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Connecting in the Time of Corona: Techniques to Listen and be Heard

Times of challenge and change offer opportunities to build strong relationskilpshare
foundational to great teams

To make good decisions, faculty and leadershifst know what'’s really going on

Active listening can foster your understanding and deepen your professional relationships
Tolead a productive group of



Three Interrelated Elements of Active Listening
X Sensing
o Createappearance of ge contactonlinethrough
f Setting up camerand positionngweb picture of audienceear camera to
communicate eye contact. Look intioe lens
f Makingsure your lighting is behind the computer/camera/phone so that
your face is lighted andsible
o Pay attention to what speakesays and daes notsay (thoughts anéeelings)
o Lean inand mimic body language connect
X Processing
o Liden carefully and be receptive to their ideas and feelings
0 Activate your curiositas you sek to understand
0 Keep comments/opinions to self
o Remember and keep track of content
x Responding
o Provide verbal and nonverbal acknowledgemdnisd your head, uliruh, | see)
Listen-- Don’t solve-- Be curious.
Keep a relaxed, accepting expression to give spacaafetly to speaker
Listen for pause anthen respond by paraphrasing or asking question
Ask questions that demonstrate understanding and curiosity
Summarize
f “Let me make sure | understand . ..”
f “You suggest that. .”
f “Is this what you mean?”
o Give positive feedback: Thank you for sharing this
f If you do want to offer an opinion or an idea, ask if that's okay.
x “I have andea that might help. My | share that with you?”
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Before You Meet
CommunicatéParameters
N Decidein advance how long the conversation will last, so all attend@esv when
to interrupt or wind down. Plan another meetinifj needed.
N Create open calendar times for meetings and askvookers who interrupt to make
a meeting during thatime
Create “space” for you and other person
N Make sure your space is free of potential distractions (dogs, noises, etc.) Close door,
turn off alerts on computer anghone
N Drink water
N Take three breaths before you start or join the video or call

A Few Humble Thoughts About t@dallengeof Creatinga
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