Brainstorm

=4 Dvnamics
<’

Scroll Through the Following Slides
to Learn More About Our
Listening Materials

www.brainstormdynamics.com

© 2011 Brainstorm Dynamics, LLC




R eransor
'd

Lynamics

Brief Overview

Our Listening Content Can Change
J the Way You Create Some of Your
Training and Learning Materials

Making it Simple and Easy to Customize
< and Publish Workbooks, Leader’s Guides,
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LISTENING

X Sample One-Day Agenda
Overview
e ‘The times listed below are approximate and should be used only a5 a basic guideline. If's more
Listening &5 provides you with the key and skills that will asist important to allow the participants o spend time in the exercises that benefit hem the most. You
¥ou in commumicating with others. can easily modify these times. Try Dot to let the clock run your warkshop. Observe the partici-

pants and make your tme decisions accordingly.

your listening skills Jsarming w recognize the emotional
l!:elnfﬂlhrs,u;n!hslﬁnmudmnnmd;nemsmkup coaversations alive, and using Opening the Workshop 20 mimares 8:30- 50

[ @
appropriate questions o maintain rappert.
Your Listening and Communication Stle 30 mimares 8:30- 920
Listening is d.s.mdfurmm imsdvpamupn! wilh yous pees Lhemmmg wock-
shop. This i skills by Racomizing Emotions 30 mimates o2- 950

mv!glmg_\mrnmmnadsmms ino memusm

Braak 15 mimatas :50-10:05
Course Objectives Listening Responses 10 mimates 10:05 - 10:15
O goal is to build greater persomal <kill and confidence in your ability to listen and. - . ) § .
Commanicats by fochsing ot he areas isted below Improved Listening Respanses 30 mimares 10:15- 10:45
u Identifying Four Listening and Communication Syle Listzumz Acknowledzmenrs 15 mimutes 10:45-11:00
)2 the Emotional Level f Others
::‘Wrw o naeat ﬂp,f,f.,,m Oestions and St Listening Skills Exercise 30 mimares 11:00- 11:30
u lieniifying m'z,mg Positive and Negative Listening Responses . B . .
u Using Common Listening Acknowledgments to Gain Rapport Skill Pracice 30 mimares 11:30-12:00
eveloping Open-Ended and Clarifying Questions )
u Using Onestions 1o Uncover Facts and Feelimgs an Lunch 60 mizates 1:00- 100
. Skl Practic 3 s M- 130
Personal Objec V : =
Effective Use of Questions 20 mimutes 120- 150
In i secton ofyour workbook. i out ane o e peronal shecives you wodd e
o u[cmnphsh'wrlmendwf[.\stmmg Use these objectives as your measuring toals & ) Questioning Skills Exercise 50 minutes 1:50- 240
belp you derermine w o vour nar i g the weskehop. T 1o Lot o N
mmﬂnh)mmmmlomlﬁamdsmdm;bemunrmn'huum As you g=t into Break 15 mizates 255
the exarcises and talk to other parficipants, you can modify your cbjectives.
Skl Practice 60 minutes 355
Idenifying Oppornumities 10 mimares 403
Weskshop Close 5 mimures 205~ 410

LISTENING

Your Listening and Communication Style

Your Listening and Communication Style /“i /

Otlined below and on the following page is 2 simple questiomnaire thar will give youa
snapshot look at your listenmz and commanication tendencies. Thre are no “right” or
Jomeg”chcer. st iy b tmower ot qustions bty . When o frsbad
with question mumber 10, read how to score your answers

1) State the following and direct participant: to page 2.

our first topic today will be to identify your listening and communication siyle. Outlived
pages 2 and 3 is a simple questionnaire that will give you a snapshot loalk at your isten-
ing nd communication tendencies. There are no “right” or “wrong” choices. Just try to
answer the questions a5 best you can. When you are finished with question number 10,
read how ta score your answers

End.!exhsmunﬂum4pns;ihle)1tﬂﬁmmmp]mm!mm Pura mmber 4"

o e sstement a i ot you. Put 3 pamber 1wt 0 el that L
u!m ‘Put 2 mumbar “3" pext to the phrase that is your sscond choice, and a mumber 2"
umkaphmzdunswmﬂmd:‘nnn Al the phrases should have 2 mumber nest o it
However, for exch statement.there should not be any duplicate numbers. For esample. 14.
1B, IC, and 1D, must all have different mumbers, ranging from 1 10 4.

