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Departmental Training Module
Communication Skills
1. Department Overview
The Communication Skills Department trains young people to understand and practise clear, respectful, truthful and effective communication in personal life, workplace settings, ministry, business, leadership, public service and community development.
Communication is the process of sending, receiving, understanding and responding to messages. It includes speaking, listening, writing, reading, body language, tone of voice, public presentation, digital communication, workplace reporting, conflict handling, customer interaction and team communication.
No person can lead well, serve well, work well or build relationships well without communication. Good communication helps people understand instructions, solve problems, build trust, manage conflict, serve customers, present ideas, teach others, lead teams and represent organisations properly.
Poor communication can lead to confusion, quarrels, offence, poor teamwork, wrong instructions, damaged relationships, failed projects and loss of trust. Therefore, trainees must learn to speak wisely, listen carefully, write clearly, ask questions respectfully and respond with self-control.
The Communication Skills Department is not only about speaking English well. It is about communicating with character. A trainee must learn truthfulness, humility, patience, courtesy, confidence, accuracy and wisdom in speech. Words can heal or wound, build or destroy, encourage or discourage. Therefore, communication must be governed by the fear of God.
2. Purpose of the Department
The purpose of the Communication Skills Department is to raise disciplined, confident and God-fearing trainees who can communicate clearly, respectfully and effectively in personal, professional, ministry and community settings.
The department aims to:
1. Teach trainees the meaning and importance of communication.
2. Train trainees in listening, speaking, reading and writing skills.
3. Teach respectful interpersonal communication.
4. Train trainees in workplace communication, reports, meetings and instructions.
5. Build confidence in presentations, group discussions and public interaction.
6. Teach digital communication, email etiquette and responsible messaging.
7. Train trainees to handle conflict, correction and difficult conversations wisely.
8. Develop truthfulness, courtesy, patience, humility and emotional control.
9. Prepare trainees for industrial attachment in offices, businesses, ministries, schools, farms, hospitality centres, workshops, NGOs and public service settings.
10. Help trainees identify enterprise opportunities in communication support services.
11. Develop trainees who can speak with grace, write with clarity and serve with excellence.
3. Foundational Scriptures for the Department
Proverbs 18:21
Quoted Scripture:
“Death and life are in the power of the tongue: and they that love it shall eat the fruit thereof.”
Department Lesson:
Words are powerful. Trainees must learn to use words to build, encourage, guide and serve.
Colossians 4:6
Quoted Scripture:
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Department Lesson:
Communication must be gracious, respectful and wise.
James 1:19
Quoted Scripture:
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Department Lesson:
Good communication begins with listening and self-control.
Ephesians 4:25
Quoted Scripture:
“Wherefore putting away lying, speak every man truth with his neighbour.”
Department Lesson:
Communication must be truthful. Lies, exaggeration and false reports destroy trust.
Proverbs 25:11
Quoted Scripture:
“A word fitly spoken is like apples of gold in pictures of silver.”
Department Lesson:
The right word, spoken at the right time and in the right way, can bring wisdom, peace and blessing.
4. Skills Trainees Must Learn
By the end of the training, trainees should learn the following foundational skills.
