Knowledge and Comprehension of Communications skills
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Topics: 

1. Purpose of oral communication

2. Describe tasks for recognizing and interpreting oral communication skills

I. Communication Skills


A. CCC may be required to communicate orally while disseminating information.

B. Effective presentations begin with outlines, used as a tool, to consolidate the facts and provide the appropriate direction for the talk.

C. Definition - Speaking ability

D. Types of communication


1. Verbal


2. Non-verbal



a. Body language



b. Gestures

E. Purpose - Ensure that material is being accurately disseminated

F. Three step process


1. Transmit  (instructor)


2. Receive  (trainee)


3. Feedback (instructor) - ensures receiver correctly understood message

G. Barriers to effective communication


1. Lack of common core experience


2. Overuse of abstractions



a. Over-emphasis



b. Monotone delivery


3. Fear


4. Environmental factors



a. Noise



b. Temperature

H. Skills and techniques


1. Oral delivery



a. Get attention of class



b. Speak in a conversational tone



c. Use voice variances




a. Rate




b. Pitch




c. Volume


2. V.E.G.A.



a. Voice



b. Eye Contact



c. Gestures



d. Attitude



e. Appearance



f. Nervousness


I. Efficient and effective instructor



1. Characteristics




a. Knowledge





1. Of subject (SME)





2. Of teaching techniques




b. Ability





1. Leadership





2. Instructional




c. Personality





1. Positive Mental Attitude





2. Professional Attitude



2. Rules of conduct




a. Do NOT bluff





1. It will create resentment





2. It will destroy your credibility




b. No profanity or obscenity




c. No sarcasm




d. Patience




e. Treat students with respect



3. Oral Questioning techniques




a. Purpose - reinforce main points and checks comprehension




b. Advantages





1. Increase trainee interest





2. Stimulates thinking





3. Sets level of instruction





4. Reveals student attitudes toward subject





5. Permits trainee contribution




c. Types of Oral questions





1. Factual 





2. Thought provoking 





3. Interest arousing (most used)





4. Multiple answer





5. Yes/No





6. Leading questions





7. Canvassing




d. Five-step procedure for questioning





1. State the question





2. Pause - allow the students time to think





3. Call on ONE student by title/name

4. Comment on the given answer or acknowledge the response

5. Emphasize or repeat the answer if necessary



e. Handling incorrect responses





1. Criticize the response, not the trainee





2. Treat people with the same respect that you would like




f. Calling on non-volunteers





1. Do it!





2. Increases class involvement and participation




g. Prompting

1. Series of hints, referring to material student already knows

2. Don't turn into badgering the student




h. Seeking further clarification





1. Used if instructor thinks student is guessing





2. Ask student to restate the answer, or add information

i. Refocusing allows instructor to have the student relate a correct response to another topic

j. Techniques to avoid


1. Don't answer your own questions


2. Don't automatically repeat a question



a. Allow the student to think


3. Avoid group responses



a. Call on ONE student

k. General questioning techniques


1. Have student repeat response, if volume is called for


2. Push for assertiveness - build confidence

4. Planning factors

a. Informative


1. Detailed


2. Overview

b. Persuasive




c. Audience needs/ Interests - Military Vs. Civilian





1. Audience size





2. Age




3. Sex





4. Occupation





5. Education




6. Marital status



d. Physical surroundings




1. Temperature




2. Lighting




3. Noise




4. Space size - adequate for amount of students



e. Allocation of time




1. Overview presentation




2. Detailed presentation



f. Training material availability




1. Visual perception





a. Increases student retention by 30%



g. Preparing a presentation




1. Study all references




2. Prepare an outline




3. Practice





a. Self-evaluate





b. Problem areas






1. Effective content






2. Effective time utilization






3. Smooth delivery




4. Outline development





a. Format






1. Introduction







a. Identify Self







b. Identify subject







c. Explain objective







d. Interest catcher







e. Motivational statement







f. Topic overview






2. Presentation







a. Logical sequences







b. Key points







c. Brief and concise statements






3. Conclusion







a. Recommendation/Summary






b. Offer assistance







1. When







2. Where







c. Close effectively/ Thank you




5. Personalization





a. Subject matter detail





b. Instructional techniques





c. Examples and analogies





d. Personal experiences

II. Conclusion and Summary

