Listening Do’s and Don't’s

Goals

1. To improve communication
2. To understand the speaker — to really listen
3. To let the speaker know you are listening

DO
Let the speaker have his/her say

Show nonverbally that you are
paying attention and that you are
interested

Respond verbally by giving
accurate restatements of the
speaker’s message

Begin your restatement with
introductions such as:
o “What | hear you saying

185
o “Sovyou’re saying...”

DON'T
Daydream or plan what you want
to say next

Interrupt to object, explain, or
correct

Nonverbally indicate
disagreement, hostility, or lack of
attention

Respond verbally with judgment,
analysis, or argument

Add anything additional to the
message when you are giving a
restatement




