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how to improve your listening skills

MIDOCEA|

UNIVERSITY'

lial £ L) ) jlga Cpand S

Who are the effective listeners
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Know about the listening process

Improving nonverbal communication
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know nonverbal signals
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d Determine the listening process barriers
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Develop your presentation skills
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Enhancing Listening and Nonverbal

Communication Skills UMNI|E39£|.ETAY |
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A Listening is key to effective Jal sill 8 il aie gl O
communication. Jladll

3 Nonverbal cues shape how messages are  a—¢& —8 yiy5ahalll , e &l LEY O
received. il !

[ Understanding both helps build stronger (= daal 5l g il sl A S a8

connections. oalady!
O Essential in personal and professional Agigall 5 Auad Bl slall 8 age [

settings.
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Cacrure Showing I'qterest While Listening oniversiryli
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[ Use facial expressions and nodding. oIl el s da ol ulad aladin) (O
[ Maintain appropriate eye contact. uliall (5 ) Jeal sl e sl (O
[ Lean in slightly and face the speaker. Algal s 5 Caaaiall sai Sl Judl O
[ Avoid distractions like phones or leall aaxi ) Cail IS il Cuni (O
multitasking
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Using Eye Contact Effectively
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 Eye contact builds trust and attention.

1 Avoid staring or looking away frequently.

 Follow cultural norms regarding eye
contact.

(d Combine eye contact with active listening

behaviors.
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Avoiding Negative Body Language UN

10

(J Don’t cross arms or frown.
J Avoid checking your watch or phone.
(J Don’t look bored or distracted.

1 Body language should reflect interest
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Active Listening Defined
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 Active listening means full focus on the

speaker.

O Involves understanding, interpreting, and
responding.

1 Goes beyond hearing words — it captures

meaning.

J Builds rapport and trust in communication.
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Cacrure Techniques for Active Listening U NIIQ £ R sIIET
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[ Use verbal affirmations like “I see” or " " Jie dadadl L0kl G e padiul O
“Goon.” il

3 Paraphrase to confirm understanding. lagd Sl dleall delya 22 O
3 Ask clarifying questions. Aoasia g dlind -5k O
 Avoid interrupting or judging. LSl ) dsdaladl cuas O

Y,

10 -



Barriers to Active Listening UMNIPQRCEI.ETAY |
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[ Prejudging the speaker or message. Al ol daaidl e Gaal) 2Za0
 Mental distractions and multitasking. eleall 2223 ol ) el O
3 Emotional reactions that block il Boat Al A ahalall Jadll 053, 0
understanding.
A Lack of interest or motivation. dandlall Sl Wlaia¥) 4% O
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Improving Listening Skills oniversiryli
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3 Be mentally and physically present. L 5 Liad | ks oSO

[ Control internal dialogue. liad Jala Jalal lsall 4 &as )
O Focus on the speaker’s message, not your <y gl dnatal dlsy e 35,0

response. PEYE

Q Practice listening in daily conversations. A gall Clialaall 8 g Lain) ke O
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Cacrure Understanding Nonyerbal Cues univeErs Tl
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3 Nonverbal signals include gestures, «Silelagy) dphaalll yoe ol LEY) Jods (O
posture, and tone. D pall 3 g canall dimaia g
 They often convey more than words. Ll (e ST i L Ge O
[ Can reinforce or contradict spoken Gshiall 2SN el S o oSey O
messages.
O Reading them accurately improves aedll Cfand raaia (0 LeSe) A (0
understanding.
Y,
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™ Types of Nonverbal Communication oniversiryli
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[ Facial expressions and eye contact. syl Jaal 6l g as ol Hulas
[ Gestures and body movements. sl QS ja g Glelay) O
[ Posture and use of space. Aslisal) alasin 5 488 1) (]
[ Tone, pitch, and pauses in speech. il 4 3li g3 g0 sl g Chgall 5 i (]
Euaall
g W,
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et Cultural Differences in Nonverbal Behavior U NIF\?E R SIIET
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 Eye contact norms vary across cultures.  —us 5 il Joal 8l Hulaa el [

[ Gestures may have different meanings. Adisa Alee Jead Gilela) e O
 Personal space expectations differ. A gllaall duad Bl bl calias ]
O Awareness prevents miscommunication. agdll & g iy (95 48l 02gn o 1l (]
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3 Consistency builds credibility. Adlaadd) ey Gulall O