A. Communication Orientation Skills
1. Understanding the meaning of communication.
2. Understanding why communication matters.
3. Understanding sender, message, receiver and feedback.
4. Understanding verbal communication.
5. Understanding non-verbal communication.
6. Understanding written communication.
7. Understanding digital communication.
8. Understanding communication barriers.
9. Understanding communication ethics.
10. Representing the Academy with honour in speech and conduct.
B. Listening Skills
1. Listening with attention.
2. Avoiding interruption.
3. Asking clarifying questions.
4. Repeating key points for understanding.
5. Listening to instructions.
6. Listening to correction.
7. Listening during meetings.
8. Listening to customers and visitors.
9. Listening with patience.
10. Avoiding assumptions.
C. Speaking Skills
1. Speaking clearly.
2. Speaking audibly.
3. Speaking politely.
4. Organising thoughts before speaking.
5. Using simple language.
6. Avoiding rude words.
7. Avoiding gossip.
8. Giving instructions clearly.
9. Giving updates.
10. Speaking with confidence and humility.
D. Reading and Understanding Skills
1. Reading instructions.
2. Reading notices.
3. Reading letters.
4. Reading reports.
5. Identifying key points.
6. Summarising information.
7. Asking questions when unclear.
8. Following written instructions.
9. Reading with attention.
10. Avoiding careless interpretation.
E. Writing Skills
1. Writing simple sentences.
2. Writing clear paragraphs.
3. Writing notices.
4. Writing messages.
5. Writing reports.
6. Writing letters.
7. Writing emails.
8. Writing meeting notes.
9. Proofreading.
10. Using proper punctuation and spelling.
F. Interpersonal Communication Skills
1. Greeting people respectfully.
2. Introducing oneself.
3. Making requests politely.
4. Responding to correction.
5. Apologising sincerely.
6. Appreciating others.
7. Encouraging others.
8. Giving feedback respectfully.
9. Refusing politely.
10. Maintaining peace in relationships.
G. Workplace Communication Skills
1. Receiving instructions.
2. Giving progress updates.
3. Reporting problems early.
4. Asking for clarification.
5. Writing daily reports.
6. Participating in meetings.
7. Taking simple minutes.
8. Communicating with supervisors.
9. Communicating with colleagues.
10. Communicating with customers or beneficiaries.
H. Presentation and Public Speaking Awareness
1. Preparing a short talk.
2. Organising a message.
3. Speaking before a group.
4. Using eye contact appropriately.
5. Controlling nervousness.
6. Using notes.
7. Using simple examples.
8. Answering questions.
9. Managing time.
10. Speaking with confidence and respect.
I. Digital Communication Skills
1. Writing professional messages.
2. Writing emails.
3. Using subject lines.
4. Avoiding careless forwarding.
5. Avoiding insults online.
6. Avoiding rumours.
7. Using proper tone.
8. Protecting confidential information.
9. Responding promptly.
10. Maintaining digital courtesy.
J. Conflict and Difficult Conversation Skills
1. Staying calm.
2. Listening before responding.
3. Avoiding anger.
4. Choosing words carefully.
5. Apologising where necessary.
6. Explaining concerns respectfully.
7. Seeking mediation.
8. Reporting serious issues.
9. Avoiding revenge speech.
10. Pursuing peace.
5. Weekly Topics for Seven Months
The seven-month classroom and practical phase is divided into twenty-eight training weeks. Each week should include teaching, demonstration, supervised practice, role-play, written exercises, group discussion, feedback and character formation.
Month 1: Communication Foundations, Listening and Speech Discipline
Week 1: Introduction to Communication Skills
Teaching Focus
Meaning of communication, types of communication, importance of communication, communication process and common communication problems.
Scripture for the Week
Proverbs 18:21
“Death and life are in the power of the tongue: and they that love it shall eat the fruit thereof.”
Daily Practical Activities
1. Day 1: Discuss the meaning of communication.
2. Day 2: Identify verbal, non-verbal, written and digital communication.
3. Day 3: Discuss examples of good and poor communication.
4. Day 4: Identify how words can build or destroy.
5. Day 5: Write a reflection on the power of the tongue.
Character Lesson
Words carry power. A trainee must use words carefully and responsibly.
Week 2: Listening Skills
Teaching Focus
Active listening, attention, patience, avoiding interruption, understanding instructions and listening before responding.
Scripture for the Week
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Daily Practical Activities
1. Day 1: Practise listening to short instructions.
2. Day 2: Repeat key points after listening.
3. Day 3: Role-play listening without interrupting.
4. Day 4: Practise asking clarifying questions.
5. Day 5: Prepare a listening checklist.
Character Lesson
Good communication begins with listening. A wise person does not rush to speak.
Week 3: Speaking Clearly and Respectfully
Teaching Focus
Voice, tone, pronunciation awareness, simple language, politeness, confidence and respectful expression.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Practise speaking clearly and audibly.
2. Day 2: Practise greeting and introducing oneself.
3. Day 3: Practise changing harsh words into polite words.
4. Day 4: Give a one-minute personal introduction.
5. Day 5: Prepare a graceful speech guide.
Character Lesson
Speech should carry grace. A trainee must not use words to insult or wound people.
Week 4: Barriers to Communication
Teaching Focus
Noise, poor listening, unclear speech, wrong assumptions, anger, fear, language barriers, distractions and poor body language.
Scripture for the Week
Proverbs 18:13
“He that answereth a matter before he heareth it, it is folly and shame unto him.”
Daily Practical Activities
1. Day 1: Identify communication barriers.
2. Day 2: Role-play misunderstanding caused by poor listening.
3. Day 3: Practise clarifying unclear instructions.
4. Day 4: Discuss how anger affects communication.
5. Day 5: Prepare a communication barrier solution chart.
Character Lesson
Answering before understanding brings shame. A trainee must listen properly before responding.
Month 2: Reading, Writing, Messages and Everyday Communication
Week 5: Reading for Understanding
Teaching Focus
Reading instructions, identifying key points, summarising messages, asking questions and avoiding careless interpretation.
Scripture for the Week
Proverbs 4:7
“Wisdom is the principal thing; therefore get wisdom: and with all thy getting get understanding.”
Daily Practical Activities
1. Day 1: Read a simple instruction note.
2. Day 2: Identify the main message.
3. Day 3: Summarise the message in simple words.
4. Day 4: Ask questions about unclear parts.
5. Day 5: Complete a reading comprehension exercise.
Character Lesson
Understanding is important. A trainee should not act on a message he or she does not understand.
Week 6: Writing Simple Messages and Notices
Teaching Focus
Clear sentences, short messages, notices, announcements, dates, times, locations and proofreading.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Write a simple announcement.
2. Day 2: Write a notice for a class activity.
3. Day 3: Add date, time and venue correctly.
4. Day 4: Proofread and correct mistakes.
5. Day 5: Present the notice to the class.
Character Lesson
Written communication should be plain so that people can understand and act.
Week 7: Writing Letters and Formal Messages
Teaching Focus
Greeting, purpose, body, closing, respectful tone, official language and correct formatting.
Scripture for the Week
Proverbs 25:11
“A word fitly spoken is like apples of gold in pictures of silver.”
Daily Practical Activities
1. Day 1: Identify parts of a simple formal letter.
2. Day 2: Write a request letter.
3. Day 3: Write an appreciation letter.
4. Day 4: Rewrite an informal message in a formal tone.
5. Day 5: Submit a corrected formal letter.
Character Lesson
The right words, properly arranged, can open doors and solve problems.
Week 8: Apology, Appreciation and Encouragement
Teaching Focus
Sincere apology, saying thank you, encouraging others, correcting with love and restoring relationships.
Scripture for the Week
Ephesians 4:32
“And be ye kind one to another, tenderhearted, forgiving one another, even as God for Christ’s sake hath forgiven you.”
Daily Practical Activities
1. Day 1: Write a sincere apology message.
2. Day 2: Write an appreciation message.
3. Day 3: Practise encouraging a discouraged colleague.
4. Day 4: Role-play correcting someone respectfully.
5. Day 5: Write a reflection on kindness in communication.
Character Lesson
Good communication should help heal relationships and encourage others.
