
2. Language and communication skills  

These are essential tools for conveying ideas, thoughts, and opinions effectively. 

They encompass various aspects, including: 

 
1. Verbal Communication: Spoken language, including face-to-face conversations, phone 
calls, and presentations. 
 
2. Nonverbal Communication: Facial expressions, body language, tone of voice, and 
gestures. 
 
3. Written Communication: Emails, reports, letters, and social media posts. 
 
4. Active Listening: Paying attention to and understanding the speaker's message. 
 
5. Clarity and Conciseness: Using clear and simple language to convey messages. 
 
6. Emotional Intelligence: Recognizing and managing emotions in communication. 
 
7. Adaptability: Adjusting communication styles to suit different audiences and contexts. 
 
8. Empathy and Understanding: Considering the perspectives and needs of others. 
 
Developing strong language and communication skills can improve personal and 

professional relationships, enhance collaboration, and increase productivity. They are vital 

for effective expression, mutual understanding, and successful interaction in all aspects of 

life. 

  

 

 

 

 



 

 

 

 

 

 



 

 


