THE COMPETENT INTERPERSONAL COMMUNICATOR: ESSENTIAL SKILLS  
25 Things Every Interpersonal Communicator Should Know How to Do 
1. Communicate with an awareness of how the interpersonal process really works (Chapter 1).

2. Increase self-awareness (Chapter 3).
3. Manage your fear of communicating (Chapter 3).
4. Increase your accuracy in perceiving messages and people (Chapter 4).
5. Regulate your listening between empathic-objective, nonjudgmental-critical, surface-depth, and active-inactive modes (Chapter 5).

6. Use language in its full range-both denotative and connotative, with varied levels of abstraction, directness, and politeness (Chapter 6).

7. Communicate without sexism, heterosexism, ageism or racism and with sensitivity to preferred cultural names (Chapter 7).
8. Use nonverbal communication signals to send and receive a wide variety of messages – through the body, face, and eyes, space and territory, artifacts, touch , paralanguage, silence, time and smell (Chapter 8).
9. Communicate a wide variety of emotional meanings and respond appropriately to the emotional message of others (Chapter 10, 11, and 13).

10. Engage in effective and satisfying conversations (Chapter 9).

11. Communicate mindfully, flexibly, with cultural sensitivity, and with metacommunication as appropriate (Chapter 6).

12. Open, maintain, and close conversations comfortably and effectively (Chapter 9).
13. Communicate in intercultural situations with cultural sensitivity and effectiveness (Chapter 2 and all chapters).

14. Establish effective and productive relationships with friends, romantic partners, and family, and with workplace colleagues in, for example, mentoring and networking relationships (Chapter 12).

15. Travel effectively through the relationship stages, communicating in way appropriate to each stage (Chapter 10).

16. Increase your own interpersonal attractiveness (Chapter 11).

17. Engage in effective and productive conflict resolution (Chapter 13).

18. Argue effectively and persuasively for a position or point of view (Chapter 14).
19. Increase self-esteem (Chapter 3)
20. Communicate assertively and powerfully (Chapter 14).

21. Communicate more effectively in a wide variety of personal and workplace encounters (Chapter 12, all chapters).

22. Communicate with an awareness of the ethical issues involved in all forms of interpersonal interaction (all chapters).

23. Listen effectively in a wide variety of interpersonal situations (Chapter 5, all chapters).

24. Think critically about all aspects of interpersonal communication; critically evaluate a wide variety of interpersonal messages (all chapters). 

25. Write more clearly and more effectively (Papers, all chapters).
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