Month 3: Interpersonal, Team and Workplace Communication
Week 9: Interpersonal Communication
Teaching Focus
Greeting, introduction, respect, personal boundaries, politeness, patience, empathy and relationship building.
Scripture for the Week
Romans 12:10
“Be kindly affectioned one to another with brotherly love; in honour preferring one another.”
Daily Practical Activities
1. Day 1: Practise respectful greetings.
2. Day 2: Practise introducing oneself and another person.
3. Day 3: Role-play making a polite request.
4. Day 4: Practise showing empathy in conversation.
5. Day 5: Prepare an interpersonal communication checklist.
Character Lesson
Communication should honour people and strengthen relationships.
Week 10: Team Communication
Teaching Focus
Group discussion, teamwork, giving updates, listening to teammates, sharing ideas and respecting different opinions.
Scripture for the Week
Ecclesiastes 4:9
“Two are better than one; because they have a good reward for their labour.”
Daily Practical Activities
1. Day 1: Discuss the importance of communication in teams.
2. Day 2: Hold a group discussion on a simple topic.
3. Day 3: Practise giving a team progress update.
4. Day 4: Practise disagreeing respectfully.
5. Day 5: Present a group communication lesson.
Character Lesson
Teamwork improves when people speak clearly and listen respectfully.
Week 11: Receiving Instructions and Reporting Back
Teaching Focus
Listening to instructions, writing notes, asking questions, carrying out tasks, reporting progress and reporting challenges.
Scripture for the Week
Proverbs 19:20
“Hear counsel, and receive instruction, that thou mayest be wise in thy latter end.”
Daily Practical Activities
1. Day 1: Listen to a supervisor’s instruction and write it down.
2. Day 2: Ask clarification questions.
3. Day 3: Prepare a task completion report.
4. Day 4: Role-play reporting a delay.
5. Day 5: Prepare an instruction and feedback checklist.
Character Lesson
A wise trainee receives instruction and reports back responsibly.
Week 12: Workplace Reports and Daily Updates
Teaching Focus
Daily reports, progress updates, incident reports, problem reporting, factual writing and supervisor communication.
Scripture for the Week
Ephesians 4:25
“Wherefore putting away lying, speak every man truth with his neighbour.”
Daily Practical Activities
1. Day 1: Prepare a simple daily activity report.
2. Day 2: Prepare a progress update.
3. Day 3: Prepare an incident report from a sample case.
4. Day 4: Review reports for truthfulness and clarity.
5. Day 5: Present a report to the trainer.
Character Lesson
Reports must be truthful. False reporting destroys trust.
Month 4: Public Speaking, Presentation and Meeting Communication
Week 13: Introduction to Public Speaking
Teaching Focus
Confidence, preparation, message structure, audience awareness, voice control, body language and nervousness management.
Scripture for the Week
2 Timothy 1:7
“For God hath not given us the spirit of fear; but of power, and of love, and of a sound mind.”
Daily Practical Activities
1. Day 1: Discuss fear of speaking in public.
2. Day 2: Prepare a one-minute talk.
3. Day 3: Practise standing posture and voice projection.
4. Day 4: Deliver a one-minute talk.
5. Day 5: Receive respectful feedback.
Character Lesson
Confidence grows through preparation and practice. Fear must not stop useful communication.
Week 14: Organising a Speech or Presentation
Teaching Focus
Introduction, main points, examples, conclusion, time management and simple presentation structure.
Scripture for the Week
1 Corinthians 14:40
“Let all things be done decently and in order.”
Daily Practical Activities
1. Day 1: Choose a short presentation topic.
2. Day 2: Prepare an introduction.
3. Day 3: Prepare three main points.
4. Day 4: Prepare a conclusion.
5. Day 5: Present the organised speech.
Character Lesson
A message should be orderly so that listeners can follow and understand.
Week 15: Meeting Communication and Minute Awareness
Teaching Focus
Speaking in meetings, agenda, turn-taking, asking questions, recording decisions and action points.
Scripture for the Week
Proverbs 11:14
“Where no counsel is, the people fall: but in the multitude of counsellors there is safety.”
Daily Practical Activities
1. Day 1: Prepare a meeting agenda.
2. Day 2: Hold a mock meeting.
3. Day 3: Practise speaking briefly and clearly.
4. Day 4: Record decisions and action points.
5. Day 5: Present meeting notes.
Character Lesson
Meetings require counsel, order and respect for others.
Week 16: Storytelling, Testimony and Persuasive Communication
Teaching Focus
Using stories, personal testimony, examples, persuasion, emotional control, truthfulness and ethical influence.
Scripture for the Week
Psalm 107:2
“Let the redeemed of the LORD say so, whom he hath redeemed from the hand of the enemy.”
Daily Practical Activities
1. Day 1: Discuss how stories help people understand.
2. Day 2: Prepare a short personal testimony or life lesson.
3. Day 3: Practise using examples to explain an idea.
4. Day 4: Discuss ethical persuasion.
5. Day 5: Present a short story or testimony.
Character Lesson
Stories and testimonies should be truthful and used to encourage, teach and build others.
Month 5: Digital Communication, Media Literacy and Conflict Handling
Week 17: Digital Communication and Online Etiquette
Teaching Focus
SMS, WhatsApp, email, social media, tone, timing, clarity, respect, privacy and responsible posting.
Scripture for the Week
Philippians 4:8
“Finally, brethren, whatsoever things are true, whatsoever things are honest, whatsoever things are just, whatsoever things are pure, whatsoever things are lovely, whatsoever things are of good report.”
Daily Practical Activities
1. Day 1: Discuss good and bad digital communication.
2. Day 2: Rewrite an unclear message clearly.
3. Day 3: Rewrite a rude message respectfully.
4. Day 4: Prepare a responsible social media post.
5. Day 5: Write a digital communication pledge.
Character Lesson
Online communication should reflect truth, honour and good report.
