Listening Skills

Success in any field requires excellent listening skills from the classroom, to the arts, or on the courts.  Practicing the following listening techniques will increase your ability to hear, understand and retain information that you will benefit you in the future.

Focus – Stay focused on the speaker not only listening to what they say, but on what they emphasize.  You must be able to look them in the eyes and not look around which would cause you to be distracted.
Repetition – If you are not sure what the speaker says have them repeat the information.  Repeat to yourself everything that is important to remember.

Question – Ask questions and focus on their answers.  By doing so you are more likely to remember the answers because you thought of the question.

Connect – Make a connection with things you already know.  Relate names, dates and places with what you have already learned.  Your memory is like a filing cabinet and new information is stored with similar existing knowledge in the same file.
Visualize – Form a mental picture of what the speaker is talking about.  Visual images may be easier to remember than facts.  Names and places may relate to existing images of things you have already seen.  You can also visualize people saying things from their facial expressions.  
Notes – Write down key words, symbols and abbreviations and refer back to them later to complete the information package.
Review – Refer to your written notes and mental images in order to put the new information into your long-term memory bank.

Practice – Practice using all of the above in different situations to make listening a habit.  
Listening Skills Practice

Bosses and teachers sometimes give instructions at a rapid fire pace making it impossible to remember all the instructions and follow through with the assignment.

Repeat the following instructions then have the students try to write down everything they thought the teacher has said.    

Read the first instructions once only and watch the frustration begin.
Make a plentum 48” tall X 20” wide X 24” deep using 24 Gauge galvanized metal and insulate it with ½” interior insulation.  Then using 20 gauge metal cut 100 plates 3” X 5” and 150 plates 4” X 6” and 200 plates 5” X 7” and deliver everything to Sims Builders Supply.


Explain the memory process and introduce the listening skills without taking written notes and then give the following list of instructions and see how they have improved.

Write a check to Chuck Myers for $23.54 and mail it to Cosmopolitan National Bank at 9807 Pershing Blvd in North Little Rock zip code 72116.
Allow students to quickly jot down notes for the next list of instructions and notice how many more students will try to remember the information without giving up.

Write a COBAL Program to print a report listing customers who purchased Cannon Copiers between the years 1992 and 1998 with their names in alphabetical order, their address, date purchased, purchase price, the model number, and the serial number.

Introductions:

Use a volunteer and introduce yourselves with the following information: Name, occupation, where you work, and how long you have worked there.  

Have the volunteer try to verbally repeat what you have just said.
Explain the listening skill process for introductions—focus, question, and repeat information.

Repeat the process with two students introducing themselves to each other using the above listening skills process and see how they have improved.

