UNIT #3 – EMPLOYABILITY SKILLS
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	Body Language

	Body language that encourages communication:
	Body language that discourages communication:

	
	

	Describe the following active listening skills:

	Active Listening Skill:
	Description:

	Minimize external distractions
	

	Open Mind 

	

	Paraphrasing 

	

	Clarifying

	

	Reflecting Feelings

	

	Describe why the following talking tips are important:

	Talking Tip:
	Description:

	1) Watch your timing.

	

	3) Use “I” messages instead of “You” messages.

	

	4) Keep your cool.


	


Name: 








