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Sample
from

Leading By Communicating

This sample session is taken from the Learner’s Guide, which every learnergs required to obtain.
The Instructor’s Guide has the exact same content but also includes Pow, int Slides, Exams,

Leader’s Notes and Instructor Tips for teaching each session.
o

Look For These Unique Design Features In This Session:

Session Outline — Listed on the first page to provide a brief overview.

Objectives — A primary educational objective, plus detailed supporting
objectives for-.each main concept.

Main Diagram — Each module has a main diagram to provide a “You Are
Here” visual for the learner.

Diagrams & Boxes  — Many diagrams and visuals to enhance and support
the teaching concepts.

Bolded Key Points  — The key points are bolded in a concise way for the
Instructor and Learner to easily grasp the essential concepts.

Outline Format —All sessions use an easy-to-follow outline format to make
the lesson easy to teach and easy to learn.

Point to Ponder — Summary or climactic thoughts placed in a shaded oval area
to provide emphasis or interaction.

Group Application  — Every session has a Group Application at the end for small
group activity, interaction, and assessment.

Discussion Questions — Further questions for discussion and reflection.

Appendices — Added material to study the topic further or provide
assessments and resource tools.
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Leading By Communicating

Contains Seven Sessions

Teaching Sessions

Session 1: Communicating Requires Connecting ..........%

@n 2: CommunicatingOne —t0 —0One S Mh.....ccovven...

Session 3: Communicating One 40— Few $..... % .. 3-1

Session 4: Communicatin aANY . 4-1
Session 5: Communicating elling .................. 5-1
Session 6: Com i (11! T 6-1

Session 7. g£ommunica echniques................... 7-1

There are seven sessions in the Leading by Communicating module. The circled session
shown above is printed in this book to provide a sample for you.
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SESSION OUTLINE

A. The Power of One-to-One Communication.
1. One person’s influence can be very significant.
2. Jesus modeled life-changing one-to-one communication.

B. Principles for Great One-to-One Communication.
Esteem and value others.

Be genuine and sincere.

Be an encourager to people.

Find common ground.

Be fully engaged.

Be an active listener.

Respect people’s time.

Guard against distractions.

Use wise verbal skills.

§2 9 = @ Ol 59 ) [=

Practice Active Listening in One-to-One Communication.
1. Identify the “feeling content” that you hear expressed.

2. Identify the “thought content’ that you hear expressed.

3. Tentatively summarize what you hear and echo it back to them.

4. Ask empowering questions for thought and clarity.

Protect Key Boundaries in One-to-One Communication.
1. Maintain confidentiality of what you discuss.

2. Do not be presumptuous about your relationship.

3. Do not use inappropriate language, conversation, or behavior.

4. Guard against improper male/female interaction.

‘

Do not duplicate these materials. It is a violation of the law and Christian ethics.
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SESSION OBJECTIVES

Primary Objective:
To better understand the principles and practices of one-to-one

communication so that ministry leaders will be able to have more personal
influence and teach others to do the same.

Supporting Objectives:

A. Participants will be able to describe two reasons why there is power in
one-to-one communication.

B. Participants will be able to describe nine principles for great one-to-one
communication.

C. Participants will be able to explain four steps when practicing active
listening during one-to-one communication.

D. Participants will be able to identify four boundary areas to protect in
one-to-one communication.
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Communicating on Three Levels

One-to-Many
2222222212

One-to-One

“A wise man’s heart guides his mouth, and hi j jon. Pleasant words are as

A perverse man stirs up dissension, and a
gossip separates close friends. A viol neighbor and leads him down a path that is
not good (Prov. 16: 23,24, and 16:28,

e We all remember individuals wh ignificaptiole in shaping our life values, goals,

sed one-to-one communication to touch lives.
e We should follow Jesus’ example by prioritizing one-t0-one communication to impact others.
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B. Principles for Great One-to-One Communication.

1. Esteem and value others.
“Each of you should look not only to your own interests, but also the interests of others (Phil. 2:4).”

Show that you care about the other person.
Put their needs first.

Do not dominate the conversation. Allow them to share equally.
Invite their input. Ask for their opinion.

2. Begenuine and sincere.

“My words come from an upright heart, my lips sincerely speak what |

e People want real relationships and trustworthy one-to-one com
if that is not happening.

e Always be genuine in your communication. Do
impress people.

e Be sincere in what you say. Do not give

e Be open and appropriately transparen

3. Be an encourager to people.
“Do not let any unwholesome talk ¢
up according to their needs, that it m

Be an encourager to others. Yo

but only what is helpful for building others
isten (Eph. 4:29).”

