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Active listening dialogue examples

Active listening examples. Active listening conversation examples.

Active listening is at the heart of client-centered counseling and, once mastered, offers a powerful tool, valuable in our professional work, relationships, and personal lives (Miller & Rollnick, 2013). When done well, active listening builds and maintains therapeutic alliances and bonds by showing empathy and creating opportunities for healing and
growth.

By reflecting back the emotions we hear, the client experiences messages of support and encouragement to continue their therapeutic journey. In counseling, therapy, and coaching, active listening is one of the most potent tools for improving in-session dynamics, overturning unhelpful mindsets, and supporting transformation. Before you continue,
we thought you might like to download our three Positive Communication Exercises (PDF) for free. These science-based tools will help you and those you work with build better social skills and better connect with others. What Is Active Listening? Richard Nelson-Jones (2014) says we should recognize the difference between hearing and listening.
While hearing involves receiving sounds and interpreting their meaning, listening involves accurately understanding their meaning. Listening goes beyond hearing and committing words to memory by becoming aware and sensitive to nonverbal communication, such as the speaker’s tone of voice, timing, speed of talking, body language, and context.
Active listening can be summed up as entailing “not only accurately understanding speaker’s communication but also showing that understanding” and therefore embodies the skills of both the sender and the receiver (Nelson-Jones, 2014, p. 79). It can also be helpful to consider what active listening isn’t (Miller & Rollnick, 2013): Commanding
Warning Lecturing Judging Blaming Shaming Analyzing Probing Humoring Distracting Rather than examples of listening, each is a roadblock that gets in the way of the client’s self-exploration. The counselor, therapist, colleague, friend, and even loved one is saying, “Hold up, listen to me. I know best” (Miller & Rollnick, 2013). The relationship with
the client should take place within an egalitarian, nonhierarchical relationship, “with neither party occupying a ‘one-up’ or ‘one-down’ position in terms of status or authority” (Adams, 2016, p. 13). Ultimately, the collaborative alliance must be fostered and maintained to allow goals, aspirations, fears, and plans to be worked through together. What Is
Empathetic Listening? While both active and empathetic listening involve giving our full attention, the latter places particular attention on understanding the other person’s emotional experience.
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What Is Active Listening? Richard Nelson-Jones (2014) says we should recognize the difference between hearing and listening. While hearing involves receiving sounds and interpreting their meaning, listening involves accurately understanding their meaning. Listening goes beyond hearing and committing words to memory by becoming aware and
sensitive to nonverbal communication, such as the speaker’s tone of voice, timing, speed of talking, body language, and context. Active listening can be summed up as entailing “not only accurately understanding speaker’s communication but also showing that understanding” and therefore embodies the skills of both the sender and the receiver
(Nelson-Jones, 2014, p. 79). It can also be helpful to consider what active listening isn’t (Miller & Rollnick, 2013): Commanding Warning Lecturing Judging Blaming Shaming Analyzing Probing Humoring Distracting Rather than examples of listening, each is a roadblock that gets in the way of the client’s self-exploration. The counselor, therapist,
colleague, friend, and even loved one is saying, “Hold up, listen to me. I know best” (Miller & Rollnick, 2013). The relationship with the client should take place within an egalitarian, nonhierarchical relationship, “with neither party occupying a ‘one-up’ or ‘one-down’ position in terms of status or authority” (Adams, 2016, p. 13). Ultimately, the
collaborative alliance must be fostered and maintained to allow goals, aspirations, fears, and plans to be worked through together. What Is Empathetic Listening? While both active and empathetic listening involve giving our full attention, the latter places particular attention on understanding the other person’s emotional experience. Accurate
empathy is a helpful tool for facilitating self-exploration and, when used for communication within therapy or the workplace, can be game changing (Miller & Rollnick, 2013; Engel, 2018). Simply put, empathic listening involves reflecting back the emotions we hear; for example, “You sound angry and upset.” It shows understanding, encouraging the
speaker to share more by validating them without judgment. Ultimately, it requires us to suspend our biases and ego, showing that we are listening to understand rather than reply (Engel, 2018). For someone telling important truths about how they feel or sharing the experiences they are going through, nothing hurts more than not being heard.
Communicating empathically requires vulnerability for both the speaker and listener. Honest, open communication means the speaker leaves themself open to challenge or ridicule.

It is not all one sided; the listener may also feel some of their hurt and pain. These detailed, science-based exercises will equip you or your clients with tools to improve communication skills and enjoy more positive social interactions with others. Why Is Active Listening as a Skill Important? “Behind the discipline of good listening is a trust that it is
useful for clients to explore their own experience and perceptions” (Miller & Rollnick, 2013, p. 49). Ultimately, it keeps people going, motivating them to enter uncomfortable areas of conversation and work through difficult material. Listening occurs in four different contexts within counseling sessions (Nelson-Jones, 2014): Counselor listens to the
therapist.

