
Mind map

Active listening: what it is and how to practice it

Action plan

1

Put your phone away
and look at the person

2

Let them finish, even
through pauses

3

Paraphrase what you
understood before
replying

4

Ask open questions like
“what else?”

5

Ask whether they want
help or just to vent

Key takeaway

Listening well is a choice: people
who feel heard trust more, lower
their guard and collaborate
better.
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What it is

Listening with full attention

Without interrupting or judging too soon

Confirming understanding before reacting

Why it matters

Builds trust and collaboration

Leaders spot problems before they become crises

Conflicts come from not feeling heard

Enemies of listening

Rushing to respond

Prejudging what they'll say

Distractions, especially the phone

The urge to fix everything

Active
listening

Techniques for listening

Remove distractions and look at the person

Don't interrupt, even during pauses

Paraphrase what you understood

Notice tone, pace and expression

Techniques for responding

Ask open questions

Hold back the solution before advising

Ask whether they want help

A choice, not talent

Developed with intention and practice

Regulate your urge to speak

NVC and empathy deepen listening


