Speaking is Gold and Listening is Diamonds

Speaking is Gold and Listening is Diamonds
The Power of Communication that Creates Value

Introduction

In professional training and development environments, communication is not just a
tool- it is the medium through which possibilities are created, shared, and fulfilled. Com-
munication is valuable when it empowers people, aligns them with a shared purpose, and
enables them to deal effectively with what truly matters to them.

This article is designed to guide professional coaches, interns, and participants in man-
agement and IT fields to develop and practice communication that contributes to power-
ful action and outstanding results. It serves as a reminder that communication is not
about talking more—it’s about speaking with intention and listening with commitment.

1. Communication that Has Value

Communication becomes valuable when it is in service of others—when it helps people
take action on matters of importance to them. It is valuable when it:

- Enables others to deal with their concerns effectively.
- Empowers others to take actions aligned with their purpose.
« Creates alignment and clarity within teams and groups.
- Fosters understanding of what really matters—both individually and collec-
tively.
+ Moves conversations forward toward completion, resolution, or action.
When you speak, ask yourself:

“Is what I'm about to say going to make a difference for someone? Will it move us for-
ward?”

2. Communication Creates Environment

The quality of communication directly shapes the environment of a training or work-
place. In an environment where conversations are rooted in purpose and commitment,
people feel focused, respected, and empowered. On the other hand, environments clut-
tered with stray talk, gossip, or unaligned dialogue become noisy, confusing, and unpro-
ductive.

As a coach or participant, you contribute to the environment. You either elevate it—or
weaken it- through your speaking and listening.

Let your communication be a tool for clarity, not chaos.
Let your listening be a space for growth, not judgment.
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3. Inner Silence and Meaningful Speaking

To communicate effectively, begin with inner silence. It's only when the mind is not
caught in random thoughts or unnecessary chatter that one can speak meaningfully.

« Pause before you speak.
- Listen deeply before responding.
« Speak only when your words forward the purpose of the conversation.

This doesn’t mean being silent or withholding input—it means choosing your words
with care and commitment.

4. What Communication Is Not

There are several common but ineffective forms of speaking that may feel like commu-
nication but actually reduce your value as a professional. Communication is not:

« Speaking to impress others with your knowledge.

+ Justifying or defending your viewpoint.

« Trying to convince, control, or manipulate others.

« Talking for the sake of being heard.

- Engaging in gossip, speculation, or off-track commentary.

Such speaking may give temporary satisfaction, but it does not create value or trust. It
does not empower others or align people with a shared goal.

5. The Core of Professional Communication
Communication that truly makes a difference is built on a few powerful foundations:

a) Authenticity: Speak what is true for you. Not what sounds smart or impressive. Be
real and transparent.

b) Responsibility: Take ownership of how your words impact others. Communicate to
build, not to break.

c) Listening with Commitment: Listen not just to respond, but to understand what
others care about. Listening is a practice of generosity—it creates space for others to be
heard and understood.

d) Alignment with Purpose: Speak and listen in ways that align with the training, the
learning, the goals, and the transformation intended.

6. Coaches, Mentors, and Team Members: Your Words Matter

Whether you are a coach, a mentor, or a participant in a team, every word you speak has
the power to:

+ Create alignment

+ Inspire action

« Generate clarity

+ Resolve confusion

+ Build trust

« Move people closer to results that matter

A single conversation can change a career, a direction, or a mindset.
Speak with that kind of awareness.
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7. Building a Conducive Environment for Training and Development

As part of professional training or internships, participants must commit to cultivating
an environment that supports learning and growth. This includes:

1. Avoiding gossip or side conversations at training venues.

2. Refraining from random or stray speaking that doesn't serve the training's
purpose.

3. Listening actively and respectfully to every speaker, peer, or trainer.
4. Speaking only to contribute to meaningful dialogue, collaboration, or action.

5. Upholding the dignity of the training environment by staying aligned with its
vision and intention.

8. What Makes Your Speaking Ordinary

Speaking becomes ordinary—and loses its power—when it is driven by ego, not inten-
tion. Communication turns ineffective when the focus shifts from making a difference to
making an impression. Your speaking becomes ordinary—even when filled with infor-
mation—when it is driven by hidden agendas or the need to prove something.

