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Hearing

~

IS your physical ability to detect
sounds. It is the physiological
process or function of receiving
sounds.

For example, we are accustomed
to the sounds of airplanes, lawn
mowers, furnace blowers, the
rattling of pots and pans, and so
on. We hear those incidental
sounds and, unless we have a
reason to do otherwise, we train
ourselves to ignore them.
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Listening Sladyl
4 N\( A

requires you to concentrate on S e 5 5 i ks
the verbal and nonverbal il ) 3 Ll "y Sl
messages being sent and to i ) e ai0as
determine the meaning of those iVl Juadl b ccilbary)
messages. Listening, at its best, agh G i) R e s Tadts ol
IS active, focused, concentrated oaaidl lgie uy Al el

attention for the purpose of
understanding the meanings
expressed by a speaker.
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Importance of Effective Listening ¢ Jladll cbaly) Acani
r N\( ' A
 Effective listening is central to

) Jdll claiy) e

\_

fostering interpersonal
relationships with coworkers,
leaders, and clients.

Effective listening can affect
one’s relationship satisfaction
and can be a determining
factor in whether someone is
an effective communicator.

Effective listening can
enhance your image as People
Will Perceive You as
Intelligent and Perceptive.
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Importance of Effective Listening ¢ Jladll cbaly) Acani
4 N ) ™
« Good Listening Can Help Your & el o (S 3l plaind) o
Public Speaking. As a result, you A dagiig ) sgaal) alaf caaaill
have the ability to analyze what you 4l 2 e s e 508l el
think works and doesn’t work in Gllba 8 maty Y ey maly
others’ speeches, which can help dagad o acliy 8 Laa ¢ AY)
you transform your speeches in the Aleal) o2a 8 elillad
process.
 Listening, in addition to other Gl 8 ) ALYl g laiu) e
communication abilities, is a likely Jaina yise sa 5 AV Juaiy)
predictor of who gets promoted or il sl 48 5 e Jiasy Gl
receives other relevant rewards, Jia dlea b Al clilsa
such as status and power. Adala) ¢ 45184l
« Better listeners hold higher-level Cralin Juadl) () saaiunall Jady o
positions and are promoted more On ST agll 5 Qg (5 siua e
often than those with less-developed Jil & el <l a8 agaal o) Ul
listening abilities. AP~
\_ JAN J
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Characteristics of Good Listener sl Cualal) paibad
4 N\( ; ; A
 Admits that listening is el glain¥l Gl ying e
difficult. Al & LD g Jay o
« Pays effort to carefully listen. Cpaall L&y adlig aal o
« Reviews and mentally LA
summarizes the talking points. ol e Jeal bl )4y e
« Pays attention to nonverbal Gilelay) g an 5l Gl )
communication (facial 13) L 48 yzal (& guall B i
expressions, gestures, tone of Gl ) e oy (IS
voice) to see if it adds REPIZN
meaning to the spoken words. Leeddiog A AY) o3 o
« \Weighs the evidence used by ) alail) ac Al Eiaaiall
the talker to support the points ek
he or she makes. RERCA| RN W R
* Never forget to practice.
\_ PAN y,
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4 N\( ; ; A
 Admits that listening is el glain¥l Gl ying e
difficult. Al & LD g Jay o
« Pays effort to carefully listen. Cpaall L&y adlig aal o
« Reviews and mentally LA
summarizes the talking points. ol e Jeal bl )4y e
« Pays attention to nonverbal Gilelay) g an 5l Gl )
communication (facial 13) L 48 yzal (& guall B i
expressions, gestures, tone of Gl ) e oy (IS
voice) to see if it adds REPIZN
meaning to the spoken words. Leeddiog A AY) o3 o
« \Weighs the evidence used by ) alail) ac Al Eiaaiall
the talker to support the points ek
he or she makes. RERCA| RN W R
* Never forget to practice.
\_ PAN y,




