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English communication skills Durée: 1 heure

What are the interpersonal skills?

1 Effective communication is a very important skill to have in the workplace since the main
goals are to listen and comprehend what someone is saying to you. It is important to always
recognise the person who is taiking to you to let them know you are listening; sometimes,
nocding and agreeing are ways to show that you are listening. Once the person has finished
talking to you, it is important to summarise in vour own words what the conversation was about,
as that way the person knows you understood the conversation and that you were paying
attention. If you have any questions about what was discussed then this is the time to ask for
clanfication and to repeat the conversation, making sure you understood it.

2 Assertiveness and assertive communication is also very important interpersonal skills in the
workplace. Assertive communication skills are important, due to the fact you want to be clear,
concise and to the point about what yvou want or need.

3 Anger management is also an effective interpersonal skill that is invaluable in the workplace.
Everyone becomes angry about something, whether itis a bad day or someone making a mistake
at work. You should not direct vour anger at anyone in your workplace because this could cause
intimidation and lead to workplace hostility, When you are dngry take deep breaths to calm
yourself down; if that does not work then just walk away. You need to learn what methods work
for calming yourself down, to_avoid the risk of taking your anger out on the wrong person.
Workplace anger management is often taught during mandatory

training when you join a large organization, but you need to know what works for you in angry
sttuations and how you can better control your own emotions. Knowing how and when to deal
with workplace anger will better enhance the relationship between you and those you work with
and will also heip them to develop better an ger-management skills. =

4 Conflict resolution consists of kzn“ingm a contlict is and how it affects you, as well as
knowing the reasons why the conflict matters to you If you are in a conflict with someone it is
important 1o include them in your resolufion while maintaining a positive attitude and acting in
 civil manner toward them. Make sure they know What the conflict was and why it is important
1o you and also how you feel about it Make direct compromises with the person, if possible,
and ask 10 hear their opinion of the conflict, You should always be respectful of the other person
and ask for their views on the conflict and a ible solution.

When you both can agree on a resolution you should make a plan to stick to that resolution and
follow it through, talking 1o the other personp afterwards to make sure that the issue was resolved,
There are mﬂﬂm 10 every job and everyone has an opinion about a particular subject. These
may vary. Km“mghawqumhamﬂmm showing respect to the other person
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involved will help the peaple in your work get Wong wiud show them how they can improve

;h'tl-:;:rlrl::-:rk me you ean collnborate with olhr peaple nod shisre idess with them to arrive
at 8 common gonl, Teamwork means you Be lilutcnlum couperating with people in your
workplace, communicnting your thoughtas aiel Jeclings nnd thit you can come to a resolution
when there I8 contlicl, Tenmwork In hasically knowing you are not the only one in your
workplace and that other people have idens wiil feelings Wwo, and that you a)l are working
towardy the same common outcome, | enmwaork means knowing that even though some people
might be different than you it in still possible W hiave g common goal happen by setting those
difterences aside, You should be able to express Your own opinions in a thoughtful and specific
manner and nlso be able to listen to athers and shiare idens to help one another,

(Claire Boyd et Janet [are

Communication Skills for Nurses 2014

Questions:

1. What is the main idea of ecach interpersonal skill (the 5 skills)? (5 points)

2. Choose the skill from the list of 5 skilé that you feel the most important and
how improve it. (Short paragraph/80 words) (5 points)

3. Comment on the next sentence: “. People who have developed strong
interpersonal skills are usually more successful in both their professional and

personal lives.”(Short paragraph/80 words) (6 points)

4. Think of someone with whom you would like to improve your interpersonal
communication. It should be someone you interact with on a regular basis.

(i)* What kind of relationship do you have with this person?

(ii)» Has there been any conflict with this person? Explain briefly.

(iii)» What positive and negative traits do you see in this person? (4 points)
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