MHrepec xoMmaHui K 3JEKTPOHHBIM KOMMYHHKAIMAM Bo3pacrtaer. [Ipuopuretst
KOMITaHWH B 3TOW OOJIACTH CTaIM B IIEJIOM Oojiee 0O0MyMaHHBIMH, IOJTOCPOYHBIMH,
crparermyecknmu. Ctam BO3MOXKEH IEpexo]] K TaK Ha3bIBAEGMOMY SJICKTPOHHOMY
O6msnecy.  Ilog  onmEeKTpOHHBIM ~ OW3HECOM  IOHMMACTCSl  OCYILECTBIICHHUC
ABTOMAaTH3MPOBAHHBIX OM3HEC-TIPOIECCOB (BHYTPH(MHUPMEHHBIX U MEX()UPMEHHBIX)
MOCPEJICTBOM ~ KOMITBIOTEpHBIX ceTeil. OcCHOBHas wzes dJIEeKTPOHHOro Om3Heca
3aKJTI0YAeTCs] HE BO BHEJPSHUH TEXHOJIOTHI M CHCTEM, a MPEKAE BCETO B ONTUMHU3AIINH
B3aMMOOTHOILIEHUH C KIIMCHTAaMU, MOCTaBIINKaAMH1 U APYTYUMU TaApTHEPAMHU.

B 1O xe BpeMs BIIEKTPOHHBIH OWM3HEC — 3TO ONTHMH3ANUSA HE TOJNBKO TEX
MPOIIECCOB, KOTOpPHIC OPHCHTHUPOBAHBEI BO BHEIIHIOK Cpeoy, HO Takke |
BHYTPCHHUX IIpoIeccoB (upMbl. HeT cMbicia KOHICHTPHPOBAaTH YCHIIMS Ha
BHELITHUX KOMMYHUKAIIUSX, €CJIM BHYTPEHHHE TPOLecChl Hed((EKTUBHBI.

B pa3BuTtHH 37EKTPOHHOTO OM3HECA BBIJICNACTCS TPU MEPHOIa.

IlepBBIii mepuon XapakTepu3yeTcsi BHEIpPEHHEeM 0a30BBIX TEXHOJOTHMA
JJIEKTPOHHBIX KOMMYHHUKanwii (TMOAKIIOYeHHe K VIHTEpHETY) W OCBOCHHEM
CPaBHUTEIHHO HECIOXKHBIX CIIOCOOOB AIIEKTPOHHBIX KOMMYHHUKAIMN (IEKTPOHHASL
mouTa, BeO-caifT u mp.).

Ha BTOpOM »3Tame KOMIAaHMM KOHUECHTPUPYIOT YCHJIUS Ha ONTUMU3ALUU
BHYTPEHHHUX IIPOLIECCOB YINpAaBJICHHs, HA COKpAICHUU H3JEPKEK YIPaBICHUS C
UCIIOJIB30BAaHUEM JJIEKTPOHHBIX CHUCTeM (CHCTEMBI YIpaBICHHUS pecypcaMu
MPEIIpUATHS,  YIPaBICHUS  B3aUMOOTHONICHWSMH C  KIHMGHTAMH H  C
MTOCTABIIUKAMH).

OCOOCHHOCTBIO TPETHETO TEPHOAA SBISCTCS CTPEMIICHHE (QHPM YIyUIIUTH
CTaOMIILHOCTh, HAJIC)KHOCTh, TMOKOCTh KOMMYHHUKAIUH C CyOBCKTaMH BHEIIHEH
Cpelbl: ¢ TapTHEpaMH B COBMECTHBIX MPOCKTAaX, ¢ KOHCUHBIMU MOTPEOUTEIAMU
MIPOYKIUH, C TOCYAAPCTBOM, C OOLIECTBEHHOCTHIO B IIEJIOM.

SIBHO BBIpMCOBBIBAIOLIEHNCS LENIBI0O KOMIIAHUM CTAaHOBUTCS MEPEXOH Ha BBICOKO
ABTOMATH3MPOBAHHBIA 3JCKTPOHHBIA OOMEH, IOApa3yMEeBAIOMUK HE MPOCTO
mepenady JOKYMEHTOB dYepe3 DJJIeKTPOHHBIE CETH, HO HX aBTOMaTHYECKOe
(dbopMupoBanre WHOOPMAMUOHHONW CUCTEMOW OTIPABHUTENS W ABTOMATHUYCCKYIO
00pabOTKy CHCTEMOI TOTyJaTers.

Takum 00pa3oM, B YCIOBHSX YCHJICHHS BHHMAaHUS OM3HECa K ONTUMHU3AINH
B3aMMOOTHOIIEHUH C KJIWEHTaMH, IIOCTABIIMKAMHU ¥ JPYTUMH HapTHEpaAMu
BO3pacTaeT MOTPEOHOCTh KOMITAHHI B CHCTEMHOM YIPAaBIEHHH KOMIUIEKCOM
BHYTPECHHHUX W BHEITHUX KOMMyHI/IKaHI/Iﬁ IIPpYU TIOMOIIHN BJICKTPOHHBIX TEXHOJIOTHH.