Week 18: Email and Professional Messaging
Teaching Focus
Subject line, greeting, body, attachment, closing, response time, proofreading and professional tone.
Scripture for the Week
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Daily Practical Activities
1. Day 1: Identify parts of a professional email.
2. Day 2: Write a professional email.
3. Day 3: Write a follow-up message.
4. Day 4: Practise attaching a document where available.
5. Day 5: Review emails for tone and clarity.
Character Lesson
Professional messages should be clear, respectful and gracious.
Week 19: Media Literacy, Rumours and Responsible Sharing
Teaching Focus
Fake news, rumours, verification, forwarding messages, harmful content, online reputation and responsible speech.
Scripture for the Week
Exodus 20:16
“Thou shalt not bear false witness against thy neighbour.”
Daily Practical Activities
1. Day 1: Discuss how rumours spread.
2. Day 2: Identify messages that should not be forwarded.
3. Day 3: Practise checking information before sharing.
4. Day 4: Prepare a responsible sharing checklist.
5. Day 5: Write a reflection on false witness in digital communication.
Character Lesson
Sharing false information is dangerous. Trainees must not bear false witness online or offline.
Week 20: Conflict Communication and Peacebuilding
Teaching Focus
Anger control, listening in conflict, apology, mediation, soft answers, avoiding insults and seeking peace.
Scripture for the Week
Proverbs 15:1
“A soft answer turneth away wrath: but grievous words stir up anger.”
Daily Practical Activities
1. Day 1: Discuss common causes of conflict.
2. Day 2: Role-play a disagreement handled badly.
3. Day 3: Role-play the same disagreement handled respectfully.
4. Day 4: Practise giving a soft answer.
5. Day 5: Prepare a peacebuilding communication guide.
Character Lesson
Soft words can reduce anger. Harsh words can increase conflict.
Month 6: Leadership Communication, Customer Service and Enterprise
Week 21: Leadership Communication
Teaching Focus
Vision casting, giving instructions, encouraging teams, correcting respectfully, delegating and giving feedback.
Scripture for the Week
Nehemiah 2:18
“Then I told them of the hand of my God which was good upon me; as also the king’s words that he had spoken unto me. And they said, Let us rise up and build.”
Daily Practical Activities
1. Day 1: Practise explaining a simple vision.
2. Day 2: Practise giving instructions clearly.
3. Day 3: Practise encouraging a team.
4. Day 4: Practise correcting someone respectfully.
5. Day 5: Present a leadership communication role-play.
Character Lesson
Good leaders communicate vision and encourage people to build responsibly.
Week 22: Customer Service and Community Communication
Teaching Focus
Welcoming customers, listening to needs, explaining services, handling complaints, giving directions and protecting trust.
Scripture for the Week
Matthew 7:12
“Therefore all things whatsoever ye would that men should do to you, do ye even so to them.”
Daily Practical Activities
1. Day 1: Practise welcoming a customer or visitor.
2. Day 2: Practise listening to a customer complaint.
3. Day 3: Practise explaining a service clearly.
4. Day 4: Role-play handling an unhappy customer.
5. Day 5: Prepare a customer communication checklist.
Character Lesson
Treat customers and community members the way you would want to be treated.
Week 23: Communication for Ministry, Teaching and Training
Teaching Focus
Teaching simply, explaining Scripture responsibly, giving announcements, leading group discussion and encouraging participation.
Scripture for the Week
Nehemiah 8:8
“So they read in the book in the law of God distinctly, and gave the sense, and caused them to understand the reading.”
Daily Practical Activities
1. Day 1: Practise giving a short announcement.
2. Day 2: Practise explaining a short lesson.
3. Day 3: Practise leading a group discussion.
4. Day 4: Practise asking open questions.
5. Day 5: Present a five-minute teaching exercise.
Character Lesson
Good teaching helps people understand. Communication must make truth clear.
Week 24: Communication Enterprise Opportunities
Teaching Focus
Writing services, editing support, announcements, customer care support, social media communication, event communication and training support.
Scripture for the Week
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Daily Practical Activities
1. Day 1: List enterprise opportunities in communication skills.
2. Day 2: Identify customers for one communication service.
3. Day 3: Prepare a simple service description.
4. Day 4: Prepare a small-start budget.
5. Day 5: Write a communication skills enterprise idea note.
Character Lesson
The power to create wealth comes from God. Communication enterprise must be built on truth, clarity and service.
Month 7: Advanced Practice, Departmental Project and Attachment Preparation
Week 25: Departmental Mini-Project Planning
Teaching Focus
Planning a communication project, audience, purpose, message, channel, team roles, materials, ethics and expected outcome.
Scripture for the Week
Habakkuk 2:2
“And the LORD answered me, and said, Write the vision, and make it plain upon tables, that he may run that readeth it.”
Daily Practical Activities
1. Day 1: Choose a communication mini-project.
2. Day 2: Identify the audience and purpose.
3. Day 3: Prepare key messages and communication channels.
4. Day 4: Assign team roles and prepare materials.
5. Day 5: Submit the project plan for trainer approval.
Character Lesson
Clear planning makes communication more useful and effective.
Week 26: Departmental Mini-Project Implementation
Teaching Focus
Carrying out a supervised communication project with speaking, writing, teamwork, feedback and ethical communication.
Scripture for the Week
Nehemiah 4:6
“So built we the wall; and all the wall was joined together unto the half thereof: for the people had a mind to work.”
Daily Practical Activities
1. Day 1: Prepare communication materials.
2. Day 2: Deliver messages, presentations or written content under supervision.
3. Day 3: Collect feedback from the audience.
4. Day 4: Review clarity, tone and impact.
5. Day 5: Prepare a progress report.
Character Lesson
Progress comes when people communicate, work together and remain disciplined.