Your speaking becomes ordinary when you:
« Speak to impress others with how much you know.
« Try to justify, prove, or defend your point of view.

« Aim to control, convince, or manipulate others using your knowledge rather
than empower

+ Guided by hidden intentions or agendas to get a certain outcome

- Engage in confusing or intellectualized talk that doesn’t lead to clarity or ac-
tion.

This kind of speaking may sound intelligent on the surface, but it lacks integrity, contri-
bution, and purpose. It contributes nothing of real value. It does not help others move
forward, it does not align with any shared purpose, and it does not leave people empow-
ered.

[t adds noise, not value. It may “enlighten” others with what seems like knowledge, but
often it is just a display of mental clutter—non-existent infinite knowledge with no real
utility or transformation.

= [tbecomes confusion- not communication.
= [t becomes noise- not contribution.
= Itbecomes about you- not about what matters.

Communication that merely dazzles with “knowledge” but lacks intention is like lighting
up a room with mirrors- it reflects a lot, but illuminates nothing.

Speaking becomes extraordinary only when it comes from commitment, not cleverness.

Let your speaking rise above the ordinary- by being in service of others, aligned with
the purpose, and grounded in authenticity.
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9. Getting Coaching from Your Real-Life Concerns Generates Value for
Others Too

Your willingness to be coached - not in theory, but in the real concerns, challenges, and a
breakdown of your life- creates value not just for you, but for everyone in the learning
environment.
When you bring authentic concerns to coaching, and engage with them openly and
responsibly, you:

« Create a space of trust and courage for others to open up

- Demonstrate what coachability looks like in action

« Model the process of transformation through vulnerability and commitment

- Help others see their own concerns reflected in yours

« Enable the whole group to learn from your breakthroughs
Coaching becomes powerful when it is not about fixing you, but about uncovering what
matters, and generating action from commitment.
Speak & listen not from emotion or reaction, but from commitment to commitment—
yours and others..
This kind of speaking and listening strengthens the fabric of a high-integrity learning

space, where people grow not just individually but collectively. It elevates the whole en-
vironment from being just educational to being transformational.

10. Listening: The Space Where True Contribution- and Generosity-
Begins

Listening is not a passive task. It is an intentional, powerful, and deeply generous act. In
the context of training, coaching, and professional development, listening becomes one
of the greatest contributions you can make to another person’s growth, clarity, and pos-
sibility.

True listening begins when you set aside your inner noise and make space —for another
human being to fully express themselves and be received without interruption, judg-
ment, or correction.

To listen for and reliably deliver what another person is dealing with, and what they
truly care about, you must go through several levels of intentional presence:

1. Listen to the words being said.
Pay close attention to the actual message—words, tone, pace, and rhythm.

2. Repeat or reflect on their words in your mind.
Let the message land. This anchors you in what was truly said rather than how
you feel about it.

3. Sense the person’s experience and way of being.
How are they feeling? What are they trying to resolve or create?
4. Get present to the world behind their words.

What values, commitments, or struggles are behind what they are saying? What
is their deeper intent or concern?
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Listening Is a Generous Act

To truly listen is to give something of yourself. It is the gift of your full presence, free
from judgment or the urge to fix. Listening generously means:

« Holding back your own opinions to fully receive theirs
« Creating a safe, respectful space for the speaker to unfold

« Allowing them to explore their thoughts, feelings, or confusion without interfer-
ence

« Being more interested in their world than in being right or appearing smart

Generous listening is not just about silence—it’s about creating a sacred space where
others feel seen, heard, and understood.

When you listen generously, the speaker often hears themselves more clearly. Your
presence allows clarity, insight, and transformation to arise—not because of what you
say, but because of how deeply you’ve listened.

Interrupt the Habitual Listening

Many people listen from habit, not presence. They listen through layers of internal
voiceovers, distractions, judgments, emotional reactions, or self-interest. This is habit-
ual speaking and listening—it sounds like:

«  “What do I say next?”

+ “I've heard this before.”

«  “Where is this going?”

+  “How does this relate to me?”

These inner commentaries block true connection. You must interrupt the chatter in
your own head to listen powerfully.

Do not listen from:
«  “What's wrong here?”
« “Ineed to respond quickly.”
« “Ineed to sound smart or helpful.”