Under each 4 possible phrases to statement. Put 2 nomber “47
mext to the statement that is most Bke you Put 2 mumber “1” next fo the phrase that i
least ke you. Put a number “3” next to the phrase that is your second choice. nd a
awmber 2" et o fhe phrase that i Your urd chsice. A7 fie phrases Should have 2
mumber next toit. However, for each statement, there should not be any duplicate
numbers. For example, 14, 18, 1C, and 1D, must all have different nambers, ranging from

1. When I communicate with others, Itry to . ..

A organize facts and figures. ltod,
B stress the values and goals we have in comman.
€. prioritize things 1o be dons immediarely and require prompt action. Does amyone bave any questions before you start?
D help them ta ses the overall picnure and ideas
Answer any questions.
2. When T am ready to make a decision, I communicat
Walk asound and assist 25 nesded.

the immediate results of my efforts
the impact it wall have o other people and howr they will view it.
‘horw creative and different my deckion &5

the possible altermatives and whether [ have endugh supporting infor-
mation.

2} State the following to debrief the exercise.

Look at your totals above. Your highest score will indicate your greatest tendeacy. Your
lowest score will indicate the style least lilke you. You mizht have two or mare categories
that are close in their totals. This suggests that yon may balance befween those categaries.

3. Ifeel satisfied when ...

: L ‘There is mo right or correct category. To be a great listener, you must be able to listen and
g—%mfﬂpﬂ;mﬁmﬁzﬁ e feelings. communicate in all four categories Therefore, you need to learn to be flexible, and base
CiI[mn!mwimWidi‘Efmviﬂmm= 3 re ‘our style on the style of the person you are communicating with or Estening fo.

D. Tsystematically solve 2 tough problem through careful thought, “Vou will see in this workshop the importance of observing the prevailing emotion and
adapting fo what you see and hear. IF the person is communicating in a style that s least

4 People who know me say T commusicate mosly .. Tike you, then you know that you willreally have to focus your energies to build rappart

____ ina craarive, thought-provakin [ ) with thaf person.
2 lfnlmm; h;(mv'mm;?v[ Learn to be comfortable in all four categories, and you will naturally be perceived as a
D.___ ina cannz and enpathetic style. great listener.
Does anyone have any further comments or questions?
Answer any questions

| Microsoft WORD '“
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Sample Workbook Pages

LISTENING

Overview

Listening is a program that provides you with the key information and =kills that will assist
v I communicating with others. Short-Term Meetings
This program develops your listening skills through learming to recognize the emotional
lewel of others, nsing listening acknowledgments to kesp comversations alive. and using
appropriate questens to nuaintin rappert.
Listening is desizned for you to actvely participate with your peers in the training work-
shop. This Taining progam encomazes you to mnprove your knowledee and skills by
miegmating vour work-related siations into the workshop.

Course Objectives

Crur poal is to build greater persomal =kill and confidence in your abiity te listen and )
commumicate by focusmg on the areas listed below. Skill Practice

n Identifying Fonr Lsteming and Communication Stple

n Recognizing the Emovional Level of Others

u Using Emafional Mndicators fo Defermime Quesdons and Sinements
u Jdemiying and ngfnmrs and Negadve Listening Responses

n Uzing € Listeni Emowledgments o Gaim Rapport

n Developing O_uquud'nTm ﬂum-@unm
u Using Onestions to Uncover Facty and Feelings

