maximum effect

- Adjust your attitude — find out how your attitude impacts the content and delivery of your message, and
how it can make or break your chances of establishing rapport

Open the book and find:

- Strategies for overcoming any communication obstacle

- Tipsfor becoming an active listener

- Techniques for controlling body language and voice modulation
- Simple exercises for building your communication skills —fast

- Tipsfor communicating effectively in writing

- Techniques for making the most of communication technology

About the Author

Elizabeth Kuhnke is a Positive Impact Coach and the Managing Director and founder of Kuhnke
Communication, acompany that tailors communication coaching programmes and workshops to individuals
and teams across the UK, Europe and the Far East. Elizabeth is the author of Body Language For Dummies
and Persuasion & Influence For Dummies.

Users Review

From reader reviews:



L esie Babcock:

Hey guys, do you desires to finds a new book to read? May be the book with the concept Communication
Skills For Dummies suitable to you? The actual book was written by well known writer in this era. The book
untitled Communication Skills For Dummiesis the one of several books which everyone read now. This
particular book was inspired a number of peoplein the world. When you read this publication you will enter
the new way of measuring that you ever know just before. The author explained their concept in the ssmple
way, thus al of people can easily to recognise the core of this reserve. This book will give you alot of
information about this world now. To help you see the represented of the world within this book.

Roxanne Pineda:

Spent afree time and energy to be fun activity to accomplish! A lot of people spent their spare time with
their family, or their particular friends. Usually they doing activity like watching television, planning to
beach, or picnic from the park. They actually doing same every week. Do you fed it? Will you something
different to fill your personal free time/ holiday? Could possibly be reading a book can be option to fill your
freetime/ holiday. The first thing that you will ask may be what kinds of guide that you should read. If you
want to test look for book, may be the guide untitled Communication Skills For Dummies can be fine book
to read. May be it may be best activity to you.

Brian Faber:

Y ou may spend your free time to learn this book this book. This Communication Skills For Dummiesis
simple to create you can read it in the area, in the beach, train along with soon. If you did not have much
space to bring the particular printed book, you can buy the particular e-book. It is make you quicker to read
it. You can save typicaly the book in your smart phone. And so there are alot of benefits that you will get
when one buys this book.

Russell Diamond:

Do you like reading a publication? Confuse to looking for your preferred book? Or your book has been rare?
Why so many question for the book? But just about any people feel that they enjoy with regard to reading.
Some people likes studying, not only science book and also novel and Communication Skills For Dummies
as well as others sources were given know-how for you. After you know how the truly great a book, you feel
wish to read more and more. Science book was created for teacher as well as students especially. Those
books are helping them to bring their knowledge. In other case, beside science reserve, any other book likes
Communication Skills For Dummies to make your spare time far more colorful. Many types of book like
this.
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