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Chapter one
Summary


If you could carry three things with you that would make pretty much anyone like you, what would they be? My three things would be a magic lamp, a penguin, and Beyoncé. Unfortunately, as much as I’d like, I can’t really carry any of these with me. Chances are, neither can you, no matter what you listed down. 
But there are three things that you actually CAN carry with you—charisma, a smile, and great conversational skills. Remember the last time someone oozing with charm, a warm smile, and an amazing mastery at conducting and holding a conversation was disliked? Think harder. No? 
Not your fault, they are pretty difficult (read: almost impossible) to dislike. Everyone loves them, everyone wants to be like them, and everyone tries to hunt down the Secret Society of Training Extremely Likable People that they are a member of. 
	Are they born with such mastery over every word that they say?
	Did they go to some special school?
	Did their parents feed them a specific diet?
	Do they train for hours in secret to become so effortlessly charismatic in public?
	Is there a different dictionary to help hold conversations with such authority and charm? 

So many questions that perhaps only Tom Hanks can answer! But what if I told you that the answer lies in a specific set of principles and unsaid conversational rules that can make anyone a master conversationalist? What if I told you that a little insight, some insider tips, and regular practice can help you gain mastery over all forms of professional, personal, and any socially awkward conversations?
This book has been designed to help identify the silent, and almost invisible, strategies and tactics that make conversations great.
This book delves deeply into all the skills, elements, and do’s and don’ts that create memorable conversations and lovable conversationalists. Lack of conversational skills can greatly hold you back from succeeding professionally and personally. A little effort, and the right information, can help eliminate this barrier once and for all. Might as well break down this wall of hesitance, self-doubt, fear, or whatever else that it is stopping you from walking up to someone and charming the hell out of them! 

Your Bonus is Here!

Find inner peace, focus, and balance with this free ebook.



[image: image-placeholder]
What lies at the heart of self-improvement success? An unshakable foundation. 
You’re exposed to life’s stresses everyday. Work, traffic jams, bills, pollution, illness - just to name a few. You can build a mental defense system that will help you remain calm, focused, and productive. 
	Learn proven relaxation techniques that you can use anywhere and anytime;
	Change your mental and emotional patterns using Neuro Linguistic Programming;
	Develop an attitude that will drive you towards change and achievement. 

Download This eBook for FREE here:
http://www.tinyurl.com/mindfulnessgift








Chapter two
Introduction


Inspirational quotes can be life-changing. There’d be quotes by people you look up to that you’d read again and again for motivation. Oftentimes, this someone would be Warren Buffet, or Rumi, or some pop artist trying to deal with breakup or poverty. I remember speaking about the power of quotes over a personal development meeting I was conducting for my team members and asking everyone to share the quotes that had changed their life.
 “Better to remain silent and be thought a fool than to speak out and remove all doubt.” One of the team members, we’d call him John, said in almost a whisper. Everyone laughed; he awkwardly joined them. I continued with the meeting. But something didn’t settle well with me. How could a quote about silence be so powerful? Perhaps I was also so intrigued because I knew John to be a talented guy, but he hardly ever spoke up. Him speaking about silence having such an impact on his life somehow told me something wasn’t right. I called John to my office the next day. 
“I’d like you to tell me more about the quote you shared yesterday.”
He looked at me, a little awkward, a little nervous, but also a little hopeful that he somehow expected this.
“It was sixth grade. I was speaking about my observations regarding an essay we had read in class that day when one of the classmates had quoted this. Everyone had laughed. For the next few weeks, I reflected on this quote and realized that perhaps the best strategy to being socially accepted was to remain silent. And for the most part, it has helped.”
Of course it hadn’t helped him! Upon inquiring further, I realized he suffered with most of his relationships as a result. He was never able to communicate his needs and wants to his parents, his siblings grew distant, he rarely succeeded in developing any romantic relationships with anyone, and his professional growth was greatly limited as a result. 
We spoke for over 40 minutes. I don’t know why he opened up the way he did; perhaps he was silently looking for help and knew that I somehow would be the right person for it. 
Long story short, he was right. I could, and did, eventually help him. But it was a learning and a revolutionary experience for me also. Could lack of communication skills really influence all your relationships this greatly? Could the fear of “saying something wrong” really screw up your prospects at the right job or a good relationship? Could lack of communication really influence your relationship with your own parents and siblings?
The more I researched, the more I realized how common and toxic it can be to not be able to start and hold healthy conversations. The more I learned, the more I taught my team members to be good conversationalists. And for the next three years, I watched them grow into more accomplished professionals and confident individuals. 
Since then, I have helped thousands of people live more fulfilling lives by simply mastering the art of a good conversation. 
This book is an outcome of all my research, teachings, understanding of people’s fears and shortcomings, and overall observation and learnings of what makes conversations great.
As you will soon learn, good conversations aren’t based on good topics, interesting people, or the right settings. You cannot only hold engaging, meaningful, and fun conversations while sitting under the stars with the most entertaining person you know speaking about the magic of your eyes. With the right tools, you can hold meaningful and entertaining conversations with complete strangers, in personal relationships, and with professional acquaintances alike.
This book dissects the little secrets of effective communications one by one. Whether you are looking for small talk, deep meaningful conversations, or tackling conflicting opinions, the tricks and tactics highlighted in this in-depth guide to conversation mastery will guide you through it all.

What you will learn through this reveal-all handbook is:
	How to get over personality labels restricting you from confidently speaking up
	How your body language influences the mood and vibe of the conversation
	The important elements of a conversation and how to master them
	How to create a good balance in conversations with the right amount of questions, anecdotes, observations, and humor
	Some of the most common conversational barriers and how to eliminate them
	Identifying conversational killers and annihilating them from your talks 
	How to create emotional connections 
	And everything else that makes conversations great and you a master communicator!

So if you have been letting silence kill your prospects of living a fulfilling life equally silently, then know it is time to take matters in your own hand and ace your conversational skills. 
This book is power-packed with all the tools you’d ever require to master any and all forms of conversation. Better get started then, shall we?




Chapter three
Wait, What? Why Do I Need “Skills” To Speak?


Conversations are bridges between people. No relationship, no matter how strong, can fully thrive without the right communication tools. You need to know when, what, and how to communicate in order to build healthy relationships. From a little infant that is fully dependent on a caretaker for its needs to a full-grown man trying to navigate through unknown lands, all require the power of effective communication to get by. 
Fact is, we are social animals, and our ability to communicate determines how well we’d be able to interact with one another. But, the ability to communicate is not limited to knowing the language and being able to speak. The ability to communicate requires the right tools, vocabulary, body language, tone, attitude, pitches, and even pauses to have the right impact. 
The greatest leaders have not been ones that have silently commanded their teams to do what needed to be done. They were the ones that were able to educate, inspire, and motivate them to face adversities and do what was right. From personal relationships, to professional careers, to self-development, everything is majorly dependent on our ability to communicate effectively. 
We are as good as we communicate. And that’s the whole truth. You could know everything about how to solve a problem, but if you cannot communicate those solutions to your team members at the right time and in the right manner, then your solutions are good for nothing. You could have the right tools and the right skills, but without the right communication skills, you will greatly limit your growth. Do you go to the dentist with the best skills or the ones with the best disposition? Why is it that businesses spend thousands of dollars trying to train their customer representatives to speak well? Why is it that leaders and employees in top management positions take up communication workshops and one-on-one training sessions to be able to speak more effectively? Why is it that couples spend hundreds of dollars on counselling to say things to each other that they never managed to speak themselves?
All this is because how you say something is just as important as what you say. Lack of communication, or the wrong selection of words, can mean an end to a relationship, a career, and any chances of personal growth. 
By communicating effectively and correctly, even conflicts and criticism can become constructive and result in positive outcomes. It isn’t always what you say, but always how you say it, that has the most impact. 
So yes, good communication requires mastery and skills. It takes conscious effort, and some level of learning, to be able to speak with the right tone, select the right words, and pay attention to your body language when speaking to even your loved ones. Following are some ways that good communication influences who we are and what we become:

Self-Image
We can buy our external image. We can influence people to think of us a certain way by the way we dress. We can buy the clothes, the shoes, and the accessories to build a specific persona of ourselves. But what about when we speak? Without the right communication tools, can you really influence people to think about you a certain way? What was it about the popular kids in school that made everyone love them so much? It wasn’t just about the way they dressed or the way they walked, it was about how they charmed everyone with their communication skills.
The way you speak influences how people perceive you. Whether you are friendly, likable, rude, reserved, or plain boring is determined by the way you speak. What you say and how you say it is what influences others to label you with a certain personality trait. Hence, good conversation skills are crucial for self-image. Being able to speak to just about anyone confidently can really boost your self-esteem. Not being able to speak confidently can make you avoid social gatherings and stop you from meeting new people. This, in turn, can make you shy and lead to poor self-esteem and self-image. And people with poor self-image go on to suffer in all walks of life including their relationships, their career prospects, and even the way they perceive themselves. They can soon start to feel sorry or angry at themselves, leading to various personality issues.  

Family and Relationships
Communication influences our relationships on deeper levels than we acknowledge or realize. Regardless of how well or for how long you know someone, you cannot read their minds, neither they yours. One of the major reasons for estranged relationships is lack of communication, or miscommunication. It takes two to build any healthy relationship. These two people come with different needs and personalities. What bridges these people, whether they are a mother and child, partners, or friends, is their ability to effectively communicate those needs and feelings. 
A child, without the words of encouragement, praise, and constant proclamations of love, can soon find himself or herself lost or unloved. This desire to be told that you are important to someone remains for as long as we live. We need to communicate our expectations from the other person, acknowledge their importance in our lives, and resolve conflicts through verbal and non-verbal forms of communication. Effective communication can:
	Help strengthen respect in relationships
	Help avoid misunderstandings
	Take away the guesswork, which oftentimes leads to conflicts
	Help build trust
	Show support for each other
	Increase intimacy
	Set expectations


Career
What happens when you first set foot into your professional life? You have your skills and your resume ready with stellar college performances and perhaps even some great referrals. You are called in for an interview, and everything that you had learned so far almost becomes secondary. It is just you and your ability to communicate your skills that stand in the way of that perfect job. The way you move your hand, maintain eye contact, and SPEAK about your skills and your ability to do what is needed determines whether or not you’d get that foot in the corporate door.
Job interviews are nerve-wrecking. Those few moments alone with some people with special training in understanding a candidate through just the way they speak literally become a matter of landing a desired job and remaining jobless for a little longer. 
What you can do for a business boils down to how well you can communicate those abilities. And that’s just the stepping stone. From that moment on, it would be your skills that’d determine whether or not you’d become a leader or a follower. Whether you’d be the one sharing big ideas or working on someone else’s mediocre ideas communicated in the right manner. Whether you’d get the promotion or would only remain a shadowed contender. 
And this isn’t just the corporate world. No matter what industry you belong to, your ability to speak well will determine the height of your success. Are the most popular magicians those that can perform the best magic tricks? Far from it! They are the ones that can engage and entertain their audiences. They are the ones that, through their communication skills, can captivate their audiences for hours. Were your favorite teachers those with the best information or those that taught something new every day through storytelling and engaging teaching techniques? Nobody ever said, “I loved my teacher because she knew so much.” It would always be, “I loved my teacher because she TAUGHT so much.” 
Nobody cares how much you know or how good your skills are. What anyone cares about is how well you can communicate the same. Effective communication helps with networking, building great relationships with your co-workers, and above all, succeeding in your selected career, because it highlights your skills and talents and lets you stand out among those that have yet to find their voice.

Leadership
Whether you are leading a team of two or an entire nation, what you say influences the outcome. You cannot just be passing out orders with a “because I said so” disclaimer and expect to get things done. That’s just not how it works. Effective communication and effective leadership are intertwined. Leaders are required to question, inspire, solve-problems, motivate, and move the team forward collectively. And all of this requires the ability to converse effectively. What you say has to be powerful and impactful. Even if you are saying that you don’t have all the answers, you need to communicate these vulnerabilities and shortcomings in a way that does not demotivate the team.
Ever seen a coach or a captain of a team using positive encouragements to motivate the team through the toughest of times? This is because they know that what they say, and how they say it, will influence the way that their team performs. Great leaders aren’t ones that have all the answers, they are the ones that can keep a team together and find answers together through powerful communication tools. 
Good communication between leaders and their team members shows honesty, dedication, and respect for every person’s contribution to the bottom line. Greatest leaders in business, politics, and innovation have one thing in common—they know how to inspire and lead with the power of their voice, and they know how to use it correctly.
Great communication can mean all the difference between leading the life you want and the life you silently desire to live. It can influence your personal and professional growth. It can change the way you think about yourself or the way you want others to perceive you. Communication is what connects you with the rest of the world. Master this and you’ll have mastery over all aspects of your life. 




Chapter four
Conversation Influencers


Finding meaningful topics to speak about is one of the biggest pickles for anyone struggling with communication skills. Whether it is a confrontation, declaration, assertion, request, or any other statement, how do you begin? What do you say? Will you even be taken seriously? Is what you are saying important? Will it have the impact you are trying to achieve? All these questions hold you back more often than you’d like to acknowledge. What is worse than staying silent is saying something wrong that would kill your chances of getting your desired outcome.
Since you can’t really unsay the words that have already been delivered, you can greatly compromise your situation by starting off on the wrong foot. Whether it is a job interview, a first date, or a stranger at the airport, the start of the conversation is crucial to determine how the rest of the conversation and its outcome will turn out to be. 
You could just memorize some great conversation starter lines, but they wouldn’t always settle well with what you are trying to achieve. You need to be able to evaluate your situation, understand the intent behind holding the conversation, and evaluate the importance and the purpose of the conversation before even deciding what to speak.   

[image: image-placeholder]Starting With the Right Intent
Any communication needs to start with the right intent. Imagine this, a lady walks up to a little kid at a toy store, with a little figurine in his hand, and says to him, “This toy isn’t for you,” and then just walks off. What is the first thing that comes to your mind? What was she trying to say? What was the purpose of this? Why did she say what she said?
Imagine your boss walks up to you and tells you that the meeting with the stakeholders is cancelled, and then moves on to talk about your work for the day. But why did he bring up the meeting when you had nothing to do with it? Was he trying to say something? How does that influence your work flow?
Without intent, and without the proper communication of those intents, conversations become uneasy and purposeless. Every word that we speak needs to have intent; that’s how what we say becomes worth paying attention to. 
We all are born with the “right to speak.” Nobody should stop you from telling someone that the color of their dress doesn’t suit their skin tone or that they are “too loud” or “not funny.” But asking yourself what you are trying to achieve by making those statements can help you understand your intent and whether what you are saying is even worth saying. 
Knowing the outcome that you are trying to accomplish can also greatly help in starting off with the right statements. When you approach someone, what is it that you are trying to achieve? For instance, if you are trying to resolve an issue or get some work done, then talking about their past mistakes or their lack of skills will greatly influence the outcome in a negative manner. 
Your conversations should be as well-crafted as a top-notch magazine’s cover story, where you create an outline, make notes of the key points, write, re-write, revise, and then edit before sending in to the editor for a few more revisions. 
Before you begin the conversation, make a mental note of what you are trying to achieve and what needs to be done to get those end results. Doing so would greatly filter the “don’ts” of the conversation. 
If you are trying to patch up with a friend, then starting with “I forgive you” will have a very different end result than “I am sorry the way things turned out.” Similarly, when you are sitting down for a meeting with your team members, you need to focus on the outcomes you are trying to achieve. You could spend thirty minutes talking about the company’s goals for the next two months, but if your objective was to highlight their roles and responsibilities in helping achieve those goals, then the outcome may not be as favorable as you had planned.
Spending a few minutes trying to understand those intentions and loosely mapping out the conversation can greatly help in getting those favorable outcomes. So before you begin any conversation, answer the following questions:
	 Do I know what I am trying to achieve?
	Is what I want to say really necessary or helpful to my goals for the conversation?
	Should I even be holding/jumping into this conversation?
	Will what I say add value to the conversation?
	What happens if I don’t speak up?


The Human Filter
Healthy conversations start and end with giving all participants the due respect and attention they need and deserve. A conversation needs to be a two-way street, where everyone gets a chance to run with their words and be heard. Before you speak, you need to understand these rights and respect different perspectives. There’s a fair chance you already understand this, but did you know that what we say is not always received as we intended it to be? Your one statement can have five different meanings for five different people. This is because everyone has listening filters, including you. 
But what are these filters? These are a culmination of our experiences, cultural influences, and often prejudices that can restrict our hearing. These filters influence what we perceive of what we listen to and can be as unique as our fingerprints. They develop and evolve with each passing experience. 
As little kids, these filters are developed by the opinions and relationship we have with our parents. If they are too critical, then you might develop a filter where you believe everyone is too judgmental of you. Growing up, if you’ve had a friend or sibling always depending on you or looking up to you for advice, then you may develop a filter where you believe you need to “fix everyone” or that “only I have all the answers.” This can hinder your judgment and not allow you to be open to different opinions and solutions. Often, we may not even be aware of these filters, within ourselves or in others. This can greatly influence our ability to communicate effectively. 
For instance, you could say something as simple as, “I am just having the worst day,” and it can be perceived very differently based on the recipients’ filters. Following are some of the most common filters and how they influence what we make of what we hear:
Advising Filter: This is someone who believes they always need to have all the answers. If you told them you were having the worst day, they’d respond with something like “I think you should take it easy in life” or “How come you haven’t taken the rest of the day off?” 
Educating Filter: They look for opportunities to educate others on ways to deal with their problems, even if nobody has asked for help. They’d respond with something like, “You could use this stressful time to get your priorities straight” or “If only you’d meditate, you could deal with these kinds of days better.”
Sympathizing Filter: This filter allows people to connect with others emotionally. They look for ways to help and understand other people’s experiences. They may respond with, “I am sorry to hear this; how can I help you feel better?”
One-Upping Filter: This filter stops people from seeing matters at face value, perhaps because they have been compared way too often. They believe by minimizing someone else’s experiences, or upping their own, they somehow validate themselves. They may respond with something like, “You think you are having a bad day? Wait until I tell you about mine.” This is also known as “hijacking.”
Story-telling Filter: This is another form of hijacking where someone takes over your story by telling a story of their own, from another time, on a similar theme. They might cut you off with a “this reminds me of that one time…”
Shutting Down Filter: People that are often shutdown by others tend to reciprocate the same. If they’ve always been told to “man up,” then that’s the kind of response you should also expect—"It is alright; things happen. Things could be worst.”
Personal Prejudices Filter: These are perhaps the most toxic and are quite common. These happen based on biases and prejudices we tend to create around specific people or situations. These could be as simple as considering someone lacking ambition simply because they aren’t dressed too well, or arrogant because they are wealthy, or they could be as complex as holding gender biases because of past relationship experiences. We all have these biases that live in our subconscious, and they influence how we listen and respond to others. So, for a mother that believes she has life more difficult than someone without kids, saying something like you’ve had the worst day could get a response such as, “You should wait until you have kids before you say this.”
These are just some of the many filters that one can develop. Are they bad? Absolutely not! These experiences make us unique. But in order to hold constructive conversations, one needs to acknowledge and understand these filters within themselves, as well as others. 
Is what you are saying based on factual data and personal observation or based on what you perceive the other person to be like? Would you have the same tone and say the same thing regardless of who you were speaking to? 
Similarly, when speaking to someone, know that their responses may just be influenced by their own filters. Acknowledging these filters can allow you to adjust your tone and style of conversation accordingly in order to yield more constructive results.  

