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Introduction

Inthe ever-evolving engineering field, you need more than technical skills to ensure
career success and personal fulfillment. Mastering communication skKills is crucial
for engineers to articulate their ideas, collaborate effectively, and confidently lead
projects. A recent survey found that 85% of job success comes from having well-
developed soft skills and people skills, a testament to the importance of effective
communication. By improving your ability to listen, speak, write, and present,
you can overcome common challenges such as imposter syndrome and poor
communication, ultimately unlocking your full potentialand advancing your career.
This comprehensive checklist will guide you through the essential cormmunication
skills needed to thrive in your professional journey.

1. Active Listening Skills

O

Maintain Eye Contact
Show engagement and understanding by
maintaining eye contact.

Avoid Interruptions
Let the speaker finish their thoughts
before you respond.

Paraphrase and Summarize
Confirm understanding by paraphrasing
key points.

Show Empathy
Acknowledge the speaker’s feelings and
perspective.

Ask Clarifying Questions
Ensure comprehension by asking
guestions when needed.
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2. Verbal Communication

]
[
L]
]
[
L]
3. Written Communication
[ Clear Purpose L]
Begin with a clear objective statement.
[] Structured Content
Use headings and bullet points for O
readability.
[J Proofread
Check for grammar, spelling, and L]
punctuation errors.
[0 Organized Information
Present information in a logical and
organized manner. L]

Speak Clearly
Articulate your ideas clearly and at a
moderate pace.

Avoid Jargon
Use plain language, especially with non-
technical stakeholders.

Provide Context
Clarify complex concepts with context and
examples.

Appropriate Tone and Volume
Adjust your tone and volume according to
the situation.

Encourage Interaction
Invite questions and feedback to foster
mutual understanding.

Pause
When explaining a complex topic, pause
and engage with those you are talking to.

Visual Aids
Use charts or diagrams to support written
content.

Less is More
Pare back the content to provide high-level
details sufficient to communicate the point.

White Space

Use white space in your reading, leverage
the structure highlighted above, and avoid
the Great Wall of Text.

Phones

Many pieces of written content are
consumed on mobile phones; keep your
content suitable for this medium.
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4. Non-Verbal Communication

[1 Open Posture
Avoid closed body language like
crossed arms.

[J Consistent Eye Contact
Convey sincerity and confidence.

[J Purposeful Gestures
Use gestures to emphasize key
points.

[0 Responsive to Cues
Adjust based on others’ non-verbal
signals.

[J Consistency
Ensure verbal and non-verbal
messages align.

5. Feedback and Empathy

0 Constructive Feedback
Focus on specific behaviors, not
personalities.

[0l Receive Feedback
Be open to feedback without
defensiveness.

[0 Acknowledge Emotions
Validate the feelings of the feedback
recipient.

[0 Gratitude for Feedback
Show appreciation and willingness to act
on feedback.
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6. Conflict Resolution

O

COACHING & CONSULTING

Active Listening
Understand all perspectives involved.

Stay Composed
Remain calm and composed during
disagreements.

Collaborate Solutions
Work together to find mutually acceptable
solutions.

Follow Up
Ensure agreements are upheld and
relationships maintained.

Proactive Preparation
Anticipate potential conflicts and have a
strategy in place.

Cultural Awareness
Be mindful of cultural differences in conflict resolution.

7. Presentation Skills

[J Structured Presentation (1 Adapt Style
Have a clear introduction, main points, Adjust your presentation style based on
and conclusion. the audience’s expertise.

[0 Practice Delivery [0 Storytelling
Rehearse to maintain a steady pace and Use stories to make your presentation
confident tone. more memorable and impactful.

[0 Effective Visual Aids
Use slides and diagrams to enhance [J Feedback
understanding. Seek feedback on your presentations to

improve continually.
Engage Audience
Incorporate questions, polls, or activities
to maintain interest.
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Conclusion

Improving and mastering communication skills is not just an added advantage
for engineers; it's a necessity. Effective communication can propel your career
forward, enhance team dynamics, and lead to personal and professional growth.
By following this checklist, you can systematically develop the skills to overcome
common obstacles and excel in your engineering career. For instance, engineers
who communicate effectively often report higher job satisfaction and more
opportunities for advancement. Embrace the journey of continuous improvement
and watch as your ability to communicate transforms your career and unlocks
new opportunities. Start today and take the first step towards becoming a more
confident, capable, and influential engineering professional.

For more information on this and other ways to explore how to
advance your engineering career, book a free connection call at

https://calendly.com/corviom/quick-connect

CONTACT US [O

m / chrisstasiuk 403-317-9534 | coaching@corviom.com
corviom.com
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