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WELCOME I /A

We're thrilled to have you with us.

Before we begin, let's cover a few essentials. You've likely
heard it said that "this event is different,” and we genuinely
mean it. Here, we'll explore and learn about our
behaviors—those we often are not even conscious of.

Change can be challenging, but remember, this is a safe
space where no feeling is too small or reaction too big.
We're not here to judge but to grow and enhance our skills
as communicators.
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LISTENING T ) /4

Improving your listening skills is crucial for effective communication and
can greatly enhance relationships both personally and professionally.
Good listening goes beyond just hearing words; it involves understanding,
interpreting, and responding appropriately to what others are saying.
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LISTENING T ) /4

Practice Active Listening

Active listening involves fully concentrating on the speaker, understanding their message, responding
thoughtfully, and remembering what is said.

A _B__

Focus Fully on the Speaker Show That You’re Listening Reflect and Clarify
Avoid distractions like your phone, Use non-verbal cues such as Paraphrase what has been said to
computer, or internal thoughts. nodding, eye contact, and confirm understanding. Clarify
Give the speaker your undivided appropriate facial expressions to points by asking the speaker

attention. show engagement. encouraging questions
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LISTENING T ) /4

Avoid Interrupting

Interrupting someone not only disrupts the flow of conversation but also suggests that you value your
own words over the speaker’s. To avoid this:

Let the Speaker Finish Their Thoughts Pause Before Responding
Even if you have something important to add, wait After the speaker finishes, take a moment to
until the speaker has finished. This shows respect formulate your thoughts. This pause ensures you're

and allows you to fully grasp the message. responding to their ideas vs. reacting.
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Be Curious

Listening with curiosity allows you to understand the speaker’s perspective. Curiosity counters
judgement, creating a meaningful and authentic connection. To listen with curiosity:

A _B__

Be Open-minded Read Between the Lines Meaningful Discovery

Ask questions to better
understand the other person
perspective. Building on
differences of perspective to
enrich your connection.

Approach conversations without
judgment or preconceived
notions. Allow the speaker to
express their thoughts and
feelings without fear of criticism.

Pay attention to non-verbal
signals, such as tone of voice and
body language, to gain insights
into the speaker’s emotional state.
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What additional strategies or experiences can
you share to improve your listening skills?

A B




YINLISTENING & W

Setting Boundaries..

When we are having a conversation with someone, what we are
fundamentally exchanging is our time. We have to be mindful of this and
set up boundaries, so everyone is clear of the timeframe and intention,
before the conversation begins.
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Setting Boundaries As The Speaker

Time & Duration Intention & Conversation
Before initiating a conversation, set a clear time When starting a conversation, specify the other
frame and adhere to a firm endpoint. This person'’s role by stating your expectations clearly.
approach concentrates the dialogue, respects For instance, you might say, "I need someone to

listen,”. This clarity helps establish expectations
and ensures that the conversation fulfills its
purpose.

everyone's time, and facilitates the possibility of
additional discussions later.
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LISTENING T ) /4

Setting Boundaries As The Listener

Time & Duration Intention & Conversation
When asked for a moment to chat, specify how When approached for a conversation, clarify your
much time you can spare and establish a firm role by asking, "Before we begin, do you need me
endpoint. This ensures the conversation remains to just listen?"” or "Would you like feedback after
focused, respects everyone's time, and leaves you share?" This helps you understand exactly

room for future discussions if needed. what is expected of you during the conversation.
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By implementing these strategies, you can improve your ability to listen
effectively, leading to better understanding, reduced conflicts, and
stronger relationships. Whether in personal conversations, professional
settings, or everyday interactions, good listening skills are invaluable.
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Speaking from a place of authenticity means expressing yourself in a way
that is true to your own values, beliefs, and experiences. It involves being
genuine and honest in your communications, which fosters trust and
respect from others.
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Know Yourself

Understanding your own values, beliefs, and emotions is the foundation of authentic communication.
This self-awareness allows you to express your true self consistently across different situations.

Reflect Regularly Seek Feedback

Ask close friends or colleagues for their
perspectives on how your words align with your
actions. This can help you understand how
authentically you are presenting yourself.