Client listens to the counselor. Counselor listens to themself. Client listens to themself. If someone is listening poorly or focusing too much on themself, they will miss out on much of what is being communicated. On the other hand, listening well, actively, to the other person can equally enhance their inner listening (Nelson-Jones, 2014).
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When done well, active listening builds and maintains therapeutic alliances and bonds by showing empathy and creating opportunities for healing and growth. By reflecting back the emotions we hear, the client experiences messages of support and encouragement to continue their therapeutic journey. In counseling, therapy, and coaching, active
listening is one of the most potent tools for improving in-session dynamics, overturning unhelpful mindsets, and supporting transformation. Before you continue, we thought you might like to download our three Positive Communication Exercises (PDF) for free. These science-based tools will help you and those you work with build better social skills
and better connect with others. What Is Active Listening? Richard Nelson-Jones (2014) says we should recognize the difference between hearing and listening. While hearing involves receiving sounds and interpreting their meaning, listening involves accurately understanding their meaning. Listening goes beyond hearing and committing words to
memory by becoming aware and sensitive to nonverbal communication, such as the speaker’s tone of voice, timing, speed of talking, body language, and context. Active listening can be summed up as entailing “not only accurately understanding speaker’s communication but also showing that understanding” and therefore embodies the skills of both
the sender and the receiver (Nelson-Jones, 2014, p. 79). It can also be helpful to consider what active listening isn’t (Miller & Rollnick, 2013): Commanding Warning Lecturing Judging Blaming Shaming Analyzing Probing Humoring Distracting Rather than examples of listening, each is a roadblock that gets in the way of the client’s self-exploration.
The counselor, therapist, colleague, friend, and even loved one is saying, “Hold up, listen to me. I know best” (Miller & Rollnick, 2013). The relationship with the client should take place within an egalitarian, nonhierarchical relationship, “with neither party occupying a ‘one-up’ or ‘one-down’ position in terms of status or authority” (Adams, 2016, p.
13). Ultimately, the collaborative alliance must be fostered and maintained to allow goals, aspirations, fears, and plans to be worked through together.

* May | (please)...?

e Canl...(please)?

e Would | be ableto...? .
e Doyoumindifl...?

e Do you think | should...?

* What do you thinkifl...?

e | think I'm going to... Is that ok?

* What do you say about...?

* Don’t mind if | do!

By reflecting back the emotions we hear, the client experiences messages of support and encouragement to continue their therapeutic journey.

When done well, active listening builds and maintains therapeutic alliances and bonds by showing empathy and creating opportunities for healing and growth. By reflecting back the emotions we hear, the client experiences messages of support and encouragement to continue their therapeutic journey.

In counseling, therapy, and coaching, active listening is one of the most potent tools for improving in-session dynamics, overturning unhelpful mindsets, and supporting transformation. Before you continue, we thought you might like to download our three Positive Communication Exercises (PDF) for free. These science-based tools will help you and
those you work with build better social skills and better connect with others. What Is Active Listening? Richard Nelson-Jones (2014) says we should recognize the difference between hearing and listening. While hearing involves receiving sounds and interpreting their meaning, listening involves accurately understanding their meaning. Listening goes
beyond hearing and committing words to memory by becoming aware and sensitive to nonverbal communication, such as the speaker’s tone of voice, timing, speed of talking, body language, and context. Active listening can be summed up as entailing “not only accurately understanding speaker’s communication but also showing that understanding”
and therefore embodies the skills of both the sender and the receiver (Nelson-Jones, 2014, p. 79). It can also be helpful to consider what active listening isn’t (Miller & Rollnick, 2013): Commanding Warning Lecturing Judging Blaming Shaming Analyzing Probing Humoring Distracting Rather than examples of listening, each is a roadblock that gets in
the way of the client’s self-exploration.
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Before you continue, we thought you might like to download our three Positive Communication Exercises (PDF) for free. These science-based tools will help you and those you work with build better social skills and better connect with others. What Is Active Listening? Richard Nelson-Jones (2014) says we should recognize the difference between
hearing and listening. While hearing involves receiving sounds and interpreting their meaning, listening involves accurately understanding their meaning. Listening goes beyond hearing and committing words to memory by becoming aware and sensitive to nonverbal communication, such as the speaker’s tone of voice, timing, speed of talking, body
language, and context. Active listening can be summed up as entailing “not only accurately understanding speaker’s communication but also showing that understanding” and therefore embodies the skills of both the sender and the receiver (Nelson-Jones, 2014, p. 79). It can also be helpful to consider what active listening isn’t (Miller & Rollnick,
2013): Commanding Warning Lecturing Judging Blaming Shaming Analyzing Probing Humoring Distracting Rather than examples of listening, each is a roadblock that gets in the way of the client’s self-exploration. The counselor, therapist, colleague, friend, and even loved one is saying, “Hold up, listen to me. I know best” (Miller & Rollnick, 2013).
The relationship with the client should take place within an egalitarian, nonhierarchical relationship, “with neither party occupying a ‘one-up’ or ‘one-down’ position in terms of status or authority” (Adams, 2016, p. 13). Ultimately, the collaborative alliance must be fostered and maintained to allow goals, aspirations, fears, and plans to be worked
through together. What Is Empathetic Listening? While both active and empathetic listening involve giving our full attention, the latter places particular attention on understanding the other person’s emotional experience. Accurate empathy is a helpful tool for facilitating self-exploration and, when used for communication within therapy or the
workplace, can be game changing (Miller & Rollnick, 2013; Engel, 2018). Simply put, empathic listening involves reflecting back the emotions we hear; for example, “You sound angry and upset.” It shows understanding, encouraging the speaker to share more by validating them without judgment. Ultimately, it requires us to suspend our biases and
ego, showing that we are listening to understand rather than reply (Engel, 2018). For someone telling important truths about how they feel or sharing the experiences they are going through, nothing hurts more than not being heard. Communicating empathically requires vulnerability for both the speaker and listener. Honest, open communication
means the speaker leaves themself open to challenge or ridicule. It is not all one sided; the listener may also feel some of their hurt and pain. These detailed, science-based exercises will equip you or your clients with tools to improve communication skills and enjoy more positive social interactions with others. Why Is Active Listening as a Skill
Important? “Behind the discipline of good listening is a trust that it is useful for clients to explore their own experience and perceptions” (Miller & Rollnick, 2013, p. 49). Ultimately, it keeps people going, motivating them to enter uncomfortable areas of conversation and work through difficult material.