Don’t Label Yourself
How you perceive yourself also influences how you communicate with someone. Every person is unique in some way, and that’s what makes them more charming. You might be standing next to a master communicator, or a TED speaker, but this shouldn’t hold you back from sharing your opinions or having a voice. 
Our perception of ourselves influences how we communicate with others in the same way our perception of others influences the way we communicate with them. How we present ourselves also has an impact on how others communicate with us. Hence, self-presentation and self-awareness are important for healthy communications. 
There is a reason why the first question a recruiter asks you is “Tell me about yourself.” They want to know how you perceive yourself, what is your self-concept? What you say gives a glimpse of what you think about yourself. Your answer will also be influenced by the situation. To a recruiter, you might tell them about your characteristics that can bring value to your job, whereas on a first date, you might answer a question like this with personality characteristics that can make someone more likable and charming. You can be funny, traditional, conservative, laid-back, introvert, or a million other labels. And while these labels help you become a more confident you, they can also limit your ability to communicate with someone that may not settle well with your ideals or labels. 
These labels are also influenced by how other people react to us. Their reactions become a reflection of our perceptions of ourselves. If we make someone laugh, we might end up labelling ourselves as funny, or if someone says, “Thank you for being so understanding,” then you might label yourself as thoughtful and compassionate, which isn’t entirely a bad thing. But you might also label yourself with negative attributes like having low tolerance or not being a good listener. 
Whether positive or negative, these labels can stop you from communicating objectively. You might end up filtering other people’s words through these labels before responding. 
Do you associate yourself with any such labels? Do you believe they are coming in the way of your ability to have constructive conversations? How did you end up getting those labels? 
Answering these questions will help bring perspective and clarity on these labels that profoundly influence your communications.

Social Comparisons
Another great influencer is social comparison—how we compare ourselves to others. 
The Social Comparison Theory was first developed in 1954 by Leon Festinger, an accomplished psychologist. This theory suggests that people have an innate desire to compare and evaluate themselves in relation to others. They make all kinds of judgments and assess and label themselves in comparison to others. These social comparisons are made in two dimensions—inferiority/superiority and similarity/difference—and can be based on abilities, attractiveness, intelligence, etc. 
That’s just how the human mind works, and awareness and acknowledgement of these comparisons can help you identify patterns and intentions behind your conversations. 





Chapter five
The Starter Kit


I was walking down the corridor with my friend during my freshman year at college when my phone rang. It was a message from someone I had saved as “History Notes,” and it read, “Hey there, could I please have those notes I requested yesterday?”
“Sure,” I replied, “I’ll be in the cafeteria in 10 minutes, you can collect them from there.”
Ten minutes later, a girl walked up to me in the cafeteria, called my name, and asked for those notes. I smiled, shared some pleasantries, and handed them over. 
“You seem to know a lot of people already,” my friend commented. I looked at her and thought for a few moments. I didn’t even know the girl’s name. We had just hit up a conversation during history class, she had mentioned that she had missed the previous two classes, and I offered my notes. I still didn’t know her name, but we often stopped and chatted for a few moments whenever we met, as did so many of my other fellow college mates. And every time I made a new friend or acquaintance, I’d remember my friend’s words. Was it just me who knew so many people? But how could you not connect with someone you sat next to during a class, or waited in a queue together, or shared an elevator with? 
Turned out not a lot of people did, mainly because they lacked the skills of small talk or how to start a conversation. It is this small talk that leads to strong network connections and building new relationships. So, what is this skill and how do you hone it? 
As awkward as it is standing next to someone who doesn’t really know how to get the conversation started, it is equally uncomfortable nodding your head next to someone who just won’t stop talking. Oftentimes, in order to make the situation “less awkward” or “take the lead,” we continue to ramble without giving the other person a chance to speak. This leads to pointless conversations that don’t serve anyone any good, least of all the one talking. 
Starting a conversation is about balance, respect, and, of course, selecting the right topics. Some might say you need different tactics and techniques to build conversations in different settings, but I believe the same rules and principles apply everywhere. Add a little tact, some practice, and the right tools, and you can get the ball rolling regardless of where you are or who you are speaking to. Here are a few tips and tricks to help you get started:
	Don’t Try Too Hard: This might sound counter-productive, but the one thing that really kills a conversation before a word is uttered is trying to push through the awkwardness. Things like “Isn’t this party too boring?” or “Soooo, where are you from?” It doesn’t take rocket science to figure out that you are trying to push too hard to get through the discomfort, and starting on a dull note just takes the conversation in a duller direction. Sure, there’ll be awkward situations, and you wouldn’t know how to push through them, but try not to say the first words that come to your mouth. Try to stay comfortable, smile, and make eye contact. Any situation will be as challenging as you make it, so start by taking a few breaths and easing out the tension.
	Look for Common Ground: The best topics are those that would be equally interesting. Whether you are trying to start a conversation with a parent at your kid’s football practice, a new intern at your office, or with a celebrity you bumped into at the airport, finding something of common interest will get the conversation rolling. For instance, speaking to that parent at practice would be more successful if you start with something like, “Managing time with kids can be so difficult, right?” rather than something such as, “I wonder what the weather forecast for next week looks like.” There is a greater chance that the recipient would have something interesting to add to the former comment, compared to the latter, which they may or may not be interested in speaking about.
	Show Interest: Good conversations are less about trying to be interesting and more about how interested you are in the other person. Ask them questions about their routine, their lifestyle, their likes, and their dislikes, and they’ll be more than happy to engage with you. Try asking a four-year-old about their favorite toy and watch them light up. An adult may not show similar emotions, but you’d get a similar response. These questions could be based on your settings. For instance, if you are speaking to your boss or colleague, you could ask them about their previous work experience or about a certain skill that you find commendable. If you are meeting with a distant cousin after a long time, you could compliment their new hairstyle or ask them what they have been up to since the last time you guys met. This is perhaps the safest and most foolproof way to get the conversation started and interesting, regardless of whom you are speaking to.
	Be Vulnerable: Brené Brown, a famous author and motivational speaker, calls vulnerability the biggest form of strength, and for good reason. Showing your vulnerable side helps break down the barriers and allows for the other person to think of you as more approachable and likeable. If you really want to speak to someone but don’t know how to get started, just let them know that. For instance, if people gatherings make you nervous, let your audience know in advance. There’s a greater chance that they’d show more patience and understanding. They’d be more willing to lend you not just an ear but their undivided attention too. At the same time, acknowledge their patience or presence in helping you overcome your nervousness. For example, you could say something like “I am really sorry, but I tend to ramble on when I am nervous, but thank you so much for being so patient with me.”
	Don’t Feel Burdened: Oftentimes, we feel that the pressure of starting the conversation, and keeping it going, lies on our shoulders alone. This adds to the tension and leads to pointless rambling. Try to let go of the control, and allow for the conversation to flow naturally. You might be surprised that you could actually thread new angles for conversation if you just let yourself lose and allow the conversation to flow naturally.
	Listen More Carefully: So how do you START a conversation by listening more carefully? You never know what is being said around you until you pay specific attention to it, and what you hear might just give you the topic to continue forward. If you are at a networking event, a party, or even a formal dinner, you could just try picking up from where someone else left off. 
	Ask for Opinions: Try starting a sentence with “What do you think of …” and you can be sure to find enough material to strike an interesting conversation with just about anyone. People want to be feel valued, and by asking for their opinions, you give them that value and respect. It shows that you are genuinely interested in what they have to say. Make sure you select topics that are somehow relatable to the setting or that are more generic. Avoid asking conflicting questions like “What do you think about the government’s new policy for immigrants?” Instead, stick to relevant and interesting topics related to the setting. Some great “safe” topics include weather, entertainment, sports, the day’s events, observations, and common interests.
	Ask for Help: From asking for directions to help with assignments, approaching someone for help has been a great way to strike conversations with strangers you want to make friends of. You could do this at your workplace, at social gatherings, and with complete strangers at the park, and you will likely make a friend for life. Asking for help is a form of vulnerability, and it helps create stronger bonds. 
	Offer Help: If you believe you can lend a hand to someone, then don’t wait for them to ask. There’s no better way to become more approachable and nicer than to offer help. You could say something like, “Would you like me to help you take these up the stairs with you?” or “Let me give you a hand with that.”
	Say Something Positive: Try not to start off the conversation on a negative note. Say something positive and uplifting. Those first impressions do last, and you don’t want to be remembered as that person that had a lot to complain about. So even if you didn’t particularly like the food, you could start with something like, “The music really made up for the bland food, didn’t it?” It still gives you the chance to speak about something that you really want to address, but doesn’t sound like you are complaining or being negative. 
	Use Open-Ended Questions: Avoid asking questions that can be answered in a monosyllable. These questions can shut down a conversation pretty fast. So rather than asking someone if they liked school, which can easily be answered in a yes or a no, you should ask how was school for them. The latter allows for more room to respond more deeply and with more than just a few words. 
	Be Attentive: It is not just about having the right things to say. Good conversations are about truly embodying your learnings and applying them wholeheartedly. Don’t ask someone to tell you about their day only to start looking around the room or picking up your phone. Pay attention to the person you are speaking to through eye contact and your body language. Don’t start fixing your shirt or smiling at someone else across the room. Maintain eye contact with the other person, nod your head, smile, and genuinely pay attention to what is being said.

 
These tips and tactics will work regardless of where you are and who you are trying to speak to. Starting conversations requires your undivided attention and a genuine interest in who you are speaking with. If you really don’t care how someone’s day went, or what they have been up to since you last met them, then there’s a fair chance the other person will detect your lack of interest. Look to engage with people you genuinely like and want to know better. Also, be true to yourself. Ask questions about things that really interest you, because starting a conversation isn’t just about lighting a match and then watching it die out; it is about lighting the entire stack of wood with that one match. Only start with that first line if you believe it can get the fire started. 

Conversation Starter Pack
Need a little more help with that first line? This section covers suitable conversation starting topics to help you get started:

Getting the Conversation Started at Work:
	What project have you recently been working on?
	How long have you been working here?
	Where did you work before this?
	Did you have to relocate for work?
	What do you think about the company’s new policy?
	Do you live far from here? 
	How do you like working here so far?


Starting Conversation at a Party:
	How do you know the host?
	I love your shoes, where did you get them from?
	Are you from this city?
	What do you do?
	I believe we’ve met before at another common friend’s party too, right?


Starting a Conversation at a Dinner:
	Have you tried their steaks?
	Do you like to cook?
	What’s your favorite dish from their menu?
	What’s your favorite restaurant/cuisine?


Starting a Conversation in a Group:
	Have any of you met before? Or, how many of you know each other?
	Did you hear about the (any news story) in the news today?
	Did you guys watch (any new movie or an episode of a series)?
	How was the commute here?
	Did you guys find this event productive?
	Do you attend events like these often?
	What in your opinion was the best part of today’s event?


Holding Deep Conversations:
	What made you laugh this week?
	What would your memoire be called?
	What is the weirdest dream you’ve had?
	What are you most thankful for?
	What is a relationship deal breaker for you?
	What motivates you the most in life?
	Where do you see yourself in five years?
	What are some of the biggest risks you have taken?

This by far is not an exhaustive list, but it will give you an idea of how you can keep the conversation interesting and engaging from the very beginning. The questions you ask will greatly depend on who you are speaking with and how interested they seem to be in speaking with you. Don’t continue to ask questions if the other person isn’t interested in answering them. Also, these are just some suggestions; don’t just start a questionnaire with someone you just met. 
Asking too many questions can also seem nosey and intrusive. Wait for the other person to respond, and then perhaps follow up with a compliment or volunteering to answer the same question yourself. Once you’ve taken the lead, try to relax, and don’t try too hard; let the conversation roll naturally.




Chapter six
Elements of a Conversation


All conversations have pretty similar elements. Regardless of whom you are speaking with and what you are speaking about, they would entail one or some of these elements. Knowing these can greatly help you become more eloquent in your speech and also identify intentions and purpose of the conversation when someone is interacting with you. Clarity makes for sharper and more fruitful conversations, and an understanding of these 16 basic elements can help shed light on the “whats” and “whys” of a conversation. 

[image: image-placeholder]Asking
Asking questions is a powerful tool to keep the conversation engaging. It shows that you are genuinely interested in the person that you are speaking with and respect their opinions and input. Asking also allows you to gain more information about the other person or subject in discussion, and when used in moderation, manages to keep a good conversation flow. 
People like being asked about themselves. Whether it is about their day, their interests, their life stories, or their opinions, they love to know that someone is interested in knowing more about them. Questions also help maintain a balanced control where everyone is equally involved and invested in the conversation. 
Some great examples of asking are:
“How was your day?”
“How do you like to spend your weekends?”
“What is your opinion on the latest match/technological discovery/policy etc.?”
“What are your plans for the future?”
“What did you think of the food?”
All these questions provide a great opening for a new conversational thread. Whether you are speaking to a four-year-old or an 80-year-old, asking a question can immediately help create a connection and a conversational flow.

Informing
Informing is about sharing data that can help the other person make sensible decisions or form opinions. Information should be provided in small chunks so it is easily understandable. If you are sharing complex information, try to provide one fact at a time so that the other person can register easily. Oftentimes, misunderstanding occurs because we assume the other person has the same information as us. By providing this information, we can make sure that both the parties are on the same page and can come to more acceptable conclusions. 
Informing can happen in formal and informal settings, depending on the type of conversation being conducted. 
When providing information, make sure that you limit the use of technical terms that the other person may not be aware of. Also, be sure to clarify whether the piece of information is a fact, a personal opinion, or an argument. For instance, when sharing a piece of information, based on your own experiences or personal opinion, you may want to begin with something like “in my opinion” or “based on my experiences.” When sharing facts, it’d be wise to share the source of the information. 
In either case, informing is a great method to enlighten someone with the information that you possess so that you could further the conversation more constructively. Some examples of this element of conversation include the following:
“According to the weather report, the nights will become cooler by the end of next week.”
“Based on my personal observations, property prices will likely fall in the coming months.”
“I don’t like cold weather because it is not good for my asthma.”
In all of the examples above, you provide an important piece of information without warranting a response, but also give plenty of opportunity for someone to find new threads of conversation. When providing information, be sure to evaluate the context and the setting. Ask yourself whether the piece of information you are about to share is relevant or necessary. Not many love to hear random facts in the middle of conversations. 

Asserting
Asserting means saying something with the conviction that it is true. It could be a mild assertion such as, “I can easily climb up the stairs in less than 10 seconds,” or it could be something with a little force, as if to strengthen the conviction with which it is said. When you assert, you are trying to close the statement in a way that it shouldn’t warrant an argument. One can make assertions without being completely sure of its truth, but the implication is such that they believe in what they say and would like the receiver to believe it too. 
This conviction or assertion is applied to add more weight to what is being said so that they are more successful in convincing the other person of the statement that they just made. Some examples of assertions include:
“There is a better way to do this.”
“I don’t have the time to go to the mall.”
“There wouldn’t be any birds in the park today.”
Conversations are mostly a series of statements. Assertive statements just make it easier for someone to back up what they are saying, without having to give reasoning or proof of what they just said. Needless to say, these should be used sparingly and only when one is convinced of the truth, or you should clarify that it is an opinion.

Proposing
These kinds of statements leave room for the other person to share their views also. Proposing statements could request for action, suggest ideas for discussion, or try to persuade someone to agree with a statement. These usually request for a response, whether an agreement or a counter-argument. Proposals could be as simple as, “Isn’t the weather lovely today?” Simple statements like these invite the other person to comment. These don’t necessarily have to be direct questions. Some examples include:
“We could invite your parents for dinner over the weekend.”
“How about we take the kids to the zoo next week?”
“How about you ask the supervisor to get your desktop checked? It seems to be running so slow.”
Proposals are another great way to make statements that invite the other person to comment. 

Summarizing
Summarizing key points of a conversation ensure that the listener has completely understood what was being discussed. Though summaries are often used in formal conversations, they can also be a great way to begin or end an everyday conversation. You could summarize the key points at the start by saying something like, “We will be discussing the décor ideas for the birthday,” or you could also summarize in the end with a statement like, “We talked about the shopping list for the upcoming birthday.”
Summaries are used to emphasize the key takeaway points of a conversation so that they stay with the listener longer. These are also used to repeat what you have understood from the conversation so far. For example:
“So what you mean to say is that you wouldn’t be able to attend the wedding.”
Some other examples of summarizing include:
“In other words, we will need to reorganize the seating arrangement in order to provide extra room for the kids to play at the event.”
“Let’s run through what we just discussed. I will do the laundry for the coming week, and you will wash the dishes?”

Checking
Checking statements are used to make sure that everyone agrees or has understood what is being discussed. Often, we continue to speak with the assumption that the other person has understood or has agreed to do what we’ve asked of them. But in reality, that’s not always the case. The listener might be quiet out of politeness, because they don’t want to interrupt, or simply to avoid conflict. Checking statements in the middle of conversations can ensure that everyone is on the same page. 
For instance, you might take the wrong name when addressing a new co-worker, and they may not correct you because they don’t want to interrupt what you are saying. A statement such as “Your name is John, right?” will give the other person the opportunity to correct you in a timely manner. Checking statements can also be used to confirm whether someone is on board with what you are requesting them to do. 
Some examples of checking statements include:
“So, you will do the grocery this week, right?”
“Do you agree that we need to upgrade the policies?”
“Have you been following what I’ve said?”
Checking statements throughout the conversation can help take care of any disagreements and deflate conflicts in a timely manner. They also let the other person know that you are not imposing but rather respect their opinion in the matter also.

Building
Building statements are ones that help move the conversation forward. They help keep the flow of the conversation by building on each other’s statements. For instance: 
“I agree more needs to be done to make the business sustainable. Perhaps we could switch to cloud computing and try to reduce the water usage?”
“Yes, isn’t it great to see grandmother keep the kids engaged in activities?” “Maybe we should buy some more board games for them?”
“You are right. Let’s plan a lunch with our college friends. We could also invite their partners.”
You can also build conversation on your own statements to ensure the conversation runs smoothly. In order to successfully build on statements, you need to make sure that you are also including other people’s inputs while building on them constructively. 

Including
Including could be accomplished in two ways—either to include someone in a conversation or to include new ideas. You could include someone you feel has been mistakenly left out or someone that doesn’t seem to be contributing to a conversation by directly asking for their opinions or input. For instance, when speaking in a gathering, you could ask someone using their phone or silently observing to share their opinion. 
Including all people present is a form of respect and shows consideration for everyone involved. Someone may be hesitant in speaking up for fear of being judged or fearing that someone might override their opinion. Some examples of including statements are:
“What is your opinion on this, John?”
“Maybe we should ask John what he thinks, John?”
“Do you also like to play tennis, John?”
Including statements that propose new ideas could be tricky, since it often proposes suggestions that weren’t initially discussed. Including a new thought, idea, or angle to a story may not be received as positively. People are often reluctant to change, and any new or unexpected change is almost always received with a bit of apprehension. When including new ideas, always make sure you communicate that you are open to discussion and would welcome all viewpoints graciously. 

Excluding
We often exclude ideas or people for fear that our opinions or suggested proposals would be rejected. You might deliberately try to exclude someone from the conversation because you dread that they would either derail from your statements by making their own or openly disagree with what you are saying. 
You might try to exclude someone by ignoring their questions or comments, not looking at them when speaking, turning away from them, answering very briefly to their queries, or directly telling them that you are having a private conversation with someone else. For example:
“I am sorry Jane, but John and I are talking about some personal stuff right now.”
“Okay, but I’d rather not speak with you about this at the moment.”
When trying to exclude information, you might try to ignore any statements that derail from the information you are trying to focus on. You continue to bring the attention back to your focused topic and disregard all attempts to change the topic or bring new suggestions. For example:
“I am sorry, but I’d rather speak about the broken photocopier right now.”
“Yes, I am aware that the elevator isn’t working. But about the photocopier, it has been over two weeks and it hasn’t been fixed.”
Excluding ideas might be necessary in some scenarios when you are trying to tackle a specific problem. Conversations often drift in different directions because of the associations people continue to make when in discussion. In scenarios like these, it might be important to exclude all statements that do not serve the purpose of the meeting. Excluding people, however, can be tricky. Sometimes they’d understand the subtle cues and excuse themselves. Some would just ignore them, while others might feel insulted. Perhaps you could start with an apology and be direct when you would like to exclude someone from a conversation. For instance, “I am sorry Jane, but John and I are discussing something private, could you excuse us for a few moments?” This shows respect and the need for privacy without trying to exclude someone through subtle signs, which could be misunderstood for dislike or disapproval of someone’s presence altogether. 

