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COMMUNICATIONS ™




Listening Tool 

Why Listen Well

Listening ranks as one of the most preferred traits for managers and leaders by employees. When you listen, you:
· Show respect

· Open the door to:

· Greater trust

· More collaboration

· Better results

· Encourage 2-way communications. 

5 Tips for Listening More Effectively
1. Build listening time into virtual and face-to-face communications:

· Meeting agendas

· Workplace walk-arounds

· Business reviews

2. Schedule listening sessions 

3. Put aside electronic and other distractions when talking with others.  Don’t multi-task! 

4. Ask open-ended questions that people can’t answer with just a “yes” or “no.” Then try to avoid rushing individuals; don’t anticipate their question, comment or idea. 
5. Change your mindset; recognize the gifts you get when you listen: ideas and insights
Other Actions to Take

· After you listen to an individual, reflect on: 

· What ideas you gleaned  from them—which help build shared expertise

· What insights you gathered about them—which help build relationships
· Write down 3-5 things you learned or observed that will be helpful to you. Then decide on any follow-up actions or messages based on what you learned or observed. 

1. ________________________________________________________

2. ________________________________________________________

3. ________________________________________________________

4. ________________________________________________________

5. ________________________________________________________
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