
V.2 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 	  1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 	  2 

Contents 
 
Proverbs Character Study                 3 
Famous Character Quotes                9  
101 Servant Evangelism Projects                                                                     10 
Accountability Questions                                                                                             13 
Spiritual Gift Inventory                                                                                            14 
The Art of Listening                                                                                 17 
The Art of Body Language                                                                                 22 
The Art of Asking Questions                                                          26 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 	  3 

Proverbs Character Study 
 

Scripture lays out what a disciple should look like. There are many attributes and skills that he 
must posses. Where should we start when we are trying to make disciples or trying to become a 
better one ourselves? Proverbs gives us a grid of biblical wisdom to follow. The repeating phrase 
throughout the book is “The fear of the Lord” 
  
Fear of the Lord  
The fear of the Lord is the beginning of knowledge. – Proverbs 1:7 
 
The fear of the Lord is to hate evil. – Proverbs 8:13 
 
The fear of the Lord is the beginning of wisdom. – Proverbs 9:10 
 
The fear of the Lord prolongs life. – Proverbs 10:27 
 
In the fear of the Lord there is strong confidence, and his children will have refuge. – Proverbs 
14:26 
 
The fear of the Lord is a fountain of life. That one may avoid the snares of death. – Proverbs 14:27 
 
Better is a little with the fear of the Lord, than a great treasure and turmoil with it. – Proverbs 
15:16 
 
The fear of the Lord is the instruction for wisdom. – Proverbs 15:33 
 
A character that reflects the person of Christ begins with “the fear of the Lord”. A true disciple 
must have a healthy fear of God. In John MacArthur’s Shepherdology, he lays out what a 
churches skeleton should look like. The characteristics he describes are true for the church, 
church member and the disciple. 
 
High View of God 
God is not a servant… “What are we doing alive?” not “Why would God allow that person to 
die?” God is absolutely sovereign in all matters.  
 
Scripture Is Sole Authority 
It is a guidebook for life. God almighty has progressively revealed himself to us. THE authority 
for our lives 
 
Sound Doctrine 
Know the truth. Know your convictions on scripture and stand firm on them. 
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Personal Holiness  
Spend time with the Lord every day. Pursue Him fiercely. 
 
Spiritual Authority 
As the body of Christ (Church), so should the individual bodies in the church. The church 
should possess several distinctive that other organizations do not. So as well, Christians should 
have distinctive characteristics that set them apart from other individuals. A Christian should 
start with a high view of God, realizing that He is not a servant but one that is to be 
worshipped. IF you have a high view of God, THEN you MUST go along with what His Word 
teaches. It must have absolute, ultimate authority over the course of your life. Scripture is what 
comprises sound doctrine, which is knowing the truth about the teachings of scripture. Having 
sound doctrine should ultimately lead us to personal holiness if we allow our doctrine to impact 
us at the root, our heart. The way God brings about personal holiness is through placing people 
in spiritual authority over others. Timothy and Titus had Paul to shepherd over them. Jesus had 
the twelve disciples. Christian history is full of men being under the spiritual authority of 
another wiser believer. God places people in our lives to help us as we develop these qualities. 
 
This list should not be viewed as a list of commands, but rather an external manifestation of 
developed spiritual attitudes. These character attributes are internal heart issues, not merely 
external ones. 
 
 Motivated by grace  

Whoever brings blessing will be enriched, and one who waters will himself be watered. 
Proverbs 11:25 

 
 Someone who expresses bold love   

Hatred stirs up strife, but love covers all offenses. Proverbs 10:12 
 
Better is a dinner of herbs where love is  than a fattened ox and hatred with it. Proverbs 15:17  
 
A friend loves at all times, and a brother is born for adversity.   Proverbs 17:17 

 
 Spirit enabled 

My son, be attentive to my words; incline your ear to my sayings. 
Let them not escape from your sight; keep them within your heart. Proverbs 4:20-21 

 
 Loving of family (spouse, children, parents, siblings) 

Hear, O sons, a father's instruction, and be attentive, that you may gain insight. Proverbs 4:1  
 
My son, keep your father's commandment, and forsake not your mother's teaching. Proverbs 
6:20  
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 Loving of students (even those difficult to love) 
The teaching of the wise is a fountain of life, that one may turn away from the snares of death. 
Proverbs 13:14 

 
 Authentic 

Whoever is steadfast in righteousness will live, but he who pursues evil will die. Proverbs 11:19 
 
 A person of integrity  

Even a child makes himself known by his acts, by whether his conduct is pure and upright. 
Proverbs 20:11 
 
Whoever walks in integrity walks securely, but he who makes his ways crooked will be found 
out. Proverbs 10:9 
 

 A lover of people (even those who cannot/ will not 
love back) 
Whoever oppresses a poor man insults his Maker, but he who is generous to the needy honors 
him. Proverbs 14:31 

 
 A friend  

A friend loves at all times, and a brother is born for adversity. Proverbs 17:17 
 

A man of many companions may come to ruin, but there is a friend who sticks closer than a 
brother. Proverbs 18:24 
 
Faithful are the wounds of a friend; profuse are the kisses of an enemy. Proverbs 27:6 

 
Oil and perfume make the heart glad, and the sweetness of a friend comes from his earnest 
counsel. Do not forsake your friend and your father's friend, and do not go to your brother's 
house in the day of your calamity. Better is a neighbor who is near than a brother who is far 
away. Proverbs 27:9-10 

