
Elements of Effective Communication

Sender

Receiver Sender

Receiver

Assessment

Objectives

Channels

Objectives

Evaluation

Credible, well-informed

and updated

Source 01

Accurate, clear, credible 

and complete

Message02

Using different communication 

channels in a complementary way

Multi-Channeled 03

Simple, customized

and addressing audience

concerns & needs

Audience Centered04

Listen/respect, encourage, 

discuss and question 

(feedback)

Process 

Participatory

05

Benefit-oriented
Practical help, clear, 

doable call to action

Results-oriented
Knowledge (information/

skills), approval (norms),

behavior (initiation/

continuation)

Session 

3

FBS Facilitators Training Programme 11

Communication skills



Introduction to communication styles

Communication styles vary very much from place to place, from country to country, from city to 

city, and from village to village. Communication needs to be set by the local community. This is 

often referred to as folk media. Folk media are traditional methods that are used by people to 

talk to each other and convey messages. Folk media can be such things as storytelling, songs, 

dances, games, rituals and so on. Using this type of communication will help in creating lasting 

consciousness in participants and creating relationships and trust it is enlightening and 

entertaining and cannot be easily forgotten.

In some places, personal space is highly valued and greeting is done without shaking hands. In 

other places greeting is done by kissing on the cheek. Sitting arrangements and how close people 

are also form part of personal space and communication considerations. Formality is another 

communication factor to consider, some people are formal, and others can be informal. In 

language there may well be a formal and an informal way of speaking. It is good to understand the 

formality or informality required in facilitating communication during an FBS session. 

Directness is also a facilitation communication factor to consider. Some people are direct in 

speaking and like to “get to the point”. Others may prefer an indirect manner of communication; 

it may be considered rude to confront somebody directly with a problem. Emotions are part of 

facilitation communication factors. Some people may express their emotions freely. Others may 

be more reserved. Approaches to conflict are also factors. Some people may take a conflict well 

and may believe that conflict is real communication. Others may avoid conflict; yelling, 

expressing anger or even speaking up is seen as rude. You have to consider these factors when 

communicating in the FBS.
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Notes:



Barriers to communication

Perception

Emotions

Distraction

Interest

Personality

Listening

Knowledge

Appearance

Language 

Ineffective communication results in...

1
Dissatisfaction

Panic & loss 

of control 

Loss of 

good will

Incomplete 

information

Incorrect 

information

Myth 

propagation

2 3

4 5 6
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Effective verbal and non-verbal communication

People understand

7% 38% 55%

Of the words

you are saying

Of the voice

you are using

Of the

body movements

you are doing

‘REAL’
(Non-Verbal)

‘KISSS’
(Verbal)

Keep It ….

Short: Distinguish between nice to 

include and need to include. Too 

much information cannot be 

remembered. 

Simple: Use simple and clear 

i n f o r m a t i o n  t h a t  c a n  b e  

u n d e r s t o o d  b y  a l l .  A v o i d  

complicated technical terms. This 

will  avoid misunderstanding 

(rumors).

Straight: Clarify to the audience 

what you are trying to achieve and 

summarize 'take away' points/ 

messages at the end of your 

session.

¢

¢

¢

Techniques for verbal and non-verbal communication

Remember!
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¢Give respect: Be attentive – show 

involvement with participants and 

subject under discussion through 

facial expression and tolerance for 

questions

¢Emphasize: Highlight important points 

through use of multiple channels, 

appropriate body language, and 

repeating the message as needed. Use 

training aids and material effectively.   

¢Create a positive atmosphere: Ensure a 

friendly and encouraging environment 

that can promote learning through 

your smile, words and attitude.

¢Listen: Ensure that all participants are 

active and engaged. Listen with your 

ears and eyes, and listen to words and 

feelings. Encourage feedback and 

discussion and ask open ended and 

probing questions to make sure you are 

understood.
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Effective listening

Listening is generally used as an overall label for the complex 

psychological, neurological and physiological factors involved in the 

understanding and retention of verbal material presented in the 

spoken form

Tips to improve listening skills

Ask questions

Talk less Avoid hasty judgments Focus on what you can learn

Read the non-verbal 
language

Make notes Let the speaker finish

Notes:



Understanding adult learning

Adult learning or facilitation is very different from education directed 

towards children. Adults choose if they want to participate in a learning 

process, they want to know 'why' they need to learn. They will want to know 

how learning will benefit them and their families. A typical adult learning 

cycle is shown here below.

Adult

learning

cycle

What is the

situation?

Identify the

problems

Come up with

options to try

and solve

problems

Decide on

course of

action

Act

Consider

positive/

negative results

of action

Evaluate the

experience

Appraise

next situation in 

light of lessons 

learned
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