Communicate with Impact

ENGLISH & BUSINESS COMMUNICATION




The Art & Science of Asking Questions

» Asking Questions = Method(Science) + Skill ( Art )
» What is the difference between asking and questioning ¢

» What makes a question *good” ¢

» Asking =To seek Information ,Permission or help . Tone is neutral
Jpoolite or curious.

®» Questioning = To express doubt ,Challenge, analyze something or
seek clarification.




The Art & Science of Asking Questions

» Frame questions that encourage thinking , learning & meaningful
dialogue

Why questioning matters ?

®» |mproves understanding & communication
» Builds Rapport & trust
®» EFncourages learning & participation

®» | eqds to better problem —solving and decision making




The Art & Science of Asking Questions

Questions : Functions

» Gather Information = Deviate

» Get clarification » |nfrude privacy

» Seek opinion » Put someone down
= Build rapport ®» Embarrass someone
= Show interest » |nterrogate

» Start conversation » Challenge Authority

» Bring focus




The Art & Science of Asking Questions

Question Types (Focus is on the structure , purpose & clarity of questions )
1. Close ended questions

» FElicit yes/No answer

» Flicit one word answer

» Rhetoric questions ( Making a point without expecting an answer )

E.g. Do you think money grows on treese

2. Open ended questions

O Elicit descriptive answer

O Usuadlly formed using “why”, “how” ,"tell me about”
E.g. Why do you think this solution works the best ¢

How did you handle the situation ¢




The Art & Science of Asking Questions

3. Leading Questions

» The answer is suggested in the question

» Flicit desired response

» |nfluence thought process

E.g. Don't you think this approach is better 2(may limit honest response)

4. Hypothetical questions
Explore possibilities
E.g. what if Al overtfakes humankind ¢

5. Reflective Questions
a Introspection (self awareness )
E.g. What did you learn from that experience ¢

6. Probing/ Analyfical/Solution focused Questions
E.g. What made you think that way¢
What can we do befter next time ¢



The Art & Science of Asking Questions

The Art (Skill)

Use the right tone : Friendly ,curious ,non Judgmental

Create psychological safety: People answer better when they feel
respected and not judged

Be an active listener: Show interest in the answer . Use nods ,Paraphrasing
or follow-up questions

Be curious ,not critical

Ask one question at a fime : Keep it clear and focused

E.g. Poor : Why did you fail to meet the deadline ¢

Better : What challenges prevented you from meeting the deadline ¢



The Art & Science of Asking Questions

Scenario :The report was to be submitted to the client on Monday ,but it was
delayed .

Frame :
Closed ended question

Open ended question

Probing/Analytical question
Reflective question

Solution focused question
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