Communication
Talking and communicating are not the same!  There are three basic skills: Listening, Looking, and Leveling

Listening
Listening does not have to be passive – it can be as active as talking if you do it right.  To listen effectively: 

· Pay attention

· Don’t think ahead to what you are going to say

· Don’t interrupt

· Listen for feelings underneath the words

· Keep an open mind – don’t judge immediately

· Encourage the speaker to continue or clarify what has been said

Looking
People communicate verbally and with body language.  Pay attention to the whole person.  Take note of facial gestures (smiles, frowns, forehead wrinkled), body movements (crossed arms, foot tapping, wringing hands, looking at watch).  These are clues that will help you more fully understand what the person is saying.  Tips include: 

· Make eye contact (keep in mind cultural differences)
· Show that you are listening by leaning forward in your chair (if sitting) and saying, “uh huh or Go on.”
· Check out what you understand – repeat what you have heard; ask if you are correct. 
Leveling
Leveling means being honest about what you are feeling and thinking.  Tips include:

· Be Honest in what you say
· Speak for yourself.  Use “I” statements instead of “you” statements. 
· Deal with the other person’s real feelings.  Don’t give unwanted advice or try to change someone’s feelings.  Just listen and try to understand. 
Roadblocks to communication

· Ignoring (not responding at all)
· Name – calling or put downs
· Comparing (“why can’t you be more like…”)
· Advising (“if I were you…”)
· Oughting and shoulding (“You ought to know better.”)
· Speaking for someone else (“Oh she doesn’t mind”)
· Saying “You” when you mean “I” (“You shouldn’t do that” when you mean “I’d like you to stop that”)