Self-Promotion
Self-promoting statements are, as the name suggests, statements that focus on talking about your own achievements, qualities, ideas, and status. Everyone loves to speak about themselves, their achievements, and their skills. These are also often necessary, particularly when giving job interviews or looking at business or career prospects. However, they can become boring and sound pretentious when done out of place or excessively. 
For instance, when someone is talking about their achievement, you might respond with your own, perhaps bigger achievement, or try to link every statement that is made back to yourself. Following are some examples of self-promoting statements:
“This reminds me of the time I ended up spending three months’ salary on a Black Friday Sale.”
“I own a better car than most of my colleagues.”
“I love to help people out whenever possible.”
“My previous bosses always praised me for my punctuality and overall work ethics.”
Self-promoting statements can help build credibility and self-esteem, but they should be used sparingly and in the right environments. 

Supporting
Supporting statements can be used to either support an argument or statement, or the person making them. When supporting an argument, you support the ideas proposed, which may or may not have any emotional attachments. When supporting a person, you may not be fully supportive of their views but prefer to support them because of emotional connection. Following are some examples of supporting statements:
“I don’t think I fully understand what you are saying, but you have my full support however you might need it.”
“I agree, you don’t look quite yourself. You should take a few days off from work.”
“John is right, we should avoid travelling in such bad weather.”
Supporting statements, either for logical or emotional reasons, can help build stronger bonds when holding conversations.

Disagreeing
When we make statements, we expect and hope that the other person would agree with our views. Disagreements, however, are vastly common during conversations. These could be subtle agreements or full on arguments about why you refuse to accept another person’s point of view. Disagreeing statements, when made tactfully and respectfully, can lead to constructive conversations. For instance, a statement like, “I understand what you are saying, but I don’t think I agree with all the points you just made. Do you think we can discuss these further?” though showing disagreement, shows respect for the other person’s opinions. On the other hand, a statement like, “You don’t expect me to agree with this? This is such a biased opinion!” can be offensive and hurt someone’s sentiments. 
Some other examples of disagreeing statements include:
“This is an incorrect statement.”
“What you are saying makes no sense!”
“I understand why you’d think this, but I don’t think you have all the facts right.”
As is evident from the examples above, disagreements can be done respectfully or can lead to further conflict, depending on how you phrase them. Nobody expects one to always agree with what is being said, however, a little diplomacy and tact can ensure that the conversation is carried out more constructively.

Avoiding
Avoiding statements are used in order to try and avoid talking about a specific subject. Usually taboo subjects like politics, sex, and religion are avoided in order to stay away from conflict. One might avoid speaking about problems in a relationship so as to not make things worse or hurt someone’s sentiments. Many philosophers (including Freud) consider avoidance one of life’s problems; however, in some conversations, avoiding statements can become saviors. As long as what you are trying to avoid is not a serious issue that needs to be addressed, avoiding statements can help you remain neutral and avoid friction. For instance, topics like harming animals or strict punishments for children could be controversial since everyone has different ideologies and principles. 
There are many ways to avoid such conversations. You could simply not reply, stop talking about the subject altogether, or directly request to change the subject. Following are some suitable examples of avoiding statements:
“I don’t think I’d like to speak about this.”
“How about we move on to talking about something else.”
“This really isn’t that important a subject, in my opinion.”
“I really wouldn’t bother too much about this if I were you.”
In some cases, avoiding statements can do more harm than good, especially if the topic is a serious issue. For instance, if a co-worker brings up a problem with the management, then trying to change the topic or avoiding the conversation could lead to unresolved issues, which in turn would lead to more friction and bigger problems in the future. 

Challenging
Challenging statements involve questioning someone to provide more proof or data to back what they are claiming. Challenging doesn’t necessarily mean that you are disagreeing with what is said or questioning the other person’s claims, it is just about requesting for more information. You could challenge someone to:
	Provide the source of information
	Prove what they say is the truth
	Question their logic for making that statement
	Offer logic or data that challenges their statement
	Provide proof that the idea has worked for someone else
	Provide resources for carrying out their task
	Give more details on how the work will be carried out

Someone making a challenging statement is just trying to request more information that would convince them that the claims or logic is correct. It also gives the other person an opportunity to clarify their motives and stance. Some examples of challenging statements include:
“What is your logic behind this? How would you conclude this?”
“What makes you so sure this will work?”
“How do you plan on carrying this out in order to yield the desirable results?”

Attacking
Attacking statements are used to assert authority and challenge the other person to back off. This can be done aggressively, or more sneakily, with the use of rude or offensive statements. Attack is more than just a disagreement or challenge, since it questions someone’s right to speak up or provokes them to counter-attack. Following are a few examples of attacking statements:
“I can’t believe you are at it again! Will you ever learn?”
“What you are saying is simply stupid.”
“Why do you always have to be so negative about everything?”
“This is so typical of you.”
Statements like these can lead to the other person either shutting down or attacking back. Either way, constructive pathways for conversation are blocked. Do you use attacking statements often? How can you rephrase them to make them pleasant and positive? Just a little conscious effort can help create better and efficient flow of conversation. Know that the purpose of any conversation is not about having the last word or “winning the argument.” It is about reaching mutually acceptable agreements, and that can only be achieved when all parties are given equal rights to voice their opinions. 

Defending
Defending statements can involve defending one’s argument, or one’s self, if the individual feels personally attacked. One might also make such statements to defend someone else they feel is being wrongly attacked. A person lacking self-confidence or suffering from poor self-image may always feel the need to defend everything they say, so as to seek approval from everyone around them. Following are some examples of defending statements:
“I understand you think I am being unreasonable. But I’d like to do it anyway.”
“I think you are wrongfully attacking her. Please leave her be.”
“I wasn’t disagreeing with you. I was just saying you might want to research further before drawing conclusions.”
Continuously defending yourself could lead to other people trying to take advantage of your weak position. It is understandable to try and defend your views, but providing reasons and logic for every word that is uttered could lead to others taking advantage of your position and wrongfully attacking you. 
These are the 16 elements of a conversation. Any statement we make generally falls under one of these elements. Understanding their true purpose and how they can help in making conversations more meaningful can greatly improve your overall communication skills. 





Chapter seven
Don’t Let Your Actions Speak Louder, Just Wiser


According to the Mehrabian’s Communication Model, only 7% of a message is conveyed through words, everything else is communicated through non-verbal interactions. How we stand, make eye contact, and move around can greatly influence the quality of our conversations and the impressions we manage to make on people communicating with us. It is very easy to detect when someone is restless, nervous, or simply shutting down. We can appear more interested, engaging, positive, and approachable by just the way we stand or smile. 

Needless to say, our body language can help determine the comfort level one feels when approaching us with a suggestion or opinion. If your body language isn’t very warm and approachable, there is a lesser chance someone would be comfortable sharing their views with you or seeking help. Hence, being more aware of how our body communicates and being able to read someone else’s body language can greatly help in developing healthier communications. 
If you detect someone is nervous, you can make extra efforts to put them at ease so they can communicate more effectively. 
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But Wait … What Is Body Language?
The way we use our hands, shift weight from one foot to the other, gaze into the distance, smile or frown, knit our brows, and even the deep breaths that we take, indicate and portray an emotion. These little, almost instinctive gestures communicate with the other person nonverbally. Our body language includes our expressions, physical behaviors, and mannerisms. 
Almost unconsciously, when we interact with others, we continuously use these signals of communication. Your nonverbal cues don’t just speak for you when you are silent. They, in fact, speak louder when you are actively communicating. 
A person can tell if you are sad, upset, or happy by just the tone of your voice. You could tell someone you are elated to hear their happy news, but if your body language or your tone don’t match the enthusiasm of your words, it’d be almost impossible to convince someone of your claims.
The listener might have to decide between believing what you are saying and what your body language indicates. Since your body language is a more natural and instinctive reaction to what is being said, the listener will likely believe your body language. Hence, to say that being mindful of your body language is important, would be a major understatement. It will largely dominate how people will perceive what you say. 
The way you move, listen, look, and respond will tell the other person how attentively you are listening and how genuinely interested and moved you are by what is being said. Better body language will help build trust and healthier communication channels. 

What Can Body Language Do for You?
It takes seven seconds to build those first impressions, and we all know how important they are for the future of any professional or social relationship. If a person decides you aren’t trustworthy in those first seven seconds, they’d likely spend the rest of the interaction trying to look for more “suspicious” cues from you. If someone likes you during those first few seconds, they’d keep looking for other reasons to like and respect you more. That’s just how the human brain works, and by using it to your advantage, you could make lasting good impressions. 
If you look upset, you’ll give out negative energy, and it will influence the other person’s opinion of you. Your body language or nonverbal communication can play multiple roles to further enhance your communication, including the following:
Repetition: If your gestures align with what you are saying, they can help strengthen or nonverbally repeat what you are saying. For instance, if a child comes up and shows you a craft they completed, you could vaguely smile and tell them it is pretty, while paying attention to the television. Or you could look them in the eye, pat their shoulders, and tell them how amazing you think their creation is. The latter, that includes nonverbal communication, will be more impactful since your body language is repeating what you are saying. 
Contradiction: As in the example above, if you aren’t making eye contact, then what you are saying contradicts your body language. Try standing in front of the door, with your arms folded across your chest, and tell someone to come in and make themselves comfortable. There’s a fair chance they’d feel pretty unwelcomed simply because what you are saying completely contradicts your actions and body language. 
Substitution: Your body language can often substitute words. A stare or a head shake can easily deliver the message without uttering a word.
Complementing: Giving someone a hug when congratulating them, patting someone on the shoulder, or clapping for them can complement your words greatly. 
Accenting: Nonverbal communication can help add more influence and power to what you are saying. Stomping your feet or banging your hand on the table can make your disapproval more profound. 

Decoding Body Language
Ready to decode the wonders of body language? Are you wondering how much of it all you have been doing and how much of it you have been doing wrong? Not many people pay attention to the signals their body is sending until it is something very conscious, like staring someone in the eyes or moving away from someone to emote disgust. Body language can include your posture, your gestures, your facial expressions, and even the amount of space you leave between you and the other person. Let’s try and decode these signals.

Facial Expressions
Facial expressions can easily tell if someone is upset, angry, happy, confused, disgusted, surprised, or excited. Open up emoticons in your messaging app and you can express so many emotions by just selecting the right facial expression. Just a little movement of your lips, your jawline, and your eyebrows can reveal so much about how you feel. And in most cases, this is done unconsciously. You probably aren’t even aware that you closely knit your eyebrows when deep in thoughts or you bite your lips and move your eyes when thinking of solutions. 
Facial expressions, for the most part, are universal. A smile is considered a sign of happiness globally, unlike showing a thumbs up sign that can be taken differently across different cultures. A person born blind by birth would give the same facial expression for sadness, though he has never seen what a sad face looks like. Facial expressions are natural and can rarely be faked. 
So how can you use and decode facial expressions for better communication? According to a study (posted in the Social Cognitive and Affective Neuroscience Journal) that detects the judgments based on facial responses, a slightly raised eyebrow and a smile are the most trustworthy expressions. They convey confidence and friendliness. 
Following is a breakdown of what specific facial expressions could mean, how you can be more aware of them yourself, and what to look for when reading someone else’s body language:
	Eye Contact: When a person looks directly at you and holds your gaze, this means they are paying attention and interested. Frequently breaking eye contact means they are uncomfortable, uninterested, or just trying to hide something that “their windows to the soul” might end up revealing.
	Eyes Rapidly Blinking: This is seen as a form of discomfort and distress. 
	Biting their Lips: This is often a sign of someone who is stressed, worried, or anxious.
	Lips Tightening: Tightening one’s lips could indicate disapproval, distrust, or distaste.
	Lips Turned Down: As the emoticons have very well taught us, lips turned downwards could be indicators of sadness or disapproval.
	Mouth Lightly Open: A surprised look may not always be as animated as they show on television. Even a slightly open mouth can express surprise. 
	Eyes and Mouth Slightly Open: This is a sign of fear. Eyebrows are usually raised and drawn together, eyes are more open than usual, and the mouth and lips are slightly tensed and open, according to behavioral investigator and micro-expressions expert, Vanessa Edwards.


Body Posture and Movement
How we move and hold our body can also communicate specific emotions. Posture generally means the overall physical form of a person and is often a reflection of one’s personality. A straight posture could indicate confidence and self-respect, whereas slouching can be seen as a sign of poor self-esteem. But this is just a broad generalization. Subtler signs about a person’s posture can also reveal much about how they are feeling. For instance:
	Sitting up straight means that a person is paying attention and is focused.
	Hunching forward can indicate boredom and indifference.
	An open posture, where your body is exposed, can indicate openness and friendliness.
	A closed posture, where you are trying to hide the trunk of your body, can mean hostility and anxiety.

By paying more attention to how you stand or sit, you can make the other person feel more comfortable and at ease with you. Try to hold a relaxed but upright posture when communicating. Not only will it help you communicate better, but it is also important for long-term health, as bad posture could lead to various health concerns like headaches, back pain, shoulder pain, etc. 

Gestures
Unlike facial expressions, gestures can mean different things in different parts of the world. Gestures are signs that we make with our different body parts. These could include pointing with our fingers, waving, shrugging with our shoulders, nodding and shaking our head, etc. The right gestures can have a more profound impact. Most public speakers use gestures to make stronger points. According to a study conducted by the University of Rome, hand gestures can help describe what you are talking about, hold someone’s attention, and add more emphasis to what you are saying. 
Fact is, the more space you take in a room, the more confidence and power you communicate. But, there is such a thing as too much hand movements or gestures, so you’ll need to keep them limited and powerful. Following are some powerful gestures that can help you communicate more effectively:
	Count with your fingers. When counting things, try using hand gestures to count with you. It has a stronger impact. 
	Try to keep your arms and legs relaxed. Fidgeting with your fingers can make you seem restless. As a rule of thumb, keep your hands relaxed on your sides or fold your hands in front of you when not talking.
	Don’t clasp your hands in a fist. They could make you seem uptight and nervous. Open hands indicate honesty. 
	Hold a hand close to your heart for more emphasis when trying to convince someone. It shows you are being sincere. 
	Move your hands from side to side when indicating different ideas like “this or that” or “big and small” or “what you are saying vs. what I am saying.” 
	Put your hands up when trying to defend yourself. It shows you are being transparent and have nothing to hide. 
	Nod your head slightly when listening. It shows you are paying attention and respect the other person’s views. 

Where hand gestures can help emphasize certain points, they can also come off as offensive. For instance, holding your hand palm facing towards the other person could be offensive to someone talking. Other negative gestures include:
	Pointing fingers at someone
	Crossing your arms across your chest (shows you are being defensive or closing off the other person)
	Hands on your hips (a sign of aggressiveness)
	Rapidly tapping fingers (show someone is angry, stressed, or bored)
	Clasping hands behind ones back (can also be seen as a sign of anger and boredom)


Space
The right amount of space is important for good conversations. Standing too close to someone can be seen as an invasion of privacy and can make anyone pretty uncomfortable. Anthropologist Edward T. Hall coined the term “proxemics” to highlight the distance between people during interactions. The space between people should largely be determined based on who you are interacting with and in what setting. 
If you are communicating with someone that is a close relationship, then a distance of 1 to 1.5 feet is alright. It shows intimacy and is close enough to hug someone or touch when speaking to them.
Ideal distance between close friends and family members is around two feet. But for general social interactions, it is a good idea to stand at a four-foot distance at least to allow for a comfortable interaction without getting into anyone’s space.

Touch
Our skin is the largest organ of our body, connected to thousands of nerves that perceive touch. It is the first sense we develop and can help form intimacy and sense of danger by just the way we are touched. According to a study conducted by Matt Hertenstein, we can effectively communicate eight out of twelve emotions with the sense of touch alone. With time, we become touch sensitive. Especially in Western cultures, our etiquettes prevent us from using touch as a form of expression. However, many studies have indicated that touch is a strong form of communication, especially for building trust and developing stronger relations. There are many ways you can use the sense of touch to help communicate better:
	Giving someone a pat on the back can increase the feeling of accomplishment in someone. 
	Touching someone’s arm lightly can increase someone’s willingness to help you. It is a slight gesture that might even go unnoticed, but several studies have found that a slight touch can make someone more willing to cooperate.
	Handshakes can reveal a lot about someone. There is a lot of talk about the right pressure, timing, and position when shaking someone’s hand, and for good reason. It is a physical interaction that is widely accepted in most cultures and across various interactions. By prolonging a handshake by just a few more seconds, you can make the other person feel more comfortable and welcomed within the first few seconds of interaction. 


How to Master Body Language
The tips and tricks mentioned above are great to help get started with mastering your body language, but it isn’t that easy. Our body’s responses are often natural and instinctive, and not a lot can be done to control them all the time. In order to make your body language more positive, you’ll need to start working on your emotions and your attitude. You cannot deliver a genuine smile when you are zoned out during a conversation. You will need to be genuinely interested to show interest. Your body language will be a reflection of who you are and what you feel. Hence, in order to master it, you’d need to master the essence of good communication—honesty and integrity. Following are some do’s and don’ts to help you along the way:
Don’t Fake it: If you don’t feel it, don’t do it. An unnatural and tensed upright posture will not get you anywhere if the discomfort shows on your face. Forced expressions and body language will be quite transparent, so if you aren’t naturally feeling it, don’t push yourself to do it. This could include awkwardly touching someone on the shoulder, trying to maintain eye contact when you are clearly distressed, or nodding your head when in reality you aren’t able to comprehend what the other person is saying. All of these would just look out of place and will do very little to build a comfortable conversation.
Be More Attentive: To look more interested, you’d need to BE more interested. Unfortunately, there are no loopholes around this one. Try to pay more attention to what is being said. Be genuinely interested and respect the other person’s time and efforts by focusing on them alone. Fiddling with your clothes, using your phone, and looking around are all signs of lacking attention and interest, and they’ll eventually show. 
Manage Stress: If conversations with strangers, confrontations, or simply communications stress you out, try to manage stress rather than mask it. Look up breathing exercises or ways to relax your body when under stress in order to have more control over how you feel and exhibit those emotions. 
Most public personalities invest heavily with time and money to get their body language right. Whether you are an influencer, a leader, or a manager, the way you communicate with your body can often be more impactful than what you say with your words. Just a little focus and conscious effort can help you become a more positive, influential, and friendly communicator. 






Chapter eight
Conversation Barriers


Communication is an essential “soft skill” to have in the workplace. It is the essence of a good and healthy relationship. Being able to communicate shouldn’t be that difficult. It is just about expressing one’s opinions, ideas, and experiences. Why is it so difficult to start and maintain a conversation? Oftentimes, it is the unidentified conversational barriers that limit our ability to communicate effectively. A simple conversation about movies and sports can become dull, dead-ended, or conflicting based on the responses. 
Oftentimes, people focus so much on the “shortcuts” and “tips and tricks” to hold interesting conversations that they overlook the problems that lead to ineffective communication in the first place. In order to converse more organically, you need to first know what’s stopping you from keeping a conversation together. 
You need to know your own personal biases, limitations, and misconceptions that lead to conflict, or worse, dull conversations. Following is a list of some of the most common conversational barriers and how you can overcome them with a little effort and practice:

Emotional Intelligence
Emotional intelligence could easily be considered the keyword of the decade. So many talks, seminars, and workshops have been conducted to help improve workers’ and leaders’ emotional intelligence. EI refers to the ability of identifying and handling one’s emotions, and needless to say, lack of it, can become one of the greatest barriers to effective communication. Being emotionally intelligent allows you to understand your emotions and respond to them accordingly. 
If you’ve had a “bad day,” chances are it will reflect on how you converse with the people around you. This would, of course, lead to ineffective communication. Communications require tact and diplomacy—the ability to put one’s biases, prejudices, and opinions aside and communicate with others in a respectful manner. You will come across all types of individuals from all walks of life, ideologies, and opinions. In order to establish healthy relationships with these individuals, you will need to learn to become aware of and control your emotions when engaging with them. 

