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INTRODUCTION 

 

 
 

Think back to a recent time when you communicated poorly. You knew the 

message you wanted to deliver, but something got lost between your mouth and 

your listener's ears. A simple slip of a word here or there can change how your 

message is perceived.  

 

Communicating in any manner is important to develop and maintain healthy 

relationships, whether on the job or in your personal life. The best 

communicators understand how to resolve conflicts gracefully. They effortlessly 

navigate complex conversations where being understood is of vital importance. 

 

Develop advanced communication skills, and you will have the on-demand ability 

to broadcast your thoughts and feelings clearly and effectively. This is necessary 

for success in all life areas. 

 

COURSE OVERVIEW 
 

This Smart Communication course equips you with practical tools and proven 

strategies for handling different types of conversations. You can prevent and 
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repair conversational issues that cause problems in your personal life and on the 

job.  

 

By the end of the course, you will have learned the communication skills 

necessary to impact your professional and personal interactions positively. The 

course is divided into four modules, complete with exercises to help you put into 

practice what you learned.  

 

In Module 1: Communication in Professional and Career Development, you learn 

why effective communication is important for the workplace. This includes 

experiences such as email, meetings, and presentations. You've had to deal with 

difficult conversations at work occasionally. We'll give you some tips for handling 

that touchy situation properly. 

 

Module 2: Communication in Personal Relationships dives deep into verbal and 

nonverbal communication techniques. We talk about active listening and how to 

better understand what someone is trying to communicate by practicing 

empathy. By the end of this module, you'll be able to handle conflicts and tough 

conversations with the people you care about. 

 

If you're like most people, you spend a considerable amount of time online. We 

explore the nature of digital communication in Module 3: Communicating in The 

Digital Realm. You better understand how to communicate effectively through 

email, social media, and other digital environments. This includes monitoring your 

tone and other aspects of internet etiquette. 

 

In Module 4: Communication For Personal Development, you look honestly at 

your current communication skills. This self-awareness reveals your strengths and 

areas for growth. You will learn methods for assertive communication so you can 

stand up for yourself. You also discover how your communication ability plays a 

role in goal setting and self-improvement. 

 



 

 6 

SMART COMMUNICATION 

Communicating effectively in any situation can transform every aspect of your 

life. To start polishing your communication skills, look at module one to see how 

they apply to your work experience. 

 

 

 

 

  


