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What it looks like—
· Open body posture, facing the speaker: don’t cross your arms, look at something else, etc.
· Control over body motions: don’t tap a pencil or your foot, drum your fingers, or otherwise show impatience.
· Eye contact with speaker
· Pleasant facial expression, occasional nodding to indicate understanding or encourage speaker to continue
What it sounds like—
· Encouraging comments: “I see,” “Tell me more,” “Please go on”
· Summarizing or paraphrasing: “I think you’re saying that . . .,” “What I’m hearing is . . . .”
· Checking with speaker to make sure listener understands, especially after a summary or paraphrase: “Is that right?” “Did I understand you correctly?”
Useful phrases:
· “It sounds as though . . .”
· “It seems that . . .”
· “So you’re saying . . .”
· “What I’m hearing is . . .”
· “What I think you just said is . . .”
· “In other words . . .”

· Seeking clarification: “I’m not sure I understand . . .”
· Validation of the speaker’s feelings

Useful phrases:
· “It seems that you . . .”
· “I get the impression that you . . .”
· “I am sensing that you . . .”
· “I feel that you . . .”
How to stay focused on listening: Dos and Don’ts—
· Listen for key words or repeated phrases.
· Make brief notes if needed but quickly return attention to speaker.
· Be alert and responsive, but don’t fake attention.
· Don’t anticipate what the speaker will say; wait and listen.
· Don’t start planning what you will say.
· Don’t get distracted by the speaker’s appearance or other class members’ conversations.

