
Improving Your Communication Skills

“Most people do not listen with the intent to understand, they listen with the 
intent to reply.” – Stephen Covey

Poor Communication Habits Effective Communication Habits

Partial listening 

Example

continues to send an email on their phone while also 

Mindful listening 

Example

Mind reading 

them directly.

Example

Checking perceptions 

are accurate. 

Example

Hijacking

limited interest in others. 

Example

Probing – 

Example

Judging

Example

Non-judging – 
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Poor Communication Habits Effective Communication Habits

Teaching or preaching

Example

Asking permission

Example

Demanding 

Example
Example

Discounting  – 

Example

Validating

needs into account. 

Example

Belittling – 

or opinion.

Example

Supporting – 
and care to the other person. 

Example

came to that opinion?" 

Guilt-tripping 

Example

Summarising 

understood them properly.

Example

Derailing 

Example

 – 

Example

Placating

Example Example
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Review the communication habits and fill in the boxes below:

MY EFFECTIVE COMMUNICATION HABITS

MY POOR COMMUNICATION HABITS

EFFECTIVE COMMUNICATION HABITS TO DEVELOP
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Guided Discussion for Effective Communication 

Step 1. 

Step 2.

Step 3.

Step 4.

Step 5. 

Step 6. 

» 
» 
» 
» 
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Discover practical tools for effective communication in The Mental Wellbeing Toolkit:

• For personal use
• For professional use
• For organisations

Want more worksheets like this?
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