Instead, choose to listen as a generous witness—committed to their growth, not your
reaction.

Speak From Commitment, Not Habit

When you do respond, your speaking must not come from emotion, reaction, or condi-
tioned behavior. It should come from:

+  Your commitment—what you are standing for

« The possibility you represent for the individual or group

- Your responsibility and integrity—what you are counted on for
« Your grounded presence as a listener and contributor

Your words must emerge not from habit, but from who you are committed to being in
that moment—for the other person, for the learning space, and for the shared outcome.
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Be Present to Greatness- Theirs and Yours

To listen powerfully is to be present to the greatness of the one speaking. Not just
their struggle or confusion, but their courage, commitment, and potential. Listen in a
way that honors what they are trying to deal with and create.

At the same time, remain present to your own greatness. Listen as the person others
can trust, rely on, and look up to—not for answers, but for clarity, care, and commit-
ment.

= Listen like a space of possibility.
= Speak like a stand for someone’s breakthrough.

This kind of listening builds trust, heals conflict, deepens alignment, and allows authen-
tic communication to flourish. It is not transactional —it is transformational.

Let your listening be the quiet force that holds the room together.

Listening this way builds teams, heals conflict, inspires breakthroughs, and elevates
the training space into a shared field of commitment and growth.

= Be the kind of listener whose silence speaks louder than most people’s
words.

* Letyour listening be the place where transformation begins.

Conclusion: Communicate to Create a Space for Possibility

True communication is not noise

True communication is not noise; It is presence. It is not about saying more- it is about
saying what matters, in a way that moves people forward, creates clarity, and opens
new possibilities.

When you speak from commitment and listen with generosity, your communication
becomes a powerful force for action, alignment, and transformation. It becomes more
than a transfer of information—it becomes a gift. A gift of insight, clarity, and empower-
ment.

Let every word you speak be rooted in:
« Purpose, not performance
+ Clarity, not cleverness
« Possibility, not persuasion
+ Contribution, not control
Let every moment of listening be an expression of:
+ Generosity, not judgment
- Presence, not reaction
+ Respect, not impatience
- Connection, not convenience

When you communicate in this way, you are not just a participant or team member —
you become the source of transformation in your space. You elevate the environment,
inspire others, and contribute to fulfilling the shared intention and purpose of your
training, project, or mission.
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Speak like it’s gold- intentional, rare, and valuable.

Listen like it's diamonds- silent, generous, and precious.

Communicate like it matters- because it always does.

This is not a formula or technique. It is on-going practice. It is a way of be-
ing.

This is professional communication that builds futures.

Conclusion: Speak to Forward Possibility

True communication is not noise. It is not about saying more. It is about speaking and
listening in ways that forward action, open possibilities, and generate results. Let
every word you speak be rooted in contribution and every listening moment be a gift to
others.

When you communicate this way, you become more than just a participant-you become
a catalyst for transformation.

Speak like it’s gold.
Listen like it’s diamonds.
Communicate like it matters—because it does.

Daily Speaking Practice Checklist
Speak Like It's Gold - A Daily Reflection Tool

Do’s - Speak with Intention and Integrity

1. Ipaused before speaking to ensure clarity and purpose.
[ spoke in a way that empowered or helped others move forward.
[ asked myself: “Will this make a difference?” before contributing,.
[ avoided speaking just to impress or display knowledge.
[ contributed to alignment and clarity, not confusion.
[ spoke only when I had something purposeful or valuable to offer.
[ communicated with authenticity, not performance.
[ took responsibility for how my words impact the environment.

O 0N s W

[ stayed aligned with the intention of the training or task at hand.
10. [ used my words to support, not to control, convince, or compete.

Don’ts - Avoid Speaking that Creates Noise
1. Idid NOT engage in gossip, stray talk, or irrelevant chatter.
[ did NOT interrupt or speak over others.
[ did NOT speak from reaction, ego, or the need to prove something.
[ did NOT justify, defend, or intellectualize unnecessarily.
[ did NOT try to control, dominate, or manipulate the conversation.
[ did NOT speak just to fill silence or be noticed.
[ did NOT divert the conversation away from the purpose or focus.
[ did NOT pretend to listen while preparing my next statement.

