
 

 
 

 

 



 

Introduction 

The Communication Clarity Journal is a 4-week guide designed to help you slow down, 

reflect, and strengthen the connection between how you think, feel, and communicate. 

 

Through a blend of psychology-backed techniques, mindset awareness, and practical 

communication exercises, this journal will help you uncover the habits and patterns that 

influence how you speak, listen, and express ideas at work. You’ll discover the mindset blocks 

that are holding you back, and help you to remove barriers preventing you from 

communicating clearly and achieving your goals.  
 

Before you begin, it’s important that you take the Expression Profile Quiz. 
 

Knowing what your Expression Profile is will help you personalise each reflection and 

recognise the specific communication strengths and challenges that shape your personal and 

professional experiences. 

 

Once you’ve completed the quiz, make a note of your Expression Profile here, along with a 

short description of what that means to you. 

 

My Expression Profile: 

 

 
If you are using this journal for a second or third time, it’s important to complete as much as possible as it will 

change slightly each time as you grow and progress.   
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Your current communication challenges 

 

List a few of the biggest communication or confidence challenges you experience at work or in 

your daily life. These may be moments when you feel unseen, misunderstood or hesitant to 

contribute. 
 

 

 

 

Now, imagine what might change if you were able to communicate with greater clarity, calm, 

and self-trust. How might this affect your work relationships, your career growth, or even the 

way you feel at the end of a busy day? 
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How to use this journal 

 

This journal is divided into four weekly themes, each exploring one aspect of communication 

through teaching, reflection, and guided self-coaching. As you work through this journal, 

remember that every challenge you encounter is part of the learning process. This is a 

principle rooted in Dr Carol Dweck’s research on Growth Mindset, which you will learn more 

about later in this process. 

 

Dedicate 10 minutes per day, or around one hour per week to reading, reflecting, and 

writing your thoughts. This is an important step in discovering the communication barriers 

that may be holding you back so that you can start to overcome them. 

Each week includes: 

● A teaching section that explains the key concept and psychology behind it. 

● Reflection prompts to help you explore your own experiences. 

● A “Language Awareness” activity to connect mindset and expression. 

● Space to adapt the exercises to your Expression Profile. 

 

You can download this journal as many times as you need and repeat this process every 

month to measure progress and adjust your goals. 

Need Support or Have Feedback? 

If you have any questions about this journal or would like to share your reflections, feel free to 

reach out to us: hello@intrepidenglish.co.uk.  

We read every message personally and value your feedback. 

Enjoy the journey! 
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Week 1: Awareness and Emotional Regulation 
Understanding your internal communication patterns 

Teaching Focus 
Every meaningful conversation begins with self-awareness. 
 
Before we can improve how we communicate, we need to understand what is 
happening inside us when we do. 
 
Our emotional state directly affects our language, tone, and body language, often more 
than we realise. 
 
When we feel threatened or judged, our body activates protective responses that can 
narrow our vocabulary, raise our tone and make us rush our words. 
 
When we feel safe and engaged, our thoughts flow more easily and our voice becomes 
steadier. 
 
Understanding this link between body and communication gives us more control. 
 

The Polyvagal Theory, developed by Dr Stephen Porges, explains how our 
nervous system constantly scans for cues of safety or danger. 

 
 
When we intentionally calm the body, the brain follows, allowing us to access empathy, 
creativity and problem-solving; all essential for clear communication. 
 
The goal this week is not to eliminate stress, but to manage it with awareness. 
 
By noticing how tension shows up in our breathing, posture, or inner dialogue, we 
create the space to choose a different response. 
 
That pause between reaction and speech is where clarity is developed. 
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Language Awareness 
 
Notice your tone the next time you feel pressure or frustration. 
 
Do your sentences shorten? Does your voice rise or your pace quicken? 
 
Think of a recent stressful interaction. Now, rephrase what you said or wrote in a 
calmer, more measured way. 
 
Even subtle shifts in tone can make a message sound more confident and composed. 
 

Stress-Reduction Exercise: Box Breathing 
 
Purpose: Calm the nervous system and improve focus before communicating. 

1. Inhale gently through your nose for a count of four. 
Feel your ribcage expand rather than your shoulders rising. 

2. Hold your breath for a count of four. 
Allow your body to settle; this pause signals control. 

3. Exhale slowly through your mouth for a count of four. 
Keep the breath steady, not forced. 

4. Hold again for a count of four before beginning the next cycle. 
 
Repeat this pattern four times, for about one minute. 
 
Box breathing activates the parasympathetic nervous system, reducing stress 
hormones and improving focus. 
 
Try it before a presentation, meeting, or any situation that normally makes you anxious. 
Once calmer, plan the 1-3 key points you want to share and write down one clear 
phrase for each. 
 