Listening occurs in four different contexts within counseling sessions (Nelson-Jones, 2014): Counselor listens to the therapist. Client listens to the counselor. Counselor listens to themself. Client listens to themself. If someone is listening poorly or focusing too much on themself, they will miss out on much of what is being communicated. On the other
hand, listening well, actively, to the other person can equally enhance their inner listening (Nelson-Jones, 2014). Perhaps unsurprisingly, active listening is recognized as the central skill in forming and maintaining relationships within therapy and counseling. How to Use Active Listening in Communication While good listening is crucial in
communication, impacting almost all areas of our lives, it is rarely taught. It is possible to increase our understanding of what it takes to listen well, share and receive information, and form more robust emotional bonds (Abrahams & Groysberg, 2021; Westland, 2015). Active listening in counseling The American Psychological Association (n.d.)
describes active listening as a “psychotherapeutic technique in which the therapist listens to a client closely, asking questions as needed, in order to fully understand the content of the message and the depth of the client’s emotion.” Typically, it involves the counselor learning to practice the following. Adopt an attitude of respect and acceptance “An
accepting attitude involves respecting clients as separate human beings with rights to their own thoughts and feelings” (Nelson-Jones, 2014, p. 82). As counselors, we must suspend any judgment of clients’ goodness or badness and recognize (as with our own) their capacity to fail based on the life skills they possess or are lacking. We must also allow
others to develop and grow at their own pace without trying to control or judge them. We must remain present and available, willing to let the clients’ experiences and emotions affect us. Develop an understanding of our clients’ internal frame of reference Active listening requires that we adopt the client’s perspective, understanding their internal
frame of reference. Therefore, we must recognize and understand the separateness of “me” and “you” by breaking out of our internal frame of reference and learning to walk in their shoes.

Provide small rewards and use open-ended questions “Small rewards are brief verbal and non-verbal expressions of interest designed to encourage clients to continue speaking” (Nelson-Jones, 2014, p. 96). When used well, they can motivate, support, and encourage the client, saying, “I’'m here with you.

Please continue.” They tell the client we are actively listening and would like to dig deeper. Open-ended questions are powerful and a valuable way to promote active listening.