O 0 N oUW

[ did NOT speak when silence or listening would have served better.
10. 1did NOT let hidden agendas guide my communication.
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Reflection (End of Day)

What did I do today that made my speaking truly valuable?
Was there a moment I could have listened instead of speaking?
Where can | improve tomorrow to make my communication more impactful?

Daily Listening Practice Checklist
Listen Like It's Diamonds - Silent, Generous, and Precious

Do’s -
1.

© O N oUW

Listen with Generosity and Presence

[ listened with full presence, without distractions.

[ withheld my judgments and reactions while listening.

[ gave the speaker a safe and respectful space to express fully.

[ listened to understand, not just to reply.

[ reflected on the speaker’s tone, rhythm, and deeper message.

[ sensed the speaker’s intent, not just their words.

[ created space for the other person’s growth, clarity, and expression.
[ allowed silence without rushing to fill it.

[ listened in a way that the speaker could hear themselves better.

10. I acknowledged their commitment, struggle, or breakthrough silently or with

presence.

Don’ts - Avoid Habitual, Unconscious Listening

1.
2.
3.

O 0 N s

[ did NOT interrupt, correct, or finish someone’s sentence.
[ did NOT listen while planning my next response.

[ did NOT listen through filters like “I've heard this before” or “How does this re-
late to me?”

[ did NOT let emotions or impatience take over my listening.

[ did NOT judge the speaker while they were still speaking.

[ did NOT use the conversation to prove my intelligence or opinion.
[ did NOT make the conversation about myself.

[ did NOT tune out or “half-listen” when the topic didn’t interest me.
[ did NOT treat listening as passive silence, but as active presence.

10. 1did NOT withdraw listening when the conversation got difficult.
Reflection (End of Day)

Did anyone feel heard and understood today because of how I listened?
When did I miss the opportunity to listen generously?
What can I practice tomorrow to deepen my listening presence?
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Assignments & Exercises in Speaking and Listening with Family

Assignment 1: Daily 10-Minute Authentic Conversation

Objective: Build trust and presence with a family member through intentional speaking
and generous listening.

« Choose one family member each day.
« Seta 10-minute timer.

« Spend 5 minutes listening while they speak about their day, concerns, or
thoughts.

« Then switch roles: you speak for 5 minutes while they listen.
« Rules:
o Nointerruptions.
o No advice unless asked.
o Reflect back what you heard.
Reflection Questions (Write in Journal):
« Whatdid I hear that I hadn’t noticed before?
« Did I listen more than I spoke?
« How did it feel to be truly heard or to truly listen?

Assignment 2: “What Matters to You” Inquiry
Objective: Strengthen relationships through purposeful inquiry and contribution.
« Aska close family member:
“What is something important to you right now that you feel no one is re-
ally listening to?”
+ Listen deeply for:
o The values behind what they share.
o Their concerns or emotions.
« Do not offer a solution. Instead, reflect:

“It sounds like this really matters to you because...”
“I see how important this is to you.”

Follow-up Task:
After 2 days, do one small action to support what matters to them.
Assignment 3: Catch the Noise Challenge
Objective: Identify and interrupt speaking that creates “noise” in relationships.
« For 2 days, become hyper-aware of:
o Gossip
o Complaints
o Justifications
o Talking to be heard or to win
« Each time you catch yourself doing it, write it down:

“Today I spoke out of habit when I said...”
“What I could have said instead was...”
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End-of-Day Practice:
Reflect and write:

+  “Where did my speaking serve connection?”
«  “Where did it create distance?”

Assignment 4: Listening Without Defending
Objective: Practice receiving feedback or emotional expression without defending.
« Invite a parent, sibling, or partner:

“Is there anything I do that makes you feel not heard, unseen, or misun-
derstood?”

«  While they share:
o Staysilent.
o Maintain eye contact.
o Take slow breaths.
Just say: “Thank you for trusting me with that.”

(@)

« After 1 hour (or next day), share:
“I've been thinking about what you said. Here’s what I got from it...”

