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Communicating Like A Pro 

 

 

 

Communicating effectively is so damn important, yet people rarely look at the 

way they are doing things and much less try to improve. Your communication 

style, both verbal and non-verbal tells people what type of person you are and 

what level of respect you deserve. It’s a pretty massive deal.  

Imagine: Arnold Schwarzenegger walking around with his head down, his arms 

crossed, not making eye contact. When he speaks it’s just a whisper, he is unsure 

of himself, just plays on his phone at gatherings and lets people make fun of him. 

That’s not the Arnie we know! If he was like that he would never be where he is 

today!  

So let’s find out how we can be total rock stars when it comes to 

communication, both verbal and non-verbal. 

Albert Mehrabian, a world renowned psychologist and professor had 

developed the chart below, which describes the way in which we are 

perceived. 
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The Mehrabian Model 

 

How to be a kick ass verbal communicator 

 

Active Listening 

Have you ever spoken to a counselor or coach? Have you noticed that you 

really feel like you had a great conversation with them but when you look back 

you realized that you did 95% of the talking? That’s because they were actively 

listening.  

It’s not something that only professionals can use. Have you ever heard the 

phrase “Being more interested makes you more interesting”? Basically, what 

that means is that people love talking about themselves and when they can do 

that with an active listener they feel super awesome. You want people to feel 

awesome when they talk to you, right! 
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What is active listening? 

 Not talking over people 

 Don’t finish other peoples sentences 

 Repeat back what you have heard 

If you summarize at the end of someone talking and repeat back what 

they said then they really feel heard. So for example you could say “It 

sounds like you’re having a tough time dealing with your sister at the 

moment, You must really care about her”.  

 Use non-verbal listening 

When someone is talking, resist the urge to interject. Instead, let them 

know you are really listening by: 

1. Giving good eye contact 

2. Making sure your body is facing in their direction 

3. Nod your head and “ummhmm” to empathize 

4. Shake your head to empathize with a sad situation 

5. Mirror their body language 

 

Choose how you will be treated 

If you stand up for yourself and your beliefs then people are more likely to 

respect you. If you have no convictions, are cruel about people or tell lies, 

people won’t tend to respect you. You can pick how you want to be perceived.  

 

For example: 

I had a colleague at an old job who was a bully to everyone. She said a few 

things to me that I wasn’t comfortable with (making jokes at my expense). I 

decided this was a big enough deal for me to take action. I asked her if we 

could chat in a private space, the conversation went like this: 

Me: Thanks so much for letting us have this private chat. I wanted to share 

something with you about me. I’ve had quite the rollercoaster life and have 

worked a lot on my self-esteem. When you say things like “XYZ” it has a big 

impact on me. Would it be possible to keep this in mind when we talk? 
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Her: OMG yes, I am so sorry, I was only joking, I understand why you wouldn’t 

want me to say those things. Thank you for telling me about your life. Let’s hug. 

Not once did she say anything disrespectful to me because she knew I would 

call her out (and in a respectful way). 

 

Is it ok to call someone out when they are doing something that offends you? You don’t 

always have to every time they do, if it’s not a big deal in the grand scheme of things 

(i.e. you will never see this person again, they are clearly just a dick etc.). If it is 

something that is bothering you, then you must take positive action. If you come across 

as strong and confident, then people will treat you as such. 

 

If you’re wrong, say so 

We all try our best to communicate effectively, but sometimes it doesn’t always 

happen. The way you say something could be misconstrued. You could 

mistakenly happen to joke about something that is a sore spot for someone in 

the group and you didn’t realize.  

Take the initiative to draw that person aside and say “Hey, I realized that I came 

across as an idiot then, and I am sorry”. This will go a massive way towards 

building bridges and winning friends. It cancels out the thing you said or did AND 

gets you bonus points. This is the same for when someone proves you wrong. If 

you say “Huh, wow I really believed I was right! Thanks for showing me that 

piece of research” then that person will have mega respect for you. 

 

The sum of 5 people 

We spoke about this earlier in the course but it’s so important. 

 

You are the sum of the 5 people you spend the most time with 
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Want to improve your communication skills, look to see who you’re hanging out with. 

Are they suave, charming and confident individuals with excellent conversational skills? 

That is bound to rub off on you! 

 

“The programmers: Steve Jobs, Bill Gates, Ted Leonsis, Paul Allen, Steve Wozniak 

and a dozen others all came out of the Homebrew Club. 

The art scene in the 50s: Jasper Johns, De Kooning, Pollack, etc all lived on the 

SAME STREET in downtown NYC. 

YouTube, LinkedIn, Tesla, Palantir, and to some extent Facebook, and a dozen 

other companies came out of the so-called “PayPal mafia”. 

These groups have a common school of thought where individual learns from 

others and leaves his/her negative characteristics behind - indirectly helping you 

to build your confidence level.” -James Altucher 

 

Give the benefit of the doubt 

It’s easy to read a text and get the meaning wrong and misunderstand the tone 

of an email. If you hear or read something and think “What the hell!” then 

maybe take a step back and see if you can see different ways in which it could 

be taken.  

In the spaces below think of a recent incident where you were offended or took 

something at face value when it could have really meant something else. What 

other meanings could there be? Fill this out: 

What happened: 

Example: I got an email from a colleague where she was criticizing me. 

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________ 
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How I reacted: 

Example: It got me pissed off. She was telling me how to do my job when she is crap at her job. I told 

another colleague that she was a bitch. 

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________ 

What else could it mean: 

Example: I guess she could have been trying to be helpful. She is probably under a lot of stress because her 

manager is away. Maybe that’s just the way she communicates and it has nothing to do with me or my 

abilities. 