Fear
The fear of being judged, saying something wrong, and simply sounding dull and uninteresting can really come in the way of your ability to communicate efficiently. When conversing, if all you can think about is what the other person thinks of you, whether you have said the right thing, if you’ll mess up the relationship, and similar thoughts, you wouldn’t be able to focus on the conversation. 
The other person might not detect fear, but they will be able to tell that you aren’t comfortable and not completely invested in the conversation. They might misinterpret it as disinterest and lose interest themselves. 
This may be the most difficult barrier to overcome, because you can’t always control your thoughts. Relaxation and breathing exercises would greatly help in keeping your emotions under check. Tell yourself that what the other person thinks of you shouldn’t be your concern. Your focus should always be on presenting the most interesting you. Try bringing your focus back on the present, ditch all thoughts, and focus on listening and making the other person and yourself comfortable.
It is alright if you say something wrong. People don’t always remember what you say, they remember how you made them feel. So even if you don’t give the perfect responses but show genuine interest and empathy, they will always think highly of you and end the conversation on “good notes.”

Blocking Others Out—Lack of Listening
We’ve spoken about this way too many times already, but lack of listening is, surprisingly, a major conversation barrier and one that is seldom addressed. Listening is not just about giving the other person a “chance to speak” or “waiting for your turn.” Listening is about paying attention. It is about focusing all your energy on truly understanding what the other person is trying to communicate. Don’t formulate replies while the person is still mid-sentence. You’d have plenty of time to do that later. In that moment, listen and comprehend. Decipher the message without reading too much into it. Set your biases aside and give the other person their due attention. Following are some common listening barriers:
	Distractions: This could be other thoughts from another place, focusing on something other than the person speaking to you, focusing on other attributes about that person rather than their words, or constructing responses. Try to ditch the distractions and focus your energy and attention on the speaker.
	Disinterest: You are simply not interested in what is being said. Maybe you don’t respect their opinions or don’t like the topic being discussed. You can try switching the topic to something more mutually interesting, and meanwhile, use this opportunity to learn something new. The topic might be uninteresting, but the other person’s unique perspective might help develop interest. 
	Lack of Empathy: Effective listening requires empathy. You need to be able to put yourself in the other person’s shoes and see things from their perspective. Understanding without empathizing is like allowing the words to reach your ears but letting them drown before they are processed by your brain. Try seeing things from their perspective and their words will have more meaning and interest. 


Judgments—Don’t Jump to Conclusions
Preconceived notions, prejudices, and judgments can block you from having healthy conversations. Don’t jump to conclusions too quickly. We don’t have to always agree with everyone, but we are always required to see things from their perspective. We will meet people from different cultures, different experiences, and different opinions and temperaments—and that’s just the beauty of life. By being judgmental, we form opinions and draw conclusions way too quickly. It hinders our ability to truly listen to what the other person is saying. We might think we are “doing a good job of masking our opinions,” but they show in our body language and our responses. 
We are judgmental by nature. We are inclined to judge for survival and assess situations and people to protective ourselves from harm. However, our lives have evolved, and so have our needs. That need for judgments has become more personal, rather than for survival. Our judgments have become opinions; we feel the need to form opinions about the people we engage with, and this causes a major conversation barrier. In order to undo this, we need to let go of this need to “form opinions.” You don’t have to have labels and opinions about someone simply because you are conversing with them. Don’t have a fault-based approach where you are trying to categorize people into certain sections. Once you begin to accept people for who they are, without feeling the need to form opinions, you will be able to remove these barriers and communicate freely. 

Defensiveness
If you always feel the need to defend your thoughts and your ideas, it will lead to broken communication pathways. Defensive behavior shows through denial, self-justification, projection, and distortion. When you are in defensive mode, you shut down others’ ideas. You are always ready to jump to defend yourself, without fully comprehending what is being said. 
Building defensive walls will lead to permanent conversational barriers, that as much as you’d want and hope, nobody would come to demolish. People wouldn’t factor in your insecurities, they’d only focus on your hostile, distant behavior. They’d see you as the person that rejects incoming messages and would soon enough stop sending them your way. 
In order to overcome this barrier, you will need to let go of your insecurities and uncertainties. Don’t have your guard up when listening. Pay attention to what is being said rather than who is saying it or feeling the need to decipher their intentions.
The Yes/No Conundrum—Ask Smarter Questions
“Did you have fun?”
“Yes.”
“Did you take your cat?”
“No.”
“Did the cat miss you?”
“Not sure.”
Don’t you just hate it when people answer in monosyllables? They are the “hmm” and “okay” of text messages—and how you loathe receiving those! Now you know why many questionnaires end questions with “explain why.” It is to nudge to further elaborate on your thoughts and your views. You need similar prompts in your day-to-day conversations in order to make them more interesting. By asking open-ended questions, ones that can’t be answered with a “Yes” or a “No,” you encourage the other person to share their opinions and views more elaborately. 
We have all been in situations where we answered with a simple “yes” or “no” because we weren’t sure how much information the other person had requested. This can often lead to a game of 20 questions in order to really understand someone’s opinion. 
Open-ended questions request that information without asking a barrage of questions. They help the person asking the question as well as the one answering it because they more clearly articulate what is requested of the recipient. So, what is the major difference between an open-ended and a closed-ended question? Here’s an example to help elaborate:
“Do you like tennis?”
This is clearly a close-ended question where the person answering won’t know what your intentions are. Are you trying to talk about tennis? Or your favorite sport? Are you trying to discuss a particular match? The question barely shows interest in the other person. It is a direct question that can only be aptly answered by a direct answer. Hence, you’d likely receive a “yes” or a “no” in response.
On the other hand, an open-ended question looks like this:
“What’s your favorite sport?”
Now this question takes away all the guess work. The person immediately knows that you are showing interest in their likes and dislikes. They cannot answer this with a monosyllable. They’d probably go on to talk about their favorite sport or mention that they don’t like sports but have other interests. Even if they answer with a somewhat closed off statement like “I don’t like sports,” it still gives you an opportunity to explore further. It would not be a dead end in either case. 
This was a simple example, but even in complex situations, opt for questions that request someone’s views rather than asking for an opinion. For instance,
“Do you think it was a good idea to call her?” 
This is a closed-ended question that almost shares your opinion and requests the other person to support or negate. On the other hand, ask an open-ended question like:
“What do you think is the best way to deal with this situation?”
This prompts the other person to think deeply before answering. It allows them to share their suggestions and opinions rather than responding to yours. Open-ended questions allow for a conversation to flow more freely, without barriers.
How many of these conversational barriers can you identify in your day-to-day communications? These barriers are often present in our personal, social, and professional interactions. Simply eliminating these barriers can go a long way in helping you master the art of successful communication. 





Chapter nine
The Art of Conversational Threading


Typically, many conversations in social gatherings start with the mention of the weather, and in many cases, they end with the awkward silence. Where do you go from there? What do you speak about with someone you rarely see or have nothing in common with? Weather is universal, we all experience it together, but what else does one share with strangers and acquaintances?
Anyone wanting to master communication must have asked this question many times. How does one even keep the conversation going? Well, this is why we call conversational threading an art! It is the ability to keep a conversation, any conversation, going until infinity, if you’d like. As the name suggests, conversational threading refers to the ability to pick up or introduce new threads to a conversation. There are multiple threads that one can “pull at” when speaking to someone. There are so many ways you can comment or question in response to what the next person has said, regardless of how basic that statement has been. 
Mastering this ability to observe conversations and keep it going can greatly help you in becoming a master converser. Conversation threading helps keep a steady flow of a conversation without uncomfortably searching for “new things” to talk about. People with great communication skills aren’t “dealt” good threads; they are offered the same hand as the rest of us. They just know how to pull at the right threads. In this chapter, we’ll discuss the different elements of conversation threading and how, with just a little practice, you can make any conversation interesting and on-going. 

[image: image-placeholder]
Picking up Threads
Ideally, you should always try to pick up threads from an existing conversation rather than continue to introduce new threads. Talking about existing threads helps keep the flow of a conversation. Let’s take an example:
“Samantha and I tried the new Korean restaurant this weekend.”
How would you respond to a statement like this? Probably like something like:
“Awesome!”
“That’s amazing!”
“Was it good?”
All of these responses will likely lead to some more awkward silence until someone comes with another “interesting fact” about their lives. But how could you pick up threads from something as basic as going out on a weekend? Simply put, you “pull at” one of the many threads that this statement offers. What threads you ask? Let’s take a look:
Samantha: You could ask how Samantha is doing. What has she been up to lately? 
Korean: You could talk about the culture, latest events, music, food, people, or basically anything else related to the beautiful country.  
Restaurant: You could use this thread in so many different ways. You could talk about the new food places or cuisines you have tried lately. You could talk about what you tried or ate over the weekend. Food is such an interesting and broad topic. You could even use this as an opportunity to introduce new, related threads about how the restaurant business has evolved in your region. 
Weekend: You can go on to share what you did over the weekend. “That’s great! I spent the weekend cleaning out my garage.” Only the mention of cleaning garages could start multiple threads of their own. 
Basically, the idea is to pay attention and pick up topics from the statements the other person makes. 

Introducing New Threads
You don’t have to continuously weave conversations from existing threads. You can always go ahead and introduce new threads to talk about topics that interest YOU. A conversation needs to be interesting, and the only way to keep it that way is to speak about topics that you are passionate about. You could start new threads by asking a question, or share “something interesting you read the other day.”
Introducing new threads shows assertiveness and your willingness to take control of the conversation. For example, if someone were to say:
“I really enjoyed the football match last night.” 
If football doesn’t interest you, then you shouldn’t have to spend the next fifteen minutes discussing a sport you have no clue about. You could use this as an opportunity to move the conversation to a topic you’d rather talk about. 
“You did? That’s great. I spent the evening reading My Brief History by Stephen Hawking. He was a true mastermind of our times, don’t you think?”
Of course, you’d need to also respect the other person’s interests and desire to talk about certain topics, or pick up their own threads, but there is nothing wrong with redirecting the conversation to topics of your interest from time to time. 
Subtle Art of Repeating Back What Is Said
Don’t have the desire or willingness to continue jumping from topic to topic? Want to keep the conversation going without investing much effort? This is where repeating back what is said can help you “throw the ball back in the other person’s court.” Let’s take a look at the example above again:
“I really enjoyed the football match last night.”
So, you have no interest in football, but you also have little interest in selecting a new thread. By simply repeating what they said, you can nudge the other person to elaborate. 
“So you really enjoyed the match, huh?”
This is a subtle way of saying “tell me more.” Since they brought up the topic of football, there is a fair chance they want to talk about it. Repeating back shows respect and interest. It takes the burden off of you without coming off as rude or uninterested.
Of course, you can only do this in moderation. Repeating back everything that is said would be plain creepy. So, use this little technique for times when you’d rather zone out for a few seconds or don’t have the inclination to continue jumping from topic to topic. 

Cultivating Improvisational Skills
Ever seen an improv performance? They rely on their ability to think on their feet and always be ready to jump on someone else’s wagon and take the driving seat too! Every conversation, to some extent, is a performance. It requires a beginning and an interesting body that would naturally transition to a beautiful ending. 
Contrary to general belief, improvisational skills don’t require you to continue thinking about new things to say. In fact, it is more of a listening skill where you pay attention to what is being said around you. Don’t plan your responses while the other person is speaking; it will just redirect your thoughts and limit your ability to fully listen. And listening is exactly what you need to do through your conversations too.
When listening, only focus on the task at hand—paying attention to what is being said. The topic will organically flow from where the other person leaves off.  
Improvisational skills aren’t just reserved for comic responses. They can help you become more creative and interesting in your everyday conversations. 

Practice, Practice, Practice
Just like all things in life, conversational threading also requires practice to master. Threading means you need to weave something new from what already exists; you can’t pre plan or prepare ahead of time. It is a skill that will only get better with time. Observe yourself and observe others you believe are great communicators. How do they pick their threads? What are the topics they often link back to? How do they keep the flow going naturally? How often do they introduce new threads?
Now observe yourself. What are some responses you use that often lead to the dreaded awkward silence? How could you have improvised on that response to lead to a more engaging conversation? What are some threads that always get the most interesting responses from the people you are engaging with?
Soon enough, you’ll be able to pick up threads naturally and keep the conversations going without much effort. Just don’t forget to apply what you learn. 





Chapter ten
The Conversational Balance


What makes healthy conversations so difficult to master is the fact that it is something that happens in the moment. You cannot map out a conversation when in a better mood. You can’t just take notes, make pointers, and prepare ahead, only to be delivered in a musical procession. It is a back and forth that requires turn taking and equal respect for everyone’s right to speak. 
You can’t “prepare” responses to questions or statements you don’t know will be aimed at you. It doesn’t matter whether you love or hate to speak, you need to strike the right balance to hold a good conversation. But this balance does not only require giving each other equal time and right to choose topics, but also the right balance between asking questions, sharing stories, making statements, and simply sharing too much of your personal and emotional baggage. 
What you say and how much you share depends on who you are speaking with and how much they are willing to listen. Is the other person even invested in the “funny story” you are in the middle of narrating? Do you have their attention? Should you continue or stop? How many funny stories are too many funny stories? 
This is where balance is important. It not only makes sure that the other person’s rights are respected, it also brings value to your words.
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Primarily, you need to respect the time each of you should receive during a conversation. Remember the game show “Minute to Win It”? Every contestant gets 60 seconds to win a game. If the game requires you to throw as many balls in a jar, then the trick is not how fast you can throw a ball, but rather how good your aim is.
That’s exactly what you need to focus on during your conversations. Don’t try to squeeze in as many statements and stories as you can in the time allotted to you to speak. It would just result in a confusing and rushed speech. There’s only so much the recipient can absorb. Your objective should be to sieve out the unnecessary from the more important and speak at a pace that is easy to follow. Once you are done, take a pause for a few seconds, allowing the other person to speak up.
If they don’t, you could encourage by asking an open-ended question, such as their views on what they shared. When in the middle of a conversation, also look for cues that the other person wants to interject. They might use hand gestures, slightly purse their lips, lean forward, or raise their eyebrows. All these are signs that they want a chance to speak. Take a pause and allow them to have their say. 
Listen carefully, and once they are done, resist the urge to speak from where you left off or the mental notes you made about all that you wanted to share. Instead, respond to what the other person has said so they know they had your full attention. Respecting the timeline is all about focusing equally on what is important to the other person as much as what is important to you.  

Questions, Comments, and Opinions
Questions, comments, and statements are all important elements of a conversation, but they all have their limited space in effective communication. Too many comments can make the other person feel scrutinized, too many statements can, well, just be plain boring, and too many questions can downright be intrusive and uncomfortable. Here is how you can give each their rightful space and make the conversation flow like a ballet performance of “A Midsummer Night’s Dream”—dreamily and dramatically!

Questions, Questions, On the Call, Where’s the Limit to them All?
Questions show interest. They let the other person know that you are truly invested in knowing more about them. They help split emotions, problems, and feelings into smaller sections. 
“What happened next …”
“Why didn’t you respond?”
“What made you feel that way?”
“How was your week?”
Questions help us understand the right course of events and how someone feels and thinks, and they help build intimacy. But one too many can become way too many. Questions can also be associated with evoking negative emotions. Your tone, your body language, and even a simple, non-intrusive question can often trigger the wrong emotion. 
For instance, “Where did you go to school?” is seemingly a simple question that can help build a conversation. But for someone who experienced bullying, they might become anxious or defensive. Similarly, the relationship between you and the person you are conversing with will also influence how the question is perceived. For instance, “Where have you been?” would trigger different emotions when asked by a friend compared to when asked by a boss. 
When asking questions, use them sparingly, and avoid anything that might seem too intrusive. Ask open-ended questions allowing the other person to elaborate according to their own comfort. Try balancing questions with sharing information from your end also. It will seem less intrusive and will contribute to building a balanced conversation. 

The Balance Between Comments and Opinions
Comments are responses to what the other person is saying. It is acknowledging what they have said and adding to it, whether in agreement or conflict. Comments give you a chance to respond and are almost expected. Opinions, on the other hand, are beliefs. These are statements that give you a chance to individually share your perspective in the light of what is being said. A balance between these two give you a chance to build up on the conversation by giving due respect to what the other person is saying but also putting down your thoughts and views on the subject. Too many opinions can make the other person feel unheard, and too many comments would sound like you are only responding and not completely invested in the conversation. 

Let Statements Settle the Waters
Statements can be calming, allowing you to join the conversation without the “heaviness” of opinions and questions. Statements could just be general observations or information about yourself. “I did that,” “I went there,” or “I feel this.”
Statements let the conversation move forward like a yacht on still waters. Statements are a great way to start a conversation and when you want to dial down the gravity or emotional temperature of a conversation. If you feel that the other person is getting uneasy or defensive, you can always use a statement to help calm things down. Try to make statements that are directed at you rather than the other person when tackling tricky situations. So rather than saying “You look upset,” opt for something like, “I can’t wait for the weekend to begin.”

What Makes “Why” So Great—and So Tricky
According to Robert Taibbi, author and relationship expert, “why” is a Ginsu knife that can really help get to the “heart of the matter.” However, it is also quite tricky and lethal as it can put anyone immediately on the defensive. They might feel you are trying to get into their space. But done correctly, this question can really open doors to deeper and more meaningful conversations.
For instance, asking someone what their favorite color is could lead to a very boring answer. Almost a dead end. Follow that with a “why,” and you might get a deeper glimpse of the person that you are speaking with. 
Following even the simplest and most boring of questions with a “why” could have a similar outcome. However, only delve deeper if the other person seems interested in replying. “Why” is specifically powerful in situations where the other person is upset, or angry, or happy, or any other strong emotion and isn’t able to express it correctly. 
Dissecting those emotions with a “why” can help the other person think and act rationally and also build a balanced momentum for the conversation. If you feel the other person is losing interest, digging deeper with a “why” question can give them the opportunity to engage more. 

How “This Reminds Me of” Can Save You
Don’t know where to go with a conversation? Can’t think of a way to contribute to it? Have a story to share but just don’t know how to bring it in? That’s when the classic “this reminds me of” can come to the rescue. It is a great way to keep the flow of conversation going without pausing for any awkward silences. Make sure you let the other person finish and offer a response, if required, before moving forward with your story. 
This statement is most ideal when used during group conversations, as it allows you to contribute and become more involved. It is also a great way to change the topic without going in a different direction completely. This statement helps keep the flow but also makes room for a change in topic, which is extremely helpful in keeping the conversation interesting. 

Humor
When people laugh, their body releases the feel-good hormone called dopamine. This means that when you make someone laugh, they feel better about you. This is, perhaps, one of the main reasons why a “good sense of humor” is one of the most sought out personality traits. People perceive those with good humor as more intelligent and likeable. But humor isn’t everyone’s cup of tea. Canned jokes aren’t funny when narrating it to others. Primarily because they don’t make YOU come off as funny.
Humor is all about timing, tone, and expressions. You need to select the right time to say something humorous, and you need to do it in the right tone. The best way to include humor is to observe how other, funnier, people do it. What kind of jokes do they crack? How do they time it, and how do they narrate those jokes?
What about your own funny anecdotes? Which ones got the best responses? What made them so funny? Use these observations to time your jokes better in the future. Humor, however, is only welcomed and appreciated when it is not at someone else’s expense. Try to make jokes about situations and not people. 
It is alright to joke about how you lost a game of chess, but not so funny when you call someone a bad omen or even your own self stupid for losing. You could use humor when narrating stories, responding to other people’s comments, or simply by deliberately misunderstanding a situation.
For instance, if someone mistakenly gets your name wrong, you could respond with something like, “I am sorry my alter ego isn’t available at the moment.”

Storytelling
Stories stay with people for a long time. They make for interesting and engaging conversations. But they need to be timed and narrated properly. When telling a story, you need to ask yourself if it is important and relevant enough to tell. Who are you telling the story to? Will the listeners be interested in the story? How can you make it more interesting and, more importantly, short?
In all fairness, there aren’t any right or wrong ways to tell a story, just better practiced ones. Storytelling is like building a muscle. The more you practice, the better you’ll get at telling the right stories, omitting unnecessary details, and only sticking to the part of the story that brings value and purpose to the conversation. We all tell stories on a daily basis about how our day went, about the little incident at the subway, or meeting with an old friend; we have lots to share. 
A good story is one that talks about a problem, the journey, and a conclusive end. Opt for stories that everyone can relate to and that are relevant to the conversation. You can use stories in response to someone else’s story, when trying to explain a point, or when answering questions about your day or life in general. 





