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Active Listening
Active listening is a critical skill used by the most effective business communicators. Connecting 
powerfully opens the door to mutual engagement and respect. Topics: techniques to focus your 
attention, coaching tips for listening and interacting, feedback skills, connecting with other cultures 
and generations and “listening” to non-verbal messages. Using these skills in this fast-paced, inter-
connected world can set you apart as a strong communicator.

Who should take this course?
This session is designed for anyone in the workplace who wants to better understand their bosses and 
coworkers, their clients, customers and their audience. The class is also designed to enhance personal 
communication – anyone who wants to connect, and stay connected, with the people who matter.

Course Objectives
•	Discuss techniques to focus your attention.
•	Communicate efficiently in high pressure situations.
•	Avoid being hooked when listening to negative opinions.
•	 Identify coaching tips for listening and interacting.
•	Learn how to offer professional feedback.
•	Practice feedback skills.
•	Gain tips to connect with people from different cultures and generations.
•	Discover the art of “listening” to non-verbal messages.

Course Details
•	Length: 4 hours
•	Classroom Type: Lecture
•	Prerequisites: None

The above prerequisites are considered to be the basic skills and knowledge needed prior to taking 
this class. Instructors will assume your readiness for the class materials and will NOT use class time 
to discuss prerequisite materials.
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Course Contents

Barriers to Listening.

•	 Identify what prevents us from paying attention.

The Perceptions and Realities of Communication.

•	Why we often hear but don’t pay attention.

The Three Listening Styles.

•	How to adjust what we say to help others listen.

Listening Skills when Under Stress.

•	Learn to avoid the common pitfalls when we are under pressure.

The Three Attitudes that Affect Communication.

•	How to stop ourselves from filtering what we hear.

Listening and Responding to Difficult People.

•	Learn how to connect and not disconnect.

Listening During Coaching.

•	Steps and tips to enhance this skill.

The Three Forms of Feedback.

•	Discuss connecting professionally.

Intercultural and Intergenerational Listening.

•	Gain insight and communication tips.

Connecting Non Verbally.

•	Learn the three clues to empower your listening.