Spend time reflecting on what you truly believe
and value. Journaling can be a helpful tool to
explore your thoughts and feelings.
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Be Present in Conversations

Authentic communication requires being mentally and emotionally present during interactions. This
presence ensures that your responses are thoughtful and genuine, rather than automatic or superficial.

Practice Mindfulness Manage Stress
Engage in mindfulness exercises to improve your High stress levels can make it difficult to
ability to concentrate and stay present. This can communicate authentically as they might lead to
help you focus during conversations, making it impulsive or guarded responses. Find effective

easier to connect with others and speak truthfully. stress management techniques that work for you.
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AUTHENTICITY & W

Align Your Words with Your Actions

Consistency between what you say and what you do is crucial for authentic communication. This
congruence builds credibility and trust.

Commit to Your Promises Admit Mistakes
Only make commitments you are willing and able When things go wrong, acknowledging your
to keep. Being reliable in following through on your mistakes and taking responsibility demonstrates
words reinforces your authenticity. honesty and humility, key aspects of authentic

expression.
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AUTHENTICITY & W

Use “I” Statements for Communication

“I” statements are powerful for first-person communication in sensitive or intimate conversations.
They allow you to express your feelings and thoughts without assuming blame or judgment.

Express Feelings and Needs Clearly Be Specific About Instances
Instead of saying, "You make me feel ignored,” When describing a situation, reference your
you might say, "I feel ignored when I'm not heard personal reactions or feelings to that situation. For
in meetings.” This approach focuses on your example, "When the project deadline was moved
personal response rather than accusing others, up, I felt stressed because it seemed

which can lead to more productive dialogue. overwhelming.”
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Setting Boundaries..

A conversation is an intimate, private moment shared between two
people so keep the focus of the conversation to them. Share your journey
and lived experiences and not of the details of someone else.
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Setting Boundaries As The Speaker

Share Experiences Maintain Confidentiality
When sharing, speak from your own experiences Focus the conversation on the matters directly
rather than discussing unrelated people or issues. between you and the other party. Avoid discussing
This keeps the conversation genuine and relevant or revealing private details about others, keeping

to your personal insights and understanding. the dialogue respectful and confidential.
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Setting Boundaries As The Listener

Be Real No Gossip
When listening, notice if the speaker is sharing If the focus of the conversation becomes about
from their lived experience, or if they are the personal and private affairs of others,
commenting on another person or issue that has disengage and if you can't turn the topic of the
nothing to do with you and doesn't directly affect conversation, it's best to walk away or explain that
you. you're not interested in hearing that type of

gossip.
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What additional skills can you share to increase
your authenticity when communicating?

A B

C D
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EMPATHY I /A

Empathy is the ability to understand and share the feelings of another
person. It involves seeing things from someone else’s perspective and
experiencing emotions that mirror theirs. This capacity for empathy is

foundational to human relationships, contributing to compassion,
understanding, and connection between individuals.
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Components of Empathy

_B__

Cognitive Empathy

Emotional Empathy Compassionate Empathy

The ability to understand another
person’s perspective or mental
state. It’s the intellectual
identification of the emotions or
thoughts of others. Cognitive
empathy helps in negotiations,
management, and in any situation
where understanding another's
viewpoint is beneficial.

This involves sharing the feelings

of another person, often reflected

in emotional contagion, where one
person’s feelings lead to similar
emotions in others. This type of

empathy can foster strong bonds

and help in supportive
relationships, such as friendships
and familial connections.

Also known as empathic concern,
this goes a few steps beyond
simply understanding others and
sharing their feelings; it includes
being emotionally moved to
actually helping when needed. It’s
about having concern for
another’s well-being and a desire
to improve their situation.
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Importance of Empathy

A Social Connections: Empathy encourages B
healthier interactions and can be a bridge to
resolving conflicts. It promotes deeper bonds
and a sense of community.

C Moral and Ethical Behavior: Empathy is linked D
to moral reasoning and ethical behavior, guiding
individuals in making decisions that consider the
wellbeing of others.
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Emotional Regulation: It helps in regulating
one’s own emotions and aids building an
understanding of interpersonal dynamics
more deeply.

