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Course Overview  
 

There’s a world of difference between hearing and listening. Active listening doesn’t come naturally, which is why this 
training course is ideal for all employees within an organization. When employees actively listen, they pay full attention, 
listen between the lines, notice nonverbal communication and ask the right questions. What participants will learn during 
this training will transform their personal and professional interactions—whether one-on-one or in meetings—and lead to 
more rewarding and meaningful communication with everyone in their life. 
 

Course Content 
 

1. Fundamentals of active listening 
• Defining a good listener 
• Assessment of personal listening skills 
• Uncovering the qualities that make someone a good listener 
• Discovering personal communication skill sets 
• Understanding the 4 steps to active listening 
• Identifying the actions that encourage active listening 

 
2. Interactive listening and nonverbal communication 

• What interactive listening is and why it’s an important communication skill set 
• 6 keys to effective listening 
• What prevents employees from being good active listeners 
• How to listen between the lines to really hear the speaker’s message 
• 10 effective communication hints to improve communication skills 
• Why it’s important to be aware of nonverbal communication 

 
3. Asking the right questions 

• How to get the information needed, more quickly 
• Understanding the 3 primary purposes of questions 
• Important considerations to keep in mind when asking questions 
• Uncovering the 3 types of questions 
• How to know which type of question to ask 
• Putting it all together—the 4 keys to being an effective listener 
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Course Outcomes 
 

In Active Listening, participants will learn... 
 

• How to define a good listener 
• Assessment of personal listening skills 
• 6 keys to effective listening 
• What prevents employees from being good active listeners? 
• The importance of nonverbal communication 
• How to ask the right questions 

 
 

Other Details:  
 

• Payment to be made within 15 days from the date of the invoice. 
• All payments must be made by cheque/online transfer etc., drawn in favour of Sieger Training Consultants Pvt. Ltd. Sieger will charge on INR basis only. 
• Overseas clients will have to take care of all the training materials directly as briefed by Sieger Training. However, Sieger can procure some (which can be 

transited) not all, on behalf of the client but any additional charges for custom clearance has to be taken care by client only.  
• Facilitators Travel & Food have to be taken care by the client  
• Clients will have to arrange LCD, Speakers, Mike on their own. 
• Cancellation of confirmed programmes shall be intimated one week in advance else 50% of the total charges shall be applicable. 
• Client will recognize the intellectual property rights of Sieger Training and such materials are not to be copied without prior written approval of Sieger Training. 
• Take all responsible steps to hold all Sieger Training copyrighted materials confidential to Client. 
• Guarantee that no training will be conducted using Sieger Training concepts or material is carried out for employees of Client and Client shall not use Sieger 

Trainer’s without the knowledge of Sieger Training Consultants (P) Limited. 
• Ensure that any materials of Sieger Training supplied to internal employee(s) are retained by Client and or returned to Sieger Training in the event that the 

employee(s) ceases to be employed by the company; 
• Ensure that no substantive modification of course design or content occurs without the prior written permission of Sieger Training, which shall not be withheld 

unreasonably; 
• Treat this agreement as confidential and not divulge its contents to third parties; 
• Inform Sieger Training of any internal procedures for the payment of invoices.  
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