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Hearing and listening is not the same thing. Listening is an acquired skill. It requires active participation, concentration, and thinking.

Active listeners:

· Keep their attention focused on what the speaker is saying, suspending judgment.

· Focus attention on understanding the speaker’s main ideas and supporting ideas/arguments.

Steps to Active Listening


Try to make sense of what the speaker is saying by:
1. Connecting what was heard to something already known. Associate the unknown with the known.

2. Visualizing what is being said.

3. Listening for key words that tell what is being said.

4. Listening to key words that tell about the order in which events occur.

5. Listening before deciding how you think or feel about what has been said.

6. Restating to yourself in your own words the speakers’ main ideas.

Signal words will help you as you listen to understand how information is organized and provide clues about what is important.
Examples:


Change of thought: although, despite, on the other hand, nevertheless, otherwise, However, in contrast, though, instead of


Order: first, second, third, next, the following, finally, in conclusion, best, least, in addition

Comparison/contrast: however, much as, though, most, also, different from, similarly, on the other hand, conversely, either, more than, much as
Conclusion: as a result, hence, consequently, finally, therefore, in summary, last of all, hence

Emphasis: a key feature, a major event, especially important, remember that, the principal point, it all boils down to
____________________________________________________

Some signals are nonverbal. You need to listen to changes in the speaker’s intonation, volume, phrasing, and pauses.[image: image3.wmf]