3 Mismatched cues cause confusion. el e su g Al Y Caany Guliil) axe O

3 Practice aligning tone, posture, and words. 4l 95l 381 ¢ e elsi 5
LK)

 Pay attention to how others perceive your il Y AW Juiiul e 4l O

MmessSage.
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Voice as a Communication Tool e
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L Tone and pitch affect message delivery. Al Jlay) (& G gpall gle 93,0l i O
O Volume reflects emotion or urgency. i) jelidl Gpall 38 GuSad O
L Pausing adds emphasis and clarity. Sl g nia gl e culad gl aelod O
O Varying your voice keeps listeners engaged. Ol oLl sy G guall 4 g8 [
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[ Key to understanding tasks and =85l 5 ol gall ol (5 )5 ) (]
expectations.
(1 Builds trust with colleagues and clients. o anll 5 o3 3 e A& i O
[ Reduces misunderstandings and errors. aedll e g g eVl o Jlsy (O
A Enhances productivity and teamwork sSleall Jaall g 4aly) =0 O
g Y,
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A Helps identify needs and concerns. OOSE g Glalial) agd e aelny (O
3 Increases satisfaction and loyalty. oY 55 e el Lia )y 5
 Prevents escalation of complaints. S8l st aiay
d Shows care and professionalism. Al yia¥l 5 alaia V) Say
\ J
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Miscommunication Causes UN |
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3 Distractions or noise. sl gl Sl izl O
1 Jumping to conclusions. LAY laa) e sl O
A Failing to confirm understanding. ganall agdll (e KUl axe O
[ Lack of listening or poor body language. i) auall A8l el Cana O
. Y,
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Cacrure Improving Workplace Listening oniversiryli
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3 Minimize distractions. ULl Qs (O]
[ Focus on the speaker completely. Saaidl e JWS) 5 3l O
(] Use active listening cues. Ll e Lainll &l HLd) aladsiu) (]
1 Ask questions when unsure. S axe die Ay 5k 0
. Y,
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] Great leaders are great listeners. (s O sraiue ot G saalill salall O
[ Listening shows respect and openness. ZEaY) g al sl GaSany e L) [
] Helps make better decisions. (Jazadl ol )8 3las) 8 aclun O
J Encourages others to speak honestly. Gxa il e o AV a3 O
\ J
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- Listening for Conflict Resolution univeErs Tl
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3 Listening reduces tension. el el eyl O
[ Helps identify root issues. JSLEDD Hgda aaat e sl [
3 Shows fairness and neutrality. slaiyl g alall el (O
A Creates space for mutual understanding. .Jaliial) salaill dalue (e O
\_ )
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1 Builds trust with team members. Gl elac] ae 481 530 O
O Encourages feedback and innovation. OSLY) g alaaBll) e 22k O
] Helps leaders detect early warning signs. ) S O LIS e 30 (S O
d Makes employees feel valued. ol sl sl iy (O

J
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O Helps recognize emotions in others. A jelie e il e el O
O Enhances empathy and response. Asalial) Jadl) 360 9 cahaladll 5= O
L Supports better interpersonal relationships. ALY clEl s O
Q Strengthens teamwork and morale. b ginall g eleall Jeall ey O
\_ )
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Developing Listening Habits UMNIPQRCEI.ETAY L
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A Practice mindfulness during clialaall o Ll A adll A ksl e jle O
conversations.
(] Set goals to listen more than speak. aaaT lae ST st of Baa a0
 Reflect after interactions. Lghgan 2y Dl 84 S8
(1 Seek feedback on your listening style. elaiul Glal e cllaade llal O
\. Y,
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Listening in a Digital World
=2 allad) 8 elain)

Lecture

MIDOCEA|

UNIVERSITYl

10

 Video calls require extra attention.

J Avoid multitasking while listening.

J Acknowledge messages clearly online.

[ Tone can be lost in text — clarify often.
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A Finishing sentences for others. peie Y AV dea JWS1 0
[ Listening just to reply. Aadd 3 )l Caags eyl
[ Assuming understanding without B—aaill v e dll yal 8 (]
checking.
[ Judging the speaker’s tone or et gl 4y e Caaatiall e oSaN 0
appearance.
\_ Y,
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et Practicing Reflective Listening UNIVERSITY ||
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10 N
[ Repeat or paraphrase what was said. LIS J8 L pandli slsale) O
1 Confirm understanding with the speaker. sl aa agdll e XU O
[ Helps avoid assumptions. Dbl yidY) Ja e Bl i O
3 Builds clarity and trust. Al g = sl 532 U
\_ /
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- Listening in Customer Service univeErs Tl
PR 5 >lal) daad L8 £ Laiul
10 ~
3 Shows empathy and attentiveness. ALY g calalatll jelay (]
[ Helps resolve issues quickly. Ay CIKE o J aala (O
A Turns complaints into opportunities. et G essal Jssa O
3 Builds long-term loyalty. Jashll gaall e oY 6l 5320 O
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 Ensures all voices are heard. Y s sles emn O
Q Encourages collaboration and inclusion. A sadll s o slatll o andn [
A Prevents conflict and misunderstanding. el e sy QWBBIAY aiay (]
[ Supports shared decision-making. Aaclaall @l ) el RS ey [
\_ Y,
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Nonverbal Signhals to Watch For UMNIF\??pg.ETAy L
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Lecture

[ Fidgeting may indicate discomfort. Zle W ¢ gl e Jay a8 Jaladll O
[ Avoiding eye contact could mean =) i 28 g pal) Jaal 6l s [
disinterest. pia] axc
1 Crossed arms may show defensiveness. Lielay 188 ga ey 38 (e ] AN pble O
[ Leaning in shows engagement. Jelaill e Jayalay N dal O
ALyl
\. Y,
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Cacrure Combining Verbal and Nonverbal Listening U NIIQE R sIIET
Al S g A2l e laiud) gran