Week 27: Final Practical Demonstration and Portfolio
Teaching Focus
Demonstrating listening, speaking, writing, presentation, workplace communication, conflict handling and portfolio evidence.
Scripture for the Week
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Daily Practical Activities
1. Day 1: Demonstrate listening and instruction response.
2. Day 2: Demonstrate formal writing and report writing.
3. Day 3: Demonstrate presentation and conflict communication.
4. Day 4: Organise communication skills portfolio.
5. Day 5: Present practical evidence to the trainer.
Character Lesson
A trained worker should not be ashamed. Communication skill requires practice, discipline and character.
Week 28: Industrial Attachment Preparation
Teaching Focus
Preparing for workplace communication, supervisor conduct, customer service, written reports, confidentiality, daily logs and final readiness.
Scripture for the Week
Proverbs 22:29
“Seest thou a man diligent in his business? he shall stand before kings; he shall not stand before mean men.”
Daily Practical Activities
1. Day 1: Identify possible attachment settings where communication skills are needed.
2. Day 2: Prepare personal attachment learning goals.
3. Day 3: Practise writing daily communication attachment logs.
4. Day 4: Review workplace speech, confidentiality and reporting standards.
5. Day 5: Complete final departmental readiness assessment.
Character Lesson
Diligent communicators can serve in important places.
6. Daily Practical Activities
Communication Skills training must include daily speaking, listening, reading and writing practice. Trainees must be corrected with patience and encouraged to improve gradually.
Daily practical activities should include:
1. Listening exercises.
2. Greeting practice.
3. Self-introduction.
4. Reading aloud.
5. Message summary.
6. Sentence writing.
7. Notice writing.
8. Letter writing.
9. Email writing.
10. Report writing.
11. Role-play.
12. Group discussion.
13. Public speaking practice.
14. Presentation practice.
15. Meeting participation.
16. Minute awareness.
17. Complaint handling role-play.
18. Customer service role-play.
19. Conflict communication practice.
20. Digital message review.
21. Media literacy exercise.
22. Feedback practice.
23. Encouragement practice.
24. Departmental mini-project.
25. Daily communication reflection.
Daily Practical Session Format
Each practical session should follow this order:
1. Opening instruction.
2. Speech and character reminder.
3. Trainer demonstration.
4. Supervised trainee practice.
5. Peer feedback.
6. Trainer correction.
7. Repeated practice.
8. Written reflection.
9. Portfolio filing.
10. Character lesson and closing reflection.
7. Tools and Equipment Needed
The department should use tools according to availability, safety and training level.
Classroom and Training Materials
1. Whiteboard.
2. Markers.
3. Flip chart.
4. Notebooks.
5. Pens.
6. Printed worksheets.
7. Reading passages.
8. Sample letters.
9. Sample reports.
10. Sample notices.
11. Role-play cards.
12. Feedback forms.
13. Presentation rubrics.
14. Attendance sheet.
15. Portfolio folders.
Speaking and Presentation Tools
1. Podium where available.
2. Microphone where available.
3. Speaker where available.
4. Projector where available.
5. Timer.
6. Cue cards.
7. Presentation notes.
8. Name tags.
9. Seating arrangement materials.
10. Recording device where approved.
Digital Communication Tools
1. Computer or laptop where available.
2. Smartphone for supervised practice where approved.
3. Word processing software.
4. Email platform.
5. Messaging examples.
6. Internet access where available.
7. Presentation software.
8. Printer where available.
9. Digital portfolio folder.
10. Responsible sharing checklist.
Record and Assessment Materials
1. Communication skills checklist.
2. Listening assessment form.
3. Speaking assessment form.
4. Writing assessment form.
5. Presentation assessment form.
6. Customer service role-play form.
7. Conflict handling checklist.
8. Daily reflection sheet.
9. Mini-project report template.
10. Attachment logbook.
8. Safety Rules
Communication may not appear physically dangerous, but words can cause emotional, relational, spiritual, organisational and reputational damage. Trainees must learn communication safety.
General Communication Safety Rules
1. Do not insult people.
2. Do not spread rumours.
3. Do not lie.
4. Do not exaggerate reports.
5. Do not gossip.
6. Do not reveal confidential information.
7. Do not speak harshly to supervisors, colleagues or customers.
8. Do not interrupt rudely.
9. Do not mock people’s accent, grammar or background.
10. Do not use communication to manipulate people.
11. Do not threaten others.
12. Do not use abusive language.
13. Do not forward messages without checking them.
14. Do not share private messages publicly.
15. Do not post harmful content online.
16. Do not argue when correction is given.
17. Do not respond in anger.
18. Do not make promises you cannot keep.
19. Report serious communication conflicts properly.
20. Obey trainer and supervisor instructions at all times.
Digital Communication Safety Rules
1. Check messages before sending.
2. Do not send angry messages.
3. Do not share passwords.
4. Do not post confidential information.
5. Do not spread fake news.
6. Do not bully others online.
7. Do not use indecent language.
8. Do not impersonate others.
9. Do not forward unverified claims.
10. Protect the reputation of the Academy.
Workplace Communication Safety Rules
1. Ask questions when instructions are unclear.
2. Report problems early.
3. Keep official information confidential.
4. Use respectful titles where appropriate.
5. Avoid public embarrassment of colleagues.
6. Do not falsify reports.
7. Use proper channels for complaints.
8. Do not argue with customers.
9. Escalate difficult issues to supervisors.
10. Keep written records where necessary.
Conflict Communication Safety Rules
1. Stay calm.
2. Listen before responding.
3. Avoid shouting.
4. Avoid insults.
5. Avoid threats.
6. Avoid revenge speech.
7. Use soft answers.
8. Apologise when wrong.
9. Seek mediation when needed.
10. Pursue peace where possible.
Safety Scripture
Proverbs 18:21
“Death and life are in the power of the tongue: and they that love it shall eat the fruit thereof.”