Assignment 5: Speak Contribution, Not Complaint
Objective: Shift family communication from problem-focused to possibility-focused.
« Replace 3 daily complaints with contribution-based statements.
o Instead of “Nobody helps me with dishes,” say:
“It would really support me if we did dishes together after dinner.”
o Instead of “You never understand me,” say:
“Can we talk for 5 minutes about something I really care about?”
- Keepalog:
o Complaint I caught:
o How Irephrased it:

Assignment 6: Silent Listening Time
Objective: Develop presence and attentiveness in the act of listening.
« Sit with a family member in silence for 5 minutes.
« Atthe end, ask them:
“What were you thinking or feeling during this time?”
« Then let them ask you the same.
« Do this for 3 days, with different people if possible.

Assignment 7: Appreciation Speaking Circle
Objective: Practice speaking from the heart to acknowledge and strengthen bonds.
« Once a week, gather 2-3 close family members.
« Each person completes this sentence:
“One thing I appreciate about you this week is...”
« No discussion or comment is allowed—just listening.
« Rotate until everyone has spoken to and about each other.
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Weekly Reflection Journal Prompts
1. Where did I listen generously and what impact did it have?
What was one moment I could have spoken with more care or clarity?
How did my communication affect the emotional environment at home?
Did I speak to forward love, support, or clarity—or to prove, correct, or win?

S

What is one relationship I feel more connected to after this week?

SPEAKING AND LISTENING WITH CO-LEARNERS / CO-PARTICIPANTS

Assignment 1: Daily Peer Support Conversation
Objective: Create a culture of support and shared learning.
« Pair with one co-participant for 10 minutes each day.
o 5 minutes each to speak about:

“What I learned today that mattered to me.”
“What challenged me today and how I dealt with it.”

« The listener should:
o Practice full presence.
o Reflect back one meaningful sentence they heard.
o Avoid giving advice unless asked.
Reflection:
Write down what you heard from your peer that inspired or connected with you.
Assignment 2: Speak Only When It Contributes
Objective: Practice non-habitual, purposeful communication in sessions.
« For one full session:

o Speak only when your words are likely to move the conversation for-
ward, offer clarity, or align with the session’s purpose.

o Avoid:
Speaking to sound smart.
Agreeing unnecessarily.
Diverting the topic.
End-of-day note:
“Today I contributed by saying...”
“l avoided unnecessary speaking when I caught myself about to say...”
Assignment 3: Listening Circle - No Reply Practice
Objective: Strengthen presence without reaction or advice.
« Inagroup of 3-5 co-learners:
o Each person shares a challenge or insight (2 minutes).
o Others only listen—no nodding, no reacting, no comments.
o After the round, each person reflects on:

“What I really heard..”
“What became clear for me while listening...”
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Assignment 4: Interrupt the Ego Speaking
Objective: Notice when your speaking is about impression, not impact.
- For 3 days, track when you speak to:
o Prove yourself
o Sound intellectual
o Take over a discussion
+ Journal prompt:
“Today I caught myself speaking from ego when I said...”
“What I could have said (or not said) instead was...”
Assignment 5: Appreciation as a Speaking Practice
Objective: Use speaking to uplift and align the team.
« Share one specific, genuine appreciation with a co-participant each day.

“Today I noticed your commitment when you...”
“You made a difference for the team when..”

Track 5 days of appreciations in a personal log.
SPEAKING AND LISTENING WITH MENTORS AND COACHES

Assignment 1: Speak from Commitment, Not Emotion
Objective: Present concerns or questions to your mentor with clarity and ownership.
« Prepare for your coaching/mentoring conversation by writing:

“What [ want to address today is...”
“What I'm committed to creating through this conversation is..."

After the session, reflect:
«  “Was I speaking from reaction or commitment?”
«  “How did my speaking help us move toward a breakthrough?”

Assignment 2: Listening for What They’re Standing For
Objective: Listen beyond instruction to grasp the mentor’s intention and values.
« During a session or talk, write down:
o What they said.

o What they are standing for (what value or commitment they are pointing
you toward).

« Example:
“Mentor said: ‘Don’t just finish tasks, own the outcome.’
They are standing for: Responsibility and Leadership.”
Assignment 3: Ask for Coaching on Real Concerns
Objective: Practice authentic vulnerability and openness.
« Choose one real-life concern from your work or mindset (not theory).
« Bring it to your mentor/coach by saying:

“Here’s something I'm stuck with and [ want coaching—not fixing—but
clarity and action.”

