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Listening Techniques

Show genuine interest

Let others have a turn

Eliminate the noise

Refrain from interrupting others
Ask clarifying questions
Paraphrase whatyou heard
Maintain eye contact

Avoid jumping to conclusions
Control your filters and emotions

People Management skill

Saying "please" and "thank you".
Using names
notinterrupting while talking.

moftivation, delegation, managing upwards,

follow through, equating authority to
responsibility

("Project Management JUMP START” &Y 5| FH)

”Communication skills and styles”
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