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Lesson Objective: You will learn the foundational skills of effective verbal communication in 
professional settings. You will understand how clear speaking, active listening, and appropriate 
workplace vocabulary help you build stronger relationships with coworkers, supervisors, and 
customers while preparing you for career success.

1 | Verbal Communication Basics
• CCTC.CRP.4: Communicate clearly and effectively
• NBEA Communication Standards I.A: Foundations of Communication

The 5 Most Important Verbal 
Communication Skills You Need to Know

1. Clear Speaking and Pronunciation
You need to speak at an appropriate pace 
and pronounce words clearly so others can 
understand your message without confusion. 
This skill helps you avoid miscommunication 
and shows professionalism in any workplace 
setting.

2. Active Listening Techniques
You must learn to focus completely on the 
speaker, ask clarifying questions, and provide 
feedback to show you understand. Active 
listening builds trust with colleagues and helps 
you gather important information accurately.

3. Appropriate Workplace Vocabulary
You should use professional language 
that matches your work environment while 
avoiding slang, inappropriate jokes, or overly 
casual speech. Choosing the right words 
demonstrates respect for your workplace and 
helps you communicate effectively with different 
audiences.

4. Voice Tone and Volume Control
You need to adjust your voice tone to match 
the situation and maintain appropriate volume 
levels for different settings. Your tone conveys 
your attitude and emotions, which directly 
impacts how others respond to your message.

5. Asking Questions and Seeking Clarification
You must feel confident asking questions when 
you don’t understand something or need more 
information. This skill prevents mistakes, shows 
engagement, and helps you learn faster in your 
career.

Successful professionals develop reputations 
for specific communication qualities like clarity 

or thoughtful questions, making them more 
memorable and valuable to employers.
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Verbal communication is sharing information 
through spoken words. In the workplace, 
this includes casual conversations with 
coworkers and formal presentations with 
clients. Strong verbal communication 
skills help you express ideas clearly, build 
relationships, and advance your career.

Why It Matters

Your ability to communicate verbally directly 
impacts job success. Employers consistently 
rank communication skills as one of the 
most important qualities they seek. When 
you communicate effectively, you reduce 
misunderstandings, solve problems faster, 
and create positive working relationships.

Key Components

Clear Speech and Pronunciation
Speaking clearly means using proper 
pronunciation, appropriate pace, and correct 
grammar. You should speak slowly enough 
for others to understand but not sound 
uncertain. Practice enunciating your words 
and avoid mumbling.

Active Listening Skills
Good verbal communication requires 
excellent listening skills. When others 
speak, focus completely on their words 
rather than planning your response. Show 
you’re listening by nodding, maintaining eye 
contact, and asking questions.

Professional Language Choices
Your word choices reflect your 
professionalism. Use appropriate vocabulary 
for your workplace and avoid slang or 
overly casual language during business 
conversations. Adapt your language to match 
your audience while maintaining respect.

Real-World Applications

In customer service roles, clear verbal 
communication helps you resolve issues 

quickly and maintain satisfaction. During 
team meetings, strong communication skills 
allow you to contribute valuable ideas. When 
receiving instructions, good listening skills 
ensure you complete tasks correctly.

Common Misconceptions

Many people believe that talking more 
equals better communication. Actually, 
effective verbal communication balances 
speaking and listening. Another 
misconception is that verbal communication 
only matters in certain jobs. Every career 
requires interaction.

Future Trends

Modern workplaces increasingly rely on 
video calls and virtual meetings. These 
technologies require stronger verbal 
communication skills since body language 
is limited. Developing clear speech and 
listening skills will become more valuable.

Mastering Verbal Communication: Your Key to Workplace Success

During virtual meetings, looking at 
your camera instead of the screen 

creates the impression of eye contact, 
which builds stronger connections 

with remote colleagues.

Communication skills consistently rank as 
the top quality employers seek in new hires, 

often considered more important than 
technical skills or work experience.
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Successful professionals adapt their 
communication style to different audiences 
and situations. Use formal language with 
executives, respectful tone with peers, and 
clear explanations with clients. Master the 
balance between speaking and listening to 
build credibility and trust.