“Do you feel your relationship is failing?” can be replaced with “How do you feel about your relationship?” Closed questions can seem negative and potentially controlling, blocking clients’ access to their internal frame of reference. Reflecting feelings Reflecting feelings shows we are in tune with the other person. While similar to paraphrasing, it isn’t
the same; we are “responding to clients’ music and not just their words” (Nelson-Jones, 2014, p. 102). It is difficult, requiring the listener to emphasize and experience the client’s emotional flow and then communicate it back. One important skill that trainee counselors can learn involves listening for feeling words and phrases, including (Nelson-
Jones, 2014): Angry Anxious Bored Cheerful Friendly Loved Tense Trusting Uneasy Clients typically use a variety of feeling words, but they often cluster around central themes, such as a lack of self-confidence, difficulty coming to terms with loss, or fear of failing. Once the counselor hears and understands these feelings, they can reflect them back,
often using a variation of “You feel X because Y.” “You're angry and hurt because that person lied to you, and you can’t tell them anymore.” Manage initial resistances Resistance may present itself at any point during counseling. Perhaps the client is ambivalent, reluctant, or challenges the process based on what they think they need (Nelson-Jones,
2014). Active listening skills can help with all forms of resistance. For example, a counselor encountering aggression, rather than challenging it or becoming sucked in, can reflect it back, showing, loud and clear, that the client’s feelings have been heard and registered. Take the following example: Client: “This is a waste of time. My parents are
idiots; they just don’t get me.” Counselor: “You are angry coming here because you feel your parents are the ones with the problems.” Feedback can open up further discussion regarding the client’s feelings toward their parents and inform a greater understanding that can build the counseling relationship. Active empathic listening Active empathic
listening involves going beyond the person’s words and fully grasping their emotions. While valuable in any situation, it is particularly beneficial during therapy and in times of crisis (Crisis Prevention Institute, 2016; Westland, 2015). Sometimes simply being with a person in a state of high emotional upset can be enough, especially when we are
unsure of what to say or how best to provide comfort. Showing compassion and being willing to share our time can offer great support, mainly when we are doing the following (Crisis Prevention Institute, 2016): Being nonjudgmental Giving the other person our undivided attention Listening carefully to feelings and facts Sitting comfortably with
silence Using nonverbal messages to show we are listening and understanding When clients are either overwhelmed by their emotions or unable to put feelings into words, being present, open, and authentic can offer an environment where they can find a safe place to calm down to share how they feel (Westland, 2015). The art of active listening -
Harvard Business Review 4 Active Listening Skills Nelson-Jones (2014) suggests the following fundamental skills for effective active listening within the context of therapy sessions and beyond. Receive voice messages accurately How we frame our voice and our body can make significant differences to what we communicate, and it is vital that we
maintain an awareness of each when speaking and listening. VAPER is a helpful acronym for monitoring and reviewing how our clients (or indeed ourselves) heighten or contradict the words we are using (modified from Nelson-Jones, 2014). Volume - How loudly or softly are we speaking? Articulation - Is our speech distinct? Does it lack clarity? Pitch
- Are we pitching our voice too high or too low?

Emphasis - Is our emphasis adequately contributing to the feelings we are sharing? Rate - Are we speaking too quickly, without adequate pauses, or so slowly that we appear weak or unmotivated? Receive body messages accurately Trainees and experienced counselors should pay particular attention to nonverbal messages shared by the client’s
body. Such communication can indicate when they are holding back or concealing something, intentionally or otherwise. Particular attention should be given to the following (Nelson-Jones, 2014): Facial expression - How does the expression on their face represent how they feel? Gaze - How much attention is directed at us? Where else are they
looking? Eye contact - Are they avoiding deeper communication or giving too much away by restricting eye contact? Gestures - Are their gestures broad and sweeping or small, controlled, and inhibited? Posture - Does how they sit provide information regarding their degree of confidence? Physical closeness - Are they nearer or further away than
four feet (a typical, acceptable distance between counselor and client)?

And are there times they (or we) lean in closer to show interest or empathy? Use paraphrasing Mechanically parroting what another person is saying is annoying and damaging to the therapeutic relationship. Instead, well-developed paraphrasing skills form part of active listening and show that the listener is engaged and understands what is being
said (Nelson-Jones, 2014). It is so effective that sparingly using the client’s words and staying close to their language style actually reward the speaker’s utterances. Show awareness and understanding of context and differences Clients’ problems have a context; they do not exist in a vacuum. For each person, the contextual variables vary, as does
their relevance. We must consider what the following contextual factors mean for the client (Nelson-Jones, 2014): Culture Race Society Family Work/study Health/medical Gender Sexual orientation Age Religion Support network For counselors, it becomes increasingly important to become familiar with values, assumptions, and shared experiences
relevant to communities within each of these groups. Active Listening Exercises & Techniques Like all skills, we can develop active listening through training and practice. For couples Successful relationships rely on good communication, and communication in relationships can be improved with practice (Greiger, 2015). Validation Couples must
learn to validate one another.

Rather than simply recognizing what their partners say, they can learn to validate how they feel. Positive language Learning to use positive language (rather than negative and critical language) can stop one partner from feeling ambushed or criticized. Increased eye contact Looking at our partners directly in a calm and relaxed way can increase
understanding and reduce miscommunication. Have couples practice looking each other directly in the eyes for up to five minutes. For kids Children can also benefit from active listening, and it is a skill that will help them in multiple areas of their lives (Listenwise, n.d.). Stories and prediction Sharing stories with children in groups and then asking
them reflective questions encourages them to develop their active listening skills. Creating questions Children can practice their active listening skills by writing down questions while listening to their teacher talking. Simon says This fun game is a great way to ensure that children are competent listeners while learning how to focus and maintain
their attention.

For parents Parents should focus on active listening when communicating with their children. The following active listening techniques can help (The Center for Parenting Education, n.d.).

