
 
Six Building Blocks for Better Listeners 
The following 6 skills represent building blocks to use in the listening process:  

 

 

1. Questions – asking questions to more fully understand the message and intent.  

“What is the goal of this meeting?”  

 

2. Paraphrasing – short recap of what was heard within a topic area.  “Sounds like 

you had a stressful meeting.”  

 

3. Clarifying – identifying which part of the message you heard was true.  “Was this 

the first time he asked you to do this, or the second?”   

 

4. Summarizing – stating an understanding of the message’s intent and subtext.  

“This project seemed like a real challenge, and some skills you learned will be useful in 

other areas.”   

 

5. Asking permission – asking a question to create context for exploring a specific 

topic. “May I ask you about what we both want to achieve before getting into the issue?”  

 

6. Pausing – use silence.  Silence can create opportunities for reflection; space for 

new ways of thinking and doing.   Get comfortable with it. 

 

 

 



 

 

Listening Points:  

 
Five elements of the listening process:  hearing, attending, understanding, 

responding, remembering  

 

1. Hearing is a physiological response when sound waves strike the ear 

 

2. Attending is the psychological process of selection, and includes the needs, 

wants, desires and interests of the parties involved.  

 

3. Understanding is the process that occurs when we make sense of the message 

and interpret and filter the information.   

 

4. Responding to a message consists of giving feedback to the speaker.  Consider 

the attention to you give someone before you respond. It’s easy to focus on what 

you are going to say rather than listening to them.  

 

5. Remembering is the ability to recall information. When you finish a 

conversation with someone, ask yourself exactly what you remember.  

 

The Residual message is the small percentage of what is actually heard – think about 

the consequence of your message if 30% of it is truly understood. 

 

Talking does not mean you are communicating 


