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How to Make Sure Your Client Really Hears You 
Usually, your most frequent form of communication to your clients is spoken words.  As with non-
verbal communication, spoken communication is highly dependent on the particular culture in which 
you are working.  For example, culture can affect how people speak about conflict, use humor, are 
honest and direct with each other, use silence, and use certain wording.  Consider the following 
general guidelines, which might be useful in a wide variety of cultures. 

1. Know the main point that you want to convey.   
Sometimes, people begin speaking with the hope that if they talk long enough, they are 
bound to say what they want to say.  Before you speak, take the time to think about the main 
points that you want to convey.   

2. Convey one point at a time. 
That approach ensures that the listener is more likely to continue to understand you, rather 
than being overwhelmed with too many ideas delivered at too fast a rate.  You might even 
find that you understand your own thoughts more completely.  

3. Speak too slowly rather than too quickly.   
A good way to practice this guideline is to speak along with a news anchor when you are 
watching television.  You will likely find that they speak much more slowly than you realize.  
They are professionals who have learned an effective rate of speaking.   

4. Vary your voice.   
Always avoid monotone.  A monotone voice might convey to the listener that you are bored 
or controlled.  It is likely to lull you and/or the listener into a stupor.  Varying your voice 
takes practice, but it is well worth the effort.  

5. State your conclusion before describing how you came to that conclusion. 
Some speakers convey their recommendations or advice by conveying the necessary 
information to lead the listener to the same conclusions as the speaker’s.  Instead, it is often 
more reliable to first state your point and then explain it.   

6. People speak more frequently and completely when they are comfortable.   
Therefore, get comfortable with the person to whom you are speaking.  Skills in authentic 
expression can be useful in these situations.  For example, if you are uncomfortable or 
confused, simply say so.   

7. Ask the listener to repeat the main points of what you just said to them. 
This guideline ensures that the listener is indeed hearing what you wanted to convey.  Be 
tactful when asking the listener to repeat what you said.  For example, say “I want to be sure 
that I made sense to you just now, so I would appreciate if you could tell me what you heard 
me say.” 

8. Ask others to provide feedback about your spoken communication. 
One of the most powerful ways to learn about yourself is to ask others for feedback.  
Therefore, ask others about how you might improve your speaking skills.   

 


