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This presentation 
will explain

What listening means,

why listening is important,

why people fail to listen 
effectively, and

how to use techniques to 
improve your listening skills.



Listening or hearing?
Listening is an active process that 
requires understanding.

Hearing simply receives sounds.
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Listening skills 
are important 
because
They improve relationships, knowledge 
and understanding and can prevent 
problems. This can save you time and 
produce better outcomes if you can listen.
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Active listening

The art of paying close attention to ensure you understand.

Having an intent to learn, rather than being passive and hope that something goes in!
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Passive listening

• Half listening or listening while multi-tasking. You are passively listening if you are also 
texting.



What gets in the way 
of active listening?

• Distractions

• Interruptions

• Thinking of answers or questions 

• Needing to voice disagreement

• Red flag ideas – emotional triggers



Techniques to improve 
listening

• Limit distractions

• Focus carefully on what is being said. Your job is to keeping attending to the 
message until the speaker stops.

• Hold back on forming AND asking questions until the point or section is finished.

• Use questions to clarify and check your understanding

• After each class summarise what you have been told in your own words. If you don’t 
know what has been said, go back over the info again. 