Leadership and Management: Empathetic
leaders can better understand the needs and
motivations of their employees, leading to a
more engaged and productive workplace.




N8 EMPATHY W

Developing Empathy

A Active Listening: Paying close attention to what B Reading Fiction + Diverse Experiences:
others are saying without planning your Literature + social interactions can expose

response while they are speaking allows you to you to different perspectives + emotional

better understand their perspective. experiences, helping to cultivate empathy.
C Curiosity about Others: Asking questions and D Vulnerability: Being open about your own

showing an interest in the lives of others can feelings helps others feel safe to share theirs,

enhance your empathetic understanding. fostering a more empathetic environment.
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Setting Boundaries..

Meaningful conversations requires vulnerability and empathy, so we can
connect and related to each other, however, we need to ensure that we
are aware of the conversation space in order to not be exposed to
excessive amounts of emotions from another.
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Setting Boundaries As The Speaker

Vomiting Emotions Avoiding Rabbit Holes
Be mindful of your emotional state and the where Going down a “Rabbit Hole” is a metaphor for
you are sharing from during the conversation. being sucked into a topic, then chasing the
Refrain from oversharing details of your emotional emotions that surface which causes us to go

experiences as this can overwhelm the listener. deeper and repeat this cycle.
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EMPATHY Etoiecion W/

Setting Boundaries As The Listener

Vomiting Emotions Avoiding Rabbit Holes
If the speaker is oversharing details of their If you find the speaker is hyper focused on a topic
emotional moments and you are feeling and falling deep into an emotional state, ask a
overwhelmed, get their attention, pause and then question to break the cycle and redirect the

ask a question to redirect the conversation back. conversation back.
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What else can you do to increase your capacity
to hold space for another human being?

A B




EMPATHY I /A

Empathy is not just a passive process but an active skill that can be
developed and enhanced through mindfulness, self-reflection, and
practice. As a tool for navigating social complexities and enhancing
personal relationships, empathy plays a crucial role in the overall
emotional health and societal functioning.
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CONVERSATION &t W
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Creating impactful and meaningful conversations quickly isn't just about
exchanging information; it requires a thoughtful approach that combines
acknowledgment, openness, and curiosity. These elements are essential
for building rapport and trust, which are the foundations of any deep and
engaging dialogue.
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CONVERSATION &t W

Crafting Meaningful Conversations

_B__

Acknowledgment Openness Curiosity
Involves recognizing and Means being receptive to new Drives the conversation deeper by
appreciating the other person’s ideas and different perspectives,  encouraging a genuine interest in
contributions, making them feel showing a willingness to explore learning more about the other
valued and understood. topics without prejudice. person’s thoughts and feelings.

These elements create a dynamic and supportive environment that
facilitates true connection.
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How to Start a Conversation.

JUST SAY HI.




YYN CONVERSATION s W

A Express Genuine Interest B

Lean forward towards the person (your body
language), maintain eye contact (confidence)
but don’t stare, and be naturally curious to
learn more about the person.

C Offer A Suggestion D

Express your desire to help by offering a
suggestion to what the speaker has shared
with you. Show that you are actively listening
and supporting them in the conversation.

winstonyeung.com/cc

A Conversation in Four Steps

Encourage Further Sharing

Encourage them to open up more if they feel
comfortable. Suggestions like, "If you’d like to
share more, I’'m here to listen,” show your
engagement and deepen the conversation.

Express Genuine Gratitude

Start by sincerely thanking them for their
openness. A heartfelt "Thank you for sharing
that with me" effectively shows appreciation
for their willingness to be vulnerable,
enhancing trust and making them feel valued.




YYN CONVERSATION s W

A Engaging Body Language B

Open and welcoming body language is an
invitation to the other person. Position your
body to face the speaker, be relaxed and
unfold your arms. During intimate moments in
a conversation lean in slightly.

C Create a 70/30 Balance D

Learn more about the other person by
focusing 70% of the conversation on them.
Encourage this, by asking inquisitive questions
that moves the conversation forward.
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Step 01: Express Genuine Interest

Eye Contact and Facial Expressions

Maintain eye contact to show that you are
attentive and focused on the speaker. Sharing
facial expressions, such as a smile or smirk,
show the speaker you are absorbing what is
being said.