UDC 316.28
A. Dylevskaya
(Republic of Belarus)
Scientific supervisor: E. N. Saveljeva
Belarusian State Agrarian Technical University

TOP SKILLS CONTRIBUTING TO EFFECTIVE COMMUNICATION

The ability to communicate effectively with superiors, colleagues, and staff is
essential, no matter what industry you work in.
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Effective communication combines a set of skills including nonverbal commu-
nication, engaged listening, managing stress in the moment, the ability to communi-
cate assertively, and the capacity to recognize and understand your own emotions
and those of the person you’re communicating with.

Effective communication is the glue that helps you deepen your connections to
others and improve teamwork, decision making, and problem solving. It enables
you to communicate even negative or difficult messages without creating conflict or
destroying trust.

While effective communication is a learned skill, it is more effective when it’s
spontaneous rather than formulaic. A speech that is read rarely has the same impact
as a speech that’s delivered (or appears to be delivered) spontaneously. Of course, it
takes time and effort to develop these skills and become an effective communicator.
The more effort and practice you put in, the more instinctive and spontaneous your
communication skills will become.

Top skills leading to effective communication will help you stand out in today's
job market. They are listening, nonverbal communication, clarity and concision,
friendliness, confidence, empathy, open-mindedness, respect, feedback, picking the
right medium.

Listening. Being a good listener is one of the best ways to be a good communi-
cator. No one likes communicating with someone who does not take the time to lis-
ten to the others. Practice active listening. Active listening involves paying close at-
tention to what the other person is saying, asking clarifying questions, and rephras-
ing what the person says to ensure understanding (“So, what you're saying is...”).
Through active listening, you can better understand what the other person is trying
to say, and can respond appropriately.

Nonverbal communication. Your body language, eye contact, hand gestures, and
tone all color the message you are trying to convey. A relaxed, open stance (arms
open, legs relaxed), and a friendly tone will make you appear approachable, and will
encourage others to speak openly with you. Eye contact is also important; you want to
look the person in the eye to demonstrate that you are focused on the person and the
conversation (however, be sure not to stare at the person, which can make him or her
uncomfortable). Often, nonverbal signals convey how a person is really feeling. For
example, if the person is not looking directly in your eyes, he or she might be uncom-
fortable or hiding the truth.

Clarity and concision. Try to convey your message in as few words as possible.
Say what you want clearly and directly, whether you're speaking to someone in per-
son, on the phone, or via email. If you ramble on, your listener will either tune you
out or will be unsure of exactly what you want. Think about what you want to say
before you say it; this will help you to avoid talking excessively and/or confusing
your audience.

Friendliness. Through a friendly tone, a personal question, or simply a smile,
you will encourage your coworkers to engage in open and honest communication
with you. This is important in both face-to-face and written communication. When
you can personalize your emails to coworkers and/or employees — a quick “I hope

282



you all had a good weekend” at the start of an email can personalize a message and
make the recipient feel more appreciated.

Confidence. It is important to be confident in all your interactions with others.
Confidence ensures your coworkers that you believe in and will follow through
with what you are saying. Of course, be careful not to sound arrogant or aggressive.
Be sure you are always listening to and empathizing with the other person.

Empathy. Even when you disagree with an employer, coworker, or employee, it
is important for you to understand and respect their point of view. Using phrases as
simple as “l understand where you are coming from” demonstrate that you have
been listening to the other person and respect their opinions.

Open-mindedness. A good communicator should enter any conversation with a
flexible, open mind. Be open to listening to and understanding the other person's
point of view, rather than simply getting your message across. By being willing to
enter into a dialogue, even with people with whom you disagree, you will be able to
have more honest, productive conversations.

Respect. People will be more open to communicate with you if you convey re-
spect for them and their ideas. Simple actions like using a person's hame, making
eye contact, and actively listening when a person speaks will make the person feel
appreciated. On the phone, avoid distractions and stay focused on the conversation.

Feedback. Being able to appropriately give and receive feedback is an important
communication skill. Managers and supervisors should continuously look for ways to
provide employees with constructive feedback, be it through email, phone calls, or
weekly status updates. Feedback involves giving praise to an employee, it can greatly
increase motivation. Listen to the feedback you are given, ask clarifying questions if
you are unsure of the issue, and make efforts to implement the feedback.

Picking the right medium. An important communication skill is to know what
form of communication to use. For example, some serious conversations (layoffs,
changes in salary, etc.) are almost always best done in person. You should also
think about the person with whom you wish to speak — if they are very busy people
you might want to convey your message through email. People will appreciate your
thoughtful means of communication, and will be more likely to respond positively
to you.
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H. IN'oasmanT, JI. 3eHbKeBHY
(Pecny6nuka benapycs)
Hayunslii pyxoBogutens: T.E. UepHoBelw, CT. IpenoaBaTellb
Benopycckuii rocy1apcTBEHHBII arpapHblii TEXHUYECKUN YHUBEPCUTET

JAEJIOBOE OBIIEHUE CHEIUAJIMCTOB B COEPE AT'POBU3HECA

B namre OypHOe BpeMsi HH)OPMAIIOHHOH PEBOJIOIMH aKTyaIbHOCTh OOIIEHUS
B cdepe arpoOW3Heca WrpaeT uYpe3BBIYAHHO BaXHYK poib. I[Iporecc
KOMMYHUKAIIMH HE CHIDKAETCs, a Ha000poT, Bo3pacTaeT. KoMMyHHKaNKs BaXKHA BO
BceX cdepax JedATENBHOCTH 4YeloBeka. Bce MBI kuBeM, OOMCHHBAsCh
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