Show that you are listening to your child; they must realize they are worthy of your attention. Hearing their upsets and their distress can help demonstrate the importance of their thoughts and feelings. Allowing a child time to choose their course of action shows that you trust their reasoning. Practice not judging your child and accepting (even if not
agreeing) with what they say. Learn to be objective and keep your personal feelings separate from your child. Do not enter a conversation with a specific result in mind. For managers Active listening can form a valuable part of staff coaching, but it takes practice. Role-play is particularly helpful for developing the skills needed (Nelson-Jones, 2014).
Dealing with resistance Work with a peer to practice overcoming resistance by using active listening skills. Practice situations where the employee is resistant to opening up about issues or difficulties at work by: Showing increased emotional understanding Giving them permission to be reluctant Engaging with the individual’s self-interest and self-
protection Rewarding them for their talking and sharing Preparing the environment Ensure that the environment is safe and secure for an open discussion. It can be helpful to set boundaries if there are several people to ensure that people aren’t talked over and have the opportunity to ask questions. Avoiding limiting language Using the wrong sort of
language can stop people from actively communicating.

Try to avoid statements such as the following (Horton, 2019): Providing advice - “Why don’t you do this?” “You should try to ...” Telling stories - “That reminds me of when I ...” One-upping - “That’s nothing. You should have seen what happened when I ...” It is all too easy to stop people from openly communicating by suggesting that their views -
what they think and how they feel - are less important. Try these communication exercises for work to help implement active listening in the workplace. Communication Resources From PositivePsychology.com We have many resources available for improving the communication skills of therapists, counselors, and their clients. Free resources include:
Anger Exit and Re-Entry Share this three-step process with clients to take a couple from conflict to constructive communication.

Conflict Resolution Checklist A valuable 10-item checklist to help resolve conflict Using “I” Statements Using “I” Statements can be a straightforward way to communicate how you feel while simultaneously owning your feelings and outlining the details of the problem as you perceive it. Assertive Communication Understand the difference between
assertive, aggressive, and passive communication by reflecting on personal scenarios. More extensive versions of the following tools are available with a subscription to the Positive Psychology Toolkit©, but they are described briefly below: Active-Constructive Responding This exercise introduces participants to the concept of capitalization
interactions in which one person talks about something positive that happened to them, and another person responds to that disclosure. Listening Without Trying to Solve This tool is based on the concept of listening without problem-solving. The group exercise invites participants to pair up and experience two scenarios: (1) sharing a problem while
being listened to and (2) sharing a problem while receiving advice and solutions. If you're looking for more science-based ways to help others communicate better, check out this collection of 17 validated positive communication tools for practitioners. Use them to help others improve their communication skills and form deeper and more positive
relationships. A Take-Home Message Active listening is more than just sitting back quietly; it involves “what the interviewer says in response to what the speaker offers” (Miller & Rollnick, 2013, p. 49). Rather than putting up roadblocks to open dialogue (blaming, shaming, and over-analyzing), the friend, colleague, family member, and therapist must
show they are listening, understanding, and empathizing. Neither party should aim for one-upmanship or authority, but rather should aim to form a collaborative alliance. When we show empathy as part of active listening, we encourage the speaker to share more by validating without judgment. Active and empathetic listening is a vital skill in
counseling. Mental health professionals adopt an attitude of respect and acceptance, understanding their client’s internal frame of reference and reflecting back feelings to show they are in tune. To ensure active listening with clients, we must remain present and available. And perhaps most importantly, we must learn and have the courage to walk in
their shoes. We hope you enjoyed reading this article. Don’t forget to download our three Positive Communication Exercises (PDF) for free. Abrahams, R., & Groysberg, B. (2021, December 21). How to become a better listener.

Harvard Business Review. Retrieved June 19, 2022, from Adams, M. (2016). Coaching psychology in schools: Enhancing performance, development and wellbeing. Routledge. American Psychological Association. (n.d.) Active listening. In APA dictionary of psychology.

Retrieved June 19, 2022, from The Center for Parenting Education. (n.d.). The skill of listening. Retrieved June 19, 2022, from Crisis Prevention Institute. (2016, October 12). 7 tips for empathic listening. Retrieved June 19, 2022, from Listenwise. (n.d.). Developing listening skills for kids. Retrieved June 19, 2022, from Engel, ].

(2018, December 19). How empathic and active listening can improve workplace communication. Forbes. Retrieved June 19, 2022, from Greiger, R. (2015). The couples therapy companion: A cognitive behavior workbook. Routledge. Horton, A. (2019, July 7). How I learned to be better at active listening as a manager.

Fast Company. Retrieved June 19, 2022, from Miller, W.

R., & Rollnick, S. (2013).