Chapter eleven
The Object of Desire


Did you know talking about your own beliefs and thoughts can be as rewarding as sex? It’s true!
Talking about your own self stimulates the meso-limbic dopamine system associated with the reward and motivation feelings one gets from money, food, and sex. Hence, you feel the same pleasure when speaking about yourself. What this means in the communication world is that when you allow other people to talk about themselves, you release their feel-good hormones. They walk away with positive feelings about themselves and, more importantly, you. 
This is one of the greatest ways to communicate effectively—show genuine interest in others. Let them become the object of your conversations. Ask them questions, listen deeply, and show attentiveness to what they are saying. 40% of our everyday speech is dedicated to talking about our feelings and experiences with others. That’s almost half of all our conversations! 
By moving this attention from self to others, you can help build deeper connections with them. And once you have built a stronger relationship and earned their trust and their attention, you can then easily influence and convince them. 
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So how do you give someone your undivided attention? Sure, listening helps, but that’s not all that is needed to let someone know that what they have to say is equally important to you. It will require practice and a lot of it, because not everyone you meet will have something of your interest to share. You may not be motivated enough to hear someone talk about how their day sucked, or why they think Madonna isn’t the greatest performer on the planet, or who should be holding the Olympic torch next time. And that’s alright. 
As mentioned earlier, it really isn’t about you, but rather about them. Well, initially anyway! By making it about them, you establish yourself as a trusted confidante, someone they want on their side, someone they’d go out of their way to please. The best way to make it about the other person is to lean in and listen deeply. If they take a pause, resist the urge to intervene, but look at them intently, letting them know you are eagerly waiting for them to continue with their trails of thought.
Ask questions when needed. Asking for opinions is a great way to let them know you are truly interested in whatever they are saying. 
“Really? What made you fall in love with the film?”
“It must have been terrible having the screen break down in the middle of an important meeting. How did you manage?”
“That’s such an interesting perspective. I’ve never seen it like that before. I want to know more!”
Keep those questions coming to let the other person know their opinions and comments are greatly valued. Even when you are talking, try quoting their comments for emphasis. It shows you were actively listening and greatly value their input.
“As you said earlier, it truly takes a lot of effort to make a relationship work. I couldn’t agree with you more. Do you think people today are willing to put in this much effort?”
Be genuinely interested in them, even when you don’t agree or find the conversation engaging. Fact is, our thoughts and opinions are as unique as our DNA, and that’s absolutely alright. We don’t have to endorse each other’s thoughts, but in order to co-exist, we need to give each other the space and respect to hold our own opinions. And by genuinely showing interest in those opinions, we create stronger bonds with them that eventually pay off in the form of trust and acceptance. 

It Is a Two-Way Street
Be genuine about your opinions and interest. Listening to someone doesn’t mean you have to agree with them. Fact is, you wouldn’t believe anyone that just kept nodding to everything you said; you’d either find them inattentive or uninterested. Hold your views and don’t be afraid to share them. For instance, if someone tells you they think “Rafael Nadal is the greatest tennis player that ever lived,” then you can respectfully disagree:
“He is a great player indeed. I just find Novak Djokovic to have better mental strength that shows on the ground.” 
This shows that you do respect their opinion, while having one of your own. Do remember that conversations are two-way streets; you don’t want the other person to think they are speaking to a wall. Be attentive and responsive, and share your own experiences and opinions in return.
For instance, if someone is talking about how bad their day was, let them speak, ask questions, and then follow up with a little update about your day. This shows that you value the other person’s company and are willing to share details about your own experiences also. 

Details, and Lots of Them
What, why, who, how, where. These aren’t inquiring questions reserved for interrogations. These are great communication builders. Asking the right ones, at the right time, and (most importantly) in the right amount, can give the impression of interest and active listening. 
“The mugging sounds horrible! How did you even end up in a secluded street alone at that time of the night?”
“What made you think you were unwelcomed?”
“What made you decide to switch jobs?”
Questions like these show interest and a desire to want to know more. They encourage the other person to continue with their story or share more of their beliefs. Avoid asking too many or about unnecessary details though. It shouldn’t matter what time the interview was if it doesn’t contribute to the story or what the boss was wearing when he fired him. Asking irrelevant questions can minimize the importance of their narrative and make them lose interest in sharing their story with you. 
Also avoid questions that might put someone in an awkward position. For instance, don’t inquire about their abusive past if they don’t bring up the details all on their own. Don’t ask them questions that are too intrusive or controversial. Questions like:
“Why do you still not have kids? You’ve been married five years!”
“Do you always wear the same shoes to work?”
“Do you believe in Scientology?”
These are all questions that cross the boundaries of respectful conversations. Don’t inquire about their beliefs and life choices. Your questions should be a reflection of your interest in details they are comfortable and willing to share with you. 
Go Beyond the Small Talk—Having Deeper Conversations
As much as we hate to agree, we are digitally trapped with our devices and our insatiable lust for multi-tasking. We also seem to be running out of time and living in true fear of missing out. It is like a glimpse away from our screens and important updates about our childhood neighbor’s new cat will be missed. We are always distracted, always part present with the people we surround ourselves with, and partly focusing on all the other events that we are missing out on. This distraction results in disconnected conversations. Often, we feel unheard, as if our words echo back from empty walls. 
The only solution is to be fully present. We need to create conversations that are meaningful and bring value to the time that you are spending in each other’s company. As the saying goes, “Attention is the rarest and purest form of generosity.” 
It is a token of love and appreciation. By listening, we are going beyond comprehension. We aren’t just decoding messages and sending back automated responses. We are offering others a chance to open themselves up and build deeper connections. 

Make Sure You Are Connecting on an Emotional Level
The art of deep conversations does not lie in the topics you select. You cannot just build deeper connections when you speak about fears, relationships, or philosophy. You can have equally intense conversations when speaking about your work, your struggles, or even your day’s events. The secret is to listen and respond on an emotional level rather than a logical one. 
Don’t just connect ideas and concepts, but rather look into the meaning of those concepts. For instance, if a person shares their desire to go skiing on the weekend, then you can dig deeper by asking them more about their love for the activity. 
“Yes, skiing can really help one unwind, don’t you think?”
“I’ve never gone skiing, is it really difficult? How did you learn?”
“What is it about skiing that you love the most?”
“What’s your favorite place to go skiing?”
These questions help establish trust and deeper connections. Whereas “logically” you might be tempted to speak more about the weather updates over the weekend or about a recent story regarding a skiing accident somewhere. 
The idea is to form connections that are more meaningful and that stir up the right emotions in a person. If your comments would make someone think about negative thoughts, they would directly associate those negative thoughts with your conversations. 
Similarly, if you stir up positive emotions, they’ll lead to the release of feel-good hormones known as dopamine, and others will associate your company with the same emotions. Fact is, all our statements, regardless of how random they seem, have emotions connected to them. It is these emotions that nudge us to make those statements. By correctly identifying those emotions and nudging people to speak about them, we give others a channel to truly express themselves, and as a result, build trust. There are a number of questions you can ask yourself to help identify that emotion when someone makes a statement. Questions like:
	What is the person trying to say?
	What emotions or feelings are they talking about?
	How can I connect with these emotions? Have I done anything similar that we can talk about?
	When did I feel like this? What kind of support did I seek in such a situation?
	How can I make them more comfortable?

Asking these questions will help set the suggest and find direction for the conversation. It is also prevents you from focusing more on your story instead of theirs. Their story is more important, at least in that moment. 

Use Body Language to Form Deeper Connections
Depending on the relationship, you can hold hands, make eye contact, smile, look deeper into their eyes, or just imitate their body language to have a stronger impact. Try not to fidget or look distracted. Looking at the clock, out the window, into your gadget, or even the space behind the person can make the other person uncomfortable enough not to share their thoughts and fears.
Also, look for hints in their body language to see if they aren’t comfortable sharing specific details. Stuttering or speaking faster is a sign that the other person is talking about something they are passionate about. They want to share as many details as possible, but their mouth isn’t able to keep up. This is a great indicator that you should ask more questions and let them know you are all ears for as long as it takes. 
On the other hand, if they are avoiding eye contact or if they take too many pauses or the voice gets high pitched, this is a sign that they don’t really want to be speaking about this or the topic is uncomfortable for them.
They might also avoid eye contact if they want to share but just need a little more effort and time to do so. In such a case, use comfortable silence to give them the space and the freedom to decide how they want to move forward. If they change the topic, follow suit and avoid going back to it. If they continue, then just smile and nod in order to let them know you are willing to give them as much space as they need. 

Humor Your Way to Meaningful Conversations
We all love a good laugh. It helps ease out the creases of awkwardness and make the conversation flow better. It also makes it easier for someone to open up to you, since their feel-good hormones have already kicked in. But the downside to humor is that it can get unfunny pretty quickly. We all have our preferences and limitations to what we find funny, and it is best we test our waters before diving in. Try to keep the humor clean and look out for signs of discomfort to make sure you are not trespassing in uninvited territory.  






Chapter twelve
Conversational Silent, Unnecessarily Long, Redundant Killers


Soooooooo … I don’t know, somehow, if I were to, I don’t know, maybe, give out advice, I’d say please construct your sentences before you say them out loud. Nobody likes people who run behind their words trying to catch up to what they are trying to say. It is like you keep pushing the cart trying to get ahead and make it stop. You’d only end up bumping into silent, uninterested, dozed off walls for audience. Organize your thoughts and your words when yu are speaking; it makes for more credible speech. 
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The golden rule of conversation: Keep It Simple, Stupid instead of Keeping It Long or Loud! The KISS principle states that everything works well when it’s simple and straightforward. It doesn’t imply stupidity, because only a genius can remove complexity from the equation and make it interesting.
Here are some simple rules to kill the KILL and KISS with communication:
Short and concise, not a vice! 
Short, clear, and meaningful statements give listeners more to think about and keep them hooked onto the conversation. Try not to say more than a couple of sentences before allowing the other person to give their feedback or ask questions. This will ensure that they understood what you said and simultaneously encourage them to bring forward their own point, which will eliminate the chances of introducing an awkward pause.
Restrict yourself to one topic at a time.
The average attention span of a human is eight seconds. Therefore, when you talk about multiple topics at once, you lose the attention of your listener. They don’t know what you are talking about and have already drifted off to a beach or a forest in their imagination where they want to spend their next vacation. Talk about one topic at a time, and if you have more to discuss, wait for the first topic to finish before you begin the next one.
Control your emotions, control your mind.
Don’t let your own emotions direct the dialogue. Oftentimes when we are angry, we tend to get easily irritated if someone says something disagreeable. Or when we are sad, we start blaming people for our problems. Letting your emotions rule the conversation is a sure-fire recipe for causing conflict and ending it on a bad note.
Speak and enunciate.
 People cannot read your mind. So, if you are looking for advice, a solution, or an opinion, make sure to let the other person know that so they can tell you what you want to hear.
Don’t be cheeky. 
Avoid rambling on about something to show off your cleverness, especially when the other person isn’t interested. Pick up on the social cues to know whether you’ve been talking for too long or just the right amount of time. If you see the other person yawning, checking their watch or phone, or just nodding mindlessly, it’s time to stop telling your story and invite the other’s point of view. It may not feel good at first, but when you see others taking interest in what you are saying, you will be motivated to talk to them as well. Moreover, it will also help you establish long-term and meaningful relationships with people.
Umm, Yeah, IDK—Ditch the Fluff!
Crutch words, fluff, fillers, or hesitation words, whatever you may want to call them, can be conversation AND credibility destroyers. It doesn’t matter how valid your point is or how knowledgeable your observations are, if they are followed or supported with words like “I don’t know,” “ummmm,” “so, er, eh,” then you’ll run the risk of losing the essence of the message you are trying to convey. 
More often than not, you aren’t even aware you are using them. Do you have a word or a phrase you use more than you’d like to admit? Chances are you haven’t noticed it or don’t think it is that big of a problem. Like what if you like to use “like” a lot, like really way more than like necessary?
See the problem? 
You had to get through an entire unnecessary sentence that only distracted you from the main point. Do you remember what the sentence was about? Likes? Music? Better conversations?
The best way to ditch these additional words is to become more aware of the words you speak. Construct your sentences and gather your thoughts before you start speaking. Oftentimes, in a rush to make our points heard, we speak before we have even gathered our thoughts. Our minds work much, much faster than our tongues can catch up. You might think you have your thoughts gathered inside your head, but they need to be organized and distilled before saying out loud.
Record Yourself
Another great way to ensure you aren’t using unnecessary words is by seeing yourself speak. You know how we think we sing so well until we replay a video recording karaoke night? Similarly, we might think that our words sound smarter than they actually do! Simply recording yourself while in a conversation can help find filler words and help you try to avoid them. An easy and effective exercise is to film yourself every day talking about how your day went. Speak slowly and use pauses to avoid filler words as much as possible. With every passing day, you’ll realize it takes less and less effort to avoid using unnecessary words. 
Use Effective Pauses
Give your thoughts a break to reorganize. Use pauses to reassess your conversations and redirect if you are running on multiple trails of thoughts. Pauses also make the other person respect you for evaluating your words before speaking them, as a result, adding more credibility to whatever you are saying. 
When the Mind Goes Blank
When Keith Whitley sang a song about saying nothing and yet saying it all, he surely didn’t mean punctuating conversations with awkward silences that keep the other person wondering, “How do I get out of this?”
Silence in a conversation can be both constructive and destructive. Constructive silence motivates the listener to ponder and take the conversation forward. Destructive silence, on the other hand, discourages the addresser to speak their mind and halts the conversation. Thus, silence can be initiative or killing depending on how you let it grow.
Destructive silences are often created by empty spaces in conversations that cause uncomfortable, strange feelings that everyone avoids. 
Imagine you’ve joined a new workplace and it’s your first day at the office. You enter and see a group of people chatting casually by the water dispenser. You approach them, start introducing yourself, and after five minutes you are out of things to talk about. No one knows you beyond your introduction, and the silence creeps in like a sneaky lizard making everyone uncomfortable and wanting.
After ten minutes of staring at each other and some “errrms” and nods, everyone scatters around leaving you to stand by yourself in a new office. The conversational silence took over as soon as you let that pause sprout. 
This destructive silence is often triggered by the anxiety of continuing a conversation or feeling the pressure of saying the right thing at the right time.
Now the question is, how do you avoid this? How do you know that the silence is taking over the discussion, and what can you do to salvage the situation before it gets any worse? 
The destructive silence seeps in when one topic finishes and you take too long to change the subject. Asking questions and picking up on different topics within the conversation are both great ways to avoid long silences. Avoid using humor or comments about the “awkward silence” or you’ll just be diving into a car that’s going down a hill with non-functional brakes! Comments about awkward silences only add to the awkwardness and make any topic seem forced. 
Good conversations are as much about saying the right things as they are about avoiding the wrong things. You need to be able to speak with authority over your words and maintain a better control over the direction the conversation is taking. 






Chapter thirteen
A Nod to the Nod—Give Better Responses


Do you get awkward when someone compliments your dress? What do you do when all of a sudden your colleague starts showing you the cavity in their mouth? Or when the person next to you at the gym comments about your physique? 
We’ve all been in situations where we just don’t know what to say to get out of awkward situations. Or how to empathize with someone when they share uncomfortable details about their lives. Or the times our opinions conflict with someone else, we find it difficult to respectfully disagree. What would be a right response if someone comments on religion, or politics, or makes racist remarks?
Communication mastery isn’t about holding idealistic conversations with people making idealistic comments. It is about having control over the situation and gracefully conversing despite who we are having a conversation with.
Good communicators don’t have a checklist for approving the people they interact with. Their grace and charm are unwavering because they always have the correct responses for all sorts of comments and opinions. In this chapter, we’ll discuss ways and responses for different situations so you always remain in control. 
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Comments can be difficult to respond to because of their open-ended nature. It is like making a statement. The weather is nice today. What does someone say? Ask a question in response? Agree with the other person? Just nod and ignore? There are multiple ways you can respond to comments. The idea is to ensure that whatever you say helps build up the conversation.
“Isn’t it? I absolutely love sunny, pleasant days. They have such a positive vibe, don’t they? What’s your favorite kind of weather?”
Or …
“It is. Too bad I have to spend working in a cubicle. Isn’t it sad that most of our days are spent indoors?”
Open ended responses like these make it easier for the other person to continue the conversation forward and even select a connecting topic of their choice. 

Responding to Conflicting Opinions
It is natural to have conflicting opinions and to have the space to voice out those opinions. However, oftentimes, in order to defend our choices, we fail to draw lines and infringe the right of the other person to also have a different viewpoint. But do you avoid conflict or do you attack back? Is there really a middle ground where you can respectfully disagree?
There are two aspects of responding to conflict—an emotional response and a cognitive response. An emotional response is driven by our emotions. These could be anger, disappointment, frustration, or even sadness for having someone contradict your trail of thoughts. Before you can even respond, you need to become aware of your emotional state and understand whether your emotions are justified. If you feel frustrated or angry, then you need to take deep breaths and remind yourself that conflict doesn’t always mean the other person does not respect your views. It just means they have a set of their own that they have all the right to share.
A cognitive response is one that is based on internal observations. We might start conversing with ourselves instead of with the other person.
“Should I even respond to such stupid comments?”
“Does she even believe herself? The comments are completely uncalled for.”
“How am I supposed to respond? I’ll be late for work if this goes on for too long.”
“Maybe I should just ignore!”
These types of cognitive responses contribute to behavioral and emotional responses. The self-talk promotes a negative or positive feedback. Hence, you need to keep your emotions in check and continue to ask yourself whether your responses are emotion driven or fact driven. 
According to conflict analyst Ralph Kilmann, there are five types of reactions to conflict. These are:
	Competing: This is a highly assertive response that has little room for cooperation. This response shows that your needs are more important than those of others. It shows you are unafraid to risk relationships over personal objectives and goals. In communication language, it may also be considered as confrontational and aggressive. Does this mean it is a completely negative response? Absolutely not! However, it should be deeply calculated. For instance, in some scenarios, it can be absolutely necessary. For example, if you need to act decisively and make important decisions, then the feelings of others cannot take top priority. 
	Collaborating: This kind of a response is both cooperative and assertive. It shows you aren’t afraid to share your views and you are flexible enough to listen to those of others. When responding, try to use your negotiating skills to find a middle ground. It will take longer than other approaches but will allow you to find an acceptable solution. This type of a response is best suited for situations where you understand that nobody’s concerns can be compromised. 
	Avoiding: This type of a response is both uncooperative and unassertive. It shows you want to postpone or avoid the conflict. It shows you are not willing to hurt anyone’s feelings, but it can leave matters inconclusive and even disrespectful to other people’s opinions. This approach should only be used when the matter being discussed is of no importance and you understand that speaking about it more can only be more damaging. 
	Accommodating: This is a highly cooperative but unassertive response. It shows that you value other people’s opinions a lot and are willing to compromise on your own. This is a suitable response in situations where the relationship is more important than the conflict. This is a suitable response for situations where you realize that the fault may be yours and you are trying to fix the damage. In cases where you believe you aren’t at fault, try to weigh the relationship against the level of conflict. If the relationship is bigger than winning the conflict, then it might be best to accommodate and let go. This is also the right approach if the conflict is much more important for others than it is for you. 
	Compromising: This approach is all about finding the middle ground to resolve the issue. It shows that you are willing to be more flexible for the sake of finding an amicable solution for both parties. With this approach, you are ready to give up in some aspects, but also expect the same from the other party. 


