
 

Sharpen Your Active Listening Skills
 

 To Listen Fully… 
o Give attention to the full scope of communication

(2) associated feelings and emotions
behavioral responses and actions

o Allow the speaker to complete each point before asking any clarifying or elaborating 
questions. 

o Listen for the content as well as 
significant as how it is being said.

o Consider ways to minimize distractions from 
technology, and other “to do” items
 

 To Listen Reflectively… 
o Ask questions to clarify important points. "What do you mean when you say…” “Can you 

tell me more about that…”
o Summarize the speaker's comments periodically.  Restate the important points and 

connections between what has already been communicated.  This demons
understand the speaker and supports cohesive communication.

o Offer feedback and reflection
according to your own understanding of the speaker’s
hearing is..." and "Sounds like you are saying..." may help.  
repeating back verbatim) and interpret
meaning behind the speaker’s own comments
communication).  

o Follow up efforts to give feedback and reflection with a question t
speaker has been accurately understood.  “Am I hearing / saying that correctly?” “How 
does that sound?  I want to be sure that I understand
 

 To Listen Supportively… 
o Use body language, gestures, facial expressions, and appropriately placed “mmm hmm”’s 

to signal ongoing listening and to encourage the speaker to continue.
o Defer judgment and assessment until after the speaker has expressed themselves fully

and accurate understanding has been gained (as described above).
o Express empathy and validation foremost.  This communicates to the speaker, “What you 

are expressing is valuable and understandable” and “I 
with me.” 

o Ask what is needed or desired 
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Sharpen Your Active Listening Skills 

Give attention to the full scope of communication: (1) events and circumstances (context), 
feelings and emotions, (3) thoughts, attributions, and ideas/beliefs, and

and actions. 
Allow the speaker to complete each point before asking any clarifying or elaborating 

content as well as the tone of communication.  What is be
it is being said. 

Consider ways to minimize distractions from your setting and surroundings
other “to do” items on your mind during a critical conversation

questions to clarify important points. "What do you mean when you say…” “Can you 
tell me more about that…” 
Summarize the speaker's comments periodically.  Restate the important points and 
connections between what has already been communicated.  This demons
understand the speaker and supports cohesive communication. 

and reflection.  Use similar language while rephrasing and synthesizing 
according to your own understanding of the speaker’s comments.  Phrases like, "What I'm 

ing is..." and "Sounds like you are saying..." may help.  Avoid “parroting” (
repeating back verbatim) and interpretation (i.e. adding onto or suggesting underlying 
meaning behind the speaker’s own comments, though this may occur at a later stage of 

Follow up efforts to give feedback and reflection with a question to confirm whether the 
speaker has been accurately understood.  “Am I hearing / saying that correctly?” “How 
does that sound?  I want to be sure that I understand.”  

Use body language, gestures, facial expressions, and appropriately placed “mmm hmm”’s 
to signal ongoing listening and to encourage the speaker to continue.

and assessment until after the speaker has expressed themselves fully
and accurate understanding has been gained (as described above). 
Express empathy and validation foremost.  This communicates to the speaker, “What you 
are expressing is valuable and understandable” and “I care about what you are sharing 

is needed or desired in your response without assuming or fixing
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: (1) events and circumstances (context), 
and ideas/beliefs, and (4) 

Allow the speaker to complete each point before asking any clarifying or elaborating 

tone of communication.  What is being said is just as 

your setting and surroundings, access to 
on your mind during a critical conversation. 

questions to clarify important points. "What do you mean when you say…” “Can you 

Summarize the speaker's comments periodically.  Restate the important points and 
connections between what has already been communicated.  This demonstrates effort to 

Use similar language while rephrasing and synthesizing 
Phrases like, "What I'm 

Avoid “parroting” (i.e. 
(i.e. adding onto or suggesting underlying 
, though this may occur at a later stage of 

o confirm whether the 
speaker has been accurately understood.  “Am I hearing / saying that correctly?” “How 

Use body language, gestures, facial expressions, and appropriately placed “mmm hmm”’s 
to signal ongoing listening and to encourage the speaker to continue. 

and assessment until after the speaker has expressed themselves fully 

Express empathy and validation foremost.  This communicates to the speaker, “What you 
care about what you are sharing 

without assuming or fixing. 


