CIVE

Tips to being active in
conversation:

BE AN ACTIVE LISTENER

Active listening requires listening to
understand others and not just to respond. It
requires one to keep their attention and
focus on the conversation.
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BE PRESENT

Not all conversations are thrilling, but be
sure to be present. Avoid checking your
phone or letting your mind wander off (what
you need at the grocery store can wait).

PARTICIPATE

Verbal and non-verbal cues can be beneficial
in conversation. Appropriate nods and
acknowledgements go a long way. Also, be
sure to engage and respond appropriately.
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AIWANCED,

Staying balanced in
conversation

KEEP STEADY

Try to maintain an even temper. Be mindful
of your tone and body language, especially if
you disagree or are frustrated.

BE PATIENT

Everyone has their own thoughts and ideas. It
may take some people longer to understand
what you are saying or the message you are

conveying.

BE ACCOMMODATING

Consider other peoples' communication
styles and strengths and adjust to
accommodate them. That may require being
more delicate with wording or being clear
with requests.

Individual communication style varies.
Some people may avoid eye contact
while others don't break eye contact.
Some people may use sign-language to
communicate or a computer.
Regardless of differences in
communication style, it is good to
consider your strengths and capitalize
on them.
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HELLO. MY NAME IS INIGO MONTOYA.
YOU KILLED MY FATHER. PREPARE TO DIE.

INIGO’S GUIDE TO NETWORKING SUCCESS
1. POLITE GREETING
2. NAME

3. RELEVANT PERSONAL LINK
4. MANAGE EXPECTATIONS
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