Starting to speak is often the hardest part. This preparation makes it easier. 
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Reflection Prompts 
1. When do I feel most comfortable expressing myself? 

 

 

2. What physical signs tell me I’m nervous or stressed when speaking? 

 

 

3. What thoughts or stories appear before, during or after I communicate? 

 

 

4. Which of my thoughts reflect a fixed mindset and how could I reframe them using the 
word ‘yet’? 

 

 

5. What might happen if I focused on clarity instead of control? 
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Expression Profile Reflections 
1. Based on my Expression Profile, which communication tendencies most influence 
how I handle stress? 

 

 

2. How does my Expression Profile affect the way I interpret others’ reactions? 

 

 

3. What strengths from my Expression Profile can help me stay grounded and 
self-aware? 

 

 

4. Which patterns or challenges could I start monitoring this week? 
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Helpful Resources 

 Mindset by Dr Carol Dweck 
 Blog: Building Confidence and Managing Communication Anxiety 
 Article: How a Growth Mindset Transforms Your Confidence in English 

 

Write down any additional thoughts or discoveries from this week  

 

 
Next week, we will shift our focus outward, from understanding yourself to understanding others.  
 
You’ll learn how presence, curiosity and emotionally intelligent listening deepen trust, reduce 
misunderstandings and strengthen professional relationships.  
 
This next step builds on the calm awareness you’ve developed this week and helps you create 
more meaningful, confident connections. 
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Week 2: Listening and Empathy 
Building connection through presence and curiosity 

Teaching Focus 

Effective communication begins with listening, not speaking. When we listen well, we 
send a powerful signal of respect and openness that immediately strengthens trust.  
 
True listening is active; it requires attention, curiosity, and restraint. Rather than 
planning our response or anticipating what the other person might say, we allow 
ourselves to focus fully on the present moment. 
 
In professional settings, listening well helps us understand not only what others are 
saying but also why they’re saying it. Empathy allows us to interpret tone, body 
language, and unspoken concerns. It doesn’t mean taking on other people’s emotions; 
it’s about recognising their perspective.  
 
Balancing empathy with calm is an important part of emotional intelligence. This means 
we understand other people’s feelings, but we don’t let their emotions overwhelm us. 
Emotional intelligence helps us build trust and work well with others. It allows us to 
support others while staying focused and professional. This is especially important for 
leaders.  
 
Research shows that our attention works best when we focus on one thing at a time. 
When we try to listen and think about other things at the same time, we understand 
less. By slowing down and giving someone our full attention, we not only understand 
them better, but also help them feel heard and respected.  
 

American psychologist and author, Daniel Goleman identified emotional 
intelligence (EQ) as essential to effective leadership and teamwork. 

 
Neuroscience research shows that attention is a limited resource. By intentionally 
slowing down and giving full attention, we enhance not only comprehension but also the 
speaker’s confidence in being heard. 
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Language Awareness 

Reflect on a recent conversation. Did you listen fully, or were you already preparing your 
response? This week, practise using active listening phrases that show understanding and 
empathy while keeping the conversation focused. 

To encourage the speaker to share more: 

★ “That’s interesting. Can you tell me more about that?” 
 

★ “I’d like to understand your point better. Could you expand on that?” 
 

To show understanding and confirm meaning: 

★ “So what I’m hearing is… (paraphrase what the speaker said).” 
 

★ “If I understand correctly, you mean that…” 
 

★ “Let me check I’ve got that right…” 
 

To express empathy or validation: 

★ “I can see why that would be challenging.” 
 

★ “That sounds like a really valuable experience.” 
 

★ “I understand. That must have taken a lot of effort.” 
 

Using these short, professional phrases helps you stay engaged, build rapport, and prevent 
misunderstandings, especially in multilingual or cross-cultural teams. 

Your turn:  
Write one or two active listening phrases you could use in your next meeting or conversation. 
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Reflection Prompts 

1. When do I listen best, and what helps me stay focused on the speaker? 

 

 

2. How often do I assume understanding before asking clarifying questions? 

 

 

3. How do I show that I’m truly listening (verbally or non-verbally)? 

 

 

4. How could I demonstrate empathy while maintaining healthy professional 
boundaries? 

 

 

5. What one change could I make this week to improve the quality of my listening? 
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Expression Profile Reflections 

1. How does my Expression Profile influence the way I listen and respond? 

 

 

2. Do I tend to listen more to understand or to find solutions? 

 

 

3. How can I use my natural communication style to make others feel seen and heard? 

 

 

4. Which listening habits might be limiting connection or collaboration at work? 
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Helpful Resources 

 Conversational Intelligence by Judith E. Glaser 
 Intrepid English blog: Active Listening and Building Rapport in Professional 
Settings 

 

Write down any additional thoughts or discoveries from this week  

 

 

Next week, we will build on your listening skills by turning the spotlight onto your voice.  

