Chapter 1

Listening Skills

Learning to listen well and pick up non-verbal cues forms an essential basis for good
communication. There are six activities in this chapter, designed to be used in sequence to
build good communication skills. They address non-verbal communication, the assumptions
we make about others, barriers to good listening (two activities), and how to listen actively,
including the use of open and closed questions.
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Review:
Remind students that:

® the four elements of assertive communication - tone of
voice, words, body language and intention - must all be
congruent (ie give the same message)

® if the message coming from any one of these
elements contradicts the others then we are not
being congruent: if we transmit incongruent
messages then we are not being assertive

® most of all, the intention should be that both people
will feel positive at the end of the conversation

® you have the right to express your views and say what you want,
and other people have the right to express their views and say
what they want

If appropriate, distribute the handout on the Four Elements
of Assertive Communication (see page 21).
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