
Relationships

Being an active listener doesn’t mean you have to agree with the person communicating with you, 
but it does mean that you have to show them you have heard what they are wanting to tell you, and 
that you respect their thoughts and feelings. Responding in this way, shows that you are listening 
to, and trying to understand their perspective, as opposed to simply focusing on your own points.

Top Tips for Being an Active Listener

Some tips to consider to actively listen...

Recapping what has just 
been said to make sure 
you've understood
‘’So, let me just check I’ve 
understood, you are saying….?”

Not interrupting 
It can be really hard not to interject 
when you’re desperate to say 
something, but give the other 
person a chance to get their point 
across and listen, your time will 
come, a conversation is two ways. 

Respectfully interact 
by asking questions at 
appropriate moments, do 
not bombard or interrogate
‘’Can I ask something further about 
what you were just saying…?’’

Ask for examples if it 
would be helpful, but 
always do this calmly
‘’Is there something specific 
that makes you think that?” 
 
 “It may be difficult, but do 
you have an example?”

Attitude 
Approach listening with an attitude 
of learning, reframe the purpose of 
the conversation to understanding 
and exploring - not arguing and 
winning. If you are needing to win 
it is unlikely that you will be able 
to listen, so when a conversation 
takes place be honest with yourself 
and others about what the likely 
outcome might be. If you are not 
in a listening space, you need to 
be clear about this with those 
close to you in order to avoid 
upset and disagreements at a 
later stage. It is absolutely fine to 
say that you are not able to listen 
right now, but it is important to 
arrange a time and space when 
this can happen, so that the other 
people feel heard and valued.

Body language 
A relaxed and attentive position, 
showing you are engaged, 
interested and approachable 
is the most effective for active 
listening. It also gives other 
helpful messages to the person 
you are communicating with, 
for example, that you care.

Respect
This is the foundation for all 
healthy, positive relationships 
and certainly is a fundamental 
component of active listening.  
A useful question to ask yourself 
is…if I was talking to myself…how 
would I know that I was respected?
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