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​Introduction
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Congratulations on downloading this book and thank you for doing so.

The following chapters will discuss the information you need to master the most advanced elements of communication. It breaks down the different types of communication that you will engage in on a regular basis. 

You will start your journey about learning how to master communication in a business environment. This can help you to better communicate with colleagues at all levels as well as with any other person you would encounter at work.

The next step is exploring communication in learning. Being a lifelong learner is needed for success in all areas of life. You will then delve into communicating best with those in your personal life. Both of these areas ensure that you are getting more out of the world around you and your personal relationships.

Knowing more about how marketing and advertising impact your daily life is important. When you master this form of communication, it makes it easier to ensure that you are making the best purchasing and financial decisions.

Listening is half of the battle when it comes to being an effective communicator. You want to ensure that you can actively listen and properly interpret what other people are trying to tell you. This ensures that you can respond in the best way possible.

The last step is making sure that you master nonverbal communication. This includes your own as well as being able to read it in other people.

There are plenty of books on this subject on the market; thanks again for choosing this one! Every effort was made to ensure it is full of as much useful information as possible, please enjoy!
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​Chapter 1: How to Read People Mastering Communication in a Business Environment
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Mark Cuban is a multi-millionaire that is known for being self-made. He says that being an effective salesman is the secret to his success. Of course, the foundation of sales success is communication. He said that by working in sales, he learned more about communication than he did anywhere else. If you have seen him on Shark Tank, you know that a lot of the bets he takes are on unconventional ideas. So, what sets these ideas from the rest that are presented to him? According to him, the people making these seemingly unconventional pitches know how to communicate.

Cuban is known for being incredibly honest and direct. If he has something on his mind, he does not hesitate to make it known to the world. However, he also seems to convey his thoughts in a way that is professional while still being powerful. To sum it up, when he talks, people listen. 

Cuban also states that to be a leader, you must be a stellar communicator. This is certainly something that you can see to be true if you look at some of the most famous leaders in history. There are several communication strategies that have been used by history’s most famous communicators – from Cuban to Abraham Lincoln. 10 secrets that you need to know include:


●  Keep it real: If people do not trust you, no matter what you say, they are not going to believe it fully. Of course, you cannot just demand trust either. You have to let the fact that you are trustworthy shine through your actions, the decisions you make, and what you say and think. Remember that once you lose trust, it is almost impossible to put it back. Put integrity above all else and no matter who you talk to, they will trust what you say.



●  Get personal: If you are not approachable, what you say will not be heard. Your colleagues and those working below you need to know that you value their thoughts as much as they value theirs. Develop meaningful relationships with those you work with and your communication will be heard in the right way.



●  Be specific: When you want to send out a message, be clear and concise; clarity and brevity are underappreciated in today’s world. Get the main point across right away and ditch the fluff. This ensures that all of your words count.



●  Focus on what is left behind: It is common to put most of your focus on the takeaways when you are delivering information. However, you want to put just as much emphasis on what you leave behind. This means that you have to consider how people take the overall contribution of your message as well as what the recipients of your communication want. When you attend to the recipient’s desires, you are making sure that you are conveying your message in a way that they will best hear it and learn from it.



●  Open your mind: This should go without saying, but it can be difficult to put your biases aside especially if you are the person in charge. When your mind is open, this is something that people will notice. Do not make your dissenting opinions the focus of any communication. Make sure that those you communicate with know that you are willing to hear their side and learn just as you expect them to do. Think of this as a reciprocal idea exchange.



●  Listen as much as you talk: Half of effective communication is listening. This means not only hearing another person’s words but actually understanding their stance and why they are saying what they are saying. No communication should ever be one-sided or closed. When you present an idea, make it clear that you want those on the receiving end to provide their thoughts and actually listen when they provide them.



●  Use empathy over ego: Ego has its place in business, but you need to know when to toss it aside and let empathy take the reins. Your empathy needs to be conveyed in a way that is transparent and authentic. Basically, when you are empathetic, it has to be because you truly are, or people will see right through it. When you show empathy at the right times, you will earn respect, and when people respect you, everything that you communicate is received as you intend it to be.
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