MIDOCEA

UNIVERSITYl

BARRIERS TO LISTENING

Chapter

01 Slaty) (3 e



| BARRIERS TO LISTENING & Silaiy) 35 5o

MIDOCEAN
Failing to Limit Distractions ~ <wi&dll Jalge (e 2l & J&dl)
4 \( h
Noise is part of every JoWS JS (e g0 (A sl gl
commuWeraction. .f;b:
External noise Internal noise daa JA el guaa ALi)) sl guaa “

l l

External noise includes external distractions. | | °S8¥! < delse doa il elia guall Jols
_ _ _ el & sansall G2l ¢ JBAN Jasw e, daa Al
For e_xample, Audlble talking during a i) i) ol ey sY ) gml S cp LYl
meeting, ruffling of papers, or a cell B staall 3 jaall 8 J gandll
phone going off in the next cubicle. i

‘ How to avoid?
ol ghad MG elile gy L€ clld S e

Whenever possible, you should take steps to Jalan 38 3l da Al glia peall e 5 sl
control the external noise that might interfere A5 oo AY) ) plind) e ol )8 aa
with your ability to listen to others, as well as Al e Lauy) e agi 8
their ability to listen to you. ;

Yy y J\ )
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Failing to Limit Distractions ~ <wi&dll Jalge (e 2l A& Jadl)
4 N

Noise Is part of every
communication interaction.

/

‘ External noise Internal noise

l

How to avoid?

i 1 ccailgdl e e padd ) Gaoati Laxic o
When you are talking to someone on the 2yl i) e e (add ) diaati lavie

. coid e 13) Gl (alall sl Slea ¢
phone, turn away from your computer if youy © = j‘ ) U‘Mfﬁ“ﬁ JLZ t:j
are distracted by messages in your inbox. AT oA L O (2 e SRS

If you are running a meeting, begin by askin aenll (e callay Tl e laial o0 cuS 1) o

everyone to turn off their cell phones. A ganall gl sa 3]
If the work environment is such that it is e may Cuny Jeall iy il 1)
difficult for people to break away from ‘Qaifﬂ‘ dalse e Y Galaiy)
distractions, hold a retreat away from your OSe e 1y G g panadd o (o alé

worksite to maximize the team’s ability to | IS glatudl) (o G dll 3,8 3G 3l ellee
listen effectively. d=b
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Failing to Limit Distractions ~ <wi&dll Jalge (e 2l A& Jadl)
r N A
Noise is part of every Jedi JS a8 5 (A sl gl

communic/atwnteraction.

External noise Internal noise

How o avic? |

» You must reflect on what is causing your
internal noise. a5 A Gl B SE o sy

«  Address those factors. (A s
el g2l 238 e o
M cdze Julaill Jale gl bl K13 o

A A pla g

« If you have an urgent matter to deal with,
don’t try to hold a conversation with

someone. You simply won’t be able to Ol L padl aa uﬁ‘éﬂf‘ﬁ! SPEN
listen. i) e ddalisy (ST

sale) ) Fliadu ol AV Gkl jual e
reschedule your conversation for a time Anie 4 iy Zi 5 ) Aalal ‘dﬁf
when you can give your undivided (Jalsll clalil

\ attention. ) \_ y

« Tell the other party you will need to
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Failing to Focus on the Message ~ dllw il o 3aS 5il) aae
" | Because of the theme of our area. I | el Adkaial dank e I
* In the ever-changing world of
social media and emerging

elia¥l Jual sill Jilug alle b o

. Lia ol il 5 ) paials paxiall
technology, we are locked into “'%yﬂf T
a mode of continuous partial - B ,
attention. e o S :
_ @Sﬂ\ﬁs&\ﬁcﬁmﬂuﬁbdﬂ .
« \We are always scanning our Gaal Sl suaall JLayl e Gay
smartphones for the next bit of || | “yal algall 2303 @mi 5 caliaadl
news or the latest update. AV Gans (e el e Gagha
Multitasking is the norm, ALl (e Uimiay adl ) i il
despite some evidence that it Ui s o8 Lo Juzaily o i sl

prevents us from doing
anything to the best of our

. abilities. )\ y
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Failing to Focus on the Message ~ dllw il o 3aS 5il) aae
" [ Because of speakers’ mistakes A Cnfidadall pUad qupns I

