Tips for how to increase communication with active listening
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Give your full
attention
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* Remove potential
distractions (phone,
computer, etc.)
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» Set up your physical
position so you can pay
full attention
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» Use body language to
express interest
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This is the
foundation for
listening. Plus, it
encourages sharing.
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What it could
look like

R
Eniz

Maintaining
appropriate eye
contact
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Sitting up and
leaning forward
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Smiling, nodding
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Pay attention to
non-verbal
cues
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» Pay attention to verbal
and non-verbal
communication (body
language, facial
expression, and tone of
voice)
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People
communicate with
more than their
words.
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“You seem most
excited about...”
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“You sound
frustrated with...
and maybe also

disappointed?”
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experiences and stories
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“Can you tell me
more...”
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* Don’t judge; instead try
to understand their point
of view.
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Ask follow-up
questions
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* Be curious and natural.
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* Ask questions to clarify
information and

assumptions.
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» Ask open-ended
questions (which require
more than “yes” or “no”
responses).
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This shows you
want to understand
and allows the
person to
elaborate.
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“By that do you
mean...”
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“What was it like
to...”
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“What was the
best/worst part of
that...?”
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Check your
understanding
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» Paraphrase to check
for understanding. Use
your own words to
summarize what was
said.
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This lets both
people know if you
understand. It also
can help someone
understand a
situation in a new
way.
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“What I'm hearing
is...”
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“So it sounds
like...”
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“I'm not sure if |
understand what
you mean by...”
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If appropriate:
Share feedback
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» Share feedback or offer
an alternative
perspective if it seems
useful and you can do it
in a supportive way.
(This can backfire if the
person doesn't first feel
you care and
understand.)
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This can help the
person to explore
the topic and see it
in a new way.
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“Have you
considered that...
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“What you've said
makes me
think...”
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Peer Feedback on Active Listening Skills
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Listener’s name:

Your name:

How did it feel to be listened to?
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What did the listener do well?
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In 1-2 sentences, summarize your feedback for the listener. Include what they did
well and one area for improvement.
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