Lend Me Your Ear!
Ten Tips for Effective Listening
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1. Stop Talking! As long as you are talking, you cannot be listening.

2. Behave as you think a good listener should behave:
· Put the speaker at ease.
· Show you are interested.
· Establish good eye contact.
· Give nonverbal signals that you are paying attention.
· Be patient. Give the speaker plenty of time.
· Don’t react emotionally.

3. Listen for the main points. Build a mental outline. Take notes if that helps. If taking notes, make sure they are kept in a secure place for confidentiality purposes.

4. Concentrate. Keep your focus on the person speaking. 

5. Be open-minded. Don’t make up your mind in advance about what the speaker will say or how you will react to it even if you disagree. Then assess the conflicting ideas carefully to determine where you stand on the issue.

6. Watch out for words that elicit emotional reactions from you. We all have signal reactions to certain words. Identify those words for yourself and slow down your reactions to them. Force yourself to get past the words in order to understand the person speaking them.

7. Defer judgment. Wait until you have heard and are sure you understand the entire message before you make decisions. 

8. Listen emphatically. Seek to approach the message from the other person’s perspective instead of your own.

9. Ask open ended questions. Questions show your interest and encourage the speaker as well as clarifying the message for you. 

10. Active Listening Strategy: LEARN
L isten and Prepare
E ye Contact
A ctively care
R emind yourself not to interrupt
N otify and Clarify