Safety Character Lesson
Words can damage or heal. A disciplined trainee must use communication to build, not destroy.
9. Workshop and Communication Demonstrations
The trainer should demonstrate before trainees practise. Demonstrations must be clear, simple and supervised.
Key Demonstrations
1. How to greet respectfully.
2. How to introduce oneself.
3. How to listen without interrupting.
4. How to ask clarifying questions.
5. How to speak clearly.
6. How to give instructions.
7. How to report back to a supervisor.
8. How to write a notice.
9. How to write a formal letter.
10. How to write a simple report.
11. How to write a professional email.
12. How to apologise sincerely.
13. How to appreciate someone.
14. How to encourage a colleague.
15. How to participate in a meeting.
16. How to give a short presentation.
17. How to answer questions.
18. How to handle complaints.
19. How to respond in conflict.
20. How to review a digital message before sending.
21. How to prepare a communication portfolio.
22. How to complete an attachment logbook.
Demonstration Method
Each demonstration should follow this format:
1. Explain the purpose of the communication task.
2. State the character rule.
3. Demonstrate the correct example.
4. Demonstrate a poor example where appropriate.
5. Discuss the difference.
6. Allow trainees to practise.
7. Correct tone, words and body language.
8. Repeat the exercise.
9. Give encouraging feedback.
10. Record lessons in the department logbook.
Demonstration Scripture
Proverbs 25:11
“A word fitly spoken is like apples of gold in pictures of silver.”
Demonstration Character Lesson
Trainees should learn not only what to say, but when to say it and how to say it.
10. Practical Assignments
Practical assignments should test real competence, clarity, confidence, truthfulness and respect.
Individual Assignments
1. Define twenty communication terms.
2. Write one page on the power of words.
3. Prepare a listening checklist.
4. Write a simple notice.
5. Write a formal request letter.
6. Write an appreciation message.
7. Write an apology message.
8. Prepare a daily activity report.
9. Prepare an incident report.
10. Write a professional email.
11. Prepare a one-minute speech.
12. Prepare a three-minute presentation.
13. Prepare a responsible digital communication guide.
14. Write one page on how to handle conflict with words.
15. Prepare a personal attachment learning goal sheet.
Group Assignments
1. Conduct a group discussion.
2. Role-play customer service.
3. Role-play receiving instructions.
4. Role-play reporting a problem.
5. Conduct a mock meeting.
6. Prepare meeting notes.
7. Present a communication safety drama.
8. Prepare a media literacy awareness poster.
9. Carry out a departmental mini-project.
10. Present a communication skills enterprise idea.
Final Departmental Project Options
Each trainee or group may complete one of the following:
1. Communication ethics poster.
2. Listening skills workshop.
3. Customer service role-play project.
4. Conflict resolution drama.
5. Professional writing portfolio.
6. Public speaking presentation.
7. Digital communication safety project.
8. Workplace reporting project.
9. Community awareness communication project.
10. Communication skills enterprise plan.
11. Assessment Methods
Assessment should cover listening, speaking, writing, reading, presentation, workplace communication, digital ethics, character and enterprise understanding.
A. Attendance and Punctuality
Assess:
1. Daily attendance.
2. Arrival time.
3. Participation in practical sessions.
4. Completion of assigned duties.
B. Listening Assessment
Assess ability to:
1. Pay attention.
2. Avoid interruption.
3. Understand instructions.
4. Ask clarifying questions.
5. Repeat key points.
6. Listen during group discussion.
7. Listen to correction.
8. Avoid assumptions.
9. Respond appropriately.
10. Practise patience.
C. Speaking Assessment
Assess ability to:
1. Speak clearly.
2. Speak audibly.
3. Use polite language.
4. Organise thoughts.
5. Give instructions.
6. Give updates.
7. Answer questions.
8. Speak with confidence.
9. Use appropriate tone.
10. Avoid rude words.
D. Writing Assessment
Assess ability to:
1. Write clear sentences.
2. Use proper punctuation.
3. Write notices.
4. Write letters.
5. Write messages.
6. Write emails.
7. Write reports.
8. Proofread work.
9. Organise paragraphs.
10. Communicate purpose clearly.
E. Presentation Assessment
Assess ability to:
1. Prepare a short talk.
2. Organise introduction, points and conclusion.
3. Speak before a group.
4. Manage time.
5. Use examples.
6. Maintain appropriate eye contact.
7. Control nervousness.
8. Answer questions.
9. Receive feedback.
10. Improve after correction.
F. Workplace and Digital Communication Assessment
Assess ability to:
1. Receive instructions.
2. Report progress.
3. Report problems.
4. Communicate with supervisors.
5. Communicate with team members.
6. Communicate with customers.
7. Write professional messages.
8. Avoid gossip and rumours.
9. Protect confidential information.
10. Use digital communication responsibly.
G. Character Assessment
Assess:
1. Truthfulness.
2. Courtesy.
3. Patience.
4. Humility.
5. Self-control.
6. Confidence.
7. Respect.
8. Teachability.
9. Encouragement.
10. Peacebuilding.
11. Listening discipline.
12. Responsible speech.
H. Enterprise Assessment
Assess ability to:
1. Identify communication enterprise opportunities.
2. Prepare a simple service description.
3. Identify customers.
4. Estimate basic costs.
5. Explain communication ethics.
6. Prepare a simple enterprise plan.
I. Suggested Assessment Weighting
1. Attendance and punctuality: 10%.
2. Listening and comprehension: 15%.
3. Speaking and interpersonal communication: 20%.
4. Writing and reporting: 20%.
5. Presentation and meeting communication: 15%.
6. Digital communication and ethics: 10%.
7. Enterprise planning: 5%.
8. Character and teamwork: 5%.
Assessment Scripture
2 Corinthians 13:5
“Examine yourselves, whether ye be in the faith; prove your own selves.”
