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A proven program for turning effective listening into a powerful business tool
Managers and other employees spend more than 40 percent of their time listening
to other people but often do it so poorly that the result is misunderstood
instructions, misdirected projects, and erroneous actions--millions of dollars
worth of mistakes just because most people don't know how to listen. In this new
edition of her classic guide to the art of effective listening, Madelyn Burley-Allen
shows you how to acquire active, productive listening skills and put them to work
for you--professionally, socially, and personally. With her time-tested techniques,
you'll learn how to:

* Eliminate distractions and improve your concentration on what is being said

* Locate key words, phrases, and ideas while listening

* Cut through your own listening biases

* |nterpret body language clues

* Ask constructive, nonthreatening questions that elicit real information

* Get othersto listen to you

* Master awhole range of listening skills that you can use on the job and in your
personal life

Listening: The Forgotten Skill uses an interactive learning approach with work-
sheets, charts, graphs, and self-tests that help you pace and monitor your own
progress.
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Editorial Review

From the Back Cover

A proven program for turning effective listening into a powerful business tool Managers and other
employees spend more than 40 percent of their time listening to other people but often do it so poorly that
the result is misunderstood instructions, misdirected projects, and erroneous actions—millions of dollars
worth of mistakes just because most people don’t know how to listen. In this new edition of her classic guide
to the art of effective listening, Madelyn Burley-Allen shows you how to acquire active, productive listening
skills and put them to work for you—professionally, socialy, and personally. With her time-tested
techniques, you'll learn how to:

- Eliminate distractions and improve your concentration on what is being said

- Locate key words, phrases, and ideas while listening

- Cut through your own listening biases

- Interpret body language clues

- Ask constructive, nonthreatening questions that elicit real information

- Get othersto listen to you

- Master awhole range of listening skills that you can use on the job and in your personal life

Listening: The Forgotten Skill uses an interactive learning approach with work-sheets, charts, graphs, and
self-tests that help you pace and monitor your own progress.

About the Author

MADELYN BURLEY-ALLEN, the founder and president of Dynamics of Human Behavior, has conducted
over 2,000 seminars on listening and management for organizations around the world. A frequent speaker at
state and national conferences, she has consulted for such companiesas AT& T, DuPont, IBM, and
LeviStrauss. Her work has been covered in numerous magazines and newspapers, including Glamour and
Working Woman, and she has appeared on several national television and radio shows. She is the author of
three books, including Managing Assertively: How to Improve Y our People Skills, also available from
Wiley.

Users Review
From reader reviews:
Méelissa Parra:

Reading a guide tends to be new life stylein this particular era globalization. With looking at you can get a
lot of information that can give you benefit in your life. Using book everyone in this world could share their
idea. Guides can also inspire alot of people. A great deal of author can inspire their very own reader with
their story aswell astheir experience. Not only the storyplot that share in the publications. But also they
write about the ability about something that you need casein point. How to get the good score toefl, or how
to teach your sons or daughters, there are many kinds of book that exist now. The authors nowadays always
try to improve their skill in writing, they also doing some research before they write to their book. One of
them isthis Listening: The Forgotten Skill: A Self-Teaching Guide.



Joshua Smith:

Don't be worry should you be afraid that this book will certainly filled the space in your house, you may
haveit in e-book method, more simple and reachable. This particular Listening: The Forgotten Skill: A Self-
Teaching Guide can give you alot of pals because by you taking alook at this one book you have thing that
they don't and make you actually more like an interesting person. This kind of book can be one of a step for
you to get success. This e-book offer you information that maybe your friend doesn't understand, by knowing
more than different make you to be great people. So , why hesitate? We should have Listening: The
Forgotten Skill: A Self-Teaching Guide.

Kelli Smith:

A lot of publication has printed but it is unique. Y ou can get it by web on social media. Y ou can choose the
top book for you, science, comic, novel, or whatever simply by searching from it. It is called of book
Listening: The Forgotten Skill: A Self-Teaching Guide. Y ou can add your knowledge by it. Without leaving
behind the printed book, it might add your knowledge and make anyone happier to read. It is most significant
that, you must aware about e-book. It can bring you from one destination to other place.

Maria Swensen:

What is your hobby? Have you heard in which question when you got students? We believe that that issue
was given by teacher on their students. Many kinds of hobby, All people has different hobby. And also you
know that little person similar to reading or as looking at become their hobby. Y ou need to know that reading
isvery important and also book as to be the point. Book isimportant thing to add you knowledge, except
your personal teacher or lecturer. Y ou get good news or update in relation to something by book. A
substantial number of sorts of books that can you decide to try be your object. One of them is actually
Listening: The Forgotten Skill: A Self-Teaching Guide.
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