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Effective communication techniques 
A proven technique to more clearly communicate with your partner is using "I" 
statements when you have something you need for the other person to hear. The 
following are statements and examples you may want to consider incorporating 
into your communication style: 

 "I" messages reveal feelings without making demands. ("I feel the good work 
I've been doing isn't noticed.") 

 "You" messages obscure feelings and point fingers of blame. ("You always 
notice the work Bill does instead of mine.") 

 "I" messages allow the other person to see the effect of his/her behavior, 
without exerting pressure. ("I have an idea that if my work is recognized, I 
stand a better chance of promotion.") 
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 "You" messages demand action while they threaten the relationship. ("If you 
keep favoring Bill's work and ignoring my work, you'll regret it.) 

 "I" messages encourage the other person to grow and trust him/her to 
handle the situation with responsible behavior. ("Without an honest 
evaluation of my work, I don't know how to improve what I'm doing to get a 
promotion.") 

 "You" messages diminish trust and growth. Although such messages 
demand change and improvement, the message implies that growth will not 
happen without the threat or demand of being there. ("You are standing in 
the way of my promotion and advancement on my job because you won't 
give my work an honest evaluation.") 

 "I" messages clearly separate the responsibilities in the conflict by defining 
the personal problems and feeling raised by other's actions, but without 
making the other responsible for those feelings. ("I feel as if my work isn't 
appreciated.") 

 "You" messages confuse the responsibilities by leaving little or no room for 
the other to explain his/her position. Or they prejudge the other person and 
make him/her responsible for your feelings." ("You don’t care whether I do 
good work or not.") 

Effective Communication Techniques 

Being present 
Good communication is more than just talking – it is a blend of actively listening to 
your conversation partner and clearly stating your response in language that can 
be understood. Additionally, non-verbal cues are utilized to facilitate 
understanding. Active listening involves being present—in the moment—NOT 
thinking about what you plan to say when the other person stops talking! It is 
paying attention to what is said and the way in which it is said. Many of us rarely 
experience being truly listened to in our daily lives. We are typically heard with 
"half an ear" while the listener thinks of other things and/or multitasks. By giving 
someone your full attention they will not only feel heard, but you will be more 
aware of what is actually being communicated. When fully listening, you are less 
likely to filter out the information that does not fit your view of the situation. 

Reflective listening 
Communicating clearly involves not only speaking with care, but also includes 
utilizing active listening and reflecting back what is said. This ensures you are 
addressing the points and ideas your conversation partner just conveyed. We often 
listen with a "filter" on our ears. We tend to hear that which agrees with us or fits 
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our notion of what the speaker should be saying, and then ignore the rest. For 
example: If we have the expectation that the other person will be negative about 
an idea, we may filter out any positive comments and only focus on the negative 
ones. We do not truly hear the other. Our filters depend on our needs, our self-
esteem and the communication patterns that we learned from our families. Make 
sure you are responding to the same conversation as your partner when you speak 
in order to be heard. Practice paraphrasing back with each other to ensure both 
are fully heard and completely understood. Simply take the time to say, for 
example, "What I heard you saying is..." and summarize the points just made. Then 
ask if that is accurate or if anything was missed. 

Non-verbal cues 
Research indicates that 95% of all communication is non-verbal. Factors such as 
tone of voice, the pace of speaking, how we hold our bodies, the physical space 
between the conversant, amount of eye contact and loudness/softness of voice 
often convey more about what is being said than actual words. When we agree on 
a subject with another person in a conversation, our non-verbal cues will match. A 
simple way to convey empathy and understanding, even if you disagree with what 
is being said, is to match your tone of voice, speed of speaking and body language 
to the other speaker. 

Complicating factors 
Another factor that may affect the ability to communicate effectively is the 
different style in which people communicate, particularly different tendencies 
between men and women. For example, a common pattern in males is to use 
communication to transfer information, whereas females often communicate to 
process emotions or a decision. If these communication patterns are not 
understood, it can lead to confusion, frustration, and faulty communication. The 
male does not understand why the female keeps talking about the subject when he 
has given her the information she needs to make a decision, the female does not 
understand why the male is giving her advice when she wants to talk about the 
issue in more detail so she can process what needs to be accomplished. Be aware 
of different communication styles and utilize this type of information to enable you 
to structure your communication and responses accordingly. This will make you a 
much stronger communicator! 

Source: James G.T. Fairfield's book, WHEN YOU DON'T AGREE 
  

©2019 Aetna Inc. 
    

 