_—
Personal Objectives V
$kill Practice Coaching
In this section of your workbook, write out one or two personal abjectives you would like i — e

to accomplish by the end of Listening. Use these ohjectives as your measuring wols to
help you determvine whers to focus your energies duning the workshop. Try to limit your
initial objective to about 10 tv 15 words and marybe one or twoe bullets. As you get inte —
the exercizes and talk to other participants, you can modify your ohjectives.

an Effective Leader Exercise

What Could Use [mprovement?
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Listening is a program thy

Vi I communicating wil

This program develops yo
lewel of others, nsmg Hsef
Appropriate questdons to o
Listening iz desizned for
shop. This waining prozr
IniBZmating vour work-rel]

Crur poal is to build greatd
communicate by focusineg|

n Identifying Fon
n Recognizing the
u Ulsing Emaiiong
u Jdemiying and|
n Uzing Common
n Developing Opg
n Using Onestion)

In this section of your wol
to accomplish by the end
help you determine wherd
inifial objective to about |
the exercises and @k to o

& 2011 Brainstorm Dheommics.

LISTENING

Your Listening and Communication Stvle f-’i/

Crutlined below and on the following page is a simpls questionnaire that will give youa
snapshat look at your listaning and communication tendenciss. Thare are no “right” or
“wrong” chodces. Just oy to answer the questions as best you can. When you ars finished
with guestion mumber 10, read bow to score your answers.

Under each staternent are 2 possible phrases to complete the stement Pt a momber “47
oext to the statement that is most like you. Put a mumber “17 next to the phrase that & least
like you. Put a mumber “37 pext to the phrase that is your sscond choice, and a mumber “2”
pext to the phrase that is your thivd cheice. All the phrases should have a pumber next to it
However, for each statement, thers should not be any duplicats numbers. For example, 14,
1B, 1C, and 1D, must all have different mmmbers, anging fom 1 to 4.

Short-Term Meetings

I0TT-1 €110 MEETINZS

1. When [ communicate with others, Itryta ...

A organizs facts and fmares.

B. stress the wahies and goals we have in common.

C. prionifize things to be done immediately and require promapt actson.
D. help them to see the overall pichure and ideas.

1. When [ am ready to make a decision, I communicate . . .

A the immediate resalts of my eforts.

B. the fmpact it will have on other people and how thay will view it

C. how creative and different my decision is.

D. the possible alternatives and whether [ have enough supporting infor-
mation

3.1 feel satisfied when . . .

A Thave helped someons by understanding his or her feclings.
B. Thave accomplished mare than T have targeted.

C. T oome up with a different idea or suggeston

D. I systematically solwe a tough problem through careful thoushe.

4. People who know me say [ communicate mostly . . .

Skill Practice

&kill Practice Coachine
o E— T

Ton e acticing T dowall Covestio s

Skill Practice Coaching Checklist

A in a creative, thought-provoking manner.
B. in a focuzed, soonz-willed way.
C. carefully, logically, and anatytically.
D. in a caring and empathetic style.
2

What Could Use [mprovement?
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Sample Workbook Pages

Listening is a program thy

Vo in communicating wil

This program develops yo
level of others, using liste]
appropriate questons to o

List=ning ts desizned for
shop. This waining prozr
IniBZmating vour work-rel]

Crur poal is to build greatd
communicate by focusineg|

n Identifying Fon
n Recognizing the
u Ulsing Emaiiong
u Jdemiying and|
n Uzing Common
n Developing Opg
u Using Onestion|

In this section of your wai
to accomplish by the end
help you determine wherd
inifial objective to about |
the exercises and @k to o

& 2011 Brainstorm Dheommics.

Your Lis

Cutlined below and on thy
snapshat look at vour listd
“wrong” choices. st oyl
with guestion mumber 10,

Under sach staternent are
oext i the statement that
like you. Put 2 mumber “J
pext to the phrase that is +f
However, for each statem|
1B, 1C. and 1D, must all

1. When [ communicate

A organizy
B. stress thy
C. ‘prinifizy
D belp they

1. When [ am ready to of

A the imm|
B. the impal
C. how cre
D. the poss|

mation

3.1 feel satisfied when .