» If a speaker uses jargon (technical

words used by specialized groups) el 2l Gaaial) aadinl 1) e
with which you are not familiar. Gle gana lgeadind 4081 GillS)

« If there is no common understanding, Led el Y (aiaidia
language can separate, insulate, and 238 o yilia agh llia Sy Al 1Y) e
intimidate. il g J el g dall) Jass

« Message overload can have the same Jraatl) Ja 58l 6 o Sy o
Impact ashjargon. MkessgigeI o(\j/erli)ad aiaas gl Ll s Jils
occurs when a speaker includes too liaaill Ju b Ciaay Aaalal) 2

many details in a message, making it AN
difficult for the listener to Gasiall Gaay Lerie: Jile iy

comprehend. Lo eddlo )l A Jualatll (e i)
Leagh
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Failing to Focus on the Message ~ dllw il o 3aS 5il) aae
g Because of presenters’ mistakes A Cpadiall pUadl pmuy I
How to avoid? TR uiad Sy i
« If the environment is not suitable for 1 e el Flin Ziadl -5 1 L3
you, try to postpone the meeting or Jali dsla ‘““‘ Ll TUS‘ Li *“ ’
highlight that you are not P e o pall Bl € ¥
concentrating. T, S
_ oo g s sl el SO litla & )
 Leave your smartphone during any lEalall
kind of conversation. L ooy e Ll e Jeal g T 31
* Read the non-verbal communication ) gl oLl alaial (e 44l 5
well as much attention you pay as you (hdlll Jual 5l
listen to the verbal communication.
« Try to concentrate on the main points = 4““‘“)” "f\"%‘\‘fj“ :j)‘“ df\*‘ )
during a mess presentations and sum padly d g sl "‘“: } U‘fJ’d‘
up the content by yourself. Hhdly 5 il
« Ask questions. ALY k) .
\_ J\. V.




mipoceAi] BARRIERS TO LISTENING Ve claiy) il s

Failing to Focus on the Message ~ dllw il o 3aS 5il) aae
> N (ﬁ’ﬁ\
Our bias B Sl il

 Bias Is any assumption we
make or attitude we have about
a person, an issue, or a topic
before we have heard all the

o o3a%i Lyl bl sl a juaill e
M“..'“ji(mm»' :'o\é:\oda.u.'"'u_ﬁ}a
K g o) J8 & ga5a

3l
facts. e

] j‘&%ﬁjumwu‘)ub;‘ °
* If you equate a speaker with o BlaYU e olilaa o las
subject matter or experiences Linall (pad ¢ aialall 8 Crasll
that have made you feel Lanall 138 olat | juatie ;) 5S3 f
frustrated or angry in the past, agdas 3l o Ja

chances are good that you will
be biased about that person
before he or she gives the

9 speech. I\ y
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Failing to Focus on the Message ~ dllw il o 3aS 5il) aae
4 R | \( U daldd) el jeasll I ‘

How to avoid?

Effective listening requires you
to put your biases aside and
regard the other as having a
valid point of view worthy of
your time and careful attention.

Admit that it is not a right thing

Listen to the message the other
person trying to say until the
end.

Think of the message while
breathing deeply.

i i 0 s
o i Juadll g Laiy) by
) bt Gila el jaad aua

i dga s calas jliclh JAY)
clalaial g ¢l 5 3aiud dalla

)
YLl 13 ol s i) e
\
Jstay ) ALl gﬁ\ .
Ul i gAY et
oany il ol Al 1 3 %8

Evaluate it. Y
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Failing to be an active listener

| BARRIERS TO LISTENING

f

Yiad laaiosa (5985 O)f (B Judl
—

4 o )
An active listener focuses on

asking questions and will often
listen to the message and then
paraphrase it for the sender.

