
DEFINING YOUR GOAL
5-Steps To Impactful Communication

Achieving clarity and effectiveness in business communication starts 
with a well-defined goal. Follow these five steps to prepare for 

successful interactions and drive meaningful outcomes.

This guide emphasises the importance of preparation and strategic thinking in 
business communication. By defining your goal and outlining a clear path to achieve it, 

you enhance the effectiveness and impact of your interactions.

DEFINE THE PURPOSE

Begin by identifying the overarching purpose of your conversation. What is your 
ultimate aim? Whether it's gathering information, making a decision, or building a 
relationship. Knowing your objective sets the direction for the dialogue.

IDENTIFY KEY OBJECTIVES

Break down your main goal into specific, actionable objectives. What are the concrete outcomes you 
wish to achieve through this interaction? Detailing these objectives will guide your preparation and 
ensure focused communication. 

For example, when meeting a new business prospect it might be to: 
• Understand their need or inform about your services
• Start to build a relationship and secure an opportunity for a business proposal or pitch.

ESTABLISH A DESIRED OUTCOME

Visualise the ideal result of your conversation. How does success look for this 
interaction? Having a clear vision of the desired outcome helps you navigate the 
conversation towards your goal.

FORMULATE CLEAR QUESTIONS

Prepare specific questions that align with your objectives. Well-crafted questions are 
instrumental in guiding the discussion, uncovering necessary information, and steering 
the conversation towards your desired outcome.

ANTICIPATE CHALLENGES

Consider potential obstacles that could arise during the conversation. By identifying 
these challenges ahead of time, you can plan strategies to navigate them effectively, 
ensuring a smoother path to achieving your objectives.