You’ll learn how to express your ideas with clarity, confidence and impact, even in high-pressure 

situations. This is where your self-awareness and listening practice begin to transform into influential 

communication that feels authentic and grounded. 
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Week 3: Expression and Influence 
Communicating ideas clearly, confidently and with impact 

Teaching Focus 

Clear expression connects our thoughts to our influence. It’s not about speaking perfectly, but 

about matching our message, structure, and tone with what we want to achieve.  

When we share ideas calmly and with confidence, people can follow our thinking, feel our 

enthusiasm, and trust our judgement more easily. 

Many people believe that confidence is something we are born with, but in fact, it grows 

through practice. Each time we share an idea, even if it’s not perfect, our brain learns that 

communication is safe, not stressful. 

Over time, this helps us move from a fight-or-flight reaction to a calmer rest-and-respond state, 

where ideas come more easily. 

Influence is not about being the loudest voice in the room: It’s about being clear, respectful, 

and authentic. When we use inclusive language, speak at a comfortable pace, and focus on 

shared goals, people listen. 

The Spotlight Effect is the belief that others notice our mistakes more than they really do.  

Once we understand this, it becomes easier to speak without fear and with greater ease. 

When we stop trying to sound perfect and instead focus on connection, our communication 

becomes more authentic. Authenticity builds trust, not only with others, but also with 

ourselves. Over time, we begin to believe our own voice deserves to be heard. 

Clarity, then, is not just about language. It’s about alignment between what we think, what we 

feel, and what we say. The more these three elements work together, the more confident and 

influential we become. 
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Language Awareness 

Think of a recent meeting where your message didn’t land as you hoped. What might have caused 

confusion? For example, your speed, tone, structure or the words you chose.  

Sometimes we rush, add too much detail, or soften our message so much that others miss the key 

point. This week, take one idea you wanted to express and rewrite it in a way that feels clearer and 

more natural. 

   Instead of saying: 
   “I just wanted to quickly say…” 

 

Try: 
“I’d like to share a brief update about…” 

 

 

   Instead of saying: 
   “Sorry, this might be a silly question, but…” 

 

Try: 
“I’d like to clarify one point to make sure we’re aligned.” 

 

You can also make small changes that shift your tone from hesitant to confident: 

● Replace “I think we should…” with “I recommend that we…” 

● Replace “Maybe we could…” with “One option could be…” 

● Replace “Does that make sense?” with “How does that sound to you?” 

These small shifts communicate self-assurance without sounding aggressive. They show clarity, 

respect and leadership in every interaction. 

Your turn: 

Rewrite one or two phrases you often use at work that could sound clearer or more confident. 

 

Reflect on how these new phrases change the tone of your message. Do they feel more balanced? More 

professional yet approachable?  
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Reflection Prompts 

1. What helps me express ideas with clarity and calm? 

 

2. How do I adapt my communication for different audiences? 

 

3. What beliefs hold me back from sharing my ideas more openly? 

 

4. How can I combine confidence with curiosity in my tone? 

 

5. What would effortless communication look like for me? 
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Expression Profile Reflections 

1. How does my Expression Profile shape my approach to influence? 

 

 

2. In what situations does my style enhance or limit my ability to persuade? 

 

 

3. Which habits could I adjust to make my ideas more accessible and impactful? 

 

 

4. What strengths from my Expression Profile can I lean on when preparing to speak? 
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Helpful Resources 

 Crucial Conversations by Patterson, Grenny, McMillan, & Switzler 

 Intrepid English blog: Delivering Clear, Confident Presentations in English 
 

Write down any additional thoughts or discoveries from this week  

 

 

Remember: If you notice thoughts like ‘I should already be good at this,’ remember this is a 

fixed-mindset pattern. A growth mindset reframes expression as a skill that strengthens with practice. 

 

Next week, we will turn your insights into action. You’ll learn how to set purposeful, achievable 

communication goals that support long-term growth and confidence. This final week empowers you to 

transform everything you’ve learned into clear direction, consistent habits and meaningful progress. 
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Week 4: Direction and Growth 
Turning awareness into action 

Teaching Focus 

Real growth happens when reflection turns into clear, intentional steps forward, when insight is 
transformed into consistent, measurable action.  

If you have been following Intrepid English for a while, you will know that we love SMART goals. 
SMART stands for Specific, Measurable, Achievable, Relevant, and Timely. Setting goals with 
this structure provides a clear plan that’s necessary for real transformation. 

When we define our communication goals precisely, we reduce anxiety and increase 
accountability. Instead of saying, “I want to sound more confident,” we might set a goal such as,  

“I will contribute one idea during each weekly team meeting for the next month.” 
 
