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Abstract 
Communication competence includes four main activities: speaking, listening, reading, and 
writing. Listening is the most difficult skill for many of our students. But that of the time a 
person is engaged in communication, approximately 9% is devoted to writing, 16% to 
reading, 30% to speaking, and 45% to listening. That's why for non-linguistic universities 
the perfection and development of the speech learning procedure becomes actual 
especially when we use academic hours of student independent work (self-study) for this 
purpose. The average college student spends about 14 hours per week in class listening (or 
perhaps I should say "hearing"—there is a difference!) to lectures. Listening skills are the 
ability to actively understand information provided by the speaker, and display interest in 
the topic discussed. It can also include providing the speaker with feedback, such as the 
asking of pertinent questions; so the speaker knows the message is being understood. A 
person who controls his mind and listens attentively acquires various other skills and is 
benefited. Listening skill can be defined as, “Listening is the act of hearing attentively”. It is 
also a process similar to reading which should possess knowledge of phonology, syntax, 
semantics and text understanding. 
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Introduction  
 “Listening is more important than just hearing”. 
Listening is an active process by which we make sense of, assess, and respond to what we 
hear.  Listening is a particular communication technique that requires the listener to 
provide feedback on what he or she hears to the speaker. Listening is the ability to 
accurately receive and interpret messages in the c process. Listening is key to all effective 
communication, without the ability to listen effectively messages are easily misunderstood 
– communication breaks down and the sender of the message can easily become frustrated 
or irritated. If there is one communication skill you should aim to master then listening is it. 
Listening is so important that many top employers provide listening skills training for their 
employees.  This is not surprising when you consider that good listening skills can lead to: 
better customer satisfaction, greater productivity with fewer mistakes, increased sharing of 
information that in turn can lead to more Creative and innovative work. 
 The listening process involves six stages:  
 Hearing, Attention, Understanding, Remembering, Evaluating and Responding. 

Hearing - it refers to the response caused by sound waves stimulating the sensory 
receptors of the ear; it is physical response; hearing is perception of sound waves; you 
must hear to listen, but you need not listen to hear (perception necessary for listening 
depends on attention 

Attention- brain screens stimuli and permits only a select few to come into focus- these 
selective perception is known as attention, an important requirement for effective 
listening; strong stimuli like bright lights, sudden noise…are attention getters; attention to 
more commonplace or less striking stimuli requires special effort; postural adjustments are 
aided by physical changes in  
muscle for better response to weak sounds. 

Understanding- to understand symbols we have seen and heard, we must analyze the 
meaning of the stimuli we have perceived; symbolic stimuli are not only words but also 
sounds like applause… and sights like blue uniform…that have symbolic meanings as well; 
the meanings attached to these symbols are a function of our past associations and of the 
context in which the symbols occur; for successful interpersonal communication, the 
listener must understand the intended meaning and the context assumed by the sender. 

Remembering- it is important listening process because it means that an individual has 
not only received and interpreted a message but has also added it to the mind’s storage 
bank; but just as our attention is selective, so too is our memory- what is remembered may 
be quite different from what was originally seen or heard. 

Evaluating- it is a stage in which active listeners participate; it is at these point that the 
active listener weighs evidence, sorts fact from opinion, and determines the presence or  
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absence of bias or prejudice in a message; the effective listener makes sure that he or she 
doesn’t begin this activity too soon ; beginning this stage of the process before a message is  
completed requires that we no longer hear and attend to the incoming message-as a result, 
the listening process ceases. 

Responding- this stage requires that the receiver complete the process through verbal 
and/or nonverbal feedback; because the speaker has no other way to determine if a 
message has been received, this stage becomes the only overt means by which the sender 
may determine the degree of success in transmitting the message. 
 “Effective listening is a skill that underpins all positive human relationships, spend   
some time thinking about and developing your listening skills – they are  the building 
blocks of success”. 

