The Factors of the Voice 

Tone

· Portrays the emotion and warmth in the voice.

Articulation

· Ensure you are sounding word endings, and not slurring the words.

Pace

· Slow your voice down. Face-to-face, we partially lip read and look for facial expressions to help us interpret what the other person is saying. Impossible to do with the phone.
· The ideal pace is 120/130 words per minute (2 or 3 words per second), at least for the first minute so they can acclimatise themselves to your voice.  After that try to match your pace to the other person. It can make them more comfortable with you.

Pitch

· Not too high/too low...rich warm medium/low pitch with some variance for interest.

· Don’t forget to smile - it lifts the tone.
Volume

· Too loud, too quiet? Or is it just right? Ask a colleague to check it with you.

Inflection/Emphasis

· The verbal underlining of certain words to add interest or importance.
· Try slowing down/speeding up your delivery or by speaking at higher or lower volumes.

www.abctrainingsolutions.biz - now uploaded with loads of freebie trainer resources!


