
Free printable communication skills worksheets for adults

Be Empathetic:
Try to be empathetic towards each other, understand the perspective and then
communicate your views.

Choose your words wisely:
Don’t use irrational and random words. Instead, choose your words wisely, and
know the matter you are addressing.

Take pauses:
While you communicate your concerns, take pauses in between to understand and
complete.

Practice saying no:
If you are someone who can’t say "No, then try saying I can't do that now." Don't hesitate, be
direct. If an explanation is appropriate, keep it brief.

Rehearse what you want to say.
If it's challenging to say what you want or think, practice general scenarios you encounter.
Say what you want to say out loud. It may help to write it out first, too, so you can practice
from a script. Consider role-playing with a friend or colleague and ask for clear feedback.

Listen more than you talk:
Communication is not about constantly blabbering and talking. It is about
listening more than talking. Have an open ear.

Active Listening Skills
Carefully listen to what others say to you. It shows that you are interested in
talking and what others are saying is essential.

Be clear and confident.
Don't use confusing statements. Be confident in what you say and own it.

Be concise
Try to avoid giving lengthy statements. It makes the other person lose interest.

Non Judgemental Attitude
Understand that others have different points of view than you. It doesn't mean
they are wrong; they are different from you, so accept their opinions without
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judging them.

Assertiveness Skills
Convey your opinions and stand up for your rights while respecting others.

Use 'I' statements:
Using "I" statements lets others know what you're thinking or feeling without
sounding accusatory. For instance, say, "I disagree," rather than, "You're
wrong."

Maintain Eye contact
Don’t shy away. Maintain eye contact while staging your opinion.

Take Baby steps:
First, practice your new skills in situations that are low risk. For instance, try out
your assertiveness on a partner or friend before tackling a complex problem at
work. Evaluate yourself afterward and tweak your approach as necessary.
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