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Presentation Notes
Facilitated discussion w/ group.
Attending is an easy concept to understand 
But, its not an easy skill to fully master.
Also, an opportunity to reiterate the fact that our “filters” can impact our ability to attend.
Being fully present is the key to successfully attending.

 


Agenda

» Elements of effective communication
» Obstacles and ‘the gap’

» Preparing the message

» Leveraging skills to close the ‘gap’

Primary focus: Interpersonal communications
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What 1s commmunication?

American Heritage Dictionary definition:
‘the exchange of thoughts, messages, or information’

Derivation: from the Latin word, communicare;
‘to Impart or make common’

Effective communication (suggested definition):
‘an exchange of thoughts, messages, or information that
results in a shared level of understanding’

» Key objective: Mutual understanding
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The journey of a message

When a speaker ‘sends’ a message to a
listener, these elements exist:

* The idea the speaker wants to convey (Imeant)
* What they say to convey it (message sent)

* Method used: electronic, face-to-face, etc.

* What the listener actually ‘hears’ (is received)
* What is interpreted by the listener

* Even In relatively simple communications
there are opportunities for the original idea to
‘lose 1ts way’ through no fault of either party
during the journey
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Although only 3 major elements are in play ...

What they ‘meant’ the Idea
What is ‘sent’ what they say
What is ‘received’ what is interpreted

...they are not always exactly the same.

Any variation between these 3 elements means
the ‘communications triangle’ is not congruent
which results in a ‘gap’ In communication.
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®
The Communications Triangle

anywhere In
here

The idea they want to convey

Meant
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Listener Speaker

Obstacles .

“If you understood everything | said, you’d be me!”
- Miles Davis (1926 - 1991) Jazz musician
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»

Common obstacles
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Filters as identified by Madelyn Burley-Allen

We are often unaware of how our childhood experiences influence our adult behavior .  The socialization process results in our listening through filters. Our brain processes each new piece of experience through filters that have various forms. 

Although these filters are within us, we ar often blind to them.  It is important to develop the ability to become conscious of these blind spots that result in unproductive behavior.

Facilitator can reveal a little about their own filters and then see if anyone in the group might be willing to share w/in their own comfort zone.



Listening Obstacles
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'Sending’ skills

<Y Audience focus
Intake awareness - Intent - Interest

<V Delivery
Content - Context - Clarity - Caring

<Y Validation

Recognition - Reiterative summary
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®
'Receiving’ skills

9 Attending

Focused environment - Message awareness
Eye contact / Posture

9 Following

Door Openers - Encouraging
Infrequent questions - Attentive silence

9 Reflecting

Tactful Paraphrasing - Validation of meanings
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‘Bridging the Gap’

Listener Speaker
17 Audience Focus Delivery Validation —1I &
Attending Following Reflecting y
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®
Sending Messages: A Simple Method

» Identify your audience (WHQO) and purpose
» Clarify WHAT you want to convey

» Tell them WHY they should care (hook)

» Craft HOW you deliver the message

» Leverage skills for effectiveness
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®
Sending a message using the simple method

Who Is your audience?
What is the purpose of your message”?

Are you trying to Inform?
Are you trying to Persuade?
Get clear on the idea you want to convey

Why should they care?
How can you get that message across?
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There are things that you can just do - just wing it!
And it does not matter

And there are things that you present great danger if you do not plan them

Examples:
if you are building a tree house, you can just wing it, right?
But if you are building a real house, there needs to be some planning

it is the same with other important life matter
your career - your health - your life - and what you are going to 
do with your time while you are on this planet.

Because if you don’t - you could end up looking back and wishing you did.

There is no time like the present to start planning a better life situation


®
Who is the audience for your message?

What is the essence of your message:?

Create an opening (with a ‘hook’,WWHY should they care?):
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Are you trying to inform or persuade?

List 2 or 3 key points for the body that
support your objective(s):

1)

2)

3)
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Create aclosing that ‘summarizes’ or
presents a ‘call for action’:
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Summary
5 keys to getting your message across:

» Understand your audience

» Know WHAT you want to convey (and HOW)
» Make them aware of WHY you are sending it
» Be concise and precise In your content

» Bridge the ‘gap’ by using sending skills


Presenter
Presentation Notes
Facilitated discussion w/ group.
Attending is an easy concept to understand 
But, its not an easy skill to fully master.
Also, an opportunity to reiterate the fact that our “filters” can impact our ability to attend.
Being fully present is the key to successfully attending.

 


	�Getting Your Message
	�Agenda
	�What is communication?
	�The journey of a message
	Slide Number 5
	Slide Number 6
	Slide Number 7
	�Common obstacles
	Slide Number 9
	Speaking Obstacles
	Listening Obstacles
	�’Sending’ skills 
	�’Receiving’ skills 
	��‘Bridging the Gap’
	�Sending Messages: A Simple Method
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	�Summary

