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There are times when just listening isn’t enough. If somebody wants (needs) to be heard, 
you’re getting distracted or need to concentrate more on what’s being said (and what’s 
not being said), the 3 D’s of Active Listening will help you. 

 

Display that you’re listening 

 Use body language to show that you are listening; look at the person, facial 
expressions, nodding, etc. 

 Use nonverbal language to indicate you’re listening, Umm, aha, etc. 

 

Dedicate your thinking to listening. 

 Don’t listen to rebut their points, listen to understand their perspective and what 
makes it true for them. 

 Don’t think about other things while listening. Keep your mind clear so you can 
hear. Repeating back their words inside your head can help.  

 Be aware of your emotions as you listen. If you find yourself reacting emotionally, 
you might unknowingly filter their words. Say something like “I may not 
understand you fully, as I initially took some of the points personally. What I heard 
was…., is that correct” 

 

Demonstrate you were listening. 

 Summarise the key points they made, using their words, then overlay that with a 
summary in your words. 

 Ask questions to clarify and ensure you’ve heard them correctly. 
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More resources to help you Activate Your Introverts 
Jon Baker has published the following books which you’ll find useful. They are available 
on Amazon and you can get more information at Jon-Baker.me 

 

For practical ideas on running meetings that make 
things happen and engage your whole team.  
 
This short book is available in paperback or on kindle 

 
 

For improving your networking results, especially if 
you’re introverted. 
 
This easy to read book with practical steps is available 
in paperback. 
 

 

For practical ideas on introversion, activating introverts 
and improving productivity in your team, visit  
https://IntrovertInBusiness.co.uk 

 