A Thave by
B. Thave a
C. Tcome 4
D. T zystem|

4. People who know me

A in a creg|
B.____ inafocy
C._ carefully
D._  inacam

LISTENING
® ' ' 1
Listening Responses Exercise JM,"

Being a good listener alse means you have to be a poed talker fo create words and expres-
sions in others for you to ebsarve and lstan to. How you respond to what the other parson
is fealing and saying zoes a long way toward creating of breaking rapport.

There are many different kinds of Hstening responses. Some ars used habitually, and the
meaning is reflected more in the mammer in which it is spoken rather than the actual words.
Crthers are carefully constmucted o the words and the achal definidon are what you want
to focus on

Listed below are responses that are occasionally used in comversations. Bead each one and
circle the oumber that best describes bow Tequently vou use that response on the job. Once
vou we completed this exercise, you will work in a small group to discuss each of the phrases
and determine if there are better words and phrases you can use. [t's important to be awars
of the words you typically use as a listening response so vou can learn what other people
think abeout your choice of words.

I semerally wse phrases similar to: I'sm L erimies Neer

1. "Youshould...”

I " Vourewrong .. .~

3. "Youberter ... 7

4 “What youneed toda .. . "

5 "Thebestthingtodomowis. ..~

6. "My recommendation is . .. 7

7. "Vour problemis . .. 7

2. "Vou fzal the way you do because .. .7
9. "I know you don't really meam ...~
10. “Yes. bar...”

11. “But. what about . .. ™

12, “You know, vou should consider . .

13, “U.-‘hﬂ'eﬂldmgﬁrha'rm.fmmmun T
14. “T dom’t beliewe .

15. A:E!mum...

16 "1 know bow you feel 7

17. “You're really defenzive abowt ..~
18 “Soyoufesl .7

19, “Yiou are mistaken about . .. ™

31 “Don't be 50 mive abour

e e e e e e e e e e e
Bt Bt Bt Bt bbb B3 b b3 B3 B b3 b3 B3 B3 b B3 B3 b b3 b3 B3 B3 b3
ab G M e e L i e e i e L g L e L L e L s ad s L
e e e e e A A A S S A S
L L L LA L L LN L L L L L L L L L L L LG L L L L

[eetings

froiiies

till Practice

[Practice Conching
rr— Teaia

tice Coaching Checklist
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Listening is a program thy
Vi i Commnicating wil

This program develops vy
lewel of others, nsmg Hsef

Appropriate questdons to o
List=ning i designed for
shop. This waining prozr
IniBZmating vour work-rel]

Crur poal is to build greatd
communicate by focusineg|

n Identifying Fon
n Recognizing the
u Ulsing Emaiiong
u Jdemiying and|
n Uzing Common
n Developing Opg
u Using Qnestion]

In this section of your wai
to accomplish by the end
help you determine wherd
inifial objective to about |
the exercises and @k to o

Your Lis

Crutlined below and on th
snapshat look at vour listd
“wrong” choices. st oyl
with guestion mumber 10,

Under sach staternent are
oext i the statement that
like you. Put 2 mumber “J
pext to the phrase that is +f
However, for each statem|
1B, 1C. and 1D, must all

1. When [ communicate

A organizy
B. stress thy
C. ‘prinifizy
D. belp they

1. When [ am ready to of

A the imm|
B the impal
C. how cre
D. the poss|

mation

3.1 feel satisfied when .

A Thave by
B. Thave a
C. Tcome 4
D. T zystem|

4. People who know me

A in a creg|
B.____ inafocy
C._ carefully
D._  inacam

& 2011 Brainstorm Dheommics.

Lis

Being a good listener alsof
sions in others for you to
is fealing and sayins zoes)

There are many different
meanmz &5 reflected mordg
Orthers are carsfully consy
to focus on

Listed below are responsd
circle the mumber that beg
vou we completed this exd
and determine if there ars|
of the words you typically
think abeut your choice of

I semerally wse phrases o

“Youshould ..~
“You'rawrong ...~
“You berter ... 7
“What you need to do .
“The best thing to do o
“My recammendation i
“Your problem iz . .. 7
8. "Tou feel the way you
9. "I know you den't reall
10. “Yes. bar...”