 
Ethics in Listening 
A good listener will listen not only to what is being said, but also to what is left unsaid or 
only partially said. Effective listening involves observing body language and noticing 
inconsistencies between verbal and non-verbal messages. For example, if someone tells 
you that they are happy with their life but through gritted teeth or with tears filling their 
eyes, you should consider that the verbal and non-verbal messages are in conflict, they 
maybe don't mean what they say. 
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Stop Talking 
“If we were supposed to talk more than we listen, we would have two tongues and one 
ear.” Mark Twain. 
Don't talk, listen.  When somebody else is talking listen to what they are saying, do not 
interrupt, talk over them or finish their sentences for them.  Stop, just listen.  When the 
other person has finished talking you may need to clarify to ensure you have received their 
message accurately. 
Prepare Yourself to Listen 
Relax.  
Focus on the speaker.  Put other things out of mind.  The human mind is easily distracted 
by other thoughts – what’s for lunch, what time do I need to leave to catch my train, is it 
going to rain – try to put other thoughts out of mind and concentrate on the messages that 
are being communicated. 
Put the Speaker at Ease 
Help the speaker to feel free to speak. 
Remember their needs and concerns. Nod or use other gestures or words to encourage 
them to continue.  
Maintain eye contact but don’t stare – show you are listening and understanding what is 
being said. 
Remove Distractions 
Focus on what is being said. 
Don’t doodle, shuffle papers, look out the window, pick your fingernails or similar. Avoid 
unnecessary interruptions.  These behaviours disrupt the listening process and send 
messages to the speaker that you are bored or distracted. 
Empathise 
Try to understand the other person’s point of view. 
Look at issues from their perspective.  Let go of preconceived ideas.  By having an open 
mind we can more fully empathise with the speaker.  If the speaker says something that 
you disagree with then wait and construct an argument to counter what is said but keep an 
open mind to the views and opinions of others.  
Be Patient 
A pause, even a long pause, does not necessarily mean that the speaker has finished. 
Be patient and let the speaker continue in their own time, sometimes it takes time to 
formulate what to say and how to say it. Never interrupt or finish a sentence for someone. 
Avoid Personal Prejudice 
Try to be impartial. 
Don't become irritated and don't let the person’s habits or mannerisms distract you from 
what the speaker is really saying. Everybody has a different way of speaking - some people  
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are for example more nervous or shy than others, some have regional accents or make 
excessive arm movements, some people like to pace whilst talking - others like to sit 
still. Focus on what is being said and try to ignore styles of delivery. 
Listen to the Tone 
Volume and tone both add to what someone is saying. 
A good speaker will use both volume and tone to their advantage to keep an audience 
attentive; everybody will use pitch, tone and volume of voice in certain situations – let 
these help you to understand the emphasis of what is being said. 
Listen for Ideas – Not Just Words 
You need to get the whole picture, not just isolated bits and pieces. 
Maybe one of the most difficult aspects of listening is the ability to link together pieces of 
information to reveal the ideas of others. With proper concentration, letting go of 
distractions, and focus this becomes easier. 
Wait and Watch for Non-Verbal Communication Gestures, facial expressions, and eye-
movements can all be important. We don’t just listen with our ears but also with our eyes – 
watch and pick up the additional information being transmitted via non-verbal 
communication. 

Conclusion  
 Listening is the act of hearing attentively. Research shows that 45% of our time is 
spent on listening. We listen more than speak. If this listening skill is used in a proper way 
we can master the tools of communicative skills. Listening is difficult, as human mind tends 
to distract easily. A person who controls his mind and listens attentively acquires various 
other skills and is benefited. 
 Listening skill can be defined as, “Listening is the act of hearing attentively”. It is also 
a process similar to reading which should possess knowledge of phonology, syntax, 
semantics and text understanding. Tomlinson (1984) defines listening as, “Active listening, 
which is very important for effective communication”. Listening can be also defined as, 
“More than just hearing and to understand and interpret the meaning of a conversation”. 
         Listening skill makes you successful in workplace, family and in the society. Good 
listening skill is mandatory to get into a profession in communications, management, 
planning, sales, etc. Listening skills involve a different set of etiquettes, questioning for 
explanation, showing empathy and providing a suitable response. Good listening skills 
include the understanding ability. Body language is also a part of listening skill. Eye contact 
with the speaker, sitting straight and alert are the good gestures of a good listener. 
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