3 CRUCIAL CONVERSATION TOOLS

3 CRUCIAL CONVERSATION TOOLS

A practical guide to
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and people skills
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3 CRUCIAL CONVERSATION TOOLS

Everybody communicates, few connect.
Learn to connect though effective conversation is essential to
win at work and succeed in life. These 3 Crucial Conversation
tools will change your interactions from surface chit chat to
relationship building connections.
Relationships are the currency of today. Relationships are your most valuable asset. Who
you know is less important than who they know and how you make them feel.
People’s favorite subject to discuss is themselves.
Stand out from the crowd of poor listeners and connect by being 100% present to the
person talking. When you do this, they will think you are the best conversationalist ever.
Your audience will pay attention.
Your ability to persuade will increase, as you have built trust and credibility.
Your people skills will yield connections and relationship to enhance your life and business.
The key element is to take the focus off of you and put it on them. People want to feel
seen, heard and known, anytime you can do this relationship moves to a deeper level of
connection in both professional and personal relationships.

Tool #1
^ Be Captivated
Have you ever been at an event, talking with someone and they are constantly looking over
your shoulder or beyond you to see who else is in the room?
They aren’t present to you, they are scanning the room to see who else they can talk to or
connect with.
How did it make you feel? My guess is lousy.
You may have felt uncomfortable, annoyed, disappointed, and acutely aware that you
weren’t important enough to them to give you their full attention.
You can be different. You can choose to be captivated by the person you are talking with.
Doing so will make a huge difference.
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Don’t be an “over the shoulder looker” or “room scanner.” Instead, treat the person you are
talking with as if they are the most important and interesting person in the room, because
in that moment they are!
You have no idea the connections, resources anyone has until you get to know them. Take
the time to be 100 % present and engaged with them.

^ How
Pause: Stop thinking about what you want to say in response. Instead, think about what
they are saying, and how they are saying it. Most people listen superficially, simply waiting
for the other person to stop talking so we can share our thoughts and opinions. This hijacks
the conversation and misses a prime opportunity to connect. Proactive listening is being
engaged and interested in them.
Pay attention to their nonverbal cues- body language and tone - then factor what
you observe into understanding their message.
Prioritize this interaction above all distractions: don’t look around the room to
see who else might be there, it is simply disrespectful and communicates a lack
of valuing the other person. Ignore your smartphone, better yet, turn it to vibrate.
After the conversation, you can excuse yourself to check the urgent messages or
approach another person in the room.
Remember back to a teenage crush you had … You were captivated by that person; they
were your sole focus. Bring this laser concentration to your conversations and you will
begin connecting instead of passing time on small talk.
Being captivated with another person, fully present and paying attention communicates
that you value them and this interaction. This will make anyone feel important.

Tool #2
^ Be Confirming
As you listen to the other person, captivated by what they have to say, you will hear their
thoughts, feelings, ideas, and opinions – seek to validate, agree with, or confirm them.
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^ How
Agree: People like to be right, so find a way to agree with them. Instead of sharing your
opinions, thoughts or even correcting them, find something to agree with or validate. Most
of us spend time in a negative world with people telling us how we are wrong, or how to
adjust our thinking, bury our feelings or adapt. You are seeking to connect by validating and
helping them feel heard, another basic human need.
Attend: People like to feel good about themselves. We connect by confirming their
thoughts, and allowing them to remain the center of the conversation. This is a concrete
way to help people feel good about themselves, their ideas and opinions.
Refrain from adding your “Me too!”, or shared experience story, taking the focus off of them.
Confirm their experience, saying, “Of course you felt, thought, reacted that way. It makes
sense you would, given the circumstance, situation…”
Acknowledge: Empathy is a powerful connector, and you don’t need to tell your whole
story to find common ground or show understanding. You can confirm or validate them by
simply saying, “I have been where you are, and I get it.” Remember to keep the focus on
them and bring the conversation back to their favorite subject -themselves- using Tool #3.

Tool #3
^ Be Curious
How many times have you been speaking or sharing and you can just feel the other person
is waiting for you to finish, so they can say their piece, or share their story?
The sad fact is many people ask questions as a way to share their thoughts, feelings,
experiences, or opinions, instead of being interested or curious about others. Be curious by
seek more information about their ideas, feedback, insights and ideas

^ How
Listen: Everyone provides hints to deeper conversation and connections in their
conversations. When you listen proactively, you will observe and hear clues that peak your
curiosity about the other person.
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Learn: Remember people’s favorite subject is themselves, thus asking questions to learn
more about them is a surefire way to make them feel important.
These are not probing or invasive questions, but simply follow up questions that invite them
to extend their storytelling.
You may say:
• “Tell me more about that…”
• “How did you get into this profession, that hobby?”
• “What did you find most enjoyable, successful, rewarding about that?”
• “What are you most looking forward to about this conference, event?”
The key is to ask questions to discover more about them as a person and connect on a
deeper level.
Leverage: Who can you connect them with? What resource can you provide to serve them
based on something you learned about them? It could be an introduction to a colleague,
a follow up email that shares a relevant article, or some insight you have to benefit them.
Being curious will help you know where you can best add value.
Being curious will surprise the people you are talking with, because it will keep the focus on
them – they are the star of the conversation not you.
Invariably, people will leave a conversation where they have done most of the talking and
feel like you are a great conversationalist. Why? They feel good. You made them feel valued
- because you were interested and focused on them - captivated as if they were the most
important person in the room, confirming of their thoughts and feelings, and curious about
them in a way that few people are in our fast paced, digital world.
This kind of interaction is memorable in a world of draining conversations, geared more
towards “What can I get from you?” rather than “What can I give to you?”
Using these three tools will create connections and move you toward building relationships
with people, who will remember you - know, like and trust you – and ultimately enrich your
life and business.
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