Motivational interviewing: Preparing people for change. Guilford Press. Nelson-Jones, R. (2014). Practical counselling and helping skills. Sage. Westland, G. (2015). Verbal and non-verbal communication in psychotherapy. W.W. Norton & Company. In today's world of high tech and high stress, communication is more important than ever, however we
spend less and less time really listening to each other.

Genuine, attentive listening has become rare. Active listening skills can help build relationships, solve problems, ensure understanding and avoid conflict. By becoming a better listener, you’ll improve your workplace productivity, as well as your ability to lead a team, persuade and negotiate. Active listening definition Active listening requires the
listener to fully concentrate, understand, respond and then remember what is being said. You make a conscious effort to hear and understand the complete message being spoken, rather than just passively hearing the message of the speaker. In this article, we'll cover the following: Why is listening important? Benefits of active listening What makes a
good listener?

Verbal and non-verbal signs of active listening Four different listening styles Examples of active listening Barriers to effective listening Tips to becoming an effective listener Listening exercises Why is listening important? Listening is the most fundamental component of communication skills. Listening is not something that just happens, listening is an
active process in which a conscious decision is made to listen to and understand the messages of the speaker. Active listening is also about patience, listeners should not interrupt with questions or comments. Active listening involves giving the other person time to explore their thoughts and feelings, they should be given adequate time for that. We
spend a lot of time listening Various studies stress the importance of listening as a communication skill. The studies on average say we spend 70-80% of our waking hours in some form of communication. Of that time, we spend about 9 percent writing, 16 percent reading, 30 percent speaking, and 45 percent listening. Studies also confirm that most of
us are poor and inefficient listeners. Most of us are not very good at listening, research suggests that we remember less than 50% of what we hear in a conversation.

Benefits of active listening There are many important benefits of active listening, these include: Builds deep trust - As you cultivate the habit of listening sincerely, you invite people to open up. They can sense that you will not be jumping to conclusions based on superficial details. They also realise that you care enough about them to listen attentively.
While building trust takes time, it leads to great benefits such as lifelong friendships and a promise of help in difficult times. Broadens your perspective - Your own perspective in life is not the complete truth or how everyone else sees it. The way you understand life from your beliefs and thinking is only one way to look at it - listening to other people’s
perspectives allows you to look at life from different perspectives, some of which you may not have thought of before. Strengthens your patience - The ability to be a good listener takes time and you need to develop it with regular efforts over time. But as you gradually get better and better at listening, an automatic benefit is that you develop
patience. Patience to let the other person express his or her feelings and thoughts honestly while you don’t judge. Makes you approachable - As you present yourself as a patient listener, people feel more naturally inclined to communicate with you. By being there for them, you give them the freedom to express their feelings. Increases competence
and knowledge - Great listening skills make an employee more competent and capable, regardless of their position.

The more an individual can get information out of the meetings, the instructions, and reports provided to him, the more efficient and successful they will be at completing the task. Listening also builds knowledge and helps fulfil work requirements through progressive learning. Saves time and money - Effective listening not only reduces risks of
misunderstanding and mistakes that could be very damaging to the business, but it also saves time and money by avoiding starting a task or a project over again, just because the directives given were misunderstood. Employees do not waste precious time and a specific budget allocated to a project. Helps detect and solve problems - As a leader, they
should always be attentive to what employees have to say. In the workplace, they are the first ones to spot flaws and come up with suggestions for improvements. Listening to colleagues will help you understand what needs to be changed and worked on to retain talent and make improvements. What makes a good listener? Good listeners actively
endeavour to understand what others are really trying to say, regardless of how unclear the messages might be. Listening involves not only the effort to decode verbal messages, but also to interpret non-verbal cues such as facial expressions and physical posture. Effective listeners make sure to let others know that they have been heard, and
encourage them to share their thoughts and feelings fully. You also need to show to the person speaking that you’re listening through non-verbal cues, such as maintaining eye contact, nodding your head and smiling, agreeing by saying ‘Yes’. By providing this feedback the person speaking will usually feel more at ease and communicates more easily,
openly and honestly.

Listening vs. hearing Hearing is an accidental and automatic brain response to sound that requires no effort. We are surrounded by sounds most of the time. For example, we are accustomed to the sounds of cars, construction workers and so on. We hear those sounds and, unless we have a reason to do otherwise, we learn to ignore them. Hearing is:
Accidental Involuntary Effortless Listening, on the other hand, is purposeful and focused rather than accidental. As a result, it requires motivation and effort. Listening, at its best, is active, focused, concentrated attention for the purpose of understanding the meanings expressed by a speaker. Listening means paying attention not only to the story, but
how it is told, the use of language and voice, and how the other person uses his or her body. In other words, it means being aware of both verbal and non-verbal messages.