Responding to Personal Stories
Unless a story involves dragons, aliens, or Batman himself, a story may not be as fun to listen to. We all love to tell stories and anecdotes from our lives, but they aren’t always the most entertaining conversations. While we’d love to share the story of how our dog loves to swim in a lake, the listener may not be very interested. And what happens is two minutes into the story of how the dog waddled all the way back to the shore, you realize the other person is absently nodding off with a visibly awkward smile pasted on their face. 
Do you continue? Stop? Add some fake drama to keep up the interest in the story? Make the dog die all of a sudden just to make the listener invested in your story? Awkward isn’t it? And it doesn’t lead to the fondest memories of the person you were sharing such a personal, heartfelt story with. It is even worse when the storyteller is retelling a story unknowing that they’ve already narrated the incident waddle by waddle and word by word before! In some not so rare cases, they’ve shared it multiple times!
Now imagine being the person staring into space with that fake smile listening to a story about a dog swimming in the lake. You probably thought the disinterest wasn’t visible, right? Well, sorry to break it to you, but it is always visible!
So, what is the best way to listen? The rocket scientist in me has figured out that the best way is to actually just listen. In our efforts to look interested, we often go overboard with the nods and the interruptions.
“I know what you mean.”
“No way! Did that really happen?”
“Wait till you hear my comparatively worse experience!”
Avoid comparing, interrupting, and minimizing their experiences. Just listen with your body and your mind more invested than your ears. Respond genuinely and offer support. When appropriate, leave little remarks related to the story, and then follow with either questions or your own experiences. Make sure there aren’t any comparisons or judgments. Keep your comments neutral and considerate of the other person’s feelings.

Responding to Political, Religious, and other “Awkward” Statements
For the most part, we all know the do’s and don’ts of conversations. We understand that there are some topics, like sexual preferences, religion, politics, and racism, that should just not be discussed. These are conversations that can cause communication barriers and conflict. However, oftentimes, people, especially those that believe they have achieved a certain level of comfort, tend to trespass on these unwelcome territories. 
The best way to deal with situations and topics that make you awkward is to directly speak about your reservations. You can say something like, “I think we can agree that this topic can have quite a few different opinions, and rightfully so. How about we move to a more pleasant topic like your new job?”
This also goes for personal topics and events that you aren’t ready or willing to discuss. For instance, if someone brings up a recent divorce or the loss of a loved one, you could directly let the other person know that it was a difficult time and you aren’t ready to discuss it yet. 
If you can’t directly stop the other mid-track during an awkward discussion, try to change the subject without it being too obvious. For instance, if the other person is discussing political news, you could try changing the subject by bringing up something else that was also in the news. 

Responding to Topics You Aren’t Knowledgeable of
Ever been a part of a conversation where two people were discussing something like cricket while you had absolutely no idea or interest in the game? Things could get awkward pretty fast if you don’t know how to contribute to a conversation. The best approach is to find a way to change the topic. Pick up a thread from the conversation and gradually change the subject. For instance, if the other person is discussing fashion, then you could use this as a cue to start speaking about the weather. For instance, “It must be pretty difficult to follow trends when the climate is getting warmer around the globe!”
You could also abruptly change the topic without an excuse. Wait for the other person to finish their story, and then move on to another topic. Chances are, the other person would take the hint and follow you along with the new topic. 
“This sounds interesting; however, I really don’t have any idea about robotics. I am more invested in sustainable energy and how it can help curb climate change. What do you think is the main reason behind these drastic climate changes?”
Asking a question in return shows you still value their opinion and their presence, but you’d rather speak about a topic you are more comfortable with. You wouldn’t offend them by changing the subject to something more mutually interesting. However, you can offend them by faking interest. 

Responding to Too Much Information
Oversharers can be difficult to deal with. You really don’t want to know who the person met on their commute to work or what they had for breakfast. But some people just cannot find the balance between sharing an interesting story and starting a verbal journal about their life. 
The best way to deal with it is to not look too invested in the story. Avoid giving out over-excited looks or comments. Also, try not to have too much time on your hands to let the other person run widely down memory lanes. Don’t ask too many questions; rather, actively listen. 
You can also interrupt with something like:
“This really sounds amazing. Maybe we could get back to this story when I have more time.”
“I am sorry I am not able to follow. Maybe you could briefly sum up the story?”
You might sound brusque, but it will help establish healthier boundaries, especially since you’d like to continue with the friendship. Being up front about your responses helps maintain healthier relationships in the long run. 
The art of conversation relies on the quality of responses from all parties concerned. Give one dead-ended response and the communication structure you tried so hard to build can easily come crumbling down. Sure, you could depend on the other person to provide qualitative responses or at least respond with statements that are at par with yours. However, ask any master conversationalist and they’d tell you they always keep the ball in their court. 
Whether they are dealing with conflicts or responses equal to those given by a hard-brick wall, they know how to keep the momentum going. A good response, regardless of the situation, the receiver, and the topic, can help you attain communication mastery like no other! 




Chapter fourteen
Creating Emotional Connections


As John Donne puts it, “No man is an island.” Humans are inherently built to establish emotional connections with others, but most of us don’t know how to do that. Whether we are forming friendships or just talking to a stranger on the bus, we want to have meaningful conversations that can help us build better connections.
However, with people being addicted to their phones, it’s hard to have a conversation that goes beyond the basics. The hustle culture keeps us on our toes, wanting us to stay up to date about what’s happening all over the world but missing out on the things that are right in front of us. Ultimately, the conversations become transactional, and so do the relationships.
The key to creating emotional connections is to make people feel heard, seen, understood, and valued. The challenge is to develop a good listening ear that makes others feel comfortable and accepted.
Practice active listening by responding to what you’ve heard through your words and body language. Don’t get side-tracked on your phone while someone tells you about their day, prompting them to say, “Are you listening to me?”
By showing interest in someone else, you get them to be interested in you—and that’s how emotional connections are established. 
When both parties let each other in, a strong bond is created. You are both eager about peeking into each other’s past, cannot wait to the share the funny thing that happened at work, and open up about what’s hurting you when you are sad. Once you start letting your walls down bit by bit, the conversation starts flowing. As a result, even the silence becomes comfortable, and you don’t have to worry about filling the gaps in conversation.
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Vulnerability Is Strength
You want to be heard and seen, but the fear of being judged and rejected prevents you from putting yourself out there. Vulnerability can be uncomfortable, even scary, but it is where joy and love sprouts. By being vulnerable, you let your guard down and tell people that you are human, capable of making mistakes and having feelings. 
In this openness lies strength. You tell others that you own your actions, mistakes, and everything in between, and that gives you the strength of being genuine and remarkable. 
Embracing vulnerability:
	Empowers you to be original and authentic, and as a result, you are no longer worried about pleasing others.
	Allows you to build empathy. Letting others in makes it easier for you to understand and share feelings, and motivates others to do the same. Subsequently, you become more empathetic and willing to love and forgive easily.
	Can help you accept and deal with your emotions rather than discard them as a liability. The result is good mental and emotional health.
	Makes you brave. When you embrace your true self, you show the world you are not afraid to own your feelings.
	Helps you build meaningful relationships. The people who accept you as you are, are the ones that are meant to stay in your life.

Going out with people you don’t know is vulnerable. Telling someone they hurt you takes a lot of courage. Expressing your love for someone is nerve-wrecking. Sharing your past traumas with the person you are in a relationship with is scary. But doing all these things ensures that you will have a full life with zero regrets.


Talk About Yourself, Your Fears, and Your Aspirations
You’d be surprised how a personal anecdote can juice up the conversation. Talking about yourself gives others an insight into what kind of a person you are, what you care about, and what you’ve been through in life. This builds a strong foundation in a relationship, whether its personal or professional. It fosters a sense of safety in people and makes them trust you.
You don’t have to get too personal to make the other person feel comfortable. Talk about things that you are passionate about, and that excitement can be infectious.
Here are some ideas that can help you get the conversation rolling:
	Talk about your job or hobby project you are working on.
	Initiate a conversation about what’s bothering you in terms of social or political issues and why.
	Share your flaws. This can be a good conversation initiator as well, because having a flaw is human, and there’s nothing embarrassing about it. Just make sure not to overshare your problems, leaving the other person to feel overwhelmed.
	If you’ve learned something new, share your experience about it.

Don’t feel compelled to overshare or overcompensate. Creating an emotional connection is a long process that takes courage and patience.


Questions that Create Emotional Connections
Creating connections with people, especially new ones, is often initiated by going through a series of questions. This is true for any setting, be it a date, professional event, or a coffee meetup with an old friend. You run down a series of questions hoping that by the end you will know more about that person and it will bring you closer to each other.
Oftentimes, these questions are general, covering the surface level stuff, the answers to which can cause frustration rather than connection. Engagement only strengthens the bond if you go deep, beyond the surface, and put your guard down. But there’s a fine line between getting close and being nosy. Too personal and it can cause someone to walk away, too distant and it can prevent you from getting close. 
Bottomline is that the type of questions you ask someone can make or break a connection. Asking about topics that people care about is one of the safest ways to get them to open up. Learn about their interests and what keeps them going in life. It doesn’t need to be complicated. Sometimes the simplest things have the most profound effect.
Here are some questions that you can ask to create meaningful connections:
	As an alternative for “How are you?” try “How are you really doing?” This will let them know that you are not asking this question as a courtesy but are interested in knowing about their state of mind and life. A simple word like “really” adds an element of care. If they give a one-word response, follow up with them about why they are feeling like that. If relatable, share with them how you are doing too.
	“What excites you?” It is easier to connect with someone if you know what they love. They might end up teaching you about it, and you’ll get to know something new. By creating common interests, you will have something to bond over, and it will open new avenues for conversation.
	“What are you working on?” is one question that will give another person the freedom to answer it however they want. They can talk about their job or a pet project they’ve been working on in case they are unemployed. Moreover, it’s a better alternative than “What do you do” as it doesn’t come across as a question that wants to pry into their life. 

For every question you ask, don’t forget to accompany it with a follow-up. This will give you a chance to learn about the individual and acknowledge them for who they are.


Gratitude Builds Connections
How often do you thank your friends for giving you support? When was the last time you talked to your mom and told her how grateful you are for her presence? We often take relationships for granted and forget to thank the people who are the closest to us. Research shows that expressing gratitude improves the quality of relationships and makes them stronger.
By telling someone how much they mean to you and thanking them for all the time and efforts they put in, you are showing them that you encourage their efforts. This shows them that you are responsive to their needs, and it makes them feel instinctively closer to you.
A study related to gratitude observed the trend of giving gifts in sorority sisters.1 In the first week of the school term, senior sorority sisters presented new members with gifts. Researchers deduced that the younger participants who thanked the seniors felt closer to the ones who gave the gift. In simple words, when people feel grateful to someone for doing something for them, they are motivated to work on the relationship.
Gratitude not only helps foster new relationships, but it plays a key role in maintaining old ones as well. Studies have shown that partners who are appreciative of their other halves are more committed to their relationships and in tune with their partner’s needs. Feeling grateful to your significant other shows that you are willing to go an extra mile to make the relationship last.
It can be difficult to remember to tell the other person that you’re thankful for all that they do for you. We assume that the other person already knows this, or we forget to make time for a small gesture of appreciation. Let this be a reminder that no matter how busy or hectic life gets, a small thank you can go a long way in bringing you closer to your loved ones.

Don’t Hesitate to Go First
Taking the first step in starting a conversation, especially with someone new, can be a rewarding experience. It could be that the other person is unable to initiate the exchange because they are shy or scared of talking to strangers. By interacting first, you let them know that you are willing to invest time and get to know them.
Once the conversation gets going, neither of you will feel like a stranger anymore. But in order for this to work, you have to show them that you value their opinion and are interested in listening to what they have to say instead of just stating your points. 
If you are not sure how to take the lead, just start with a simple “Hello, how’s it going?” The response in terms of both words and body language will guide you in continuing the conversation.
Putting yourself out there and starting a conversation can be scary, but beyond this fear lies the comfort of knowing that you will get to know and build a relationship with a new person, and that person will ultimately influence your life for the better.

Offer Comfort
“I know that you are going through a tough time, but it will get better eventually.”
“I understand how you are feeling. I know you are upset because …”
Simple sentences like these can be a saving grace for someone needing comfort. They let the other person know that you acknowledge their feelings rather than discarding them as something unnecessary.
When someone is going through a hard time, they look for people who can offer them comfort through their words. A kind listening ear, a hug, and attention is all it takes to let them know that you care about them.
Here are a few ways that you can be emotionally present for someone:
	Acknowledge their feelings by using the same words they use. If you can relate to them, let them know how you felt the same way in the past and what you did to get out of that situation.
	Ask them why they are feeling the way that they do. Oftentimes, we fail to understand the underlying cause of our emotions, causing us to spiral around. By asking them this question, you can encourage them to dig into their emotions and figure out the actual triggers.
	Don’t undermine their pain by telling them other people have bigger problems. Stay present for them and offer your listening ear and crying shoulder so they can get through it.

Sometimes the best thing you can do for someone is to offer them comfort through kind words.
We are all driven by emotions, regardless of how detached we are from the subjects. Being able to connect with someone beyond the surface ensures that you have successfully been able to leave an impression. We’ve all met people that we have become comfortable enough to share our concerns with, or with whom we open up to about topics usually discussed with close ones. 
It is people like these we look forward to meeting again and remember with the warmest of memories. Just a little effort and genuine, heartfelt interest in what someone is saying to you can help build that comfortable bond with whomever you meet. 


1. A.S.B.H.J.G.S.L. (2018a). Beyond reciprocity: Gratitude and relationships in everyday life. APA PsycNet. Retrieved October 26, 2021 from https://psycnet.apa.org/record/2008-06717-013





Chapter fifteen
The Bad and Ugly of Conversations


How many times have you said something that you instantly regret? The conversations where your emotions and desires led the way and you ended up offending someone. Small conversations can turn ugly with just one wrong sentence.
“Do you think you know what you are doing?”
“Well, if you did it, it was bound to be wrong!”
“Who do you think you are?”
Sentences like these can instantly change the direction of the conversation from pleasant to uncomfortable. Topping this off with a false sense of righteousness, blame-game, and rigidity will intensify the argument and can even put a permanent damper on the relationship.
The best way to steer clear of the bad and ugly side of conversations is to self-analyze by asking these questions:
	When were you last in a conversation that turned ugly and how did it happen?
	Did you make any arguments to justify your position, or did you blame the other person in any way?
	How does finger-pointing impact the relationship?
	If you were more accepting of others’ opinions, would you encounter the same dilemma?

Here are some types of people who can easily fall into the pitfall of ugly conversations:

The Gossip Guru
“Don’t tell anyone, but I just heard Rachel has gotten back with her ex.”
“Jackson just got a promotion, but I don’t see him working; he’s always hanging out with his friends.”
How would you feel if you heard someone talking about you like that? Not a good feeling! This is why gossips get a bad rep! A gossiper is generally seen as untrustworthy, unlikeable, and weak. No one likes to believe someone who goes around talking behind others’ backs. 
How many times have you started a conversation with “I don’t like to gossip but …” and see the conversation drift into an endless sea of unspeakable?
Gossiping is akin to eating a donut for breakfast—temporarily delicious, but it leaves you with an icky feeling. That’s because you are passing a judgement or speaking ill of someone who isn’t there to defend themselves. It can easily lead to miscommunication and spreading false information.
Keeping a relationship, whether it’s personal or professional, is a challenge, and it can be easily jeopardized by gossiping about others or gossiping in front of them. To avoid falling into this trap, commit to avoid gossip in every scenario—both sharing and consuming it. If you hear someone gossiping about others, try to speak up in the accused’s defense or simply change the topic. This will save you from consuming a lot of negative energy. By practicing self-restraint, you can achieve the glory of being a non-gossiper!

The Negative Ninja
Someone just came up to you with an idea of opening a restaurant that they’ve been working on for the past few months. They are excited about starting a new business, scared of running into loss, pumped about trying out something new—in short, filled with mixed emotions. They start telling you about their plans, and your response is, “Are you crazy, that’s impossible.” WHAM! You just slapped them in the face with your negativity and crushed their dreams!
To build strong connections, you need to ensure that you are not labelled as a “negative ninja” by your peers. Here’s a quick self-evaluation kit to identify if you are one:
	Are you in the habit of expressing negative views on all subjects?
	Do you constantly complain about other people and how they’ve done you wrong?
	Do you have a downbeat attitude about life in general?
	Lastly, did you become defensive in response to these questions, claiming not be a naysayer?

It’s okay! You can always change your attitude and stop yourself right before you say something negative that makes the other person feel small. The secret to having long-lasting, meaningful relationships is to make people feel valued and treasured. By responding positively to their ideas and beliefs, you assure them that you believe in them and value their opinions.
The flipside of the coin is that you are surrounded by naysayers who put a damper on your mood and won’t let you move ahead in life because they think it’s not worth it. These negative ninjas can be in the form of your friends, acquaintances, or even family. To deal with them, assess where they are coming from. If their background and experiences seem relevant to you, maybe they intend to warn you against the disappointments they’ve come across in life and protect you. But if you see them naysaying to everything you say, try to change the topic, and don’t engage in the conversation. 
Don’t deny yourself the life you want by listening to people who would object to everything you say. At the same time, make sure that you are not being a negative ninja to someone else in your life!

The Opinionated Octopus
Have you ever come across people who always presume they know better than you? Who are always correcting you—“It’s not your, it’s you’re”? These people always have an opinion about whatever you say, and that opinion is “you’re not doing it right!” Sometimes they are telling you that you’re using the wrong words, other times they are telling you that your life choices are not good enough. They can’t seem to refrain from passing a negative judgment about whatever you do.
How do you communicate with people who don’t hesitate to turn into an opinionated octopus? Try and see if the following tips work:
	Build up your boundaries.

When a person forcefully imposes their opinion on you, respond asserting your opinions by using “I” statements. For example, if someone comes at you with “do it how I tell you to do it” or “you need to resolve this how I would,” the best response would be “I think my approach would work better” or “I’d rather take care of it the way I see fit.” By using the “I statement,” you make it crystal clear that you can exert your right as an adult. If they insist on changing your opinion, try not to engage in justifications and repeat that “it’s my choice.”
	Change the subject.

If, despite your hints, someone persists to continue an unpleasant issue, change the topic, and take control of the situation. Come up with a set of different questions unrelated to the previous topic and something that interests them. Completely cut off their unsolicited advice and shift their focus to the new subject.
	A “thank you” goes a long way.

An effective way to terminate an unwanted conversation is to say “thank you” in a firm tone. It’s diplomatic, yet assertive and powerful, and tells the other person that their opinions are no longer welcome.
Something like these statements can easily put a full stop to the unsolicited advice:
“I appreciate you giving your opinion. THANK YOU.”
“This is how I choose to look at this issue, but THANKS.”
“I’m satisfied with the way I decided to handle this, but THANKS for the feedback.”
“You’ve made your point, THANKS.”
When you are firm in setting your boundaries, a socially aware person will understand the cue and back off with their opinions.
If all these methods fail, walk away from an opinionated octopus, and maintain a healthy distance so as to not compromise your emotional and mental health.

The Pseudo Scholar
Everyone wants to talk smart and establish themselves as an authority on a subject. Being labelled as dumb and stupid is probably your worst nightmare. The right way to sound smart is becoming smart by reading, learning, and acquiring knowledge. However, some people take this the wrong way. Instead of studying and understanding new things, they grasp the surface-level knowledge of different topics and randomly throw facts in conversations, often without context, to sound smart. 
A key characteristic of these pseudo scholars is that they love to be right all the time! Where a smart person listens and ponders over someone’s point of view before coming to a decision, a pseudo scholar outright rejects them and deems it incorrect.
The sole purpose of acquiring knowledge for these people is to appear smart and boost their ego. If you have someone like that in your circle, the best way to communicate with them is by being honest with them. You can take the direct approach and call them out for their lack of knowledge. However, be gentle with your words. Instead of saying something like, “You are just a pseudo-intellectual,” say something specific like, “I think you’re wrong about this, and I have actually read up on …”
If the pseudo scholar you are interacting with is in the habit of name-dropping, try to ignore them and deflect the conversation towards something that’s meaningful and can add up as a positive contribution.