Encourage Further Expression

Prompt deeper discussion by asking open
ended questions. Inquiries that invite an
opinion or feedback. This invites emotional
exploration and strengthens connection.




YYN CONVERSATION s W

A Invite More Details B

Encourage the speaker to delve deeper into
their experience with open-ended questions
such as, "Can you tell me more about what
happened?”. This shows your keen interest in
understanding them fully.

C Provide a Safe Space D

Your body language, eye contact and
willingness to listen creates a ‘safe space’.
An environment where the conversation is
driven by curiosity, allowing the other person
to be vulnerable.
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Step 02: Encourage Further Sharing

Reflect and Summarize

Ensure you’re on the same page by giving the
speaker a chance to add details. Summarize
the conversation to confirm your
understanding, with statements like, "So, you
felt ___ because | correct?”

Acknowledge, Relate, Return

This flow will keep the conversation interesting.
Being able to relate to the speaker is the most
powerful way to demonstrate empathy.
Returning the conversation, helps maintain the
70/30 balance.




YYN CONVERSATION s W

Step 03: If the Conversation
A Ask Permission First B

Respect the other person’s boundaries and
empower them by asking for permission; for
example "Are you open to some feedback?”
allows them to choose instead of being forced
to receive what you want to share..

C Affirm Their Strengths D

Remind them of their strengths and past
successes to boost confidence. Saying,
"You've handled similar challenges before; I
believe in your ability to get through this too,”
helps them feel more capable of managing
their current situation.

winstonyeung.com/cc

Permits

Offer Specific Assistance

Offer precise help tailored to their needs; for
example, if someone is overwhelmed, propose,
"Would it help if I handled [specific task] for
you?" This approach makes your support more
practical and likely to be accepted.

Reassure Your Availability

Communicate to the speaker that your support
is ongoing, not just a one-time offer. Reassure
them with phrases like, "I’m here for you
whenever you need to talk or require
assistance,” ensuring a continual safety net for
future support.




YYN CONVERSATION s W

A Articulate Appreciation B

Start by specifically thanking them for what
they shared, like, "Thank you for trusting me
with your feelings about [specific issue].” This
highlights your attentiveness and strengthens
the personal connection.

C Reinforce the Value of Their Share D

Comment on the positive impact of their
openness, "Your sharing enhances my
understanding, and I greatly value that.” This
underscores the importance of their
conftribution.
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Step 04: Express Genuine Gratitude

Recognize the Courage

Acknowledge their bravery in being open with,
"I know it’s not easy to discuss such things,
and I really value your openness.” This
validates their effort and fortifies trust.

Offer Reciprocal Openness

Respond with similar vulnerability if
appropriate, like, "Your willingness to share
encourages me to open up too."” This
reciprocity can deepen mutual trust and
facilitate more meaningful conversations.




CONVERSATION &t W

Effective Disagreement: A Concise Strategy

Navigating disagreements can be an opportunity to expand understanding and perspectives. Here’s a
streamlined three-point strategy for constructive engagement during disagreements:

_B__

Ask Questions Acknowledge Valid Points Share Your Perspective
Show openness by inviting more Recognize strengths in their Introduce your views as an
information, "I hadn’t considered  arguments to keep the discussion additive to the conversation,
that; tell me more.” Follow with respectful and positive, for "From my experience, I view it

probing questions. example "I see a point in X." differently because...”
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YYN CONVERSATION s W

Setting Boundaries..