This goal is specific, it can be measured, it’s achievable, it’s relevant to your overall career 
goals, and the clear timeframe ensures you can track progress and stay motivated as you build 
confidence through consistent action. 
 
Clarity activates the brain’s reward system, reinforcing progress through small wins, a concept 
rooted in behavioural psychology. 

Psychologist Carol Dweck introduced the concept of the growth mindset: the belief that our 
abilities can improve through effort, practice, and feedback. In her research, she found that 
people who see challenges as opportunities to learn, rather than signs of failure, achieve 
greater long-term success. 

Developing a growth mindset means seeing every communication challenge as an 
opportunity to learn rather than as evidence of failure.  

 

When we apply this to communication, it means treating every conversation, mistake, or 
moment of hesitation as a valuable part of learning.  

Each time we try again, our confidence and skill grow stronger. 

Confidence grows not through perfection but through consistency. 
 
Bonus tip: When supported by a learning community, new behaviours are more likely to stick.
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Language Awareness 

Reflect on how your communication has evolved this month.  
 
Write a short self-assessment: 
 
“One communication habit I’ve improved is…” 

 

 
“One area I still want to develop is…” 

 
 
 

Now, take your reflection a step further. Think about how you can apply what you’ve learned in 
real conversations. Try setting one small, SMART language goal for the coming month. 

Remember, SMART stands for Specific, Measurable, Achievable, Relevant, and Timely. Clear 
goals that help you stay focused and track progress. 

For example: 

★ I will ask at least one open-ended question (“How do you see this working?” or “What’s 
your perspective?”) in every team discussion for the next four weeks, to improve 
collaboration and understanding. 
 

★ I will record and review one short presentation each week for the next month to identify 
one area of improvement in my tone, pacing, or pronunciation. 
 

★ I will summarise my key point at the end of every meeting I lead for the next four weeks, 
ensuring my message is clear and memorable. 

 

Each of these goals is focused, realistic, and time-bound — helping you transform awareness 
into confident, consistent communication. These actions help you move from awareness to 
consistency. This is the stage where real communication change begins. 
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Your turn: 
Write your own SMART language goal for next month. 

 
 
 

Let’s check the goal. It should be… 

 Specific 
 Measurable 
 Achievable 
 Relevant 
 Timely 

Great job!  

Reflection Prompts 

1. What communication patterns have I noticed this month? 

 

 

2. Which habits or thoughts have shifted since starting this journal? 

 

 

3. How will I measure progress and maintain accountability? 
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Expression Profile Reflections 

1. Based on my Expression Profile, what kind of goals best suit my learning style? 

 

 

2. How can I ensure balance personal reflection with visible action? 

 

 

3. Which mindset shifts will support my continued development? 

 

 

4. What kind of support or community will help me continue growing? 
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Helpful Resources 

 Atomic Habits by James Clear 
 Intrepid English blog: Setting SMART Goals for Confident Communication 

 

Write down any additional thoughts or discoveries from this week  

 

 

Next week,  your journey continues. You can complete this journal as many times as you need; each 

round will reveal new insights, deeper awareness and clearer communication habits.  

Growth is not a one-time event but a continuous practice, and every time you return to these pages, 

you strengthen your confidence, clarity and direction. 

If you’re ready for deeper support, community and expert guidance, the next pages will show 

you how to continue your progress inside the Global Communicators Hub. 
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Continue Your Growth. Join the Global Communicators Hub! 

 
You’ve spent the past four weeks deepening your self-awareness, reflecting on your habits, and 
exploring practical strategies to improve your communication. You’ve built the foundations of 
clarity, now it’s time to keep growing with guidance and community. 
 
Inside the Global Communicators Hub, you’ll find a safe, professional space designed for 
people like you; capable, motivated individuals who want to express themselves with confidence 
and authenticity in English. 
 
Through guided sessions based on the CLARITY™ Framework, expert-led discussions, and a 
global network of supportive peers, you’ll learn to: 

★ Strengthen your communication confidence in real-world scenarios, no matter what your 
Expression Profile is. 

★ Overcome fear of judgement or misunderstanding. 
★ Build lasting habits that align with your professional goals. 

 
If this journal helped you notice your patterns, the Hub will help you transform them. 
  

Join the waiting list for the Global Communicators Hub today. 

 
We’ll send you resources, event invitations, and early access to programmes designed to help 
you communicate with calm, confidence, and clarity. 

Get in touch! 

If you have any questions, comment or feedback, feel free to reach out to us: 

hello@intrepidenglish.co.uk   

We read every message personally and value your feedback. 

We hope to see you inside the Global Communicators Hub very soon. 

Lorraine and the GCH team 

 