+ Journal:
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“What became possible for me through this conversation?”
“What did I see about myself or the situation?”
Assignment 4: Silent Listening During Feedback
Objective: Let feedback land without filters or reaction.
« During mentor feedback:
o Do not defend.
o Take notes silently.
o Askonly clarifying questions after they finish.
« Then say:
“Thank you. I'm going to reflect and apply this consciously.”
End-of-day reflection:
“What truth in that feedback did I initially resist but now appreciate?”

Assignment 5: Speak with Intention in Group Mentoring

Objective: Practice value-based communication when speaking in front of your coach
and peers.

+ Before speaking in group mentoring:
o Askyourself:

“Is this aligned with the purpose of this space?”
“Am I adding clarity or creating clutter?”

« After the session:
o Note one moment your speaking created insight for the group.
o Note one moment you could have listened instead of speaking.

Weekly Reflection Questions (Both Sections)
«  Where did my speaking uplift the learning space this week?
«  When did I listen generously instead of reacting or fixing?
«  What breakthrough in communication did I experience?
+  Who do I now feel more connected to because of how I listened or spoke?
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Assignments and Exercises in Speaking and Listening for New
business prospects, Clients (parents/students), Students seeking ca-
reer guidance
Here is a curated set of Assignments and Exercises in Speaking and Listen-
ing for participants who interact with:

+ New business prospects

« Clients (parents/students)

« Students seeking career guidance

« Individuals considering training or internship opportunities

These activities are designed to develop authentic, purpose-driven communication,
especially in the context of career counseling, enrollment, or consultation—whether
in person or via phone.

They are rooted in your philosophy from “Speaking is Gold - Listening is Diamonds”, fo-
cusing on generosity in listening and clarity in speaking to open new possibilities
and build trust.

SPEAKING & LISTENING ASSIGNMENTS
For Conversations that Inspire Action and Enrollment

Assignment 1: Listen for Their World First

Objective: Deepen your ability to understand concerns, background, and unspoken in-
tentions.

Exercise:
« Inyour next 3 conversations:

o Askatleast 3 open-ended questions to discover what they care about.
Example:

“What matters most to you when choosing a training or career di-
rection?”
“What concerns you about your or your child’s career future?”

« Do not interrupt. Let them speak fully.
«  After listening, reflect back:

“What I hear matters to you is...”
“Let me check if I got this right...”

Journal Prompt:
“What did I learn about their real concern that wasn’t said directly?”

Assignment 2: Speak from Purpose, Not Persuasion
Objective: Build trust through clarity—not sales talk.
Exercise:
« Practice framing every point you make around their goals, not your offering.
o Instead of: “Our program is best in class.”

o Say: “You mentioned clarity and job opportunities are important —this
program focuses directly on both.”

Practice Script:
“Based on what you've shared, may I suggest something that aligns with your goals?”
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Post-call Reflection:
“Where did [ speak from contribution, and where did I slip into convincing?”

Assignment 3: 60-Second Clarity Speaking Drill
Objective: Practice speaking in a clear, concise, and focused way about your offering.
Exercise:
« Choose a training program or internship.
« Prepare a 60-second pitch that includes:
1. Whoit’s for
2. What it solves or provides
3. Why it matters
4. A possible next step
- Example:

“This internship is for students who want real-world exposure in IT and
management. It helps them build practical skills while being mentored.
It's ideal for those unsure about career direction or wanting to gain indus-
try confidence. Would you like a brochure or call to explore more?”

Practice aloud. Record and listen.

Assignment 4: Handle Objections with Listening
Objective: Use listening as a tool for resolving resistance.
Exercise:
«  When someone says:
“I'll think about it.”
o ‘“It's expensive.”
o “We're not sure if it's needed.”
« Respond with:
“I completely understand. Can I ask—what would make you feel confident
in making this decision?”
Then LISTEN.
Avoid rushing into offering solutions.
Post-conversation journal:
“What concern did they really express behind the words?”
“Did my listening create more trust or more pressure?”
Assignment 5: Presence-Based Telephone Listening
Objective: Cultivate focused and empathetic listening during phone calls.
Exercise:
- For 5 phone conversations:
o Sitin silence for 30 seconds before the call.
o Keep a notepad but do not multitask.
o Focus entirely on:
Tone
Hesitations
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Unspoken worries
« After each call, write down:
“What values did this person care about most?”
“What kind of future were they imagining or avoiding?”