Common Pitfalls to Avoid

Many newcomers talk too much during 
meetings, thinking it shows engagement. 
Experienced professionals know when to 
speak and when to listen. Avoid interrupting 
others, using filler words, or speaking too 
quickly when nervous. Always confirm 
understanding after 
giving or receiving 
instructions.

Essential Tools and 
Resources

Modern professionals 
use voice recording apps 
to practice presentations 
and conversations. 
Video conferencing 
requires maintaining 
eye contact with the 
camera, not screen. 
Join organizations 
like Toastmasters International to build 
confidence. Seek regular feedback from 
trusted colleagues to identify improvement 
areas.

Critical Decision Points

Choose communication channels wisely. 
Sensitive topics, complex instructions, 
and relationship-building require verbal 
communication. Quick updates work better 
through written channels. Always consider 
your audience’s preferences and time 
constraints when selecting your approach.

 Industry Standards and Expert Tips

Professional verbal communication requires 
consistent tone, clear pronunciation, and 
appropriate volume. Practice active listening 
by summarizing what you heard before 
responding. Ask clarifying questions and 
provide specific examples when explaining 
concepts. Build rapport through genuine 
interest in others.

Advanced Strategies for Growth

Develop your personal communication 
brand by being known for specific qualities 
like clarity or thoughtful questions. Study 

influential speakers 
and adapt techniques 
to your style. Record 
important conversations 
with permission to 
analyze and improve 
your patterns.

 Future 
Opportunities

Strong verbal 
communicators advance 
faster because they 
lead teams effectively 
and build stakeholder 

relationships. Remote work increases 
demand for virtual communication skills. 
Consider certifications in presentation or 
conflict resolution to enhance prospects.

Mastering verbal communication opens 
doors to leadership positions and creates 
lasting professional relationships that fuel 
career success.

The Professional’s Insider Guide to Verbal Communication

As more companies offer remote work options, 
employees with strong virtual communication 

skills have access to job opportunities 
worldwide, not just in their local area.

Using excessive filler words like “um” and 
“like” can reduce your perceived credibility 

by up to 30% during professional 
presentations and job interviews.
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You will use verbal communication 
daily in workplace situations including 
team meetings, customer service calls, 
presentations, performance reviews, and 
project collaboration. Each situation requires 
different communication approaches and 
skill levels.

Step-by-Step Implementation Guide

Start by assessing your 
current communication 
strengths and weaknesses 
through self-reflection 
or colleague feedback. 
Practice speaking clearly 
by recording yourself and 
listening for pronunciation, 
pace, and filler words. 
Develop active listening 
skills by focusing completely 
on speakers without 
planning responses. Build 
professional vocabulary 
appropriate for your industry.

          Best Practices and  
          Industry Standards

Maintain appropriate volume levels and 
speak at moderate pace that allows others 
to follow your message. Use professional 
language matching your workplace culture 
while avoiding slang. Practice the 70-30 rule: 
listen 70% of the time and speak 30% during 
conversations to demonstrate engagement.

Common Pitfalls and Prevention

Avoid interrupting others mid-sentence, 
even when you think you understand their 
point. Do not use phones or check emails 
while someone speaks to you. Prevent 
misunderstandings by asking clarifying 
questions and summarizing key points 
before ending conversations. Never assume 
others understand without confirming 
comprehension.

Required Tools and Resources

Essential tools include voice recording apps 
for practice, video conferencing software for 
remote meetings, and presentation platforms 
for formal communications. Consider joining 
professional development groups or taking 
communication courses to improve skills 
systematically.

Prerequisites and 
Preparation Steps

Before important 
conversations, 
prepare key points 
and anticipate 
questions others 
might ask. Research 
your audience to 
understand their 
communication 

preferences and 
knowledge level. 
Practice difficult 
conversations with 

colleagues before high-stakes situations.

