Constructive Listening

To be a useful team member, it is important to be both a willing and a skilled listener. Here are  guidelines for constructve listening:	Comment by Sue Smith: Can we find a better word than useful?

1. When someone has something on his/her mind, allow that person to talk it out without responding with sharp answers or judgment calls about the unreasonableness of the statements.
1. Restrain any natural impulse to be curious and avoid asking questions that show bias or are not relevant to the discussion. 
1. If feelings or emotions become the centre of discussion, don’t dismiss them lightly or abruptly. Discouraging the expression of emotional issues can inhibit the team’s ability to work things out. They need to be allowed to vent their frustrations.
1. Violent and deep-seated negative expressions require understanding rather than judgment. 
1. Although it may be diffecult to be silent, you should speak as little as possible when listening.
1. Verbal cues that you are listening, an alert facial expression, and a slight forward movement all indicate interest.
1. Acceptence doesn’t require agreement. It isn’t necessary to say “I think you are absolutely right.” Possibly the only thing worse to say is, “I think you are absolutely wrong.”
1. Don’t give advice on personal matters. There is an old saying, “A wise man does not need advice; a damn fool will not take it.” Let the speaker decide what the best approach is. Your role is to listen and, when appropriate, suggest where the person may find additional help.	Comment by Sue Smith: I don’t agree with this paragraph.