4. Find comma
“Do two walk 1 greed to do so? (Amos 3:3).”

. ) terests between you.
o i : ich you have agreement.

Point to Ponder

Thel01% principle: Find the 1% you agree on, then spend 101%
of your energy on that!
Dr. John Maxwell
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5. Be fully engaged.

“Listen, my sons, to a father’s instruction;, pay attention and gain understanding (Prov. 4:1)."
Pay full attention to the other person.

Make eye contact as they speak to you.

Your body posture should face them and reflect attention.
Acknowledge and affirm their comments periodically.

Put away all electronic devices or do not let them distract your con

6. Bean active listener.
“My dear brothers, take note of this: Everyone should be quick to lis

e Ask probing open ended questions and then be quiet and let t n respond fully.
Just listen.

e Echo back your understanding of what they communicated.

e Try to speak less than the other person.

e Clarify what they meant and did not mean in their

7. Respect people’s time.

“Simply let your ‘yes’ be ‘yes’ and your
Be available and make time for othe
Keep your appointments. Do
Be on time for your appointm
Clarify time available to meet o
Be sensitive to the g

Point to Ponder

Voted in the top 10 Hollywood movie lines of all time:
“What we have here ...1s a failure to communicate!”
Straw Boss, Head of Prison Chain Gang

from the movie Cool Hand Luke
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8. Guard against distractions.
“But Martha was distracted by all the preparations that had to be made... (Luke 10:40).”
Choose a proper location to meet.
Do not take phone calls. Turn off mobile phones.
Limit other conversations.
Stay focuesd on the conversation you are having.

9. Use wise verbal skills.
“A wise man’s heart guides his mouth, and his lips promote instruction

Speak honestly and clearly, get to the point.
Speak simply and concisely. Make it easy to understand.
Speak with a gentle tone of voice.

Use proper volume that is easily heard.
Building Great One-to-One Communication

. 16:23).

Great One-to-One
Communication

Guard Against Use Wise
Distractions Verbal Skills

Be Fully Be an Active Respect
Engaged Listener People’s Time

Esteem & Value Be Genuine & Be an Find Common
Others Sincere Encourager Ground

-~ The bottom layer of four principles focus on relationships.

- The middle layer of three principles focus on treating the other
person with respect.

- Thehigher level of two principles focus on your practical skills.

= The top represents the peak when you put them all together.
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C. Practice Active Listening in One-to-One Communication.
“Let the wise listen and add to their learning, and let the discerning get guidance (Prov. 1:5).”

1. Identify the “feeling content” that you hear expressed.

e Feeling content uses words that fall into seven basic emotional states: mad, sad, glad,
afraid, confused, ashamed, and alone.

e ldentifying the feeling content helps you understand the underlyi

behind the statement.

otional need

2. Identify the “thought content” that you hear expressed.
e Thought content is usually expressed as being analytical, critica

¢ Identifying the thought content helps you understand what is factua

is thinking.

3. Tentatively summarize what you hear and g

understanding.
e By tentatively summarizing, y
really care.

4. Ask empowering qu
e Ask open-ended que
Ask questions to gain ¢

n matters.
d when. Ask for explanations to clarify

YES Or N0 answer.

Point to Ponder

Reflective listening is not just a learned skill; it is listening with the
heart. This requires a sensitivity to effectively listen and an intuitive
ability to understand.?
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D. Protect Key Boundaries in One-to-One Communication.

In one-to-one communication, it is good to form open and trusting relationships. However, it is
also healthy to protect key relational boundaries.

1. Maintain confidentiality of what you discuss.
“A gossip betrays a confidence, but a trustworthy man keeps a secret (Prov. 11:13).”

e After someone is transparent and opens up their heart to you, make you do not share
what was said with others.
e If you betray confidence, you produce a lack of trust that is v

2. Do not be presumptuous about your relationship.

“Nevertheless, on their presumption they went up toward the high hill co i Ses nor

e Do not presume to be more intimate friends tha i . It takes
time to be close.
e Do not ask for undue privileges or favors si

“Nor should there be obscenity, foolish talk joki i f place (Eph. 5:3).”
e Do not cross boundary lines with,i
e Do not pry too deep into a per ivate hen they are not comfortable with the

discussion.

era .
sexual immorality, or of any kind of impurity, or of
eople (Eph. 5:3).”
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Group Application

Assess yourself regarding the nine principles for good one-to-one communication. Rate
yourself from 1 (low) to 10 (high) for each principle, then briefly describe why each is a
strength or weakness.