Success Metrics and Evaluation

Measure progress through supervisor 
and colleague feedback, successful 
communication objectives, and reduced 
misunderstandings. Track improvements 
in meeting participation, presentation 
confidence, and relationship building with 
coworkers and clients.

Effective verbal communication 
implementation requires consistent practice 
and ongoing refinement based on workplace 
feedback.

Applying Career Personality Insights in Your Career Journey

Mastering verbal communication skills 
gives you the ability to influence decisions, 

build lasting relationships, and advance 
your career faster than almost any other 

professional skill you can develop.

Professional communicators recommend 
listening 70% of the time and speaking 

only 30% during workplace conversations to 
build trust and gather important information.
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Key Terms

1. Active Listening: _______________________________________________________________

2. Professional Language: _________________________________________________________

3. Voice Tone: ___________________________________________________________________

4. Verbal Communication: _________________________________________________________

5. Pronunciation: ________________________________________________________________

Main Concept Overview

Word Bank: listening, relationships, information, pronunciation, video, 

Verbal communication is the process of sharing __________ through spoken words. In the 

workplace, strong verbal communication skills help you express ideas clearly, build __________, 

and advance your career. The key components include clear speech and __________, active 

listening skills, and professional language choices. Modern workplaces increasingly rely on 

__________ calls and virtual meetings, which require stronger verbal communication skills. 

Effective verbal communication balances speaking and __________ to demonstrate engagement.

Matching Section

_____ 1. Clear Speech and Pronunciation    A. Focusing completely on the speaker’s words 
                                                                          without planning your response

_____ 2. Active Listening Skills                     B. Using appropriate vocabulary while avoiding slang 
                                                                          during business conversations  

_____ 3. Professional Language Choices     C. Using proper pronunciation, appropriate pace, and 
                                                                           correct grammar when speaking

_____ 4. Video Conferencing                        D. Recording yourself to practice presentations and 
                                                                           phone conversations

_____ 5. Voice Recording Apps                    E. Technology that requires maintaining eye contact 
                                                                          with the camera, not the screen

1 | Verbal Communication Basics - Guided Notes



CTE-2100: Soft Skills © 3andB.com | 9

True/False Questions
1. _____ Talking more always equals better communication in the workplace.

2. _____ You should speak slowly enough for others to understand but not so slowly that you 

               sound uncertain.

3. _____ Professional verbal communication requires consistent tone, clear pronunciation, and 

               appropriate volume.

4. _____ Verbal communication skills are only important for certain types of jobs.

5. _____ The 70-30 rule means you should listen 70% of the time and speak 30% during 

               conversations.
Fill in the Table

1 | Verbal Communication Basics - Guided Notes Continued

Communication 
Scenario Best Practice

Team meetings

Customer service 
calls

Performance reviews

Video conferencing

Receiving 
instructions

Critical Thinking Questions

1. How might your verbal communication style need to change when speaking with different 
audiences (executives, peers, customers)? Explain why adapting your communication approach is 
important for professional success.

______________________________________________________________________

______________________________________________________________________

2. What steps would you take to improve your verbal communication skills if you received 
feedback that you interrupt others too frequently during meetings? Describe a specific action plan 
with measurable goals.

______________________________________________________________________

______________________________________________________________________
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Scenario 1: The Upset Customer

A customer calls because their pizza 
order was wrong. They sound frustrated 
and keep talking fast. You need to 
help them but they won’t let you finish 
explaining how to fix the problem.

Questions:

A. How can you show the customer 
    you’re listening?

B. What should your voice sound like 
    when you respond?

C. What words should you use to help 
    them understand the solution?

  ____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Scenario 2: Speaking Up in a Meeting

Your boss asks everyone for ideas to 
make the store run better. Two people 
are doing all the talking while everyone 
else stays quiet. You have a good idea 
but feel nervous about sharing it.

