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Getting
Started

Body language is a form of
communication, and needs to be
practiced like any other form of
communication.



= Define body language

= Understand the benefits of

WorkShOp interpreting body language

ObjECtiVES = Recognize common mistakes when
interpreting body language

= Practice your body language skills
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The body never lies.

Martha Graham




MODULE TWO

Communicating with Body

Language

We are constantly communicating, even when we are
not speaking.

It affects our work and personal relationships.




Learning a New
Language

Set Goals

Devote time to learning

Practice daily

Enjoy the process




The Power
of Body
Language

e |tis honest

e Creates self-
awareness

e Understand feelings




More than Words

e Proximity

e Positioning

e Facial expression
e Touching

e Breathing




Actions Speak
Louder than
Words

Our impressions of each
other are based on more
than words.

The actions that we take
are stronger than our
words.




= Learning a New Language

Practical \Of_ = The Power of Body Language

I"UStratiOn & = More Than Words
= Actions Speak Louder Than Words




Module Two: Review Questions

1. Goals should be :

| ] |




Module Two: Review Questions

2. How often should body language be practiced?




Module Two: Review Questions

3. What does body language NOT improve?




Module Two: Review Questions

4. What should provide cues to your communication?




Module Two: Review Questions

5. What is the term for the distance between people?




Module Two: Review Questions

6. What is NOT included in touching?




Module Two: Review Questions

7. makes a lasting impression.




Module Two: Review Questions

8. Body language can communicate :
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Module Two: Review Questions

9. What is an unacceptable form of body communication?




Module Two: Review Questions

10. Learning to interpret body language is a difficult process.
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MODULE THREE

Reading Body Language

Actively reading body language will provide valuable insight
and improve communication.




Head Position




Translating
Gestures
into Words

e Pointing finger

e Finger moves side to
side

e Thumbs up

e Thumbs down



Open Vs. Closed Body
Language

e Arms crossed

e legs crossed when seated

e Arm or object in front of the body
e Legs not crossed

e Arms not crossed




The Eyes
Have It

Direct eye contact
Wide eyes
Rolled eyes

Blinking




= Head Position

PraCticaI \Of_ ® Translating Gestures Into Words

"Iustration @ — " Open vs. Closed Body Language
= The Eyes Have It




Module Three: Review Questions

1. A head positioned forward facing someone indicates




Module Three: Review Questions

2. A head held high can indicate :
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Module Three: Review Questions

3. What is the signal for OK?




Module Three: Review Questions

4. Thumb down is a gesture of :
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Module Three: Review Questions

5. Crossed arms are an example of :
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Module Three: Review Questions

6. Crossed legs while standing combined with crossed arm

indicate




Module Three: Review Questions

7. Looks to the right indicate




Module Three: Review Questions

8. What signals disbelief?
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Module Three: Review Questions

9. Actively reading body language will provide




Module Three: Review Questions

10. Widening eyes signal :
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MODULE FOUR

Body Language Mistakes

It is so important to examine the positions and gestures as
a whole when attempting to interpret body language.




Poor Posture

Injury

llIness

Skeletal structure

' Temperature




Invading
Personal
Space

e Culture
e Background

o Activity




Quick Movements

Stress
llIness

Exhaustion

Cold




Fidgeting

Fidgeting can indicate
nervousness, boredom,
frustration, stress, or
self-consciousness.




= Poor Posture

Practical \Of_ = |Invading Personal Space

lllustration & = Quick Movements
= Fidgeting




Module Four: Review Questions

1. Repetitive motions will posture.




Module Four: Review Questions

2. A closed posture is common when people are :
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Module Four: Review Questions

3. What should be evaluated before assuming someone is

invading personal space?




Module Four: Review Questions

4. What will not affect a person’s concept of personal

space?




Module Four: Review Questions

5. What is not a factor that causes quick movements?




Module Four: Review Questions

6. What do quick movements typically indicate to

observers?




Module Four: Review Questions

7. What is not an emotional reason for fidgeting?




Module Four: Review Questions

8. Employees need to be able to communicate their




Module Four: Review Questions

9. What type of illness can affect posture?
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Module Four: Review Questions

10. Which is a potential reason for fidgeting?
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MODULE FIVE

Gender Differences

Body language is not universal; different genders may
communicate in different manners.




Facial Expressions

Some people smile to be polite or fulfill cultural
expectations. The meanings behind smiles are
often misinterpreted.




Personal
Distance

Everyone has their own
idea of personal
distance; a comfortable
distance that they wish
to keep from another
person.




Female Body Language

Leaning Smiling

Eye

contact Mirroring




Male Body
Language

There are certain aspects
of body language that are
common to many men.




= Facial Expressions

Practical \Of_ = Personal Distance

lllustration ‘= = Female Body Language
= Male Body Language




Module Five: Review Questions

1. are more likely to smile?




