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Communication and Language are the two faces of the same coin. They are inter-linked 
with each others. For effective Communication some effective skills should be obtained 
by the people. These skills help people to become ‘Well-Rounded Communicator’. 
Effective Communication Skills are necessary to get success in the Personal life and as 
well as to get reputed jobs, where Communication Skills are fundamental aspect of the 
job recruitment and personal growth. People with good communication skills not only 
enjoy their professional life but also enjoy better interpersonal relationships with friends 
and family. Hence through some important skills people can develop their 
communication skills.  

  In-order to become a well-rounded communicator one needs to be 
proficient in each of the four skills of language. These four skills like Reading, Writing, 
Listening and Speaking Skills provide learners an opportunity to create contexts in which 
to use the language for exchange of real information. This paper not only deals with these 
three important language skills but also focuses on other important effective skills like 
Understanding of non-verbal communication, Emotional Awareness and most important 
Questioning Skill. So, over all this paper deals with those important skills which are very 
important to become well-rounded Communicator. 

KEYWORDS-Effective Skills, Well-rounded Communicator, Questioning Skills,  Non-
Verbal communication. 

INTRODUCTION 

Communication and Language are the two faces of the same coin. They are inter-linked 
with each others. Language is the means of Communication. Without language 
communication is impossible. Communication is nothing but sharing our knowledge, 
thoughts, ideas, feeling to others with the help of the language. For effective 
Communication some effective skills should be obtained by the people. These skills help 
people to become ‘Well-Rounded Communicator’. Effective Communication Skills are 
necessary to get success in the Personal life and as well as to get reputed jobs, where 
Communication Skills are fundamental aspect of the job recruitment and personal 
growth. People with good communication skills not only enjoy their professional life but 
also enjoy better interpersonal relationships with friends and family. Hence through some 
important skills people can develop their communication skills.  

Abstract 
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  In-order to become a well-rounded communicator one needs to be 
proficient in each of the four skills of language. These four skills like Reading, Writing, 
Listening and Speaking Skills provide learners an opportunity to create contexts in which 
to use the language for exchange of real information. This paper not only deals with these 
four important language skills but also focuses on other important effective skills like 
Understanding of non-verbal communication, Emotional Awareness and most important 
Questioning Skill.  

1.Listening Skills 
  Listening skill is very important and foremost necessary skill in effective 

communication. “Listening skill is the basis of good learning of the language”. To 
become well-rounded Communicator we need be good listener. As we know that 
communication is two way process where people should listen to others in conversation 
for effective communication. So, we need to improve our listening skills for effective 
communication. 

   Learning to listen means not only paying attention to the words being 
spoken but also how they are being spoken and the non-verbal messages sent with them. 
It means giving your full attention to the person speaking, and genuinely concentrating 
on what they are saying and what they are not saying. So, it improves people’s 
communication skills by avoiding confusions and by adapting clarifica 

 
2. Reading Skills 

 As listening skill, skill of Reading skill also plays very important role of 
effective skill for effective communication. “It opens the gates of knowledge. Moreover, 
reading is a perennial source of joy and amusement” (Dr. Praveen Sharma. pg 121). 
Reading is a process of looking at a written or printed symbols and translating it into 
appropriate sound. Through adapting different types of methods and stages of reading 
we can improve our reading skill which is very important or developing our 
communication skills.  

 According to C. C. Fries, “Our main purpose in developing the ability 
to read among our children is that we wish to put them in possession of the power 
gaining pleasure and profit from the printed pages”. As he said, through reading skill 
people can get power of knowledge which helps them to improve their communication 
skills which is very important in this present technological era. 

 
3. Writing Skill 
   Like all other skills effective Writing Skill can develop effective 
Communication.  
After child learns to speak it starts to learn reading and writing. “In that process writing 
plays important role because it connects child’s thinking with written words. So, Writing 
is the physical expression of our thinking. The close relationship between writing and 
thinking makes writing valuable”(Dr. Praveen Sharma. pg 126).   
   According to Frances Bacon, “Reading makes a full man, conference a 
ready man and writing an exact man”. According to him through writing human 
beings represent exactly what is there in their mind. Mahatma Gandhi has also spoke 
about the importance of writing skill by saying, “Fair and legible hand writing is a tool 
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used to enable us to express, what is in our mind and for some people is almost as 
important as speech”.  
   As writing makes man perfect this skill also helps persons to develop their 
communication skills. When they become perfect in expressing their thoughts easily they 
can develop their communication skills. So, this is also an effective skill for an effective 
Communication. 
 