When we are having a conversation with someone, what we are
fundamentally exchanging is our time. We have to be mindful of this and
set up boundaries, so everyone is clear of the timeframe and intention,
before the conversation begins.
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CONVERSATION &t W

Setting Boundaries As The Speaker

Time & Duration Intention & Conversation
Before initiating a conversation, set a clear time When starting a conversation, specify the other
frame and adhere to a firm endpoint. This person'’s role by stating your expectations clearly.
approach concentrates the dialogue, respects For instance, you might say, "I need someone to

listen.” This clarity helps establish expectations
and ensures that the conversation fulfills its
purpose.

everyone's time, and facilitates the possibility of
additional discussions later.
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CONVERSATION &t W

Setting Boundaries As The Listener

Time & Duration Intention & Conversation
When asked for a moment to chat, specify how When approached for a conversation, clarify your
much time you can spare and establish a firm role by asking, "Before we begin, do you need me
endpoint. This ensures the conversation remains to just listen?"” or "Would you like feedback after
focused, respects everyone's time, and leaves you share?" This helps you understand exactly

room for future discussions if needed. what is expected of you during the conversation.
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Whal addilional skills can you share b cragl decper and more
meaninggul conversalions ?

A B

C D
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Building deeper connections through language involves more than just
choosing the right words; it’s about communicating in a way that
resonates deeply and creates a lasting bond with others. In this exercise
are three practical ways to adjust your language to foster stronger, more
meaningful connections.
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LANGUAGE ounecron Y/

Use Inclusive Language

Inclusive language promotes diversity and respect for all cultural and social identities. Using language
that includes everyone shows sensitivity and awareness of various backgrounds and perspectives.

Avoid Making Assumptions Be Mindful of Cultural Sensitivity

Be Mindful of Cultural Sensitivity: Use culturally
aware language, avoiding stereotypes or offensive
expressions. Learn about diverse cultures and the

implications of your words. Respecting diversity

enhances communication and minimizes
misunderstandings.

Don’t make assumptions about people’s gender,
relationships, or backgrounds. For example, use
gender-neutral terms like “partner” instead of
assuming marital status or sexual orientation with
terms like "husband" or "wife."”
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LANGUAGE Ebtiecion W/

Employ Empathetic Language

Empathetic language validates others’ feelings, essential for deepening relationships by showing
understanding and building trust, which fosters stronger connections.

Reflect Emotions Validate Feelings

Mirror emotions when responding, e.g., “It sounds Use phrases that affirm their emotions, like “It’s
like you’re overwhelmed by this.” completely understandable to feel that way.”
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Practice Effective Listening

Effective listening involves full engagement with the speaker, understanding their message, and
responding thoughtfully, which is at the heart of reciprocal communication.

Paraphrase and Summarize Ask Open-Ended Questions
To show that you are listening and truly grasping Encourage a deeper conversation by asking
the essence of their words, paraphrase their questions that require more than yes or no
statements and summarize key points. This not answers. Questions like, “What happened next?” or
only shows you are engaged but also helps clarify “How did that make you feel?” prompt further

the communication. discussion and show your interest in their story.
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What words and gestures do you pay attention
to when having a deeper conversation with
another person?

A B

C D
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Setting Boundaries..

Words have power and once spoken they cannot be taken back. Be aware
of judgement, criticism and shame when expressing your thoughts. Take
in a breath before speaking and use this time to reflect on what you want
to say, and if it needs to be expressed.
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Setting Boundaries As The Speaker

Avoiding Big Words Communicating Feelings
The more simple your vocabulary the better you This refers to use of “You” and “I” in conversation.
will be understood. Using common words when Reduce hostility and defensiveness that “You
expressing yourself avoids confusion and language” can provoke by using “I language”

misinterpretation. instead in the conversation.
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Setting Boundaries As The Listener

Avoiding Big Words Don’t be a “Yes!”
If the speaker uses vocabulary you do not Agreeing with everything also means you disagree
understand, ask for clarification or have them with everything. This creates a one-sided dialogue
phrase it in a different way for you. For example: as you’re not adding value to the conversation.
“I am not clear on what you just said. Can you This might make the speaker feel they are being

please phrase it differently for me?” heard, when they are not.
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These adjustments in your language can greatly enhance both personal
and professional relationships, making your interactions more substantive
and impactful. By carefully choosing words that include, empathize, and
engage, you foster stronger communication and deeper connections. This
approach leads to more fulfilling relationships and transforms casual
exchanges into meaningful dialogues, building lasting bonds that benefit
everyone involved.
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Effective communication is pivotal for nurturing healthy relationships,
achieving professional success, and expressing oneself clearly and
confidently. True reciprocity in conversation means not just exchanging
words, but fully engaging in the give and take of listening and responding
thoughtfully.
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Reciprocal Listening is not...

