
Active Listening

8 things to demonstrate active listening

Start to take action

Most of us assume we're good listeners, 
but poor listening habits can result in 
misunderstandings, errors, missed 
opportunities, arguments and damaged 
relationships at work.

When you don't listen to others, you 
may send the message that you don't 
care about them, their opinions, or their 
feelings. 

When we don't listen well, we can 
directly impact the wellbeing and 
confidence of colleagues at work, which 
can come across like we don't trust 
them, or respect their opinions, lifestyle 
choices, backgrounds culture, and 
experience.

Think about how you can practice Active 
Listening in your conversations at work. 
Don’t try and tackle everything at once 
and try to practice it over a number of 
weeks:

Practice areas which naturally fit together 
– such as Ask ‘open’ questions and Clarity, 
or Be attentive and  Body language.

With the speakers consent, record some of 
your meetings on Teams to help reflect on 
how you're progressing.

Demonstrate the traits which will help GC 
become a more inclusive and diverse workplace….

The problem

Paraphrase – summarise what you're 
hearing – i.e. "Sounds like you are 
saying... ".

Ask ‘open’ questions – to help the speaker 
self-reflect - i.e. "What do you think is 
the best way forward?"

Withhold judgement – allow the speaker 
to finish and avoid interrupting with 
counterarguments.

Body language – ensure your posture is 
open and interested, and nod and smile 
occasionally.

Be open-minded – look beyond any 
preconceptions and be influenced by 
what you hear.

Be attentive – give your undivided 
attention and look at the speaker 
directly.

Clarify – ask questions about anything 
that you think is unclear - i.e. “Are you 
talking about …?”

Show empathy – by recognising the 
speaker’s emotions and feelings – i.e.  
"I understand“, or "I see“.

Encourage your team to register for our 
GC Effective Communication and 
Active Listening – Bitesize Workshop.

Watch this short video 
demonstrating Active Listening.

Read this Samaritans resource to 
improve your listening skills.

https://growthco.csod.com/ui/lms-learning-details/app/event/e13b307e-ad4a-4458-bf14-6f419ffa630c
https://growthco.csod.com/ui/lms-learning-details/app/event/e13b307e-ad4a-4458-bf14-6f419ffa630c
https://youtu.be/thH76x3dCKg?feature=shared
https://www.samaritans.org/how-we-can-help/schools/deal/deal-resources/connecting-others/listening-skills/?gad_source=1&amp%3Bgclid=EAIaIQobChMI9-zEjaXihgMVaJhQBh2ZOAxBEAAYASACEgIz5PD_BwE
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