COMMUNICATION HANDOUT
TALKING SKILLS 
IF YOU HAVE SOMETHING IMPORTANT TO SAY

· Face the person you are talking to – make eye contact.

· Make sure there are no distractions

· Don’t talk for too long

· Look for clues in the other person’s reactions i.e. any warning of losing their attention

· Ask them if they understand what you are saying

· Try to be as open as possible about your thoughts and feelings

· Pick a good time and place to have the discussion

· Ask if it is OK to talk about the subject and if it is a good time for the listener.  If not, make sure the matter is addressed on another occasion.

LISTENING SKILLS 
IF YOU HAVE BEEN ASKED TO LISTEN

· Be patient, give the talker time, attention and encouragement
· Don’t interrupt, wait to give your opinion
· Focus on the other person with no distractions and show you are listening through your body language and words and by summarising and reflecting back to them what you are hearing
· Pick up and acknowledge any strong feelings that the talker is showing, i.e. ‘you seem angry, upset, excited, delighted’ etc.
· Don’t jump to conclusions or anticipate what you might be going to hear, mind read or make assumptions
· Look for any hidden meaning behind the words spoken
· Ask for a clearer explanation if you don’t understand what is being said
· Try to forget about yourself and your own feelings and put yourself in the talker’s shoes
