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Effective Communication

There are two ways inwhich we listen duringconversations

Passive and active

Howto be a goodpassive listener

1. Makeeye contactwith thespeaker
2. Lean toward the speaker
3. Letyourfacial expressions reflectyour response
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How to be a good active listener

1. Beyourself Use words thatfeel rightforyou
2. Make sureyouunderstand what is beingsaid by restating it inyourown words, Be
clearwith thespeaker ask, doyou mean? Let thespeaker knowyou understandor give
thepersqn the oppdrtunity to clarifythepoint.
3. Only comment on yyhat. thespedkerisrdiscussing. Trynot to. interrupt With your ovm -
stones of fnformatiph: Don't tell a person whathe or sheshoulddo.
4. LISTEN TO THE FEELINGSBEHIND THE WORDS. Express your Understanding of
how theperson isfeeling byresponding in an interested and compassionate manner.

DO NOTBE UNENTHUSIASTIC WHENA PERSONIS GENUINE
DO NOTINTERUPRT, OR CHANGE THE SUBJECT
BE HONEST. IT WILL COME THOUGH
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