Assignment 6: Career Vision Speaking Practice

Objective: Practice speaking in a way that opens possibility for the listener.

Exercise:
- Pick one student/client interaction per day.
« Practice the following approach:
1. Ask: “What kind of future would excite you?”

2. Reflect back: “That sounds meaningful. What'’s in your way right now?”

3. Offer: “Would you like to explore a direction where that's possible?”

Tone: Calm, respectful, not pushy.

Assignment 7: No-Stray-Talk Challenge
Objective: Eliminate all non-essential speaking in enrollment settings.
Exercise:
- Forall prospect interactions over the next 3 days:
o Avoid any speech that:
Drifts off-topic
Shares personal opinion unless useful
Adds confusion instead of clarity
« Focus only on:
o What they want
o What they care about
o What opens a future for them
End of Day Journal Prompt:
“Did my words today serve the person’s future or my own role?”

Assignment 8: Create a Listening Log (3 Conversations Daily)
Objective: Track the practice of high-quality listening.
For Each Call or Interaction, Log:

« Name or role of the person

« One key concern they expressed

« One value or future they care about

«  What did you not say—because listening was more powerful?
Do this for 7 days to build awareness and self-discipline.

Weekly Self-Reflection Questions
1. Where did [ genuinely listen beyond words?
2. Did I speak to empower or to impress?
3. Was I able to pause before responding with clarity?
4. What language or phrases helped move the conversation forward?
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5. Which interaction this week truly felt like a gift of listening and speaking?

Assignments and Exercises in Speaking and Listening for Interns, Ad-
mission Counselors, or Program Coordinators

Here is a purposefully structured set of Assignments and Exercises in Speaking and
Listening, designed for participants (such as interns, admission counselors, or program
coordinators) who regularly interact with:

a. Students who return/call for further clarity
b. Students who want to get registered
c. Students whom you call, but they decline to join

These exercises build professional communication skills rooted in generosity, pres-
ence, and integrity, following the principles from “Speaking is Gold - Listening is Dia-
monds.”

SECTION A: SPEAKING & LISTENING WITH RETURNING STUDENTS (Seeking
Further Clarity)

Assignment 1: Listen for the Real Question Behind Their Question
Objective: Uncover the actual concern behind the surface inquiry.
Exercise:

« Askthem:

“I'd love to give you clarity. Before I explain, may I ask what you’re really
trying to decide or resolve?”

« Letthem speak fully.
 Listen for:
o Doubts
o Parental pressure
o Confidence issues
« Repeat what you heard before responding:

“So you're trying to decide if this program fits your career goals and
whether it’s worth your time and effort—is that right?”

Journal Prompt:
“What truth was behind the question they asked?”

Assignment 2: Speak for Their Future, Not Your Program
Objective: Align your response with their aspirations, not your offering.
Exercise:
«  When giving clarity:
o Connect your points to their stated goal.
o Use phrases like:

“Since you're aiming for XYZ, this module directly supports that.”
“Because you care about long-term growth, this path can serve
that.”

After 3 conversations, reflect:
“Did I help them make a better decision, or just try to explain our offer?”
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SECTION B: SPEAKING & LISTENING WITH STUDENTS READY TO REGISTER

Assignment 3: Enrolling Conversation with Listening First
Objective: Confirm their readiness by listening, not pushing.
Exercise:

+ Ask

“Before we proceed with registration, is there anything else you’'d like to under-
stand better or talk about?”

« Allow a pause.
« Address any lingering questions without rush or persuasion.
« Then ask:
“Are you ready to take your next step toward the future you’ve imagined?”

Assignment 4: Speak with Celebration, Not Transaction
Objective: Reinforce a sense of empowerment and pride in their decision.
Exercise:

« Acknowledge their decision like this:

“I acknowledge your courage and clarity in registering. You're not just joining a
course—you’re choosing to invest in your future.”

« Ask:

“What are you excited about?”
“What breakthrough do you want to create for yourself?”

Post-interaction reflection:
“How did my words set the tone for a committed and inspired start?”

