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Competencies that
are addressed:

e Communication—
Advances the abilities of
individuals and the
organizations through
active listening supported
with meaningful oral and
written presentation of
information.

¢ External Awareness—
Sees things from multiple
points of view. s mindful
of how actions impact
others. Keeps up to date
with issues that affect areas
of responsibility.

¢ Interpersonal Skills—
Displays a consistent ability
to build solid relationships
inside and outside the
organization.

* Values—

Guided by a personal code
of ethics. Demonstrates a
strong sense of integrity.

o Attitude—

Maintains a friendly,
positive, and enthusiastic
outlook.
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Listening Skills for Boosting
Communication

SUMMARY

While listening is only one side of a conversation, it is usually the neglected
side. The first step to overcome this is to recognize that effective listening is an
active process. An accurate assessment will usually reveal that people often
pretend to listen, or listen just long enough to identify how we are going to
respond. People also fail to recognize the filters that impact ability to fully
comprehend other perspectives and points of view. Overcoming these filters
will help you create open and constructive communication.

CONTEXT

A typical adult speaks at 100-150 words per minute, depending on the
language and the style of the speaker. You can actually hear and understand at
a rate of 200 words per minute or more. So when you are listening, you have a
fair amount of excess capacity. Attentive listening is far more challenging, more
demanding, and more difficult than speaking. The art of being a good listener
takes focus, patience, and a sincere desire to really communicate with others.

At the completion of this module, participants will be able to:

e Assess their listening skills and work ¢ Engage others by asking factual,
to overcome listening filters

* Apply effective approaches to deal
with different types of listeners

causative, and value-based questions

“You can make more friends in two months by becoming
interested in other people than you can in two years by
trying to get other people interested in you.”

—Dale Carnegie
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