Conversation and Listening Skills

Active Listening 




Types of Questions
Apply what you hear to yourself                                                                Open - Ended

Think as you listen 





Closed

Use associations and mnemonic devices  



Follow - Up

Take notes






Paraphrase
Give the speaker and yourself feedback

Qualities for a Good Conversationalist

Knowledge

able to speak intelligently about a variety of topics and to share interesting 



information insights on several topics.

Caring


able to understand and respond with sensitivity to the feelings, needs, problems, 



and concerns of others.

Encouraging

able to use questions to draw people out and get them to talk about themselves


 and their experiences by asking open ended questions that prompt people


 to share information, opinions, etc.


Natural


able to discuss things that interest themselves and other people without




 pretending, forcing topics, and without attempting to impress anyone.

Flexible


able to listen to the views of others and to keep an open mind when weighing 



and evaluating others’ opinions.


Good Listener

able to be encouraging and enthusiastic when listening, without interrupting or 



dominating the conversation. Proper focus and attention is given through non 



verbal communication such as eye contact, proximity, body language, and 



feedback.
Clear, Vivid Words
able to use specific and concrete words or descriptions to convey a message 



accurately and help with interest, clarity, and understanding.
Non Verbal  Cues

able to use appropriate body language, gestures, facial expression, posture, etc…



 to support and add emphasis to the message, tone, and situation during a 



conversation.

Expression & Tone
able to vary pitch, rate, volume, and quality of your voice to add power and 



interest to your conversation.  Expression and tone can relay excitement, 



sincerity, compassion, anger, and other emotions or attitudes.  Be careful to stay



 positive with your tone.
Awareness  of Comfort
able to be sensitive to other people’s feelings and comfort levels. For example: 



conversation topics, what types of questions are asked, or how they are




 answered.  Different people are comfortable with different things: language 



used during a conversation, criticism given, cheerfulness of topics, how personal 


the questions become, gossip, space or proximity to the listener, and politeness.