SECTION C: SPEAKING & LISTENING WITH STUDENTS WHO DECLINE

Assignment 5: Practice “Listening After No”

Objective: Respond to rejection with maturity and curiosity.

Exercise:
«  When a student says “no” or “not now,” do not withdraw or argue.
« Gently ask:

“Thank you for letting me know. Would you mind sharing what led to your deci-
sion? It would help me understand better.”

« Listen silently.
« Appreciate their openness:
“Thank you. I really respect your honesty.”
Journal Prompt:
“What did I learn about their concern or decision-making?”

Assignment 6: Reframe ‘No’ as Contribution
Objective: Use rejection as a chance to offer value, not pressure.
Exercise:

« End the conversation by giving something useful:
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“Even if this program isn’t for you now, can I send you a resource to explore fur-
ther options in IT/Management careers?”

« Send:
o Career map
o Video link
o Upcoming event invite
End-of-day reflection:
“Did I leave the student feeling respected and empowered—even if they didn’t enroll?”

Bonus: daily self-awareness & presence tracker
For each day, participants can log:

Situation My Listening My Speaking Did I forward trust
Presence Intention & clarity?

Returning student High / Medium / Purpose / Habit | Yes / No
conversation Low

Student ready to High / Medium / Celebration / Yes / No
register Low Routine

Declining student in- | High / Medium / Generosity / Dis- | Yes / No
teraction Low comfort

Weekly Reflection Questions
1. Did I speak to contribute or to convince?
Where did my listening create new possibilities for someone?
Where did I rush, react, or try to be right?
Did [ honor the student’s world, even when they said “No”?

S

Who felt more seen or empowered because of how I spoke and listened?

Speaking & Listening Assignments and Exercises For Career Guidance,
Enrollment, and Prospect Communication

SECTION A: Returning Students Seeking Further Clarity

Assignment 1: Listen for the Real Question

Objective: Uncover the actual concern behind the surface inquiry.
« Ask: “What are you really trying to decide or resolve?”
« Let them speak fully.

+ Reflect back: “So you're trying to decide if this program fits your goals and is
worth the time?”

« Journal: What truth was behind their question?

Assignment 2: Speak for Their Future, Not Your Program
Objective: Build alignment between their goals and your explanation.
+ Instead of: “Our program is great.”
« Say: “Because you want XYZ, this program supports that directly.”
« Reflect: Did I explain or did [ empower a decision?
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SECTION B: Students Ready to Register

Assignment 3: Enrolling Conversation with Listening First
Objective: Confirm readiness respectfully.

« Ask: “Is there anything else you'd like clarity on before registering?”

« After addressing questions, ask: “Are you ready to take this next step?”

Assignment 4: Speak with Celebration, Not Transaction

Objective: Make registration a milestone.
- Say: “l acknowledge your courage in choosing to invest in your future.”
« Ask: “What breakthrough do you want to create?”

SECTION C: Students Who Decline to Join

Assignment 5: Practice "Listening After No"
Objective: Respond with curiosity, not resistance.
« Say: “Thank you for sharing. Would you mind letting me know what led to your
decision?”
« Reflect respectfully: “I appreciate your honesty.”
« Journal: What did I learn from this?

Assignment 6: Reframe 'No' as Contribution

Objective: Leave them empowered.
« Say: “Even if this isn't right for you now, may I send a useful resource?”
« Share a helpful video, roadmap, or invite.

BONUS: Daily Presence Tracker

Interaction Type | Listening Presence Speaking Intention Did I For-
ward Trust
& Clarity?
Returning student | High / Medium / Low | Purpose / Habit Yes / No

Student ready to High / Medium / Low | Celebration / Routine Yes / No
register

Student declined High / Medium / Low | Generosity / Discomfort | Yes / No
to join

Weekly Reflection Questions
1. Did I speak to contribute or to convince?
Where did my listening create new possibilities for someone?
Where did I rush, react, or try to be right?
Did I honor the student’s world, even when they said “No”?

v N

Who felt more seen or empowered because of how I spoke and listened?

Feel free to approach us for one-to-one free personal career guidance and consultancy for stable and
credible career through our world class internship programs. Feel free to call or WhatsApp on any of
our numbers: 9781000815, 9878000815, 8686000815, 9878400815, 9779000815, 8727000815
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