11. “But. what about . . . ]
12 *You knew, vou shou
13. “Where did you g;err.h
14 “T dom’t beliewe .

15. .-'uregmusnre...

16 “T know how vou feel
17. “You're really defensy
18 “Soyoufesl .7
18, “You are mistaken aby
0. “Beserious ...~

21. “Dion’t be so maive aby
12, “Don’t waste your . . |
23, "My way is bettar
M "Hsmotmue...”

8 LA Wb

LISTENING

Listening Skills Fxercise 74
Identified below and on the following page are work-related sitations for you to choose
from In your small group, salect a simation and develop your listening responses that prove
v re listening and don't create any umpoecessary negative emations or faelinss. Also note
the liztening acknowledzments and how they 1= nsed.

Earh person in the group should choose a differsnt simation. Try to complete 4 to 7 of the
listed simations. If you have some different work-related sitations yon'd like to work oo,
then us= those. Think about writing responses for several different emotions. Your choice
of words may vary with each emation.

1. A oostomer (internal or external) made a mistake, yet feels vou should fix it. What do
o say?

1. An employes fom another department requests you lock up some information for him,
even though he really should do it himself. What do you say?

3. An employes fom another deparmment blames you for making a mistake, even though it
wasn 't really vour faalt What do yon say?
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Sample One-Dav Agenda
The times listed below are approximate and shenld be used only as a basic puideline. It's more
important to allow the parficipants to spend fime in the exercises that benefit them the most. You
can easily modify thess times. Try oot to let the cleck mun vour warkshop. Observe the partici- Short-Term Meetings
pants and make your time decisions accordingly. B .
Opening the Workshop 20 minutes 8:30 - 850
Your Listening and Communication Sryla 30 minutes 8:30 - @20
Recogmizing Emotions 30 minutes &30 - 950
Break 15 minutes 9:30 - 10:05 . B B
Listening Responses 10 minutes 10:05 - 10:15
Improved Listening Responses 30 minutes 10:15 - 10:45 Sikill Practice
Listening Acknowled gments 15 minutes 10:45 - 11:00
Listening Skills Exercise 30 minutes 11:00 - 11:30
5kill Practice 30 minutes 11:30 - 12:00
Lunch 0 minutes 12:00 - 1:00
5kill Practice 30 minutes 1:00 - 1:30
Effective Use of Questions 20 minutes 1:30- 150
Cuestoning Skills Exercise 50 minutes 1:30- 240 . — —
Break 15 minutes 240 - 255 :
5kill Practice 50 mirates 155 355 Skill Practice Coaching Checklist :a’
Identifying Opporumnities 10 minutes 3:55- 405
Workshop Close 5 minutes 405- £10
kills of an Effective Leader Exercise :d
, What Could Use Improvement?
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3
The tmes listed below are
mapartant to allow the par
can easily modify thess tin
pants and make your time
Opening the Workshop
Your Listening and Commy
Break

Listening Responses
Improved Listening Respa
Listening Acknowledmer
5kill Practice

Lunch

5kill Practice

Effective Uze of Cuestiond
Cuestoning 5kills Exercig
Break

5kill Practice

Workshop Close

Your Listening and Communication Stvle

1) State the following and direct participants to page 1.

Your first topic today will be to identify your listening and commumication style. Ountlined
on pages I and 3 is a simple questionnaire that will give yom a smapshot leok at vour Bsten-
ing and commupication tendencies. There are no “right™ or “wrong™ choices. Just try to
answer the questions as best you can. When you are finished with question number 10,
read how to score your amswers.

