[image: image1.jpg]AN Y \





INTERVIEWING SKILLS:  BODY LANGUAGE
Be Aware of Body Language

Our body language is our mirror into our inner feelings. Body language changes with conflict as levels of stress, fear and confusion are elevated.

People suffering from stress, fear or confusion may find it difficult to express themselves in words, and yet, may clearly express themselves through their own body language.

Part of being a good listener and a sensitive communicator is to learn to read body language.  Once you can do this, you can help others learn how to do the same.

Look around at people in a room. How are people sitting? What gestures do they make?

Ask yourself, how do those postures, expressions and gestures make you feel? What do they say about how other people feel?

NONVERBAL COMMUNICATION (BODY LANGUAGE)

As much as 95% of communication is nonverbal. It’s the oldest, most trusted language in the word. Your words may lie, but your body language, unless you have learned to control it, arises in the subconscious and is generally truthful.  Words can be manipulated; gestures and expressions are harder to control.

Most of us follow what we see rather than what we hear. Nonverbal signals consistently override verbal signals.  If your words conflict with your nonverbal signals, others will believe the message sent by your non-verbals.
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Take a look at your own body language. What messages are you sending?
EYE CONTACT

Look people straight in the eye.  That indicates: “I am a force to be reckoned with.”

Using eye contact shows that you are comfortable with the other person and have confidence in yourself. You also gain valuable information for you can spot signs of approval, doubt or ambivalence.  If you are avoiding eye contact, you are easy to ignore.  Eyes that flit nervously—we call them rabbit eyes—from table to ceiling to shoes to walls communicate discomfort, impatience and lack of confidence.

POSTURE

Stand tall. Posture affects your personality.  Soldiers are authoritative because of their erect, shoulders-back posture.  (The rifle helps, too.) A “kick-me” posture shows lack of self-esteem: timid walk, slumped shoulders, eye downcast.  Face the other person with square shoulders instead of at an oblique angle.  This communicates seriousness of purpose and undivided attention.  Oblique angles invite indecision and postponement.  Think of the tackles and guards on the Dolphin football team.  If they turn sideways toward the opposing team, they will slip by.

EXPRESSION

Use nods, smiles, raising eyebrows, and quiet “uh-huhs” to show you are following what the other person is saying and are deeply interested.  Be animated, enthusiastic, energetic, expressive—alive.  Neutral expressions are interpreted as half-empty rather than half-full; negative rather than positive.
TONE OF VOICE

Do you speak hesitantly? Softly? Mumble? Does your voice put others to sleep?  A strong, confident voice tells others how you feel about yourself.  If you mumble, hesitate, or speak too softly, you are saying, “I’m not important. You don’t have to listen to me.”

DECISIVENESS
Be decisive in actions and in words.  Show that you’re sure of yourself and sure of getting what you want.  You will be confident and therefore credible.  If you hedge your statements, if you’re indecisive, you fade into the background.

HAND GESTURES

Gestures dramatically increase the impact of your communication with others.  The lower these gestures occur (at the waist level when standing; at table level when sitting), the less their energy and influence.  Raise your gestures to the area that includes your face and upper shoulders. Then the other person can look you in the eye while at the same time being influenced by the shaping, interpreting movements of your hands.

MOVEMENT
Create visual paragraphs by physically moving—your position in the chair, your hands on the table—as you pause between one idea and the next.  These visual break signs are opportunities for the other person to comment and question.  In effect, they become participants instead of simply listening to you.

AVOID DISTRACTING MOVEMENTS

Twisting a ring on your finger, drumming a pen on the desk, playing with a ringlet of hair, picking at fingernails, are all part of ballet of distraction.  These body language signals undercut your credibility and professionalism.

POWER OF SILENCE

There is power in the use and placement of meaningful silence.  Let there be silence after you have made a major point.  Give it time to sink in and the same time provide an opportunity for the other person to respond.  Do not weaken your position by tag-on comments or compromising chat. Silence often sets the stage for action.

