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[ never met a man who listened himself out
of a job. - Woodrow Wilson

ost of us would rather talk than lis-
ten, and perhaps that explains why
the average person is not a very
good listener. Studies show that of
every 10 minutes of spoken com-
munication, the average listener hears just 2 1/2
minutes.

‘Why do most of us miss 75 percent of what
we might hear? Physical interference - such as
distance, interruptions, or noise - disrupts the
communication process, like static on the radio.
But tuning in is hampered most by bad listening
habits.

Here are several ways you can help improve
your listening skills.

1. Attitude. The best listening technique is
wanting to hear. Overcoming preoccupation or
disinterest may be easier if you keep in mind the
question, “What’s in it for me?”

2. Emotion. Emotion colors thinking, word
choice, and body state, and the stronger the feel-
ing, the more impact it has on the communica-
tion process. By remaining calm in the face of
strong emotion - either yours or the speaker’s -
the listener can easily distinguish the content of a
message from its packaging.

3. Postioning. Psychological positioning
means being close enough to hear but far enough
away to listen. All of us maintain a zone of
“body space.” When others come too close, their
physical presence is distracting and overwhelms
the listening process.

4. Body Language. Both speaker and listener
communicate nonverbally. As a listener, you in-
dicate interest - and stimulate the speaker to
work harder - by maintaining an active body

state, making periodic eye contact, and giving a
visual response to the communication effort.

As little as 8 percent of a message is delivered
in words. Research claims that body language
accounts for as much as 55 percent, so you’ll get
more of the message if you pay attention to such
nonverbal communicators as posture, gesture,
and facial expression. Vocal intonation may
carry another 37 percent; as with emotions, pay
attention to the subjective equality, and effect, of
tone.

5. Feedback. In feeding back, or reflecting, a
message, you repeat what you have understood
in your own words. This is a chance to commu-
nicate to the speaker that you are listening. The
sender may then indicate that you received the
message correctly or give you a correction and
another chance to get the message. It is crucial
in giving feedback to speak neutrally, without
criticizing or judging the content.

6. Questioning. If you do not understand the
message, ask the sender to repeat, clarify, ex-
pand, or justify what is said. We tend to be re-
luctant to ask questions of those in a superior
position, but if communication is the goal, do not
hesitate.

A question is a form of reflective feedback, so
again you need to suspend analysis and critical
judgment or risk a defensive response that blocks
the communication process.

7. Remembering. A strong motivation to lis-
ten carefully is to remember what you hear.
Repetition is a great aid. To remember a name,
for example, repeat it - to yourself or out loud -
three or four times after you first hear it . A mes-
sage heard four-six times a day over eight days is
almost perfectly retained.

(Continued on page 30)




[image: image2.png]8. Silence. Keeping silent is easy because
you don’t have to do anything and difficult be-
cause so many of us can’t stand it. Take advan-
tage of the human tendency to fill silence with
speech by keeping perfectly quiet: The person
you are listening to will fill that silence and
thank you for providing it.
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