LESSON NUMBER:
7

TASK:
Effective and Active Listening

STANDARD:
1.  Describe effective and active listening.



2.  Identify deterrents to effective listening.



3.  Identify the elements of effective and active listening.



4.  Identify methods of enhancing listening.



5.  Identify the methods used to test understanding of a message.

1.  Effective and Active Listening.  Effective listening is the listening to the words of the speaker and the meaning of the words.  Active listening is a process in which the listener takes active responsibility to understand the content and feeling of what is being said and then checks with the speaker to see if he/she heard what the speaker intended to communicate.

2.  The concept for effective and active listening is comprised of 4 elements:


a. __________.  The subject the speaker is addressing.


b. __________.  The emotions the speaker has when discussing the subject.


c. __________. The manner the speaker delivers the subject matter.


d.___________.  The ability of the individual listening to ask questions and to seek understanding of the subject matter.

3.  Active listener basic skills.


a.  Check __________ and __________.


b.  Keep the channel open and __________ short circuits.


c.  Listening demands __________ on the part of the listener.


d.  Keep the ________ open.

4.  Methods to test understanding.


a.  Parroting.


b.  paraphrasing.

c.  _________.

PRACTICAL EXERCISE #7-1

“THE CASH REGISTER EXERCISE”

Objective:
To demonstrate most adults listen at about 25% level of efficiency.

Guidance:
Provide Student Handout #7-1, The Cash Register Exercise, to students and ask them to answer the questions in the handout based on the following story (Read the following story to the students.  You may need to read it two or three times.):

“A businessman had just turned off the lights in the store when a man appeared and demanded money.  The owner opened a cash register.  The contents of the cash register were scooped up, and the man sped away.  A member of the police force was notified promptly.”

Questions:
1.  A man appeared after the owner had turned
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     off his store lights.

2.  The robber was a man.
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3.  The man did not demand money.
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4.  The man who opened the cash register was the owner.
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5.  The store owner scooped up the contents of the cash
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     register and ran away.

6.  Someone opened a cash register.
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7.  After the man who demanded the money scooped up
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     the contents of the cash register, he ran away.

8.  While the cash register contained money, the story 
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     does not state how much.

9.  The robber demanded money of the owner.
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10.  The story concerns a series of events in which only
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       three persons are referred to; the owner of the store,

       a man who demanded money, and a member of the 

       police force.

11.  The following events in the story are true; someone
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       demanded money, a cash register was opened, its

       contents were scooped up, and a man dashed out of the store.
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