Assessment Character Lesson
Assessment is not punishment. It helps trainees know whether their communication is clear, truthful, respectful and useful.
12. Character Lessons Linked to the Department
Communication Skills is a strong department for character formation. It teaches truthfulness, self-control, listening, respect, patience, humility, wisdom and peacebuilding.
A. Power of Words
Words carry life or death.
Scripture
Proverbs 18:21
“Death and life are in the power of the tongue: and they that love it shall eat the fruit thereof.”
Character Lesson
Trainees must use words to build, not destroy.
B. Graceful Speech
Speech must be seasoned with grace.
Scripture
Colossians 4:6
“Let your speech be alway with grace, seasoned with salt, that ye may know how ye ought to answer every man.”
Character Lesson
A good communicator speaks respectfully and wisely.
C. Listening
A wise person listens before speaking.
Scripture
James 1:19
“Wherefore, my beloved brethren, let every man be swift to hear, slow to speak, slow to wrath.”
Character Lesson
Listening protects relationships and reduces conflict.
D. Truthfulness
Lies destroy communication.
Scripture
Ephesians 4:25
“Wherefore putting away lying, speak every man truth with his neighbour.”
Character Lesson
Trainees must speak truthfully in reports, messages and conversations.
E. Timely Words
The right word at the right time is valuable.
Scripture
Proverbs 25:11
“A word fitly spoken is like apples of gold in pictures of silver.”
Character Lesson
Wisdom teaches when to speak, what to say and how to say it.
F. Soft Answers
Gentle words can reduce anger.
Scripture
Proverbs 15:1
“A soft answer turneth away wrath: but grievous words stir up anger.”
Character Lesson
A trainee must avoid harsh words in conflict.
G. Kindness
Communication should reflect kindness.
Scripture
Ephesians 4:32
“And be ye kind one to another, tenderhearted, forgiving one another, even as God for Christ’s sake hath forgiven you.”
Character Lesson
Kind words can restore peace and strengthen relationships.
H. Good Report
Digital and public communication should honour God.
Scripture
Philippians 4:8
“Finally, brethren, whatsoever things are true, whatsoever things are honest, whatsoever things are just, whatsoever things are pure, whatsoever things are lovely, whatsoever things are of good report.”
Character Lesson
What trainees say and share should be true, honourable and of good report.
I. Understanding
Communication should help people understand.
Scripture
Nehemiah 8:8
“So they read in the book in the law of God distinctly, and gave the sense, and caused them to understand the reading.”
Character Lesson
Good communicators explain clearly so others can understand.
J. Confidence
Fear must not stop useful speech.
Scripture
2 Timothy 1:7
“For God hath not given us the spirit of fear; but of power, and of love, and of a sound mind.”
Character Lesson
Trainees must grow in confidence, love and sound judgement.
13. Entrepreneurship Opportunities in Communication Skills
Trainees should be taught that communication skills can create employment and enterprise opportunities. However, communication enterprise must be built on truth, clarity, confidentiality, respect and excellence.
Possible Enterprise Opportunities
1. Letter writing support.
2. CV and application letter support.
3. Report writing support.
4. Editing and proofreading support.
5. Speech writing support.
6. Announcement writing support.
7. Event communication support.
8. Customer service support.
9. Reception communication support.
10. Social media communication support.
11. Email writing support.
12. Meeting minutes support.
13. Community awareness campaign support.
14. Public speaking coaching for beginners.
15. Conflict communication training support.
16. Youth debate and discussion club support.
17. Church announcement support.
18. Business customer message support.
19. Training facilitation support.
20. Translation and interpretation awareness support where competent.
21. Voice-over awareness support where trained.
22. Interview preparation support.
23. Presentation preparation support.
24. Communication skills tutoring.
25. Youth communication services cooperative.
Simple Communication Skills Enterprise Plan Format
Each trainee should be able to prepare a simple plan with the following:
1. Business name.
2. Communication service offered.
3. Problem being solved.
4. Target customers.
5. Tools needed.
6. Skills needed.
7. Start-up cost.
8. Pricing method.
9. Quality control plan.
10. Confidentiality plan.
11. Ethical limits.
12. Marketing method.
13. Record keeping method.
14. Training or supervision needed.
15. Mentor or professional support.
Communication Business Ethics
Trainees must not:
1. Write lies for customers.
2. Create fake references.
3. Spread rumours.
4. Reveal confidential information.
5. Plagiarise other people’s work.
6. Misrepresent qualifications.
7. Use abusive language.
8. Manipulate people dishonestly.
9. Promise results they cannot deliver.
10. Write defamatory content.
11. Falsify reports.
12. Forge signatures or documents.
13. Use client information for gossip.
14. Overcharge dishonestly.
15. Refuse to correct known mistakes.
Entrepreneurship Scripture
Deuteronomy 8:18
“But thou shalt remember the LORD thy God: for it is he that giveth thee power to get wealth.”
Entrepreneurship Character Lesson
The ability to create wealth comes from God. Communication enterprise must be built on truth, clarity, confidentiality, excellence and faithful service.
14. Industrial Attachment Preparation
Before industrial attachment, Communication Skills trainees should be prepared for placement in offices, schools, ministries, churches, businesses, hotels, NGOs, public service units, media units, customer service desks, training centres or supervised community organisations.