Principle Rating
Why a strength/ weakness

1. Esteem and value others —
2. Encourager to people —
3. Be fully engaged -
4. Guard against distractions -
5. Find common ground -
6. Be genuine and sincere -
7. Be an active listener —
8. Use wise verbal skills —
9. Respect people’s time —
A\ WV .. W

Discussion Questions for Session 2

1. »What is your personal experience with being influenced by an individual or being the
influencer of another individual? Was the influence good or bad? Please describe.

2. Discuss.your previous understanding of “reflective listening.” Have you practiced it
or seen others do it? What is your experience? How will you apply it now?

3. Have you had your boundaries violated? Have you ever been guilty of violating other
people’s boundaries? What can you learn from these experiences?
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APPENDIX 2A

Cultivating a Common Ground Mindset When Communicating One-to-One!

While everyone does not start out with the same ability to find common ground when communicating,
everyone can choose to cultivate a common ground mindset that will help them connect with others in
one-to-one conversations. Adopt the following mindsets and you will grow in your ability to find
common ground with others:

1. Availability — “I Will Choose to Spend Time With Others.”
e Common ground must be discovered, and that takes time.
e Taking time with others requires intentionality.

2. Listening -- “I Will Listen My Way to Common Ground.”

¢ Finding common ground requires us to pay attention

e Anytime you are willing to listen to others and figure
needs, you’ve found a way to reach common grous

fills their

how much we can learn and ho

4. Thoughtfulness — “I Will Think of Ways to Thank Them.”
e Think about the need

fthey don’t, they won’t.
o like them. When others know you care, they’ll listen.

of Myself Less So I Can Think of Others More.”
people, don’t talk about your successes, talk about your failures.
Rick Warren states, “Humility comes from admitting our weaknesses, being

— “I Will Move From My World to Theirs.”
e To move others, we must be willing to move ourselves to where they are.
e We must adapt to others and try to see things from their point of view.

! Adapted from Everyone Communicates, Few Connect by John C. Maxwell.
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APPENDIX 2B

Making Communication Real Through Fierce Conversations?

What is a “fierce conversation?” In it’s simplest form, a fierce conversation is one in which we come out from
behind ourselves into the conversation and make it real. If you are a leader, your job is to accomplish the
goals of the organization. How will you do that? In large part, by making every conversation you have as real
as possible. While no single conversation is guaranteed to change the trajectory of reer, a business, a

insight to make every conversation count!

Principle 1: Master the courage to interrogate reality.
e People constantly change and often neglect to share the changes in their liv
¢ \When engaging in conversation, examine and act upon what reality is, not wha to be.

Principle 2: Come out from behind yourself into the conve
e Anunreal conversation is expensive and misleading

conversation you will ever have with th
e Participate as if it matters. It does.

e Obeying your insti
VOi ers. If

e is neither a struggle for approval nor an attempt to persuade. There is instead
vhich you pay attention to your instincts while inviting others to do the same.

trivial comment. Everything you say matters.
say may devastate someone who looked to you for guidance and approval.

Principle 7: Let silence do the heavy lifting.

o A whole lot of talking can make a conversation become empty of meaning.

o Memorable conversations include breathing space.

e Slowing down a conversation allows insight to occur in the space between words, therefore allowing a
discovery of what the conversation really wants and needs to be about.

2 Adapted from Fierce conversations: Achieving Success at Work & In life,One Conversation at a Time by Susan Scott.
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APPENDIX 2C (Cont’d)

Most Common Mistakes When Communicating One-to-One?®

1. Doing most of the talking.
e Don’t do most of the talking! It is that simple.
e If it gets really quiet, then take a deep breath and wait.
e Aslong as you’re talking, you’re not learning anything you didn’t kno

2. Taking the problem away from someone.
e If someone asks for your opinion, say, ”I’ll share my thoughts wi
conversation, but right now, let’s keep exploring yours.”

away from them.

3. Not inquiring about feelings.
e Ask how someone is feeling, even if it may

e If you fail to inquire about emotions, you’
conversation.

4. Delivering unclear messages, uncle

e If you have something to add toam
and succinctly.

e |f you have a request, ma

open to interpretation.

5. Canceling the meeting.

7. Running
o onversation with clarity about the next most important step.

e Remember, the conversation hasn’t ended just because the conversation has ended.

8. Assuming your one-to-one skills are effective.
e Evaluate the effectiveness of your conversation(s) by asking for feedback.
e In order to receive candid responses, you must be respectful in handling the feedback.

3 Adapted from Fierce conversations: Achieving Success at Work & In life,One Conversation at a Time by Susan Scott.
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