
A course that absolutely EVERYBODY needs, throughout your company.  
Active listening can ± and will ± change your life.  

This full-day workshop presents techniques for accurately interpreting both 
verbal and nonverbal aspects of a message in order to improve overall job 
performance.  

Participants will analyze a series of barriers to effective listening and methods to 
successfully overcome them.  The workshop is designed for employees as well 
as managers and supervisors, whose productivity and performance depend upon 
superior listening, comprehension, and concentration skills.

You will learn why listening is the most important part of the communication 
process.  

Topics include:

·  How active listening can enhance organizational performance
·  How active listening improves relationships among co-workers and customers
·  Eliminating common blockages to listening
·  Actively listening to another's point of view- listening with empathy
·  Reacting constructively when receiving information or ideas from a co-worker
·  Ways to give positive feedback and constructive criticism
·  Three types of criticism and how to listen/respond to each
·  Developing an improvement plan

Effective Listening

P17


