TIPS FOR BETTER LISTENING
To take effective classroom notes, you must be able to listen attentively.

1.  Think about the topic or situation in advance when possible.
2.  Resist distractions.  Concentrate on what is being said.
3.  Be an opportunist.  Find areas of interest between you and the speaker.  Ask yourself, “What’s in this for me?”
4.  Stay alert.  Don’t daydream if a speaker’s delivery is slow.  If your thoughts run ahead of what is being said, use the time to evaluate, anticipate, and review.
5.  Put energy into the listening process and probe, analyze, and look to the speaker for non-verbal cues.
6.  Identify the speaker’s purpose and adapt to it.  Is the aim to inform, to persuade, or to entertain?
7.  Listen to questions with the intent to answer.
8.  Listen for central themes rather than for isolated facts.  Then try to understand the relationship of details to the main point.
9.  Plan to report the content of the message to someone within 8 hours.
10. Develop note taking skills.
11. As a listener, take primary responsibility for the success of 2-way communication.  Don’t just depend upon the other person to get the message across.  You make sure you understand what was said.  Reflect the message to the talker; give feedback to determine if you have heard accurately.
12. Become aware of your bias and attitudes and try to separate them from the speaker’s message.
13. Take special attention to the speaker when they are trying to emphasize something…watch for a change in the tone or volume of the voice, pause, repetition, use of key words and the use of the blackboard/dry erase board/white board.

LISTENER DOs

-Rephrase what you have heard in your own words.
-Ask clarifying questions, seeking to broaden your understanding of the speaker’s point of view.
-Give non-verbal cues to a speaker indicating your interest/understanding--eye contact, nodding, smiling, body posture.
-Try to empathize with the speaker.  Put yourself in his position so you can really understand where he/she is.

LISTENER DON’Ts

-Do not change focus until the speaker says he is ready to have the focus change – unless a time limit has been set.
 If a time limit has been set, the speaker should be reminded of it a little before so he/she can finish comfortably.
-Do not interject your feelings, values, opinions, judgments, experience, ideas, or point of view, interrupting the speaker.
  You are listening to another person.  Your turn to be the speaker is coming.
-Avoid asking questions like, “Don’t you think…”  These are usually used to express your opinion – not the speaker’s.

SPEAKER DOs

-State your feelings as well as your ideas.
-Try to express yourself clearly in as few words as possible.
-Express 1 or 2 ideas at a time so the listeners can indicate whether they can understand you or not.
-Give specific examples from your own experience to make clear your meaning.
-Use “I” statements that tell about you.

SPEAKER DON’Ts

-Do not use too many words or try to express many ideas at once.  Listeners will not be able to understand and you will lose them.
-Do not sue “you” or “we” statements.  These remove the position, issue, or meaning from you and place it somewhere…out there.

