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1.1. Offer the speaker welcome smiles and Offer the speaker welcome smiles and 
friendly hospitalityfriendly hospitality

2.2. Face the speaker and have eye contactFace the speaker and have eye contact
3.3. Listen with your ear, eyes, and your heart Listen with your ear, eyes, and your heart 

(put aside your phone or laptop)(put aside your phone or laptop)
4.4. Listen for feeling, meaning, and behaviorListen for feeling, meaning, and behavior
5.5. Use your right brain as well as your left Use your right brain as well as your left 

brain in conversationbrain in conversation
6.6. Respect speakerRespect speaker’’s s ““voice and choicevoice and choice”” as as 

well as cultural valueswell as cultural values
7.7. Listen to nonListen to non--verbal cues, body languages, verbal cues, body languages, 

and quietnessand quietness
8.8. DonDon’’t interrupt or start planning what to say t interrupt or start planning what to say 

nextnext
9.9. Listen without judging and donListen without judging and don’’t impose t impose 

your opinionsyour opinions
10.10. Ask questions for mutual understanding Ask questions for mutual understanding 

and supportand support
11.11. Paraphrase and summarizeParaphrase and summarize
12.12. And rememberAnd remember…… practicing listening skills practicing listening skills 

makes longmakes long--lasting habitslasting habits
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