10 N
 Nod while saying “l understand.” Magdl Ul J 8 ae el b sl O
d Maintain eye contact while asking el (5 ymadl Joal il e Ll O

questions. RAY VA

3 Mirror the speaker’s tone and energy. asiall 48Ua 5 5 0 3lSse O
A Avoid mixed signals. Aaliaall @l LAY ias (O

/

10 - 31



: i : IDOCE
™ Benefits of Being a Good Listener UNIVERSIT
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[ Builds stronger relationships. R AY) g QB 6 58 (O
1 Reduces mistakes and conflict. cladlall g oUadY) Jlsy (O
3 Increases efficiency and clarity. a5 3elasl) ) 3y [
[ Makes others feel respected. Al AaYL Gy i n AY daa O

Y,
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Barriers to Nonverbal Understanding UNIVERSIT
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[ Cultural differences in gestures. Slelay) 8 48lss Cladial [
1 Personal biases or assumptions. Gl Y ) 4y adidll @l y il O
Asud)
 Inconsistent body language. Avuda e dua 4zl (]
[ Ignoring context or setting. Ol ) sl dalas O
J
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erure ?eing Aware of Your Own Signals U NIIQ E R sIIET
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O Monitor your posture and gestures. lilelay) g ava dmia g 8l [
[ Align facial expressions with your words. LS aa Slga 5 Dl Hrmi 3lilaa 28 ]
[ Control distracting habits. LS dtikall Glaladl e 3 el O
 Practice in front of a mirror or record el Jas 5l 81 e el a0

yourself.
Y,
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™ Adapting Communication to the Listener UNIVERSIT
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10 N
3 Consider their emotional state. Adhlall agills HlieY) 432 [
[ Adjust tone and pace accordingly. REINREPESEAPR U A i
[ Be respectful of cultural norms. AdlEl cilaladl s sl O
 Watch for signs of confusion. <Y Gladlal 4l O

Y,
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Listening in Group Settings
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 Give each speaker your full attention.
 Don’t dominate discussions.
 Acknowledge others’ input.

] Take notes if needed.

el elalis) Gasie JS el O

ol e et Y A
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1 Apologize if you misheard.
 Ask for clarification kindly.
J Don’t fake understanding.

 Learn from feedback and improve.

Correcting Listening Mistakes U NIR £ R SI.ET
gl glad) paaual
~N

aedll & cllaal 1) el O
ol i il Q) O
aedll allaiiy
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[ Makes everyone feel heard. O35 g 2l (g5 mis maeall Jany O
O Encourages quieter voices to speak up. ol e Daledl il ) aidy O
[ Prevents bias and exclusion. AlinY g sl aie O
3 Promotes diversity and fairness. Allaall g & il acay U
\_ Y,
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™ Active Listening in Conflict oniversiryli
;66 e 33 b i) g laiud)
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3 Stay calm and let the other person speak. &Y ca hll gagelions e Lila [

A Avoid interrupting or arguing. Jhaall ol debaladll cuss O
 Reflect and restate their viewpoint. cedl) aslil s jlaidea s debia 2l O
3 Seek mutual understanding before AN 8 Jabiial) aalaill 2l OO

responding.
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1 Helps absorb complex information. Bazall Gl slaall Qlaginl e aeluy (O
[ Encourages thoughtful questions. Ayl 2ok e aain 0
Q Builds deeper understanding. Gaenll agall ) 32y (]
 Improves retention and performance. el S el O

J
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- Listening in Interviews oniversiryli
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3 Shows professionalism and interest. plaiaV) 5 4l yiaV) (uSay (]
[ Helps understand the questions fully. S ALY agd e 2l O
 Allows tailored and relevant responses. Awalia g 438y Gllab e U
Q Builds rapport with the interviewer. el ae dplag) 483e i
\_ Y,
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PR Uaaall & Laia!
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3 Accept feedback without defensiveness. Aseldy g0 Gllaadlall Jiss (]
3 Ask questions to clarify. o sill Al - )l O
[ Thank the person for their input. Abadle e il S5O
3 Apply what you’ve learned. Aialsi L 3 O
\_ Y,
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10 N
[ Choose one conversation to fully focus  Lgle 3> S illsa af 34 falae 331
on. - JeSIL
 Take mental notes of nonverbal cues. Gl LS Jsa Aiad a3l 50 O
[ Reflect on what went well and what el legal e e e led Jali 0
didn’t.
[ Repeat consistently. Db Gy )
g W,
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U Listening is a learned and practiced skill. A jlas g duiSa B jlge glainl) O
A It improves all types of communication. ol il JT aea Gy O
A Active listening builds connection and Ay Jaty) b il a3
trust.
A Nonverbal awareness enhances el ey Sl e e N0
understanding.
Y,
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