
Effective Listening 
 
 

Most people simply listen to the words that are being said to 
them, but words contain only 10% of the message.  The rest of 
the message is communicated through 50% body language 
and 40% tone of voice.  Understanding body language can 
help you look beyond what people say to what they really 
mean.  
 
To better remember what is being communicated to you, try to engage all your senses while 
listening because the human brain stores pictures, feelings, smells and tastes more effectively 
than words.  Whether you are a visual ('see' the world), auditory ('hear' the world), or a kinesthetic 
('feel' the world) thinker, knowing your preference will help you have a better understanding of the 
message being delivered to you.  
 
Below are 12 active listening tips:  
 

1. Mentally put yourself in other person’s shoes. 
2. Keep the conversation on what the speaker says, not on 

what interests you. 
3. Spend more time listening than talking. 
4. Let the speaker talk.  Do not dominate the conversation and 

do not interrupt incessantly. 
5. Pay attention, never become preoccupied with your own 

thoughts when others talk, take brief notes to concentrate on 
what is being said. 

6. Do not finish the sentence of others.  
7. Ask questions, but do not answer questions with questions.  
8. Be aware of biases and perceptions.  Control your biases 

and validate your assumptions.  
9. Encourage the speaker, provide feedback and paraphrase 

what you hear to show that you are listening.  
10. Plan responses after the other person has finished speaking, 

not while they are speaking. 
11. Analyze by looking at all the relevant factors, ask clarifying 

and open-ended questions.  
12. Summarize – walk the person through your analysis.  

 
 

Optima EAP is available to provide assistance with the types of challenges we can all 
face in work or home life.  If you are currently faced with a challenge, please call us to 
schedule a confidential appointment with one of our licensed clinical professionals. 

1-800-899-8174 or 757-363-6777 
  

Visit our EAP website at www.jlab.org/hr/sentaraeap.html for additional topics & information. 
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