How To Be an Active Listener

Communication is an exchange of thoughts, feelings, opinions, or ideas. Active listening is more than “hearing”. It is a way to ask questions that show you are interested in the discussion and care about the other person. It is most effective when you are able to focus on the conversation without other distractions.

E

Encourage

· Tell me more.
· What you are saying is important to me, please continue.
· What else do you want to say?
· When did it happen?
· How did you feel about it?
A

Acknowledge

· I appreciate what you are saying.

· I understand how you must have felt.

· I think your point of view is important.

· I accept your perception of the situation as valid.

· Thank you for letting me know.

· Thank you for trusting me enough to confide in me.

R

Restate
· Are you saying that …?

· Am I understanding you correctly that…?

· Do you mean to say that…?

· I get the sense that you are frustrated; is this accurate?

· You seem quite upset; is this true?

· So what you are saying is…and how you feel about it is…

S

Summarize
· So, what I’ve heard so far is…

· Let me see if I got this accurately; so far you’ve said that…

· So your point, as I understand it, is…

· The key issues seem to be…  Is this true?

· What I’ve heard thus far suggests to me that your major concerns are…

· To bring closure to our conversation, let me summarize what we’ve discussed.

Canfield, Siccone, 1995;     101 Ways to Develop Student Self-Esteem and Responsibility
