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Listening is the ability to accurately receive and interpret
messages in the communication process.

According to International Listening Association,
“Listening is the process of receiving, constructing meaning
from, and responding to spoken and nonverbal messages.”



Differences between 

Hearing 

&

Listening



‘Hearing’ refers to the sounds that we hear. It is a
physiological response that we receive a sound.

The functions of ‘Listening’ is a four steps process of
hearing (receiving), interpreting (making sense),
evaluating (judging) and responding (clarifying) to the
speaker.



According to the British Council, there are five major
types of listening:

Discriminative listening is first developed at a very
early age – perhaps even before birth, in the womb. This
is the most basic form of listening and does not involve
the understanding of the meaning of words or phrases.



Comprehensive 
listening involves 
understanding the 

message or messages 
that are communicated.



Critical listening is 
where listeners have 

to evaluate the 
message and 

critically respond to 
the message and give 

their opinion.



In Therapeutic listening is important in building good

interpersonal relations. Here, Listener's role is to be a

sympathetic listener without much verbal response. It

is also known as empathetic listening.





Appreciative Listening is a type of listening where the focus is 
on enjoying what one listens.



Effective listening means that communication

is heard completely and effectively interpreted

into meaningful messages.



The Prerequisites of Effective Listening are:

1. Face the speaker to show attentiveness through body language
and maintain eye contact to the degree that you are
comfortable.

2. Minimize internal/external distractions. 

If your own thoughts keep horning in, simply let them go and
continuously re-focus your attention on the speaker. Then Turn
off the TV. Put down your book or magazine.



3. Respond appropriately to show that you understand. 

➢ Murmur ( ‘uh-huh’ and ‘um-hmm’ ) and nod. 

➢ Raise your eyebrows. 

➢ Say words such as ‘Really’, ‘Interesting’ etc.

➢ More direct prompts: 

“What did you do then?” and “What did she say?”



4. Keep an open mind

Wait until the speaker is finished before deciding that you disagree.
Focus solely what the speaker is saying.

5. Pay attention to nonverbal clues

Face to face with a person, you can detect enthusiasm, boredom, or
irritation very quickly in the expression around the eyes, the set of the
mouth, the slope of the shoulders. These are clues you can’t ignore.
When listening, remember that words convey only a fraction of the
message.





Five top barriers we frequently face: 

1. Distractions

2. Prejudice

3. Interruption

4. Linguistic barrier

5. Perceptual barrier



❖Distractions: The four main types of distractions are physical,
mental, auditory and visual. It may be internal or external.

Here's how to avoid this common barrier:

➢ Face the speaker.

➢Maintain eye contact while the other person is speaking.

➢Ensure that you are comfortable. 

➢ Switch off the cell phone.



Prejudice is a preconceived opinion of feeling, which is irrational.
The reason for a prejudice may be the speaker's race, religion, age
or appearance.

Overcoming prejudice while listening:

➢Respect the others’ knowledge and skills, irrespective of the
person's background.

➢Consciously avoid taking an attitude saying

"I know what he or she is going to say" while the other person is
speaking.



Interruption: Interrupting a conversation with improper body 
language or inappropriate words has a negative impact in 
effective listening. 

 Overcoming interruption while listening:

➢ Listen without interrupting while the other person is speaking. 

➢ If you seek to clarify something, use appropriate body language 
such as raising your hand or use appropriate words 

(like, "I am sorry to be interrupting you..."). 



Linguistic Barriers are found when a speaker says something
unclear; uses jargon or complex words; and shows hesitant
manner or delivers the words too fast, too slow, too loud or too
quiet.

 Overcoming Linguistic barriers:

➢Avoid misinterpretations by asking the speaker what he meant.

➢Wait for the speaker to pause to ask clarifying questions. Take 
notes before asking.



Perceptual barriers involves the cultural and social background
differences. An open and bubbly person don’t feel discomfort with
anybody, but for the sensitive one, things are the other way
around.

Overcoming perceptual barriers:

➢Make the personality such that others will not feel wrong about
you and get a negative perception !



To sum up, we can say that listening properly is an essential

part of effective communication. Effective listening skill fuels

our social, emotional and professional success.

So, we should develop this skill by mindfully overcoming its

barriers.