The Awkward Commentator
You go out for a coffee with a group of old friends, after a long gap, and you go through the regular series of questions about how they are, what have they been up to in the past few years, and how life is going. After you’re all caught up, the conversation lulls. You exchange complements and uncomfortable pleasantries until it’s time to go, and on your way back you are thinking, “Why did I even go to this gathering!”
Sadly, these types of situations happen to everybody at some point in life. They’re uncomfortable and awkward, and make you feel ridiculous.
Some people have the natural ability to keep the conversations flowing while others have to struggle with finding the next thread to pull. If you belong in the latter category, identifying the triggers that turn you into an awkward commentator can help salvage the conversation.
Awkward conversations are usually a result of unprepared speeches and thoughts. Good conversations require good, thought-out content. Awkwardness seeps in when you speak faster than you think. You need to know whether your mouth is voicing out the words you truly want to say and if the person you are speaking to is the right audience. 
For instance, a conversation about what you had for lunch might just be a norm with your partner or a close friend, but talking about how you didn’t have time to floss after lunch might not be the best thing to say to someone you bumped into on an elevator. 
We all get into those awkward moments every now and then, especially in moments we get too carried away or form comfortable bonds with the person we are communicating with.  However, if awkwardness is the middle name of every conversation you’ve ever had, then you need to reevaluate the content. 
Try to speak slower than usual. Take comfortable pauses to gather your thoughts, and always ask yourself if your audience is suitable for what you are about to say. 

The “Funny” Offender
We all love a good laugh, in fact laughter is therapy. But what if that laugh was at someone else’s expense? A joke that’s meant to offend someone carries a negative energy in the air, not to mention undermines someone’s self-esteem.
Zingers are the core of negative humor. They are meant to put down or intimidate others. And when others laugh at those zingers, it cultivates a sense of validation in the offender.
In several cases, the victim of this humor has to endure not only the pain of being insulted but is also told, “It’s just a joke, why are you taking it so seriously?” By hurting and blaming the person for being hurt, the offender aims to establish a position of control where they can dictate how others should feel.
If you’re the one in the “funny offender” seat, think about whether your humor is hurting others or making them laugh. Make sure that it’s not sarcastic, condescending, or mean-spirited. If you’re dealing with someone who keeps putting you down using the aid of jokes, call them out and let them know that their jokes hurt your feelings.
We all have our shortcomings, and that’s what makes us unique. We could offend someone even if we are super careful about what we say, simply because the other person was in a bad mood, or because we didn’t truly understand their perspective or limitations. And that is completely alright. 
However, if we let our words run freely without any check and balance, we do run the risk of becoming victim to the above-mentioned labels. Now ask yourself, which of these labels can you associate with yourself? Do you really want to be carrying these moving forward? Pauses, understanding, and evaluating what you speak can go a long way in making your conversations more meaningful and influential. 






Chapter sixteen
Become the Authority


When people interact as individuals or groups, there is usually a conscious or subconscious process of establishing a power dynamic in the relationship. Most of the time, one person or party dominates the entire conversation and ends up having more power or authority than the other. There are two ways the other party respond to this dominance—either they accept it willingly and participate re-actively in the discussion or they can get frustrated by this power play (especially if the first party is behaving in an egotistical way) and respond by sulking or showing boredom.
To avoid being in the latter category that is dependent on others’ behavior, it’s best to establish yourself as an authority that dominates the conversation. Therefore, it matters how you show up. A powerful presence can set the tone of the conversation and be a guiding force for both personal and professional relationships.
However, becoming an authority in a conversation is not an easy job! It takes a range of skills starting from how you speak to how you deliver your speech. It isn’t just about saying smart and intellectual things, it’s about making sure what you are saying gets through to the other person through body language, tone of voice, inflection, and careful selection of words and pauses.
Authoritative people are born; it’s a learned skill that is cultivated and nurtured over time. You’ve seen motivational speakers and professionals commanding the room with their powerful stories. Do you think they were born this way? No, they worked on it for years, finding the right way to communicate their stories through different exercises, practice sessions, and more. And in this, there’s hope for people like us who want to establish an authoritative presence and get through to people.
However, there is one thing you should be careful about when trying to master this skill—authoritative is not aggressive! A lot of people start sounding aggressive in an attempt to be assertive. If you feel like you are crossing that line, ABORT! It is not the right way to influence people. Relax your throat, adjust your body language, and try these techniques:

Read, Learn, Apply
If you want people to trust your judgement and consider you an authority in a field, you need to know what you are talking about. You should be confident about what you are saying so that if someone comes up with any counter questions, you can correctly answer them instead of going, “Ummm, I’m not sure.” And the only way to become an authority on a subject is by reading and learning relentlessly.
Learning is an on-going task. It’s not something that you do to earn a degree or a job position. It’s a long-lasting way for people to establish themselves as an authority.
However, it helps if you can establish yourself as an authority in a particular area or niche. You can read everything about it, starting from the what to the why to the how —and going further beyond. 
But don’t turn into a person who’s all talk and no action!
Whatever you learn, try to apply it in practical life. If you’re into learning about spiritual enlightenment, try practicing meditation daily. If you’re into reading about gardening, apply it in your own garden and grow some pretty plants. If you are interested in star gazing, try to get the right equipment and record star movements. If you’re reading a conversation mastery book (like this one), practice the tools and tips to communicate better.
In short, everything you read and learn that is good, apply it in your life. This will give you an edge when you try to establish yourself as an authority in the area. It will also show the other person that you are speaking from experience rather than just passing on what you’ve read. 

Volume, Pitch, and Pause
When we talk about communication, we are often focused on the right words to say. How to say those right words is often disregarded. But the truth is, your vocal delivery matters as much as your words.
Research conducted by Dr. Albert Mehrabian, a professor from UCLA, concluded that our voice delivers around 38% of the message. This proves that how the message is received is greatly dependent on how it is conveyed.
Would you listen to someone who talks to you in a monotonous, robotic voice? Most likely not! You’d find it boring and unconvincing, even if the information they are relaying is important. Similarly, when you are conveying a message, controlling the volume, pitch, and pauses can ensure that you are delivering what you intend for the listener to understand. By simply changing these three characteristics, you can convey your emotions as bored, angry, happy, or sad.
Here’s how you can use these three key elements to your advantage and make an impactful conversation.
	Volume: We all have a natural volume that we use in normal conversations. However, when you are excited or angry, your volume automatically rises. When you are sad or anxious, it goes down. You can control your volume to convey the desired emotion to your listener.

This can be done through practice. Try speaking with a friend in a large room. Ask your friend to move closer and farther, and adjust your volume levels accordingly. Change the tone of your voice with respect to the emotion you are trying to convey, and check if your friend can still hear you. You can also practice by imaging people at a different distance and see if you can control the volume.
	Pitch: Your pitch is determined by how fast your vocal chords vibrate. In some places, a deep voice is considered authoritative or strong whereas high-pitched voices are rendered as a sign of weakness. Although there is no evidence to this theory, as a speaker, you should be aware of these assumptions if you are trying to convey a specific message.

Another thing to remember is that men and women have a different pitch range. Men usually have low pitch voices, and women can go higher. Therefore, it may not be possible for both men and women to match the pitch.
	Pause: Pauses are used to transition from one point to another. Usually, short pauses are introduced at the end of a sentence, and longer pauses are used to punctuate a paragraph. Pauses are also used to emphasis a point or create suspense.

You can use these three elements to add impact and variety to your voice.
	To establish yourself as an authority, speak in a slow pitch and loud volume.
	To demonstrate honesty, talk slowly in a low volume.

Determine what message you want to convey, and adjust volume, pitch, and pause according to it.
Fact is, when it comes to becoming an authority in conversational mastery, you have got to fake the art till you learn the craft. From the way you speak to how you carry yourself, you need to embody the confidence of someone who knows exactly what they are saying. 
You could be saying something worthy to be published in the headlines tomorrow, but if your delivery isn’t correct, it won’t have the necessary impact—just like the headline of a newspaper! It isn’t always the most important piece of information that covers a front page, but it is what covers the front page that becomes the most important information. Does that mean the quality doesn’t count at all? Anything but. Let’s take the newspaper analogy again. 
Say the headline reads, “The World Is About to Change in the Next Seven Days. Here’s How!”
Would you purchase the newspaper? It’s very likely that you would because there is information that you might not know of, or a point of view you hadn’t read before.
What if the headline to a newspaper reads like this, “It Is Sunny and Pleasant Today, Good Day for Groceries!”? 
The headline might grab your attention, but bleak chance you’d invest time and money on the whole deal. Similarly, authoritative conversations rely on good content as well as impactful delivery. 






Chapter seventeen
Stepping Up


Good conversations don’t just happen; they require constant input from both ends. But sometimes, in an effort to listen or provide comfortable silence, things just get awkward. At other times, you might just be forced to remain silent by someone that has not yet learned the art of good conversation or active listening. You could keep a copy of this book with you to hand out to anyone that isn’t playing by the rules. Or, you could keep the secrets to yourself and use the power of assertiveness to step up and claim your right to a conversation. 
Often, you will need to make sure you are heard or step up to save a conversation about to die a super silent death. You will also meet people that won’t be willing to give your opinions the respect they deserve or that disregard your opinions in a group. It is times like these when you need to keep your cool and use tactic and emotional stability to deal in a way that not only gives you a chance to speak but also helps establish your position as a master communicator.

[image: image-placeholder]Emotional Intelligence for Effective Communication
Emotional intelligence is our ability to understand and control our emotions in different scenarios. A lot of stress is given on the understanding and learning of emotional intelligence by organizations for their employees, especially those in leadership roles. 
EI is the ability to be able to say and do what you truly want to do. It can help you speak what you truly want to speak without being ridden by emotions. When the value of your presence is challenged, it is easy to lose control of your emotions and act aggressively. However, doing so can jeopardize the very position you want to create for yourself. 
Emotional intelligence is a simple art that requires a lot of practice to master. All you need to do is to be able to identify your own emotions as well as the emotions of those around you. You need to figure out how you feel, internally rationalize whether those feelings are justified, and determine what you need to do to ensure you don’t let those feelings negatively affect your environment. All this assessment needs to happen before you take any action ridden by those emotions. Emotional intelligence teaches us self-control and self-evaluation so as to have mutually respectful conversations. 

Entering Conversations
As if holding conversations with people directly interacting with you wasn’t difficult enough! Entering conversations can be quite a challenge, especially if you haven’t been requested to join in. The best way to enter an on-going conversation is to physically join the circle first. You could quietly ask for permission if it is a small group of people. 
“Excuse me. Do you mind if I join you guys/sit here?”
In situations where there may be small groups of strangers holding conversations together like at conferences, workshops, networking events, etc., you can join in by introducing yourself.
“Hello. My name is John. Mind if I join you guys?”
You could also silently join conversations that aren’t happening in closed off groups. For instance, if a group of colleagues are discussing something in the coffee room, you can just enter by making a comment wherever you find an opportunity. For such scenarios, you’d need to start by intently listening to the conversation. What are they talking about? Is it something that your conversation would bring value to? Is what you want to say important enough? Is it a conversation that allows for contributions from people outside the group?
Try not to enter conversations that don’t have room for interruption. For instance, if there is a conflict going on, then avoid jumping in unless it requires mediation. Similarly, if two old friends are catching up, then speaking about your own school days would just be out of place. 


Dealing with Interruptions
What do you do when someone keeps cutting you off? It can be quite frustrating, and as much as you’d like to call them out on it, it isn’t the best course to take since it can weigh the conversation down. You could also do what they did and cut them off. But soon enough it would turn into a battle of who cuts whom off faster? Not the best path to take in any adult conversation. 
Interruptions are rude and counter-productive. But how do you deal with them? How do you let someone know they are being rude without telling them that they are being rude? You put your now mastered communication skills to work to help make your case heard, especially if you are dealing with someone that loves to interrupt mid-each-sentence. 
When deciding how to deal with constant interruptions, you need to ask yourself two things—why the other person is interrupting and whether your part of the story is important enough to do something about it.
If you aren’t sharing anything important and are dealing with someone who interrupts as a hobby, you’d do best by letting it go. Let them ride the rollercoaster all on their own until they tire of it. 
There are also situations where the other person is so invested and excited to share their two cents that they have little control over how they are reacting. In such a situation, it would help to politely point out what they are doing:
“You really love talking about horses huh?”
“I can see you are very excited. What I was trying to say was …”
If the interruption is during an important conversation, like an office meeting, then the best course of action is to be assertive. If there is this one co-worker that loves to interrupt, then the best course of action is to set your expectations straight.
“I would love to share my views and listen to yours as well. But I believe it would be more productive if I were allowed to finish without interruptions. Thank you.”
Doing so will set the tone for what you are about to share, and it will also be helpful in case someone does interrupt. You can politely remind them that you had requested to not be interrupted.
“Excuse me, John. I am sorry for not letting you finish, but could you please reserve your comments for once I am done? Really appreciate it!”
Again, how you deal with interruptions depends on who you are dealing with as well as the situation. If you are constantly interrupted by someone making funny remarks in a group setting, then the best course of action is to keep going. It would be counterproductive to ask them to reserve their comments until later. 
“One moment, let me just finish what I was saying before I forget.”
Saying something like the example above would assert authority and remind the other person that what you are saying is equally important. If the interruption is coming from someone that isn’t doing it as a hobby, or too often, then it might help to just hear them out. Their interruptions might turn out to be valuable. Rather than getting offended, you could respond by asking more questions. 
This would show that you are more concerned with discussing the right ideas rather than getting a chance to speak. 


Commanding Respect
In an ideal world, we would be valued for all the amazing things that we are. But we don’t live under ideal circumstances, and oftentimes we are required to remind others of our right to respect. All sorts of sexual, racial, professional, and even personal biases lead people to disregard others and their opinions. In situations like these, you can respectfully command respect through your body language and the power of your words. 
In order to command and demand respect, you need to first believe that you are worthy of it! You cannot expect others to respect you with opinions that you aren’t too confident about yourself. You will need to believe that what you want to say is worthy of being respected and accepted, even by those that don’t agree with you. 
Killer sentences like “I don’t know,” “I am not sure,” “Maybe if …”  can be detrimental for how people perceive you. In order to assert authority and command, you need to be certain of what you are saying and say it with complete confidence. 
As discussed previously, self-doubt is easy to detect and easier to reject. So, you need to start with giving yourself the respect you deserve, and everyone else will follow. Believe that your ideas and your opinions carry great value, even if they are unpopular opinions. 
Make sure your first impressions are ones to leave a lasting authoritative influence. Dress right, and walk like you own more than just a fancy dress! Maintain eye contact with people you are speaking to and smile. Nothing speaks confidence like a warm smile and a confident look. Try not to fidget or look nervous or give out a shaking sweaty palm for a handshake. 
Act as if you are always on camera; you cannot have a straight posture one second and then drooping shoulders the next. Know that someone could always be watching, so you always need to be the best version of yourself. 
Remember that there will be people critical of your views, and that’s alright. That is a war they need to fight with themselves. Their opinions aren’t a reflection of who you are. You are not what people think of you. You are what YOU think of you.
If they are critical of something you believe is positive about you, then embrace it! So, if someone thinks you are over-confident or act like a know-it-all simply because you know how to hold great conversations and because people respect your opinions, then wear it like a badge! 
You need to become immune to pressure from others in order to grow. Great communicators move on to become great leaders. There will be people who wouldn’t want that for you, and that is alright. You just need to make sure you don’t let their criticism change the way you hold up, lead, and win a conversation!






Chapter eighteen
Social Scripts for Guidance


We all need a little help here and there don’t we? If only someone would give you a handbook for always saying the right thing! Social scripts are simple guiding tools used to help communicate better. 
There are social scripts for kids with special needs to guide them on how to deal with specific situations. Businesses have social scripts to help employees identify expectations and calls to action. In communication, social scripts are like little helpers holding your hand to get through different situations when you are just starting out. 

What Are Communication Social Scripts?
Social scripts are short sentences that help build up conversations for someone learning to communicate effectively. These are pre-stored messages and phrases to be used in specific situations. Social scripts can help build great conversations by always knowing what to say. This chapter highlights some useful social scripts for different scenarios for your reference. 
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Holders, Maintainers, Interjections
These are situations where you are trying to keep someone’s attention or maintain the essence of a story. You could use these when narrating a story yourself, or when letting the other person know you are actively listening to theirs. Following are some great examples:
	“And then guess what happened?”
	“Are you sure?”
	“And then …”
	“Can you believe this?”
	“For instance, …”
	“Great idea!”
	“No way this happened!”
	“This is so amazing.”
	“You know what else?”
	“How about that, huh?”
	“I understand what you are saying.”
	“Really?”
	“I know right!”
	“Don’t you hate it when that happens?”
	“I didn’t know.”
	“I see.”
	“I hear you alright.”
	“Tell me about it.”
	“Right.”



Attention Grabbing Scripts
As the name suggests, these are used to grab someone’s attention. These can be used at the start or in the middle of a conversation.
	“Guess what happened?”
	“Can you help me?”
	“Hey there.”
	“Can we please talk?”
	“Hello. How are you?”
	“Could you please listen to me?”
	“Excuse me.”
	“By the way …”
	“We need to talk.”
	“Pardon me.”
	“I have something I’d like to say … “
	“What’s going on?”
	“Did you know what happened the other day?”



Setting Context
These are great for those awkward pauses, to get the momentum back in a conversation, or even to start a conversation with someone you bump into. Context setters are like that little push you need to get the cart wheel rolling down the hill. These can really get the conversation going like a charm!
	“I am so bummed!”
	“I have a superb idea!”
	“I’d like to tell you something.”
	“Guess who I just bumped into?”
	“Did you see the game last night?”
	“I’d like to show you something.”
	“Something really interesting happened over the weekend.”
	“Can you tell me how you do that?”
	“Did I tell you about that one time?”
	“You have got to brace yourself for this one!”
	“Do you have a minute to hear this story about …”
	“Guess what went down at the mall today?!”
	“How was your trip?”
	“I completely forgot to tell you …”
	“Oh my gosh, I can’t believe I forgot to tell you …”
	“Remember that time we went to …”
	“So what else has been going on with you?”
	“What have you been up to lately?”


Transfer Questions
These are questions that nudge the other person to get more involved in the conversation. They send the proverbial ball in the other person’s court to carry the conversation forward. Here are some great examples:
	“What do you think?”
	“Have you ever done something like that?”
	“Would you like me to show you how to do that?”
	“Know any good jokes?”
	“Have you ever been there?”
	“What about you?”
	“What would you have done?”
	“Do you think it was a good idea?”
	“Did you find it interesting?”
	“What would you have done?”
	“How do you feel about this?”


Repairs
These are used in situations where you would like another chance to fix something incorrect or inappropriate that you’ve said. These can also be used in situations where you would like the other person to reconsider what they have said or repeat something you did not completely understand.
“Can you repeat that?”
“Hold on, I need another minute to think about this.”
“Can you please wait for a minute?”
“I can’t believe I said that!”
“Excuse me.” 
“I need a moment to gather my thoughts please.”
“I think I misunderstood you.”
“Let me put it this way …”
“Allow me to explain myself.”
“Wait, let me try again.”
“Not exactly like that.”
“Let me think of a better way to explain this.”
“I think I made a mistake.”
“That’s not what I was trying to say.”
“I think I screwed up. Let me try again.”
“What I meant was …”
“Let me rephrase that.”
“Could you please make it clearer?”
“I can say it again.”
“Could you please say it again?”

Closures
These are all about making impactful closing statements. The kind that leave room for more conversations in the future. These are also great for those awkward times where you are running late and would like to excuse yourself.“I am sorry, but I really need to be leaving now.”
	“I’d love to continue but …”
	“I had a great time. Can’t wait to do it again.”
	“I have to get going.”
	“I hate to end this.”
	“It was really great seeing you, but I need to rush now.”
	“Thank you for your time.”
	“Time sure flies, can’t believe I am running late.”
	“When can we continue this again?”
	“Thank you for sharing.”
	“It was a great pleasure meeting you.”

	“Take care!”
	“Thank you for your time.”
	“We should do this more often.” 






