
doug smith training 
fast, affordable leadership training

5 Vital Communication Skills 

Doug Smith

How to Communicate More Effectively

!1



M T W Th F S S Total

Complete the Pre-
program form (5)

Submitted questions on 
the pre-program form (1 
pt/question)

Comment on blog page 
for this program (1 each)

Comment during the call  
(1)

Complete and submit the 
post program form (5)

Total

Score Board

Level up your learning! Record and track your use of the score collecting skills for one 
week to see how you have worked on your development. Doing each of the above activities 
will help reinforce your learning and propel you forward to the next level of effectiveness. 

Oh, and if you let us know your scores you could win bragging rights on this and other 
programs!

 2

Communication



CASE STUDY:
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That Tough Conversation

Communication

Jamal has been avoiding a difficult 
conversation with his boss for weeks. He 
feels as if he could be doing more on the 
team, and yet can’t seem to get any 
attention or additional responsibility. 

He doesn’t want to upset his boss, who 
has a reputation for losing patience 
easily, but Jamal really wants to develop 
his career more. 

He wonders if part of the dynamic 
tension he feels is because his boss is 
much older than he is, and a completely 
different generation.  

He wants to talk. He needs to talk. He 
just doesn’t know how to get started. 

What do you think? 
1. How should Jamal start his 

conversation with his boss? 
2. What things could he do to prepare 

for this conversation? 
3. Is it important for Jamal to decide 

when to have this talk? If so, why?



Navigating filters

What we think, what we see, what we hear, 
and who we are is all filtered by:
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“The lens through which you view the world is completely up to you.” 
- Joanna Barsh and Johanne Lavoie, Centered Leadership, p. 130,Crown 
Business, NY 2014



Going deeper

 5

Don’t make assumptions. Find the 
courage to ask questions and to 
express what you really want. 
Communicate with others to avoid 
misunderstandings, sadness and 
drama. 
With this one agreement, you can 
completely transform your life. 
   -- Don Miguel Ruiz,  
The Four Agreements 

The conversation is not about the 
relationship; the conversation is the 
relationship. 
  -- Susan Scott,  
Fierce Conversations 

You can see a lot, just by listening. 
  -- Yogi Berra



Create success one conversation at a time
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ACTION PLAN: Communicating Effectively
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Who do you know who would be easy to practice CLUES with? Plan at least one 
CLUES conversation with them on the topic of your choice.

Who Topic When Done!

What difficult conversations have you been putting off? Plan to conduct at least one of 
them within a week and use the CLUES to Success to guide your dialogue.

Give yourself feedback on the results of your practiced CLUES conversations:
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