Your ability to listen effectively depends on the degree to which you perceive and understand these messages. Listening is: Focused Voluntary Intentional Practice your listening skills with exercises and audio recordings, then answer quiz questions to evaluate your listening skills. Learn More Verbal and non-verbal signs of active listening skills It’s a
horrible feeling talking to someone and realising that they are not really listening. There are some simple steps you can take to let the speaker know you are actively listening, such as asking relevant questions, positive body language, nodding and maintaining eye contact. Non-verbal signs of active listening The people are listening are likely to
display at least some of these signs. However, these signs may not be appropriate in all situations and across all cultures. Smile - small smiles can be used to show that the listener is paying attention to what is being said or as a way of agreeing or being happy about the messages being received. Combined with nods of the head, smiles can be
powerful in affirming that messages are being listened to and understood. Eye Contact - it is normal and usually encouraging for the listener to look at the speaker. Eye contact can however be intimidating, especially for more shy speakers - gauge how much eye contact is appropriate for any given situation. Combine eye contact with smiles and other
non-verbal messages to encourage the speaker. Posture - can tell a lot about the sender and receiver in interpersonal interactions. The attentive listener tends to lean slightly forward or sideways whilst sitting. Other signs of active listening may include a slight slant of the head or resting the head on one hand. Distraction - the active listener will not
be distracted and therefore will refrain from fidgeting, looking at a clock or watch, doodling, playing with their hair or picking their fingernails. Verbal Signs of active listening Positive Reinforcement - this can be a strong signal of attentiveness, however too much use can be annoying for the speaker. Occasional words and phrases, such as: ‘very
good’, ‘ves’ or ‘indeed’ will indicate that you are paying attention. Remembering - try to remember a few key points, such as the name of the speaker. It can help to reinforce that what is being said has been understood. Remembering details, ideas and concepts from previous conversations proves that attention was kept and is likely to encourage the
speaker to continue. Questioning - the listener can demonstrate that they have been paying attention by asking relevant questions and/or making statements that build or help to clarify what the speaker has said. By asking relevant questions the listener also helps to reinforce that they have an interest in what the speaker has been saying.
Clarification - this involves asking questions of the speaker to ensure that the correct message has been received. Clarification usually involves the use of open questions which enables the speaker to expand on certain points as necessary. Four different listening styles If listening were easy, and if all people went about it in the same way, the task for
a public speaker would be much easier. 1. People oriented The people-oriented listener is interested in the speaker. They listen to the message in order to learn how the speaker thinks and how they feel about their message. For instance, when people-oriented listeners listen to an interview with a famous musician, they are likely to be more curious
about the musician as an individual than about music. 2. Action or task oriented Action-oriented listeners are primarily interested in finding out what the speaker wants.

Does the speaker want votes, donations, volunteers, or something else? It's sometimes difficult for an action-oriented speaker to listen through the descriptions, evidence, and explanations with which a speaker builds his or her case. For example, when you’re a passenger on an airplane, a flight attendant delivers a brief safety briefing. The flight
attendant says only to buckle up so we can leave. An action-oriented listener finds buckling up a more compelling message than a message about the underlying reasons. 3. Content Content-oriented listeners are interested in the message itself, whether it makes sense, what it means, and whether it’s accurate. Content-oriented listeners want to listen
to well-developed information with solid explanations. 4. Time People using a time-oriented listening style prefer a message that gets to the point quickly. Time-oriented listeners can become impatient with slow delivery or lengthy explanations. This kind of listener may be receptive for only a brief amount of time and may become rude or even hostile
if the speaker expects a longer focus of attention. To learn more about listening styles, read The Importance of Listening - Listening Styles Examples of active listening Here are some examples of statements and questions used with active listening: Paraphrasing - "So, you want us to build the new school in the style of the old one?" Brief verbal
affirmation - "I appreciate the time you’ve taken to speak to me" Asking open-ended questions - "I understand you aren’t happy with your new car. What changes can we make to it?" Asking specific questions - "How many employees did you take on last year?" Mentioning similar situations - "I was in a similar situation after my previous company made
me redundant." Summarise questions - A job candidate who summarises their understanding of an unclear question during an interview. Notice people speaking - A meeting facilitator encouraging a quiet team member to share their views about a project. Summarise group conversations - A manager summarizing what has been said at a meeting and
checking with the others that it is correct.

Barriers to effective listening Everyone has difficulty staying completely focused during a lengthy presentation or conversation, or even relatively brief messages. Some of the factors that interfere with good listening might exist beyond our control, but others are manageable. It’s helpful to be aware of these factors so that they interfere as little as
possible with understanding the message. Here are some key barriers: 1. Noise Noise is one of the biggest factors to interfere with listening; it can be defined as anything that interferes with your ability to attend to and understand a message. There are many kinds of noise, the four you are most likely to encounter in public speaking situations are:
physical noise, psychological noise, physiological noise, and semantic noise. 2. Attention Span A person can only maintain focused attention for a finite length of time. Many people argued that modern audiences have lost the ability to sustain attention to a message. Whether or not these concerns are well founded, you have probably noticed that even
when your attention is glued to something in which you are deeply interested, every now and then you pause to do something else, such as getting a drink.