READING THE BODY LANGUAGE OF OTHERS

You can tell great deal about the feelings and reactions of others—employees, prospects and customers—simply by focusing on their nonverbal communication—their gestures, tone of voice, everything they do in addition to their spoken words.
EYES
Most people have tendency to look you straight in the eyes when telling the truth.  When an uncomfortable question is asked, they tend to avoid eye contact.  Eye gestures are fairly easy to interpret.  Raising one eyebrow shows disbelief.  Raising both eyebrows shows surprise.  If the person looks upward with a fixed expression and blinks rapidly, chances are your proposal or statement is being seriously considered.  

FACIAL EXPRESSION

Sometimes we can read a person’s face like an open book.  But more often, facial expressions are guarded because, like good poker players, no one wants to betray his or her feelings prematurely.  We all know poker faces who are skilled at hiding their true emotions.

HAND GESTURES

Often attitudes and emotions are expressed by what people do with their hands around the face or head.  Tightly clenching hands or wringing hands indicate undue pressure. Casually rubbing the eye with one finger can mean that the other person is not sure about what you are saying.  Boredom is communicated by placing the head in an open palm and dropping the chin while allowing eyelids to droop.

STUBBORN GESTURES

Crossed arms and legs may be a negative sign.  Tightly crossed arms usually signal a defense against an anticipated attack.  Arms that are open and extended toward you indicate openness and acceptance.  People who cross their legs may be disagreeing with what you are saying.  Crossed legs and crossed arms convey an extremely negative attitude toward what you are saying.

HANDSHAKES

Do you know why we shake hands?  It started before the days of the Caesars as a gesture of peace. “See, I don’t have a weapon. Not in my right hand, that is.”  The handshake is a powerful indicator of your confidence level.  An acceptable handshake is firm and strong, but not bone-crunching.  Dry helps, too.  There is something un-American about a clammy handshake.

· Politician handshake - shake hands with both hands, left over right. 

· Minister handshake - shake hands and grip person’s forearm with other hand.

· Macho handshake - shake hands with force … “I have power to cause you pain.”

· Power handshake - shake hands and exert enough force to pull other person slightly off balance; to subliminally gain control.

· Putting hand on shoulder - I need you to serve on a committee.

Warning … Do not use the “pistol” handshake with extended thumb straight up and the stretched-out palm. It resembles a weapon and my convey aggression.
COMMON BODY LANGUAGE SIGNALS
· Tilting head - interested, paying attention

· Leaning forward - paying attention

· Stroking chin or knuckles folded under chin - interested

· Covering mouth with hand - suspicion

· Stroking side of nose - usually a negative sign; may doubt what you are saying

· Steepling hands - supreme confidence; I am an expert

· Touching bridge of nose with eyes closed - concentration

· Rubbing back of neck - hot under the collar or frustration

· Inserting finger under collar - you’re a pain in the neck

· Blinking eyes more rapidly - tension or manipulating the truth

· Unbuttoning buttoned jacket - relaxing, comfortable

· Buttoning jacket or arranging paperwork on desk - meeting is over

BOREDOM GESTURES
· Chin on heel of hand

· Looking at watch

· Drumming fingers, tapping feet

· Clicking ballpoint pen or doodling

· Swinging crossed leg

· Blank, wide-open stare - body is here; mind is in Hawaii

· Fidgeting - sign of boredom, nervousness or impatience

· Yawning - boredom or confusion.  The other person is talking too much or providing to much technical detail.

GLASSES GESTURES
· Looking over the top of glasses - disbelief or disapproval

· Cleaning glasses repeatedly - stalling; need more time

· Putting glasses in mouth - need more nourishment (information)

· Folding and unfolding glasses - boredom

· Taking glasses off abruptly and throwing them on the desk - meeting is over

Body language is more meaningful and easier to interpret when several expressions take place at the same time.  We call these clusters.  For example, the combination of leaning forward, nodding and smiling is a strong indication of agreement and openness.

Try using mirroring techniques.  Make a subtle effort to mirror and match the positive signals of the other person.  If he or she leans forward to make a point, a few moments later, you lean forward slightly in order to hear better.
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