Attachment Readiness Areas
Trainees should know how to:
1. Report to the host organisation.
2. Introduce themselves respectfully.
3. Speak politely with supervisors.
4. Listen carefully to instructions.
5. Ask questions respectfully.
6. Write daily logs.
7. Submit weekly reports.
8. Communicate with colleagues.
9. Communicate with customers or visitors.
10. Protect confidential information.
11. Avoid gossip and rumours.
12. Report problems early.
13. Accept correction.
14. Use digital communication responsibly.
15. Maintain spiritual and moral discipline.
Attachment Learning Goals
Each trainee should prepare goals such as:
1. Improve listening skills.
2. Improve workplace speaking.
3. Improve report writing.
4. Practise professional email writing.
5. Observe customer service communication.
6. Practise meeting communication.
7. Learn complaint handling.
8. Improve presentation confidence.
9. Improve supervisor communication.
10. Prepare for future communication-related employment or enterprise.
Daily Attachment Log Format
1. Day number.
2. Host organisation.
3. Department or unit.
4. Communication task observed.
5. Task performed under supervision.
6. Skill learnt.
7. Listening lesson.
8. Speaking lesson.
9. Writing lesson.
10. Challenge faced.
11. Question asked.
12. Supervisor comment.
Attachment Scripture
Colossians 3:23
“And whatsoever ye do, do it heartily, as to the Lord, and not unto men.”
Attachment Character Lesson
During attachment, trainees must communicate faithfully, respectfully and truthfully, even when Academy trainers are not watching.
15. Expected Competence by Graduation
By graduation, a Communication Skills trainee should not be expected to function as a senior communication consultant. However, the trainee should have strong foundational communication ability, workplace communication awareness and readiness for further supervised learning.
A. Practical Competence
The trainee should be able to:
1. Explain the meaning of communication.
2. Identify types of communication.
3. Listen carefully to instructions.
4. Ask clarifying questions.
5. Speak clearly and respectfully.
6. Introduce himself or herself properly.
7. Write simple notices.
8. Write formal letters.
9. Write professional emails.
10. Prepare simple reports.
11. Participate in group discussions.
12. Give short presentations.
13. Take simple meeting notes.
14. Communicate with customers respectfully.
15. Handle complaints calmly.
16. Use soft answers in conflict.
17. Avoid gossip and false reports.
18. Use digital communication responsibly.
19. Protect confidential information.
20. Communicate with truth and grace.
B. Business Competence
The trainee should be able to:
1. Identify communication enterprise opportunities.
2. Prepare a simple service description.
3. Identify potential customers.
4. Estimate basic start-up costs.
5. Understand confidentiality and trust.
6. Explain the importance of truth and clarity.
7. Keep simple income and expense records.
8. Prepare a communication skills enterprise plan.
9. Work in a communication support cooperative.
10. Start small under guidance.
C. Character Competence
The trainee should demonstrate:
1. Truthfulness.
2. Courtesy.
3. Patience.
4. Humility.
5. Self-control.
6. Confidence.
7. Respect.
8. Teachability.
9. Listening discipline.
10. Peacebuilding.
11. Encouragement.
12. Responsibility.
D. Workplace Competence
The trainee should be able to:
1. Follow supervisor instructions.
2. Work under supervision.
3. Keep daily logs.
4. Submit weekly reports.
5. Communicate respectfully.
6. Report problems early.
7. Accept correction.
8. Protect workplace information.
9. Communicate well with team members.
10. Represent the Academy with honour.
Graduation Scripture
2 Timothy 2:15
“Study to shew thyself approved unto God, a workman that needeth not to be ashamed.”
Graduation Character Lesson
By graduation, trainees should be workers who are not ashamed because they have learnt to listen, speak, write and serve with integrity.
16. Departmental Trainer’s Checklist
The trainer should ensure that every trainee has completed the following before graduation:
1. Communication orientation.
2. Listening practice.
3. Speaking practice.
4. Reading comprehension exercise.
5. Notice writing exercise.
6. Letter writing exercise.
7. Apology message exercise.
8. Appreciation message exercise.
9. Interpersonal communication role-play.
10. Team communication exercise.
11. Instruction and reporting exercise.
12. Daily report writing.
13. Incident report writing.
14. Public speaking practice.
15. Presentation practice.
16. Meeting participation exercise.
17. Minute awareness exercise.
18. Storytelling or testimony exercise.
19. Digital communication exercise.
20. Email writing exercise.
21. Media literacy exercise.
22. Conflict communication role-play.
23. Customer service role-play.
24. Leadership communication role-play.
25. Ministry or teaching communication exercise.
26. Communication enterprise idea note.
27. Departmental mini-project.
28. Final practical demonstration.
29. Attachment readiness form.
30. Character assessment.
17. Departmental Closing Charge
Communication Skills is a sacred and practical field. Through communication, people are instructed, comforted, corrected, encouraged, informed, guided and united. Through poor communication, people can be wounded, confused, divided and misled.
A trainee must never treat words carelessly. Words are seeds. Words can build a family, a business, a ministry, a workplace and a nation. Words can also destroy trust, relationships and opportunities.
The Academy is raising trainees who will speak with grace, listen with patience, write with clarity, report with truth, resolve conflict with wisdom and communicate the love and excellence of Christ wherever they serve.
Closing Scripture
Psalm 90:17
“And let the beauty of the LORD our God be upon us: and establish thou the work of our hands upon us; yea, the work of our hands establish thou it.”
Final Charge
Listen before speaking.
Speak with grace.
Write with clarity.
Report truthfully.
Avoid gossip.
Do not spread rumours.
Use soft answers.
Encourage others.
Communicate with wisdom.
Let your words bring life.
Let God establish the work of your hands.
