Active Listening
The essence of the technique is that you listen to what the other person says and then, in your own words, say back to them what it is that you have understood from their communication. It is key that you do this before attempting to add any communication or comment of your own. It is also crucial that the other person has the opportunity to tell you whether you have understood what they were saying correctly.

If in the process of active listening you were to use exactly the same phrases as the other person it sounds as if you are simply parroting what they have said. This does not work because it does not convey your own understanding of what they have said. The key things to do in active listening are

(a) give the person speaking your undivided attention. If interrupted summarise their communication up to the interruption and invite them to resume.

(b) look at the person communicating.

(c) do not interrupt the person

(d) when they have completed a communication, reflect on what you have understood and say it back to them in your own words
For two people having difficulty understanding each other it is best to take it in turns to explain their point of view. So the first person explains their position, this is then spoken back by the second person and clarified if necessary.  Then the second person communicates their point of view, without referring to the first communication. Then the second person’s communication is verified by the first person saying what they have understood. If necessary this understanding can be clarified. 

A good way to achieve this alternation is to have a time limit on each communication. Two minutes is about right. If you go on for much longer than this then it gets hard for the listener to remember enough to summarise their understanding correctly.