Under each statement are 4 possible phrases to complete the statement. Put 2 number “4™
next to the statement that i most ke you. Pot a number “1” next to the phrase that i
least like you. Put a number “3" next to the phrase that is vour second choice, and a
number “1% mext to the phrase that is your third cheice. Al the phrases should have a
number next toit. However, for each statement, there shonld not be any duplicate
numbers. For example, 14 1B 1C, and 1D, must all kave different nnmbers, ranging from
liad

Does anvone have any questions before von start?
Answer any questions.

Walk around and assist as nesded

1) State the following to debrief the exercize.

Look at yoor totals above. Your highest score will mdicate your greatest tendency. Your
lowest score will indicate the style least like yon. Yoo might have two or more categories
that are close im their totals. This suggests that yon may balance between those categories.

There is mo right or correct category. To be a great listener, vou must be able to listen and
communicate in all fonr categories. Therefore, yom need to learn to be flexible, and base
vour style on the sivle of the person you are communicating with or Estening to.

You will see i this worlshop the importance of observing the prevailing emotion and
adapting to what von see and hear. If the persom is communicating in a style that is least
like you, then you kmeow that you will really have to focns your energies to build rapport
with that person.

Learn to be comfortable in all four categories, and you will natorally be perceived as a
great Hstener.

Does anvone have any farther comments or questions?

Answer any questions.

Short-Term Meetings

I0TT-1 €110 MEETINZS

Skill Practice

&kill Practice Coachine
o E— T

Ton e acticing T dowall Covestio s

Skill Practice Coaching Checklist

What Could Use [mprovement?
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3
The tmes listed below are
mapartant to allow the par
can easily modify thess tin
pants and make your time
Opening the Workshop
Your Listening and Commy
Break

Listening Responses
Improved Listening Respa
Listening Acknowledmer
Listening Skills Exercise
5kill Practice

Lunch

5kill Practice

Effective Uze of Cuestiond
Cuestoning 5kills Exercig
Break

5kill Practice

Workshop Close

Your Lisq
1) State the following and d

Your first topic today wi
on pages 2 and 3 is a sim
ing and communication
amswer the questions as I
read how to score your af

Under each statement ar|
next to the statement thal
least like you. Put 2 num|
number “1" next to the pf
number next toit. Howel
numbers. Far example,

liod
Does anvone have any qof
Answer any questions.
Walk around and assist as

1) State the following to del
Look at your totals abovy
lowest score will indicate|
that are close im their tot]
There is mo right or corrd
commumnicate in all fonr
vour style on the stvle of
You will see in this worl
adapting to what vom see
lile youm, then vou know f
with that person.

Learn to be comfartable
great Hstener.

Does anvone have any fio

Answer any questions.

Listening Responses Exercise

1) State the following to do the Listening Responses Exercize.

Being a good lstener alse means von have to be a good talker to create words and expres-
sions in others for yom to observe and listen to. How von respond to what the other person
is feeling and saving goes a long way toward creating or brealimg rapport.

There are many different lands of listening responses. Some are meed habitnally, and the
meaning is reflected more in the manner in which it i spoken rather than the actual words.
Orthers are carefully constrocted so the words and the actual definition are what vouo want
to forms on

Listed on page 9 are responses that are occasionally nsed in emploves disrussions. Read
each one and circle the nember that best describes how frequently you nse that response on
the job. Omce yon've completed this exercize, yon will work: in a small group to disonss
each of the phrases and determine if there are better words and phrases vou can use. If's
important to be aware of the words youn typically wse as a listening response 5o you can
learn what other people think: abont yoor cheice of words.

Dioes anvone have any questions?
Answer any questions.
Add any persomal nsight

Walk around and assist as nesded When you notice most of the groups fniching the exerciza,
do a quick debrisfing.

1) State the following to debrief the exercize.

Are there any of these phrases that yon would mever mse?
Diisouss the phrases the parficipants select.

You'll find this exercize will indicate to yon some responses that might brealk rapport and
bring the comversation to a kalf - at least from the other person’s perspective. Your imme-
diate response may also create a mew emotion in the other person. This may or may not be
beneficial If yoor respomce is well thonght-ont and appropriate for the interaction, then
the likelibood is greater that it will be beneficial to the interaction.