4.  Questioning Skill 
   Question skill is one of the most important skills which can improve our 
Communication skills. It is known as ‘Critical Skill’ because through this skill people 
analyze the conversation and clarify their doubts. It ensures that the person have 
understood someone’s message correctly or not understood anything. The people who 
have questioning skill they are often good listeners because they spend their time in 
understanding the particular matter and gathering the information in sharing their 
opinions. Through this skill person can collect more information about the particular 
thing which they can use in their conversation to make their Communication very 
effective. Hence, Questioning Skill plays vital role in building well rounded 
communicator with effective skills of communication.  
 
5. Skill of Emotional Awareness 
    Skill of Emotional Awareness is one of the most important effective skills 
for effective communication. Emotional awareness is nothing but an ability to manage 
our own emotions and others emotions and this is also known as Emotional Intelligence. 
As human body’ is bunch of emotions, human beings cannot live without emotions. If 
they try to avoid those emotions they may face issues related to their mental health as 
well as their physical health. So, we should manage our emotions. The people who can 
control their feeling and emotions and understanding other’s motions while conversation, 
they can do effective communication. However, an awareness of emotions, both positive 
and negative can definitely improve the Communication.  
6. Skill of Understanding of non-verbal Communication 

 Non-verbal Communication is nothing but Body Language. As the name 
suggests it is related to the non-verbal conversation. It includes tone and pitch, body 
movement, eye contact, expressions and posture. Through paying attention to other’s 
non-verbal communication we can understand the people better. It helps us to understand 
whether the opposite person have got the clear idea or no. This skill ensures that our 
message is conveyed very clearly.  

 “Action Speaks more than word”. As this proverb indicate in 
Communication also our action which is represented by our body language very 
important role than any word. We can convey our message by using verbal and non-
verbal communication. Both plays very important role in communication but non-verbal 
communication plays vital role in making that communication very effective.  Hence, we 
can say that like all other skills this skill also help us in developing effective 
communication skills.  
7. Skill of Confidence 

 Confidence is very important for every human being. Without confidence man 
cannot do everything. In every conversation confidence is necessary to build a healthy 
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relationship. To use our communication skills very effectively we need to be confident. 
We can show our confident to opposite person through our communication and through 
using eye contact. When person feels he is confident enough to face the world he can 
become good communicator. So, it is the one of the best effective skills for effective 
communication. 

 
8. Skill of Respect 

 Skill of Respect is as important as other skills. When the person respect 
other’s ideas and opinions the other person feels to share his/her feelings to them. So in 
communication it is very important to give respect for everyone’s ideas. When we learn 
to give respect for other’s opinions, we can develop our communication skills and we can 
be able to use our communication skills vey effectively. 

CONCLUSION 

Now-a-days all want to get success in their life. To get success they need some 
certain skills. In those skills Communication skills is important. People know the 
importance Communication skills in this present competitive world so they are behind 
developing their communication skills, though they are lacking behind because they are 
unaware about certain effective skills which help them to become well-rounded 
Communicator. Not only four basic skills of language there are some other skills also 
which can help people to develop their skills. So, through this paper an attempt is made to 
analyze the skills which are very important source to develop our Communication Skills. 
Hence, this paper deals with the skills which are very important to become well-rounded 
Communicator. 

  In this present era all human beings have to struggle to develop their 
communication skills to compete with the world and to compete with the world all are 
struggling and working hard to develop their skills. Still there are many who are not 
satisfied with their skills. That is because they are working hard in wrong direction which 
is very important. Hard work is necessary to become a good communicator but we have 
to work hard in right direction. These all above skills are the ways through which we can 
easily find out the right direction as well as we can develop our communication skills.  
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