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It s easy to hear someone speaking to you, but are you actually listening and understanding what they are saying to you?
Complete the following short questionnaire by ticking the appropriate boxes.
When you are communicating with someone, do you:

Your behaviour Always

Never

Finish off their sentences

Think that you know the point that the other person is
trying to make before they have finished

Think about what you are going to say next while the
other person is still talking

Jump to conclusions before the person has finished talking

Interrupt people while they are talking

Get frustrated and wish that they would get to the point
more quickly

If you find that you have ticked the always and occasionally boxes, then try to identify these issues and set out how you can
improve in these areas. If you have a personal development plan, it would be a good idea to include these issues and agree a
timescale to complete them in. Set yourself a SMART objective to resolve each issue.