3. Receiver Biases Good listening involves keeping an open mind and withholding judgment until the speaker has completed the message. Conversely, biased listening is characterized by jumping to conclusions; the biased listener believes, "I don’t need to listen because I already know this." Receiver biases can refer to two things: biases with
reference to the speaker and preconceived ideas and opinions about the topic or message. Everyone has biases but good listeners hold them in check while listening. 4. Listening Apprehension This is the fear that you might be unable to understand the message or process the information correctly or be able to adapt your thinking to include the new
information coherently. In some situations, you might worry that the information presented will be too complex for you to understand fully. Practice your listening skills with exercises and audio recordings, then answer quiz questions to evaluate your listening skills. Learn More Tips to become an effective listener and improve active listening skills
Tips to help you develop effective listening skills. Face the speaker and maintain eye contact Talking to someone while they scan the room, study a computer screen, or gaze out the window is like trying to hit a moving target. How much of the person's divided attention you are actually getting? Fifty percent? Five percent? In most Western cultures,
eye contact is considered a basic ingredient of effective communication. When we talk, we look each other in the eye. Do your conversational partners the courtesy of turning to face them. Put aside papers, books, the phone and other distractions. Look at them, even if they don't look at you. Shyness, uncertainty or other emotions, along with cultural
taboos, can inhibit eye contact in some people under some circumstances. Be attentive and relaxed Give the speaker your undivided attention, and acknowledge the message. Recognise that non-verbal communication is very powerful. In order to be attentive, you'll: Maintain eye-contact with the speaker Direct yourself towards the speaker Pay
attention to what's being said Put aside distracting thoughts Mentally screen out distractions, like background activity and noise. In addition, try not to focus on the speaker's accent or speech mannerisms to the point where they become distractions. Finally, don't be distracted by your own thoughts, feelings, or biases.

Keep an open mind Listen without judging the other person or mentally criticizing the things she tells you. If what she says alarms you, go ahead and feel alarmed, but don't say to yourself, "Well, that was a stupid move." As soon as you indulge in judgmental bemusements, you've compromised your effectiveness as a listener. Listen without jumping
to conclusions and don’t interrupt to finish their sentences. Remember that the speaker is using language to represent the thoughts and feelings inside her brain. You don't know what those thoughts and feelings are and the only way you'll find out is by listening. Don't interrupt or cut them off Children used to be taught that it's rude to interrupt. I'm
not sure that message is getting across anymore. Certainly the opposite is being modelled on the majority of talk shows and reality programs, where loud, aggressive, in-your-face behaviour is condoned, if not encouraged. Interrupting sends a variety of messages: I'm more important than you are What I have to say is more interesting I don't care
what you think I don't have time for your opinion We all think and speak at different rates. If you are a quick thinker and an agile talker, the burden is on you to relax your pace for the slower, more thoughtful communicator—or for the guy who has trouble expressing himself. Ask questions to clarify what they are saying When you don't understand
something, of course you should ask the speaker to explain it to you. But rather than interrupt, wait until the speaker pauses. Then say something like, "Back up a second. I didn't understand what you just said about..." Ask questions and summarise to ensure understanding When the person speaking has finished talking, ask questions relevant to what
they are saying - try not to lead people in directions that have nothing to do with where they thought they were going. Sometimes we work our way back to the original topic, but very often we don't. You can also summarise the conversation to make sure you understand all the person is trying to say - this works well at networking events at the end of
conversations, it also gives you an excuse to move onto another conversation. Try to feel what the speaker is feeling Empathy is the heart and soul of good listening. To experience empathy, you have to put yourself in the other person's place and allow yourself to feel what it is like to be her at that moment. This is not an easy thing to do. It takes
energy and concentration. But it is a generous and helpful thing to do, and it facilitates communication like nothing else does. Give the speaker regular feedback Show that you understand where the speaker is coming from by reflecting the speaker's feelings. If the speaker's feelings are hidden or unclear, then occasionally paraphrase the content of
the message. Or just nod and show your understanding through appropriate facial expressions and an occasional well-timed "uh huh." Pay attention to non-verbal cues The majority of face-to-face communication is non-verbal. We get a great deal of information about each other without saying a word. When face to face with a person, you can detect
enthusiasm, boredom, or irritation very quickly in the expression around the eyes, the set of the mouth, the slope of the shoulders. These are clues you can't ignore. When listening, remember that words convey only a fraction of the message. To read these listening tips in more detail, visit 10 Steps To Effective Listening Listening skills exercises
Online exercises Practice your listening skills with interactive exercises. Active listening course with online practice Summarise the conversation exercise For a week, try concluding every conversation in which information is exchanged with a summary. In conversations that result in agreements about future activities, summarising will ensure
accurate follow-through.