Questions:

A. When should you speak up with your 
    idea?

B. How can you get everyone’s 
    attention?

C. What can you do to help quiet people
     join the conversation?

  ____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

1 | Verbal Communication Basics - Hypotheticals
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Scenario 3: Training Someone New

Your manager asks you to show a new 
worker how to use the cash register. You 
can tell they’re confused but they keep 
saying “okay” and nodding. You think 
they’re afraid to ask questions.

Questions:

A. How can you check if they really 
    understand without making them feel 
    bad?

B. What questions can you ask to get 
    them to talk?

C. How should you change the way 
    you’re teaching them?

  ____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

Scenario 4: Coworkers Having Problems

Two people you work with keep arguing 
and it’s making everyone uncomfortable. 
Your supervisor wants you to help them 
talk through their problem. One person 
talks very quietly and the other gets loud 
when upset.

Questions:

A. What rules should you set before they
    start talking?

B. How can you make sure both people 
    feel heard?

C. What can you say to help them work 
    together better?

  ____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

_____________________________________________

1 | Verbal Communication Basics - Hypotheticals Continued
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Reflect on times when you’ve had to adjust your communication 
approach for different audiences. Think about how developing 
this flexibility could benefit you in diverse workplace 
environments and help you connect with various customers or 
clients.

How would you 
describe your current 
verbal communication 
style when talking with 

friends versus talking with 
adults like teachers or 

employers? Think about the differences in your word choices, tone, and 
formality level. Consider how developing stronger professional 
communication skills might help you in future job interviews and 
workplace situations.

1

How might your 
verbal communication 

style need to adapt when 
working with people from 

different backgrounds, 
age groups, or 

professional levels?

2

Think about times when poor communication led to 
misunderstandings in your life. Consider how the verbal 
communication strategies you’ve learned could help you resolve 
conflicts more effectively in future workplace situations.

How do you currently 
handle disagreements 
or tense conversations 

with peers, and what 
changes might make 

hese interactions 
more productive?

3

1 | Verbal Communication Basics - Reflection Questions
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1 | Verbal Communication Basics - Case Study

TERM DEFINITION

Active Listening

Clarifying Questions

Communication 
Brand

Eye Contact

Filler Words

 

Professional 
Language

Pronunciation

Rapport

Seventy-Thirty Rule

Verbal 
Communication
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1 | Verbal Communication Basics - Word Search

Verbal Communication Basics
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Verbal Communication Seventy-Thirty Rule Professional Language

Filler Words Communication Brand Clarifying Questions

Active Listening Rapport Pronunciation

Eye Contact
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1 | Verbal Communication Basics - Crossword

Verbal Communication Basics
1

2

3

4 5 6

7

8

9

10

Across

2. Speaking words 

correctly with proper 

sounds, pace, and 

emphasis so others 

can understand your 

message without 

confusion.

3. The skill of 

focusing completely 

on the speaker's words 

without planning your 

response, while asking 

clarifying questions 

and providing 

feedback. ____ 

Listening

7. The process of 

sharing information 

through spoken words, 

including everything 

from casual workplace 

conversations to 

formal presentations. 

___ Communication

8. Your personal 

reputation for specific 

communication 

qualities like clarity, 

enthusiasm, or 

thoughtful questions 

in professional 

settings. 

Communication ___

9. Unnecessary 

sounds like "um" and 

"like" that interrupt 

speech flow and 

reduce professional 

credibility. ___ Words

10. The practice of 

looking directly at the 

person you're speaking 

with, or at the camera 

during video calls, to 

show engagement and 

respect. (Two words)

Down

1. Appropriate 

vocabulary that 

matches your 

workplace culture 

while avoiding slang or 

overly casual 

expressions during 

business 

conversations. ____ 

Language

4. A communication 

guideline where you 

listen 70% of the time 

and speak 30% during 

conversations to 

demonstrate 

engagement. 

___-Thirty Rule

5. Specific 

questions asked to 

ensure understanding 

and gather important 

information accurately 

during conversations. 

____ Questions

6. Positive 

professional 

relationships built 

through genuine 

interest in others and 

effective verbal 

communication 

techniques.