If vou had a lot of “Nevers,™ if suggests the words you use are carefully selected based on
what the person is saying and feeling at the moment. If vou had more phrases circled
“Uzmally,” it suggests yon may need to forns on improving the selection of your words, and
vou may meed to learn to be more mterested in what the person is expressing, verbally and

18

Meetings

[

Skill Practice

Hll Practice Coaching
rr— Bedideean ©

actice Coaching Checklist

faciice & oacing & Dechilst
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3
The tmes listed below are
mapartant to allow the par
can easily modify thess tin
pants and make your time
Opening the Workshop
Yoar Listening and Comm)
Break

Listening Responses
Improved Listening Respa
Listening Acknowledmer
Listening Skills Exercise
5kill Practice

Lunch

5kill Practice

Effective Uze of Cuestiond
Cuestoning 5kills Exercig
Break

5kill Practice

Identifying Oppornmities
Workshop Close

Your Lisq
1) State the following and d

Your first topic today wil
on pages 2 and 3 is a sim
ing and communication
amswer the questions as I
read how to score your af

Under each statement ar|
next to the statement thal
least like you. Put 2 num|
number “1" next to the pf
number next toit. Howel
numbers. Far example,
liod

Does anvone have any qof
Answer any questions.

Walk around and assist as

1) State the following to del

Look at your totals abovy
lowest score will indicate|
that are close im their tot]

There is mo right or corrd
commumnicate in all fonr
vour style on the stvle of

You will see in this worl
adapting to what vom see
lile youm, then vou know f
with that person.

Learn to be comfartable
great Hstener.

Does anvone have any fio

Answer any questions.

Lig

1) State the following to do

Being a good listener alsy
sions in others for yom to
is feeling and saying zoes

There are many differend
meaning is reflected mor
Orthers are carefully con
to forms on

Listed on page 9 are resp|
each one and circle the
the job. Omce yon've can
each of the phrases and J
important to be aware of]
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Listening Acknowledgments

1) State the following and direct participants to page 11,

We've divided the listening skill into the three key areas von see on pages 11 and 12. T
think we would all agree that these skills are essential if you want to be perceived in a
paositive way. The key component with these skills i not understanding that they are
impartant, or in Imowing what they mean_ it's in being able to prove these skalls to people
at any time, neder any circumstance. That sonnds easy, and vet, so few people possess
exceptional listening skills. The people who do prove these skills daily in their personal and
profesdional bves, clearly distingnich themselves from the vast majority of the popalation.

Let's start with full attention. What are some ways you can give full attention?
(rain responses. Some examples mipht be: eve contact, and stopping whatever elss you're doing.

The next one down is clarify what is being said and confirm back to that person you fully
nnderstand Why do we clarify what someone is saying?

(ain responses. Some answers might be: to make sure I'm sure what the person is really saying,
and to prove to the person I'm listening.

Why do you confirm with the person?

(rain responses. Some answers might be: to prove to the person that I know exactly what be or
che said, and o prove to the person he or she is having an impact.

The third one on page 12 &= be respectfol  This is what [ mean by being respectfol. Bespect
means that every person has a right to their point of view, and that you, in-the-moment. are
willing to prove to the person you are willing to listen. It's not a like or dislile, or right or
wrong. It's a method of proving to the person that you are being respectful.

Why do you prove respect?

Gain responsas. Some answers might be: becanse you're godng to need them to listen to you
somewhere in the conversation, and becmuse that's bow I like to be meated.

How do you prove respect? Give me an example if you can.

(rain responses. Some answers might be: adjusting your voice mclination, snsrgy kel rate of
spesch, and choice of words.

There's a real paradox that I've ootlined here on the flip chart. Take a look at these twa

words, inferested and fferesiing. You can see the only change &= the suffir. When you
vizmalize those people who are exceptional in what they do, whether they're parents,

i |
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