Chapter nineteen
The Final Act


You are engrossed in a conversation that’s going smoothly. You have managed to eloquently keep your point of view forward, and the person in front of you has agreed to it. You have talked about everything under the sun, ranging from your crazy family stories to high school graduation mishaps. Now it’s time say goodbye, the conversation is wrapping up, but neither of you know how to end it, so you keep repeating the general phrases like “sounds good,” “let’s do this again some time,” and “okay, thanks.” Eventually you give an awkward hug or a hesitant handshake and go your separate ways.
On the way back, you keep wondering, “Did my awkward exit ruin the perfect meetup?” Do you find this scenario relatable? Most people don’t know how to exit gracefully from a conversation without making the other person uncomfortable. 
Oftentimes, we are so concerned about letting the conversation flow that we forget how to end in an impactful way.
“The last impression is as important as the first impression!”
To walk away from a conversation feeling like a winner, the important thing you need to know is when to end it. Even a meaningful talk turns sour when it loses steam, and ultimately, slowly, and painfully it dies down.
When you are bored or the other person seems bored, know that it’s time to wrap up. Another sign is that you have run out of things to say and find yourself repeating things to keep the conversation going. Interruptions are also a good indicator that it’s time to reach the end. If you find someone or something disrupting the discussion, it’s likely the conversation will lose its momentum and fizzle out.
However, if you want to ensure that your exchange ends at a high note, wind it up when it’s at its peak. This can be difficult, because no one wants to be a party-pooper and you want a good tête-à-tête to keep lasting. But ending it on a good note keeps excitement levels high, avoids awkward goodbyes, and keeps the person wanting to come back for more interactions!
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It’s showtime! The final act. The one that makes the other person decide whether they would like to sit with you again sometime or not. Your closing statement is the last chance to control the feel of the conversation.
By giving a powerful closing statement, you can maintain the positive vibe of the conversation and establish a strong rapport with your communicator. Different types of conversations demand different closing statements. A professional setting warrants a formal ending, a chat with a loved one can be completed with a heartfelt farewell, and so on.
However, no matter what setting you are in, you can make a good impression by letting the other person know that they’ve added value to your life and time by conversing with you. Your closing statement should ideally compliment people and make them feel valued and liked. By checking off these boxes, you can build a strong rapport with people and leave a lasting impact. Try ending your next conversation with: 
“Talking to you has been so amazing. I’m going to treasure this evening/meeting.”
A closing statement like this fits all settings, be it a networking event or a birthday party, backyard barbecue or a formal wedding. You can use it to create meaningful friendships.
Remember, your conversation is a meal, and the closing statement is the dessert. If you want to finish the meal with the perfect treat, you have to make an impactful statement.

Call to Action
To build a long-lasting emotional connection, you have to let the other person know that you want to meet with them again sometime in the possible future. But like closing statements, call to actions need to be specific with respect to the nature of the conversation.

Casual CTAs: If you are in an informal setting with someone dear to you, you’d want to close the conversation with a statement that will give them an indication that you want to stay in touch. Making plans for the next sitting or asking them about their future does the trick.
Ask them if they would like to go for coffee or grab dinner sometime.
“How about continuing this chat over lunch on Wednesday?”
This is the best way of showing interest in maintaining a relationship.
You can also put them in the future by asking about their plans over the weekend or in the next few weeks. Simultaneously, it’s a great way to express interest in their hobbies.
End the chat with a:
“Have a great time at your pottery class, and don’t forget to show me what you are making!”
Supplementing your closing statement with a handshake or a hug can leave your conversation partner feeling content and satisfied with the interaction.

Formal CTAs: Making a closing statement that gets you remembered in a formal setting is far more difficult because the person in front of you doesn’t know you that well. They can form an impression based on your last sentence and that can be the deciding factor in them wanting to see you again.
Try one of these statements to get a person to keep coming back to you for interesting convos:
“I have to go now, but again, I love the watch you’re wearing. It’s very elegant.”
By using a compliment as an exit statement, you can make your companion feel valued and important.
“I had a great time, and I’d like to stay in touch. Can I have your Twitter/LinkedIn handle?”
Sending them a message a few hours after the meetup will let them know that you intend to keep a connection. 
“I’ve taken up a lot of your time, I’ll let you go for now. We’ll meet sometime later to continue the conversation.”
A statement like that shows that you are considerate of their time, yet you’d still want to keep in touch with them.
It doesn’t matter whether you are conversing with a stranger or a loved one you’ll meet again in a few hours, closing the conversation with an eagerness to connect again offers a feeling of positivity. It is the last thing someone will remember about the conversation. Just like the final act of a show, it is what someone walks away with, so you need to make sure you use this opportunity to leave on good impressions. 
Even if you are in a hurry, or just been discussing conflicting opinions, end the conversation on positive notes as discussed above. 





Chapter twenty
Following Up


Like good wine, conversation isn’t just about sipping magic in the moment, it is also about savoring the after taste. Feeling the warmth in your stomach and the lingering taste in your mouth. Imagine someone telling you they had a good time speaking to you and then someone texting you a while later to say that they can’t wait to see you again. 
The latter will make you smile, reflect on the conversation again, and nudge you to think about them a little longer than you had initially planned to. Sounds like the end of the perfect first date doesn’t it? And don’t we all remember it for years? It is because of how they made you feel. But the follow ups aren’t just a ritual for romantic relationships or strictly formal ones—all communications deserve a follow up, even if it is hitting the “like” button on one of their social media posts. 
As mentioned, follow ups make you ponder longer on the conversation, and funnily enough, even on the otherwise uninteresting ones. Imagine bumping into a colleague at a bar, you awkwardly speak to each other for a few minutes, not knowing what to say. You part ways, and the colleague messages you saying, “It was great bumping into you today, see you tomorrow.”
It is a harmless little message, but one that warms your heart. You reflect back on the conversation and decide it wasn’t all that boring. You smile reflecting at that one thing that you hadn’t paid much attention to earlier. You look forward to seeing your colleague the next day. And sooner than you know, you guys are bonding over the coffee machine all too often. Simply because they let you know they valued the little interaction that you guys had. And that’s the magic of following up on conversations.
Follow ups are a way of showing respect for someone taking out their time to speak with you and acknowledging the value that it brought to your life. Following are some ways you can follow up after getting in touch with someone.
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In situations like formal job interviews, networking events, or a meeting with a client, it is imperative that you follow up with a message or call. This not only shows that the interaction was important for you, but also forces the other person to think about you. Someone might not remember the 30 people they met at a conference, but they will remember the few that made the effort to call them later. 
So, what do you really say when you call? You just thank them for their time and tell them that you can’t wait to connect with them again, or that you’d be waiting to hear from them. Or if you’d really like to take it up a notch, you could repeat something that they said and tell them how valuable you found connecting with them.
You can also send a text or an email, or connect with them on their LinkedIn or social media platforms. Ideally, prepare for the follow up in advance. Ask them their preferred mode of communication and time. This shows that you respect their comfort. If they say they hate unnecessary calls, then take note and send an email instead. Give them a little heads up that you’d be contacting them. It doesn’t have to be direct. Something indirect like, “I’d love to send you the link to my website,” or you could offer to share an informative link to something you read related to the topic you guys are talking about. This lets the other person expect future communication. Make sure you don’t do it too often or don’t cross lines too soon. If it was a strictly formal meeting, then avoid connecting with them on their personal accounts like Facebook or Instagram. 

Meeting Old Friends/Acquaintances/Relatives
More often than not, when we bump into old friends, or colleagues, or school mates, we tend to follow up with a request on a social media page, only to forget all about them by the end of the week. Communications require interactions that are more than automated responses like a thumbs up on their recent photo. Try to make these follow up interactions personal and heartfelt. Send them a message letting them know how great it was to meet them. Preferably ask them when would be a good time to call them. Resist the urge to call without asking them for a suitable time. The other person might be too polite to tell you that they are in the middle of putting their kids to sleep or getting late for an appointment. 
“Hey John. It was great meeting you today. I would love to talk to you again. Could you tell me when would be a suitable time to call you?”
This shows interest and respect for their time. You could also forward them an old picture, an anecdote from the past, or a link to something with your shared interests. Fact is, when it comes to friends, acquaintances, and especially relatives, we tend to take these relationships for granted. It is like we already have them in our lives. We focus on building newer relationships rather than stronger ones. On the downside, these familiar relationships can get ignored all too often, but on the upside, they take comparatively very little effort to foster and strengthen. A little personalized message here and there can help the relationship grow. 
Wondering why you need to even follow up if you don’t plan to meet too often? Would you rather help out an old school friend that walked past you at the mall or the one that stopped to say “hi” and then sent you a message saying he loved bumping into you?
I think we know the answer to this one. As long as we are living on the same planet, we will be needing each other for all sorts of support, and wouldn’t you rather already be in their good books? Wouldn’t you rather be the first person they think of when someone asks for the “best dentist in town” or even a “motivational speaker on positive thinking”? Whatever your specialty may be, good communication and great relations can help you grow manifold. 


Following Up After Conflicts
Wait what? It isn’t over yet? Sadly no. Ending conflicts with blocked communication can leave a bad after taste—think cheap wine! You don’t want someone to reminisce back on the conflict, you want them to think back to the time you followed up with a sweet message or even an apology. Even if the conflict ends on a positive note, a follow up would secure the relationship as one of mutual understanding and respect. However, you need to make sure you follow up on the right notes. 
“Hey John. I just wanted to apologize for today. But in my defense, I do believe that the Loch Ness Monster exists, and here are a few links to back my theory. Happy reading!”
What do you think? A great way to bring the conflict back right? Following up after conflict does not mean you have to bring back the conflict. It means you need to let the other person know you value their opinions and their presence in your life despite the disagreements. So avoid bringing back the tough subject to the conversation. This would be a more appropriate message:
“Hey John. How are you doing? I just wanted to thank you for your time today. I am sorry the way things turned out. I am glad we cleared the air. Despite our differences in opinions, I truly value your insights and love speaking to you. Look forward to seeing you at work tomorrow.”
This message shows understanding and acknowledgement that opinions can differ and that has nothing to do with how you move a relationship forward. We all have to co-exist, and the longer you let conflicts linger, the more negative the memories become. Try to follow up as soon as possible so that the relationship does not suffer as a result. 
If the conflict was too big to be handled through a follow up message or call, then you can find a mediator that can help resolve the problem. When dealing with the aftermath of conflict, we tend to pretend it never happened, and that just leaves a lingering negative feeling. Following up gives you the opportunity to acknowledge what happened and also timely clear the air so that it does not affect the dynamics of your relationship.
Make sure you focus on the positives. “I really appreciate how you handled such a tricky issue,” or “I love the way you speak so passionately about things that matter to you.”
Also make sure that there is room for a response. You could do this by asking a question, encouraging them to share their thoughts, or requesting a meeting. So, do you bring back the topic? It really depends. If it is something that is unavoidable, like a conflict regarding a project at work, or one with a family member over important matters, then you will need to discuss it further. You could send a message requesting to meet again to discuss the topic further.
“I am sorry the argument got so heated. Of course, we both want this project to succeed. Do you think we can meet again this Saturday and try to resolve this more amicably?”
If the conflict was over opinions, preferences, or favorite football players, then it is better to lay the conflict to rest.
“Hey John. It’s too bad the argument got so out of hand today. I truly respect your opinions and your right to your choices. And I value our relationship much more than a difference of opinion. I hope we can move past this moving forward.”

Maintain a Balance
Conversations are interactions between two or more people. Great conversations are interactions between people mutually wanting to interact. Follow ups are great, but try not to overdo them. Ideally, only send one message or call once, and give the other person some space to get back to you. And this includes all forms of interactions. For instance, if someone didn’t reply to your messages, then that does not call for an email or responding to their social media posts from a year ago. Whether it is a professional environment or a personal connection, you need to make sure the person you are connecting with is also interested in carrying the conversation forward. 









Chapter twenty-one
Conclusion


Quality conversations are neither an art nor a science. They are just a practice that one can perfect with the right direction and a lot of application. This book has provided you the ultimate direction to conversation mastery. It covers everything you need to get out of those awkward silences and uneasy conversations. It provides the ultimate responses to conflict to help you resolve them assertively and with your reputation intact. 
However, the application is all up to you. There are no excuses or “bad days” to compromise on the way you speak. Think Harvey Spectre and Don Draper. Though delivering dialogues, do you think they ever falter? No, because they embody the confidence and the patience. Like a true magician, they live their new reality, regardless of who they are speaking with or listening to. 
You cannot be an amazing conversationalist if you apply these strategies only when networking but go back to your old ways when conversing with the gentleman at your local coffee shop. Become this person despite where you are. Listen before you speak, whether you are speaking with a four-year-old kid or an 80-year-old lady. 
This book has provided you with the tools applied by the best conversationalists. Now the ball is in your court. The sooner and more frequently you apply the strategies outlined in this, the faster they would become second nature for you. And the sooner that happens, the greater your chances of becoming an influencer. Fact is, people will always remember how you made them feel, that rush of endorphin that makes someone feel good about themselves. It could be a compliment, a warm gaze, or just a genuine interest in what they are saying that could lead to you becoming their trusted friend, confidante, and leader! When you walk through conflicts with great resolve, patience, and emotionally intelligent responses, you establish yourself as an authority for reason. 
Think of all the great leaders that have ever lived, despite the causes that they fought for. They all had one thing in common—they knew how to use the right words, at the right time, in the right capacity, and in the right tone! But it is not just great leaders that require communication mastery. Whether you are taking someone out on a first date, giving a job interview, or dealing with conflict at your workplace, you need these skills to be heard and trusted. 
And fact of the matter is, good communication is not limited to some personality traits. It is not something that only an extrovert can master or people born and brought up in fancy social circles get to learn. Just because you don’t like to mingle with a lot of people does not mean you don’t need to learn the art of conversation. It is a skill that will assist you to have better conversations with the relations dear to you. It will help you become more assertive and be heard in your workplace so that your talents shine through. Everyone is busy trying to be heard, and you need to do the same for yourself. 
Fortunately, you now hold the ultimate power-packed guide to help you through all your communication challenges. Whether you have difficulty paying attention, starting conversations, or moving them forward, this book has it all to help you through any and every hurdle that might be in your way to becoming a master communicator. All you need to do now is get practicing and refer back to this pot of gold to conquer every personal, professional, and social conversation! 
One last thing before you go... 
Share your thoughts with a like-minded community.
What if I told you that your thoughts and your experience with this book could inspire tens of thousands of people? 
People read book reviews before deciding whether they want to read the book, but also during and after. Why? Because personal reflections teach and help us get new perspectives on the information we are learning. 
Since you have already read the book, why not take 2 minutes to share what you think and what you’ve learned? 
Your honest opinion will help others decide whether this book is for them, and reflect on their own understanding of the information that’s inside. 
I personally read each review, and I can’t wait to read yours. Your opinion helps me improve my writing and gather ideas for new publications. 
Inspire Others; Share Your Honest Opinion!
Review my book on Amazon.com
...or Goodreads.com.
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Your Bonus is Here!

Find inner peace, focus, and balance with this free ebook.

What lies at the heart of self-improvement success? An unshakable foundation. 
You’re exposed to life’s stresses everyday. Work, traffic jams, bills, pollution, illness - just to name a few. You can build a mental defense system that will help you remain calm, focused, and productive. 

	Learn proven relaxation techniques that you can use anywhere and anytime;
	Change your mental and emotional patterns using Neuro Linguistic Programming;
	Develop an attitude that will drive you towards change and achievement. 

Download This eBook for FREE here:
http://www.tinyurl.com/mindfulnessgift


 







Chapter twenty-two
Conclusion (CONFLICT)


Quality conversations are neither an art nor a science. They are just a practice that one can perfect with the right direction and a lot of application. This book has provided you the ultimate direction to conversation mastery. It covers everything you need to get out of those awkward silences and uneasy conversations. It provides the ultimate responses to conflict to help you resolve them assertively and with your reputation intact. 
However, the application is all up to you. There are no excuses or “bad days” to compromise on the way you speak. Think Harvey Spectre and Don Draper. Though delivering dialogues, do you think they ever falter? No, because they embody the confidence and the patience. Like a true magician, they live their new reality, regardless of who they are speaking with or listening to. 
You cannot be an amazing conversationalist if you apply these strategies only when networking but go back to your old ways when conversing with the gentleman at your local coffee shop. Become this person despite where you are. Listen before you speak, whether you are speaking with a four-year-old kid or an 80-year-old lady. 
This book has provided you with the tools applied by the best conversationalists. Now the ball is in your court. The sooner and more frequently you apply the strategies outlined in this, the faster they would become second nature for you. And the sooner that happens, the greater your chances of becoming an influencer. Fact is, people will always remember how you made them feel, that rush of endorphin that makes someone feel good about themselves. It could be a compliment, a warm gaze, or just a genuine interest in what they are saying that could lead to you becoming their trusted friend, confidante, and leader! When you walk through conflicts with great resolve, patience, and emotionally intelligent responses, you establish yourself as an authority for reason. 
Think of all the great leaders that have ever lived, despite the causes that they fought for. They all had one thing in common—they knew how to use the right words, at the right time, in the right capacity, and in the right tone! But it is not just great leaders that require communication mastery. Whether you are taking someone out on a first date, giving a job interview, or dealing with conflict at your workplace, you need these skills to be heard and trusted. 
And fact of the matter is, good communication is not limited to some personality traits. It is not something that only an extrovert can master or people born and brought up in fancy social circles get to learn. Just because you don’t like to mingle with a lot of people does not mean you don’t need to learn the art of conversation. It is a skill that will assist you to have better conversations with the relations dear to you. It will help you become more assertive and be heard in your workplace so that your talents shine through. Everyone is busy trying to be heard, and you need to do the same for yourself. 
Fortunately, you now hold the ultimate power-packed guide to help you through all your communication challenges. Whether you have difficulty paying attention, starting conversations, or moving them forward, this book has it all to help you through any and every hurdle that might be in your way to becoming a master communicator. All you need to do now is get practicing and refer back to this pot of gold to conquer every personal, professional, and social conversation! 
One last thing before you go... 
Share your thoughts with a like-minded community.
What if I told you that your thoughts and your experience with this book could inspire tens of thousands of people? 
People read book reviews before deciding whether they want to read the book, but also during and after. Why? Because personal reflections teach and help us get new perspectives on the information we are learning. 
Since you have already read the book, why not take 2 minutes to share what you think and what you’ve learned? 
Your honest opinion will help others decide whether this book is for them, and reflect on their own understanding of the information that’s inside. 
I personally read each review, and I can’t wait to read yours. Your opinion helps me improve my writing and gather ideas for new publications. 
Inspire Others; Share Your Honest Opinion!
Review my book on Amazon.com
...or Goodreads.com.
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Your Bonus is Here!

Find inner peace, focus, and balance with this free ebook.

What lies at the heart of self-improvement success? An unshakable foundation. 
You’re exposed to life’s stresses everyday. Work, traffic jams, bills, pollution, illness - just to name a few. You can build a mental defense system that will help you remain calm, focused, and productive. 

	Learn proven relaxation techniques that you can use anywhere and anytime;
	Change your mental and emotional patterns using Neuro Linguistic Programming;
	Develop an attitude that will drive you towards change and achievement. 

Download This eBook for FREE here:
http://www.tinyurl.com/mindfulnessgift


 







About Ian Tuhovsky


Author’s Amazon profile, where you can find all of his books: 
amazon.com/author/iantuhovsky 


[image: image-placeholder]Ian has visited more than 50 countries so far, connecting with people from all over the globe. Sharing stories, experiences, and music with those he crossed paths with. Taking on the role of an observer of people and reality.
He noticed that despite the cultural and language differences, we all strive for the same things; better connections with one another and fulfillment.
After all, humans are social creatures. Driven by dreams and aspirations.
His dream is to help people connect and support each other. He does this through creating music that brings people together in joy, and books that teach people how to build better relationships with others.
Ian spent more than ten years studying sociology, and investigating communication, and mindful goal achievement.
Specifically, focusing on how ANYONE can achieve their dreams and goals by mastering communication and mindfulness.
He doesn’t claim to know it all and be perfect. In fact, Ian had to overcome shyness, communication issues, and blockages himself. That’s what makes his work compassionate and realistic.
He is determined to share his knowledge and experience with as many people as possible. That’s why he divides his time between consulting in the Human Resources sector, coaching, and writing.
His books are relatable, educational, and entertaining. Based on research and life experiences. Bound with his smooth writing style.
His publications have accumulated thousands of reviews. Readers say that his books are effective, easy to understand and simply incredible!
Join the community of Ian’s readers and start your journey towards a life full of meaningful connections and success.

	Author’s blog: www.mindfulnessforsuccess.com 
	IG Profile: https://instagram.com/mindfulnessforsuccess
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