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________ 

 

Be empathetic 

When someone tells you their bad news, it’s easily common to respond by telling 

them how you too have bad news or experienced something similar. Why not 

try saying “I am so sorry you’re experiencing that, I can’t imagine how difficult it 

is right now”. A lot of the time people just want to be heard. You can use 

empathy in daily life if someone is behaving in a way you don’t like. Why are 

they doing that? Could they be having a bad day? 

How to be a kick ass communicator in a group social setting 

 

You may have one-on-one communication down. However, getting into a 

group setting with strangers can leave even the best talker jittering. Use these 

techniques to polish your game up. 

Have a small talk script ready 

If you have a small-talk script to fall back to, then you can worry much less 

about igniting a conversation. 
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For example, when someone asks you how you are, instead of saying “Good, 

thanks”. Why not spice it up with “Great, thanks. I am super excited about my 

holiday to Spain next week” or “Good thanks, although my legs are aching a 

little bit, I went for a hike today, have you been to XYZ Mountain before?” 

Another example could be using a current event to drum up a conversation. Try 

to avoid the weather unless there was some super cool weather event. “The 

super bowl is on tonight, do you watch it?” or “Did you see all that traffic going 

into BC Place, I think the Spice Girls are playing a reunion concert”.  

Below, write some examples of small talk scripts you could use that work for you: 

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________

_____________________________________________________________________________________________________________________ 

 

Respond to what you do for a living in a fun way 

You may have an awesome job, but more often than not, the “What do you do 

for a living?” question can be a conversation killer. It’s hard to feign enthusiasm 

when someone says they’re a cashier at the local supermarket (although, a pro 

move would be to actually be interested in it. Don’t you wonder how often they 

catch people smuggling loaves of bread stuffed into their trousers). Why not say 

instead of just your job title, something you love about it, or an interesting story. 

“I’m a cashier at Kwik Save. Yesterday at work we caught a guy stuffing whole 

salamis into his shoes, it was hilarious!” 

Talk about a conversation starter! 

 

Tell a story 

People love a good story; we have communicated with storytelling for 

thousands of years and it is a great way to win friends. Don’t you have any good 

stories yourself? Tell an urban legend, my favorite is the dog in the suitcase one. 
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My sister has been telling this one for years and swears it happened to a friend of 

a friend and when she tells it the whole room listens! 

 

Put away your phone 

You’re nervous, I get it. Unless you 100% have to, leave the god damn phone in 

your pocket. Nothing is more anti-social than looking over to someone at a 

party playing Angry Birds on their phone. This goes for any social situation. You 

have hours when you’re chillaxing, or sitting on the toilet to get some 

game/gossip time in. Here is your chance to talk to real life human beings!  

 

Ask for advice 

People lurrrve to solve other people’s problems and give advice. Why not ask a 

stranger for their input? For example, you’re talking to someone who mentions 

they’re getting married, after discussing the details you can say “I have always 

wondered if I would change my name if I got married, do you think a 

hyphenated name is too much?” or “You seem to be lucky in love, where do 

you think is the best place to meet people?”.  

 

How to be a kick ass communicator in a formal meeting 

 

There are some different rules when it comes to formal settings, check these out.  

 

Say Thank You 

If you get to spend time with someone, especially if you asked them for a coffee 

or you’re having an interview, then thank them for their valuable time. Thank 

them at the beginning of the meeting and thank them again at the end.  
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Build rapport 

You may have literally no background on this person and they may know 

nothing about you. Create common ground as soon as you can to break the 

ice. Even if you don’t think you do, you have something in common. You are 

both in the same place. You’re meeting in a coffee shop “Have you been here 

before, have you tried the raspberry muffin?” If you’re meeting at a networking 

event “Do you know much about the speaker who is coming on later?, “Have 

you tried the crab cakes?”. Use your location as a basic rapport builder.  

If you can make connections with people then even better. Do they know 

anyone you know? Have they been to the same school? Creep them out online 

to see if you can make a connection. 

 

Be positive 

People want to want to spend time with you. If you’re an energy suck then 

you’re not going to build relationships. As much as you can: be positive and 

smile. 

 

Take notes 

If this is a formal meeting where you’re gathering information (i.e. informational 

interview, work meeting) then write down notes. You already have enough in 

your brain, remembering everything they’re telling you is too much. If you don’t 

write things down you’ll make them feel that you’re not really listening and that 

you’re not really bothered. 

 

Notice non-verbals 

If someone wants to wrap up a meeting that’s going on then they’ll do things 

like closing their book, turning their body toward the exit, clicking their pen off. If 

they’re bored, they may be looking away or have their head in their hands 

(literally they’re too bored to stay awake and need to support their head). 

Notice this stuff and make adjustments or wrap up the meeting. 
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Summarize 

At the end of the meeting summarize your action points and tell them what you 

are going to do to follow up.  

 

Follow up 

Do what you promised and follow up once you’ve done it. This is also a great 

time to send them a thank you note. 

 

Ok, now you have the verbal stuff down, check out the Non-Verbal Infographic I 

made you. 

 

From here, I want you to commit to trying at least a few of these techniques. 
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What do I need to improve on? What technique can I use to improve on 

this? 

Example: I don’t know how to start 

conversations with strangers 

Prepare a small talk script 

Example: I let people make fun of me at 

work 

Tomorrow I will take one of the guys aside 

and in a non-confrontational way I will tell 

him how his actions affect me. 

Example: When I am nervous I cross my 

arms 

I will stand tall, push my chest out and 

look up. I will also handshake like a 

badass boss 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

________________________________________ 

________________________________________ 

 

 

Keep practicing these techniques and you will be able to 

communicate like a pro! 
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