_B__

Speaking Over Others Being Distracted & Not Present Insisting on Being Right
Interrupting or speaking over If you are not fully present in a A need to always be right can turn
someone not only shows a lack of conversation, it signals to the discussions into conflicts. This
respect but also prevents you other person that you do not often shuts down dialogue,
from understanding their full value their words or, by extension, inhibiting exchange of ideas,

message. their thoughts. undervaluing the other person.
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Manage Emotional Responses

Emotions are integral to human experience, but allowing them to overpower your communication can
distort your message and affect its reception.

Respond, Don't React Practice Emotional Regulation
Process your emotions and construct a deliberate Develop techniques like deep breathing or pausing
response rather than reacting impulsively. This before responding to manage your emotions,
careful consideration helps you articulate your especially in tense situations. This helps maintain
thoughts more clearly and strengthens the composure and fosters a constructive

reciprocity in the conversation. conversation.
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Practice Active Listening

Effective listening involves full engagement with the speaker, understanding their message, and
responding thoughtfully, which is at the heart of reciprocal communication.

Focus on the Speaker Reflect and Recap
Give your full attention to the speaker without Periodically summarize or paraphrase what the
distractions. This means putting away electronic speaker has said to confirm your understanding.
devices, making eye contact, and leaning forward This shows that you are paying attention and helps

to indicate a genuine interest. clear up possible miscommunications.
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Let Others Finish Speaking

Respect the speaker’s time and message by listening until they have finished sharing their thoughts.
Avoid interrupting or jumping to conclusions mid-conversation.

Practice Patience Hold Your Response
Allow the speaker to complete their thoughts Even if an immediate answer comes to mind, wait
without interruption. This not only shows respect until the other person has finished speaking and

but also ensures you receive the full message. briefly pause before sharing your thoughts.
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Be Fully Present

Engaging with someone while distracted undermines the conversation, conveying a lack of interest or
respect. Being fully present in the moment reflects that their message is important to you.

Eliminate Distractions Practice Mindfulness
Creating a distraction-free environment shows Being mindful during conversations helps maintain
respect for the speaker and enhances your ability focus and demonstrates your commitment to the
to capture the subtlety and nuances of the interaction. This can lead to deeper understanding

dialogue, leading to a more productive interaction. of the tone and emotions involved.
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Resist Being Right

Focusing on understanding, rather than on being right, fosters an open and productive exchange.
Emphasizing collaboration over winning an argument builds deeper understanding and respect.

Be Open Minded Avoid Conflict & Disconnection
Actively listen to and consider different viewpoints. A need to always be right can turn discussions into
This can expand your understanding and reduce conflicts. This often shuts down dialogue, inhibiting

the urge to dominate the conversation. exchange of ideas, undervaluing the other person.
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Setting Boundaries..

Be aware of your desire to be heard. Everyone wants to speak,
but very few listen. This imbalance is the reason for disconnection
and emotional stress experienced in conversation.
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Setting Boundaries As The Speaker

Poor Etiquette Distractions & Devices
Rambling, self centred language, talking down to Checking your device while speaking signals that
others are all bad for reciprocity. It demonstrates your mind is elsewhere. Turn off your device to
that as a speaker you are unable to hold space for show the other person that you are being present
others partaking in the conversation. for them. Saying “I don’t want anything to distract

us.” will deepen the conversation and relationship.
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Setting Boundaries As The Listener

Poor Etiquette Distractions & Devices
Cutting the other person off, interjecting with your Checking your device while someone is speaking
own story, dismissing body language - are all signs to you is disrespectful, and signals that you do not
of poor etiquette. This adds frustration to the value what they are expressing. Give the speaker

conversation, making it easy to lose focus. the gift of being heard by being fully present.
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What additional skills can you share to cultivate
your reciprocal listening skills?

A B

C D
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By adopting these practices, you enhance your communication to be
clear, respectful, and mutually enriching. This leads to more effective
interactions across personal and professional settings, improving your
connections and self-expression. Embracing reciprocal listening can
transform exchanges into meaningful conversations and deepen your
relationships.
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