[image: image1.png]; ° V‘
§Chamber



[image: image2.png]é 20
YEARS





Improving our ability to quieten our minds, focus on the other person and become a fully present listener will significantly improve our effectiveness as a communicator:
1. Stop what you are doing: to be a fully engaged listener, you have to give the other person your FULL attention. 
2. Show you are open and ready to listen.  Relax your body and prepare yourself to connect 100%.
3. Look at them.  Face the speaker, or if it is a phone call, imagine they are in front of you.
4. Keep an open mind. Sometimes we pre-judge people and anticipate what they will be saying.
5. Empathise with them. They are using you as a sounding board, so imagine the world from their position.
6. Stop thinking about yourself. It’s hard isn’t it? Give them our 100% attention. Hang on every word they say. 
7. Focus on the whole picture. What is not being said is as important, so watch for pauses, body language and facial expressions. What is the full message?
8. Respond appropriately. Encourage the speaker by using ‘Mmms’, nodding and saying ‘I’m listening’ or ‘Tell me more.’
9. Allow the speaker to steer the conversation. Giving advice, adding our experiences, agreeing, sympathising are all great. However, what does the speaker want you to do? Great listeners do just that – they listen, with judgment suspended, an open mind and fully engaged. Often, we just want to be listened to.
10. Do it now. When the next person approaches you, or the phone rings, do it. Commit to this for a week then let me know how your relationships improve.
Bio: Kay Buckby delivers seminars, one to one coaching and training courses on listening skills for leaders, managers, coaches and listening on the phone. Contact us if you’d like to discuss your specific needs.