Module Five: Review Questions

2. How are facial expressions between men and women

viewed?




Module Five: Review Questions

3. Women typically have larger personal distances with




Module Five: Review Questions

4. Whose personal distance is more likely to be respected?




Module Five: Review Questions

5. What is sighaled when a woman only smiles with her

mouth?




Module Five: Review Questions

6. Awoman is annoyed if she is




Module Five: Review Questions




Module Five: Review Questions

8. What can prolonged eye contact indicate?
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Module Five: Review Questions

9. The level of comfortable and

with each individual.




Module Five: Review Questions

10. Men stand with their feet in the direction of
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MODULE SIX

Nonverbal Communication

We all communicate nonverbally. It is important to
understand what your nonverbal communication is telling
others.




Common Gestures

e Pulling ears
e Open palms
e Rubbing hands together

e Touching the chin




The Signals
You Send to
Others

Body language

Appearance
Personal distance

Voice




It’s Not What You Say,
It’s How You Say It

e Pitch
e Speed
e Loudness

e Jone




What Your
Posture
Says

People respond well to
good posture, and having
good posture improves
physical and emotional
health.




= Common Gestures

= The Signals You Send to Others

Practical N
Q_

. = |t’s Not What You Say, It's How You
7 I );
lllustration = oy I

= What Your Posture Says




Module Six: Review Questions

1. What does it mean when someone bites their nails?




Module Six: Review Questions

2. Tugging on ears can be a sign of :
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Module Six: Review Questions

3. What type of impression does a disheveled appearance

make?




Module Six: Review Questions

4. What does a large personal distance indicate?




Module Six: Review Questions

5. A person ends a statement on a higher pitch, and it is not

a question. What does this signhal?




Module Six: Review Questions

6. Tone should when speaking.




Module Six: Review Questions

7. What does hunched posture indicate?




Module Six: Review Questions

8. The head should be positioned




Module Six: Review Questions

9. Rubbing hands together is a sign of




Module Six: Review Questions

10. Ducking or shrugging the head is a sign of confidence.
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t expression is boring.

- Ralph Waldo Emerson



MODULE SEVEN

Facial Expressions

Understanding the basics of facial expressions and decoding
them will help you determine what people are feeling and
facilitate better communication.




Linked With Emotions

Not only are emotions shown with facial
expressions; the degree of emotion a person
feels is visible on the face.




Micro-
Expressions

We all hide negative
emotions from time to
time; we even mask our
facial expressions to fit
social situations.




Facial Action Coding
System (FACS)

The muscles that relax or contract with emotion
are identified to show the feeling behind each
movement of the face.




Universal

Facial
Expressions
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= Linked With Emotion

Practical \Of_ = Micro-Expressions

"Iustration & — = Facial Action Coding System (FACS)

= Universal Facial Expressions




Module Seven: Review Questions

1. Facial expressions show :
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Module Seven: Review Questions

2. What is most true about emotions and facial expressions?




Module Seven: Review Questions

3. How long do micro-expressions typically last?




Module Seven: Review Questions

4. What do micro-expressions typically show?




Module Seven: Review Questions

5. What does FACS break muscle movements into?




Module Seven: Review Questions

6. FACS breaks micro-expressions into actions units. These

action units are interpreted.




Module Seven: Review Questions

7. Eyebrows rise with both fear and




Module Seven: Review Questions

8. What happens to the chin when someone is angry?




Module Seven: Review Questions

are an important part of body language.




Module Seven: Review Questions

10. A flash of will typically flicker across the

face, even when feelings are kept in check.
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MODULE EIGHT

Body Language in Business

Learn how to adjust your body language to each situation,
as you identify the needs, thoughts, and feelings of those
you do business with.




Communicate with
Power

Powerful communication breeds confidence and
respect. It is important that people sense power
without aggression.




Cultural
Differences

Feet
Eye contact
Hand Gestures

Head




Building Trust

Remove barriers
Smile
Body position

Listen



Mirroring

Smi

le

Gestures




= Communicate With Power

Pra Ctical \O/_ = Cultural Differences

lllustration 4 = Building Trust

= Mirroring




Module Eight: Review Questions

1. What describes a powerful walk?

| | |




Module Eight: Review Questions

to indicate power.

2. Legs need to be




Module Eight: Review Questions

3. What direction may a client’s head move if they are from

India?




Module Eight: Review Questions

4. Hand gestures are :
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Module Eight: Review Questions

5. What type of body position builds trust?




Module Eight: Review Questions

6. What will decrease trust?




Module Eight: Review Questions

7. What is not mirrored in speech?




Module Eight: Review Questions

8. Mirroring in a business setting is typically a conscious

choice for




Module Eight: Review Questions

9. Learn how to adjust your to each situation.




Module Eight: Review Questions

10. Powerful communication breeds :
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dy language.

Harvey Wolter




MODULE NINE

Lying and Body Language

Close observation of body language can indicate that
someone is hiding something.