We cannot be active listeners
unless we know the deference
between various types of listening.
In your professional career, you
will engage In three types of
listening:

Informational listening
Empathetic listening
Critical listening

-
7 b e badil) il S

Al L)) i Lo Wl 5 AanY
V) Gl (paaiie ()5S0 ol Wi Y
&5l o AN Ca e LS 1))
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Failing to be an active listener

| BARRIERS TO LISTENING Ve al

guf‘ﬁw ~ﬂ05

4.
b 24
L 4

4 )

Informational listening

Informational listening occurs
when you focus on the content of
the message to acquire knowledge.
Part of learning a new position
iInvolves listening to information
during new-employee orientation
and one-on-one training.

r )

(e slzall £ lain)

Lesic il shaall g L) Ciaas
u@SYd@J\gjmqu)Sjj
oLl Cila glaall ) ¢ lainl) apaa
ol 5 paall Cals gall daa 58
53 Al
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Failing to be an active listener

| BARRIERS TO LISTENING &

4 )

Critical listening

Critical listening asks you to
evaluate the information being
sent.

Empathetic listening

Empathetic listening is listening to
understand the speaker’s point of
view without judgment.

r

aedl gLl s Calalatiall ¢ Laiu)

Yiad laaia (585 ) (A Sl
—

@Am\ &LA"MY\
ﬁ:@i LSM‘ &L&.&I\ i llay
Al yall e slaal)
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People Cral
4 N\ )
The peoplg-orlented listener iIs Ol ga as sall aciall iy
interested In the speaker. People- O saainnal) ey Caaialy
oriented listeners listen to the S Al ) Gl ga ) e sall

message In order to learn how the || ;< | ¢aaid) <65 468 48 jaa Jal
speaker thinks and how they feel

_ Al olad (9
about their message.
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People il
4 N\ )
The people-oriented listener is ) aiand) 5 sS5 f emsal pe

likely to be more attentive to the || - .« 1 Tal) L e S,
speaker than to the message. IT || . <5 i 1) Joai cui€ 13 il

you tend to be such a listener, agil ) Cliled (pcinsal ¥ 58 (e

understand that the message Is Eraniall ag Lo bt Al ) o
.. : ol e O

about what Is important to the

speaker.
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| Listening styles f

Jadl

4 )

Action-oriented listeners are
primarily interested in finding out
what the speaker wants.
Action-oriented listening Is
sometimes called task-oriented
listening. In it, the listener seeks a
clear message about what needs to
be done, and might have less
patience for listening to the
reasons behind the task.

4 )

oy La 48 yray J5Y) aliall &
JUIRSA|

s da gall plaiul) o gl
s da sall & L) sl Blad Jadll
el e g sill 13 iy dagall
Sle Jsanll ) adivall au
6‘\Je\7~ﬂj\ L.\;,)\.AJP:XMU:\J\.MJ
S gL J8) jam apal (S5 S8
Aagall ¢l 55 bl

. J

Clhary) culla
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Time

| Listening styles

gl

/People using a time-oriented
listening style prefer a message
that gets to the point quickly.
Time-oriented listeners can
become impatient with slow
delivery or lengthy explanations.
This type of listeners may be
receptive for only a brief amount
of time; therefore, they tend to be
Impatient. Time-oriented listeners
convey their impatience through
eye rolling, shifting about in their
seats, checking their cell phones,

\.shortest time.

~

and other inappropriate behaviors.

4 ) 8 )
O saddion (pdl) GalR SV Jady

C gl gt an gall £ Laiul) sl
Ac pun Adagil) ) Jeas Al Al )
Oseasall (g saaioal) muay ol (S
pluill g Gy s e Cil) g
Caliie Guadiuall (e & all 13 ) 6

Al ¢ gl) (pa Jadd B a9 B yidl

Jiy pall pre A o she

M B gl gad G s gall O grivaall

‘O}.z‘d\:\éﬁﬁdj\iwe&»#

e il g canaelia b o jaill

O3 ped) AB st SIS L

They want the pure message in thj-
\.

