Biz Comm / Effective Communication Strategies II


Week 4 
Strategies For Effective Communication II

Recognising and avoiding barriers to effective listening

· Speed of thought

· Listening for facts only

· Ignoring non-verbal clues

· Filtering messages through personal prejudices

· Inattention

· Concentrating on how to respond instead of listening

· Physical noise or absence of noise

· Light, temperature, and furniture placement

Improving listening
1. How you look

· Consider your posture

· Analyse your posture

· Facial expression

· The distance between you and the communicator

2. How you think and feel

a)
Control you feeling by:

· Avoid interrupting

· Avoid prejudging either the topic or the speaker

b)
Think objectively and analytically

c) Beware of the voice, volume, facial expression, and body movement

3. What to say

· Be silent occasionally

· Ask questions

· Reflect back to the speaker what she or he said

Listening in a second language

1.
You should always decide on your purpose in listening

2.
You should try to predict what the speaker would say by working out what you know about:

· The topic

· The speaker

· The place and time of the communication

3. You should always try to listen actively:

· Note non-verbal clues

· Apply your knowledge of how English is constructed

· Check what is being said against what you know

4. You should provide as much feedback as possible to the speaker.  This gives you some control over:

· The amount of information given

· The speed of its delivery

Reading effectively

The two factors for successful feedback:

· Trust and understanding in giving feedback

· Avoiding defensiveness and encouraging response in receiving feedback

According to Huseman (et al. 1986), good interpersonal feedback should have the following characteristics:

· It is specific 

· It is descriptive rather than evaluative

· It takes into account the needs of both the receiver and the giver of feedback

· It is directed towards behaviour the receiver can do something about

· It is well timed

· It is a two-way process

· It is tailored to the individual
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