A number of factors will cause suspicious body language.




Watch Their Hands

We all communicate with our hands. We can
even communicate deception without knowing
what we are doing.




Forced
Smiles

e Tight smiles
e (Closed mouth

e Licking lips




Eye Contact

I”
L]

The eyes are called the “windows to the sou
The eyes continually communicate feelings.




Changes in
Posture

Lying will cause someone
to focus more on their
body language.




= \Watch Their Hands
PraCticaI \Of_ » Forced Smiles

lllustration 4 * Eye Contact

= Changes in Posture




Module Nine: Review Questions

1. What does showing palms signal?
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Module Nine: Review Questions

2. Where will hands go when someone is lying?




Module Nine: Review Questions

3. What is someone likely to do after a lie?
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Module Nine: Review Questions

4. What is another reason for a closed smile that does not

signal a lie?




Module Nine: Review Questions

5. In what direction will eyes look if someone is left-handed

and using imagination?




Module Nine: Review Questions

6. What is a sign that direct eye contact indicates a lie?




Module Nine: Review Questions

7. Deception is indicated when posture changes are




Module Nine: Review Questions

8. What does extreme stillness indicate?




Module Nine: Review Questions

9. Body language can expose :
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Module Nine: Review Questions

10. Body language typically reflects the

speaker.
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MODULE TEN

Improve Your Body Language

Give an air of confidence when meeting with colleagues
and potential clients.

Understanding the subtleties of body language makes it
easier to improve your own.




Be Aware of Your
Movements

Faked body language typically looks disjointed
and unnatural. People can subconsciously pick
up on these movements.




The Power of
Confidence

Improve body language
by increasing personal
confidence.




Posture and Position

Straight posture automatically increases
confidence.

Pay attention to your position and posture.




Practice in
a Mirror

Pay attention to any
tendencies to slouch.

|ldentify any nervous
gestures.
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= Be Aware of Your Movements

PraCticaI \Of_ » The Power of Confidence

I"UStratiOn ‘'S = Position and Posture

® Practice in a Mirror




Module Ten: Review Questions

1. What will prevent nervous body language?




Module Ten: Review Questions

2. What will signal interest?




Module Ten: Review Questions

3. What will improve self-esteem?




Module Ten: Review Questions

4. What does not improve confidence?




Module Ten: Review Questions

5. What type of posture should be avoided?




Module Ten: Review Questions

6. What will posture improve?
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Module Ten: Review Questions

7. What will poor body mechanics affect?




Module Ten: Review Questions

8. What should be avoided?




Module Ten: Review Questions

9. People make snap judgments about each other based on




Module Ten: Review Questions

10. Faked body language typically looks
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MODULE ELEVEN

Matching Your Words to Your

Movement

The key to instilling trust is matching body language to the
words spoken.

Emotional awareness is necessary to communicate exactly
what you mean.




-

Involuntary
Movements

Exercise
Meditation

Sufficient sleep

Journaling

Healthy diet




Say What
You Mean

more effective when you

Communication is much
say what you mean.



Always Be Consistent

m Speak plainly

= Listen

mm DBe open




Actions Will
Trump Words

Be aware of what your
actions and gestures are
communicating to those
around you.




= |nvoluntary Movements

Practical \Of_ = Say What You Mean

I"UStratiOn ‘S = Always Be Consistent
= Actions Will Trump Words




Module Eleven: Review Questions

1. What is not a way to reduce stress?




Module Eleven: Review Questions

2. What can affect gestures?




Module Eleven: Review Questions

3. What should be addressed when communicating?




Module Eleven: Review Questions

4. What is important to know before communicating?




Module Eleven: Review Questions

5. Honesty must be perceived in the words and




Module Eleven: Review Questions

6. Responses should be guided by




Module Eleven: Review Questions

7. What is more effective at communicating?




Module Eleven: Review Questions

8. Body language and determine how we view

people.




Module Eleven: Review Questions

9. The key to instilling trust is matching your body language

to




Module Eleven: Review Questions
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MODULE TWELVE

Wrapping Up

Although this workshop is coming to a close, we hope that
your journey to understanding Body Language Basics is just
beginning.




Words From the Wise

Deafness has left me acutely
aware of both the duplicity
that language is capable of
and the many expressions
the body cannot hide.

- Terry Galloway

There are four ways, and
only four ways, in which we

have contact with the world.

We are evaluated and
classified by these four
contacts: what we do, how
we look, what we say, and
how we say it.

- Dale Carnegie

When the eyes say one
thing, and the tongue
another, a practiced man
relies on the language of the
first.

- Ralph Waldo Emerson
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