_aﬁuméig;wmu)s)\
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Content s sl
C ~oni ' \(
ontent-orientea listeners are G sinally () saigall () gaciveall aigy

Interested in the message itself, cgilaie cailS 13) La g ol Al )L
whether it makes sense, what it A culS 13 La g cdsind La s

r i ’ r . - . “ . “ -
means, and whether It’s accurate. || 1L ) saigall () sraionall i s

::_ontent-orlelrlﬂgdIlftene;rs want to s 5 shiia il slae 1) g L) 3
Isten to well-develope A )y

iInformation with solid
explanations.
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| Improving your listening f

~

The HURIER model provides a
framework for skill-based
listening by defining listening as
six interrelated components:

« Hearing

« Understanding

* Remembering

* Interpreting

 Evaluating

« Responding

r

¢ Laiud I JUaHURIER z3sad s
Cay et PR e @l gl e 2l

~\

S A il e g Laia)
Akl yia
d)
pedll e
Sall .
Dpdlll
il
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HURIER
N\ A

Hearing: Hearing refers to S Y L) ks s aend
concentrating on and attending L) oLy 5 Al ) e
to the message. o law e oli,n e Sl
1. Making sure you can ona IS AY) addll

properly hear the other Sl e sl g anll e B 2

person. . A LA e il B s
2. Be sure that you limit any indl by lee s agdll 3

distractions that would sinal) agh ol ¢ Ladlll Joal gl

prevent you from doing so. Al a sl
3. Understanding Is the process )

of attaching meaning to the

verbal communication, or

comprehending the literal

meaning of the message.

J\. v,
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HURIER
N\ A
Understanding: Understanding inall Ly Tlee gp agill < agdl
Is the process of attaching el Clagial ol ¢ Laall) Jal gl
meaning to the verbal Al 3 Al
communication, or )
comprehending the literal Al ) aaiad 1
meaning of the message.
1. Hear the message Zall Chanial) aladiul agh 2
2. Understand the speaker’s po e sbeall ol Gl
use of language and the S AY Jal sl aran sle] e
basic context of the
Information considering all
the other factors.
J\ /
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HURIER

N\ A
Remembering: Remembering Al N SN SAN panaty ¢ S
Includes recalling the message Lo 2l i pail) Sy Jia
so that it can be acted on. ala oS 1
1. Be present i (S 2
2. Be mindful st I Jalaall lalade Uil 83
3. Create an outline of the

main points.
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| Improving your listening f

HURIER

Interpreting: Interpreting is the
step where we make sense of
the verbal and nonverbal codes
to assign meaning to the
Information received or the
sensitivity to nonverbal and
contextual aspects of the
message.

1. Be Observant

2. Aside your bias.

~

-

~\

S 3 shadll 4 das i) rdea
o 5 Akalll 5 ge )l el e g
Sl slrall Jina G 4pdadll
e il gall Llaall ol dalicall
Al A dlad) 5 4pdaall

i oo kil G ey 2
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HURIER

N\ A
Evaluating: Evaluating is the Gl abuiall i) A apiil) s apl
logical assessment of the value ) Al )
of the_message. Jand 00 ALl ani 488 alat o)
Learning to evaluate a message O MR o oA o cad
without bias, distractions, C ) "QM\/UM;M
apprehension, or gender/cultural yuall s
differences takes time and
patience. i oS 1
1. Be Observant Leloalany Al ) 8 <8 2
2. Consider the message with Al L)) acind 3

Its details. sihic U<, (s.usﬂ\.s 3
: ." el o8 4

3. Listen to the end.
4. Logically evaluate.

J\ /




M'P?S'?AI:. Improving your listening f bai) y glad

HURIER
A4 A
Responding: Responding is the 5 ohall a AlainY) -dlaiay)
last step and involves giving Il e IS A el g 5 R Y]
some form_of response to the e o Gdadl o g s 0 AlainY)
message, either verbally or Gilaal
nonverbally. h
1. Paraphrasing delLuall sale) 1
2. Summarizing salill 2
3. Reflecting Jetill 3
4. Asking questions L~ )b 4
5. Using nonverbal cues such Aadlll e culLaY) aladiud 5
as head nods, emotional Sl ypaail) 5 gl N lelay) Jia
expressions. Aalalall
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