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Don't

Plan your response while they are
speaking.

DO

Focus fully on thelir message.

Active listening ensures you fully hear
what they are saying, rather than
preparing what you want to say. e



Questions like “could you tell me
more?” prompts deeper conversation
and better understanding. Je
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Paraphrasing demonstrates
understanding and encourages clarity.
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‘me understand...”

This neutral phrase invites explanation
without leading the conversation.
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MIT research shows our brain cannot
effectively process two verbal tasks at
once. 5



Provides you crucial reflection time for
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Problem solving before full comprehension
can lead to misaligned solutions.
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- Youcan hear so much from what
~ people are not saying.






