
MASTERING VERBAL SKILLS

FACEWORK SKILLS CHALLENGE 

ARE YOU UP FOR THE CHALLENGE TO IMPROVE ?

WHAT IS THIS SKILL?

Besides good etiquette, work ethic and initiative, part of being an invaluable asset in your team is your ability
to clearly and politely yet firmly make yourself heard and share your ideas and concerns with others

Some of us are confident and can make our voice heard, others of us are not so. A good way to look at this is
to see which of the two basic SOCIAL TYPES you fall into:

INTROVERT
• Gets their energy from spending time on their own
• Often quiet and reflective
• Enjoys their own company
• Enjoys thinking
• More reserved and less impulsive

EXTROVERT
• Gets their energy from spending time with others
• Often outward and social
• Enjoys other people’s company
• Enjoys communicating and doing
• Often up for “Having a go”

See which role you fall into! One isn’t better than the other, moreover, our individual traits make us unique!
An introvert may be adept at sharing their well-formed and complex views, while an extrovert’s social nature could 

help them mediate a space for sharing everyone’s ideas.
Everyone has their own strengths, so find your own!

Mastering Verbal Skills



Group discussions and the sharing of ideas and problems are the lifeblood of a
company, as they help find the direction that you all, as a team will take.
Only you can let what is on your mind be heard!

When a problem arises, it’s your ability to quickly bring up the subject and take control
of the situation that will determine if and when it gets taken care of – NOT just waiting
for someone else to do it.
Consider the following situation:

WHY IS THIS SKILL VITAL 
IN THE WORK PLACE?

You find a safety concern in the workplace, do you:

Wait for someone else 
to fix it and leave it to 
the others to deal with, 
allowing things to get 
worse?

Or

Speak up about the issue 
and discuss a possible 
solution, letting everyone 
discuss the subject 
promoting teamwork and 
problem-solving.

The better course of action will establish you as a valuable member of the team, looking out for others and taking the lead 
when necessary!



Getting better at communicating can help you in your personal life.  

Think of a time when you have had speak up and complete  this 
exercise in the table below. 

What was the subject you 
discussed? ………………………………………………………………

How did you broach the subject? 
……………………………………………………………….

Did you have a good discussion? 
Why ? ……………………………………………………………....

What happened after you spoke 
up? ………………………………………………………………..

What could you do differently if 
you had a second chance to 
present your idea? 

………………………………………………………………..

The best way to gain confidence in speaking up is knowing how to divert from 
the subject if you change your mind. As long as you read the mood of those 
with whom you are talking, you can always just take it back, no harm done!

Of course, there’s nothing wrong with hearing others out, in fact, it’s often the 
right thing to do. However, getting used to speaking up can help you learn more 
about your workplace and take more of a leading role instead of trying to follow 
other people’s agendas.

HOW IS THIS SKILL RELEVANT TO MY PERSONAL LIFE?

“If you can speak, you can influence
If you can influence, you can change lives”

-Rob Brown



TRY NOT TO WORRY THAT YOU WILL SAY THE WRONG THING

You won’t know if what you have to say holds water until you actually say it.
No matter how much you overthink, it won’t matter unless you put your idea
out there. Be sensitive, keep it short and sweet, and you really can’t go wrong.
People appreciate being trusted with what you have to say!

CONSIDER YOUR STRENGTHS AND WEAKNESSES

Maybe you’re a bit of a jokester; or a naturally observant person, picking up on
the needs and wants of others easily; you could be a good thinker who comes
up with simple solutions to complicated problems and you just don’t speak up
about it enough to know it! Think of times you’ve effectively solved problems
through discussion and consider how you went about it, as well as how you’ve
messed up, so you can do even better in the future.

COMMUNICATE WITH GOOD COMMUNICATORS
Do you know any captivating speakers? Maybe a popular mate or teacher or
someone you’re related to. The best way to get better at something is to learn
from the best. Find someone who can help you improve and start picking their
brain about communication; if there’s one thing they’ll love, it’s a chance to
talk!

There are lots of articles and resources online which can help you master this skill.  
Here are 4 ideas which can help you master the skill of communication. 

FIND YOUR CONVERSATIONAL FLOW
As you start speaking up more, you’ll find that making yourself heard will
become easier and easier as it becomes more natural and routine. Pick up on
what you’re doing wrong and right over time, and soon enough being a
charismatic speaker will be as easy as breathing!

HOW CAN I MASTER THIS SKILL?