 
 Faithful 

A faithful man will abound with blessings, but whoever hastens to be rich will not go 
unpunished. Proverbs 28:20 

 
 Teachable   

Let the wise hear and increase in learning, and the one who understands obtain guidance. Let 
the wise hear and increase in learning, and the one who understands obtain guidance.  
Proverbs 1:5,7 
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 Compassionate 
Whoever is righteous has regard for the life of his beast, but the mercy of the wicked is cruel. 
Proverbs 12:10 

 
 Appropriately vulnerable 

By steadfast love and faithfulness iniquity is atoned for, and by the fear of the Lord one turns 
away from evil. Proverbs 16:6 
 

 A worshiper of God 
The fear of the Lord is the beginning of knowledge; fools despise wisdom and instruction. 
Proverbs 1:7 
 

 Dependable  
Bloodthirsty men hate one who is blameless  and seek the life of the upright. Proverbs 29:10 
 

 Tactful 
Gracious words are like a honeycomb, sweetness to the soul and health to the body. Proverbs 
16:24 
 

 Present in relationships and tasks (not pre-occupied) 
Making your ear attentive to wisdom and inclining your heart to understanding; yes, if you call 
out for insight and raise your voice for understanding, if you seek it like silver and search for it 
as for hidden treasures, then you will understand the fear of the Lord and find the knowledge of 
God. Proverbs 2:2-5 

 
 Growing emotionally 

I have counsel and sound wisdom; I have insight; I have strength. Proverbs 8:14 
 

 Spiritually Mature  
The purpose in a man's heart is like deep water, but a man of understanding will draw it out. 
Proverbs 20:5 
 

 Broken in one’s heart over personal sin 
Whoever conceals his transgressions will not prosper, but he who confesses and forsakes them 
will obtain mercy. Proverbs 28:13 

 
 Developing a world-wide vision for ministry 

Rejoicing in his inhabited world and delighting in the children of man. Proverbs 8:31 
 
 A person of prayer  

The Lord is far from the wicked, but he hears the prayer of the righteous. Proverbs 15:29 



 	  7 

 Stable 
Ponder the path of your feet; then all your ways will be sure. Proverbs 4:26 
 

 Consistent 
My son, do not forget my teaching, but let your heart keep my commandments. Proverbs 3:1 
 

 Decisive 
The way of a fool is right in his own eyes, but a wise man listens to advice. Proverbs 12:15 

 
 Reliable  

Whoever goes about slandering reveals secrets,  but he who is trustworthy in spirit keeps a thing 
covered. Proverbs 11:13 
 

 Joyful  
Anxiety in a man's heart weighs him down, but a good word makes him glad. Proverbs 12:25 
 
Deceit is in the heart of those who devise evil, but those who plan peace have joy. Proverbs 
12:20 
 

 Tenacious (a finisher) 
For the righteous falls seven times and rises again, but the wicked stumble in times of calamity. 
Proverbs 24:16 

 
 Well-Mannered  

The tongue of the righteous is choice silver; the heart of the wicked is of little worth. Proverbs 
10:20 

 
 Sacrificial  

The sacrifice of the wicked is an abomination to the Lord, but the prayer of the upright is 
acceptable to him. Proverbs 15:8 
 
To do righteousness and justice is more acceptable to the Lord than sacrifice. Proverbs 21:3 
 

 Forgiving  
Good sense makes one slow to anger, and it is his glory to overlook an offense. Proverbs 19:11 

 
 Enthusiastic 

The hope of the righteous brings joy, but the expectation of the wicked will perish. Proverbs 
10:28 
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 Patient  
Whoever is slow to anger has great understanding,  but he who has a hasty temper exalts folly. 
Proverbs 14:29 
 

 Servant  
Do not slander a servant to his master,  lest he curse you, and you be held guilty. Proverbs 
30:10 
 

 Gentle 
Deceit is in the heart of those who devise evil, but those who plan peace have joy. Proverbs 
12:20 

 
 Steadfast 

Let not steadfast love and faithfulness forsake you;  bind them around your neck; write them on 
the tablet of your heart. Proverbs 3:3 

 
 Good personal appearance 

There are those who are clean in their own eyes but are not washed of their filth. Proverbs 
30:12 

 
 Positive 

A glad heart makes a cheerful face,  but by sorrow of heart the spirit is crushed. Proverbs 15:13 
 

 Clean 
Blows that wound cleanse away evil; strokes make clean the innermost parts. Proverbs 20:30 
 
Who can say, “I have made my heart pure;  I am clean from my sin”? Proverbs 20:9 
 

 Hospitable 
A man who is kind benefits himself, but a cruel man hurts himself. Proverbs 11:17 
 

 Generous with money 
Whoever brings blessing will be enriched, and one who waters will himself be watered. 
Proverbs 11:25 
 

 Humble 
Toward the scorners he is scornful, but to the humble he gives favor. Proverbs 3:34 
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Famous Character Quotes 

 
Nearly all men can stand adversity, but if you want to test a man's character, give him power.  
Abraham Lincoln  
 
A man's character may be learned from the adjectives which he habitually uses in conversation.  
Mark Twain  
 
Surmounting difficulty is the crucible that forms character.  
Tony Robbins  
 
Most people say that is it is the intellect which makes a great scientist. They are wrong: it is 
character.  
Albert Einstein  
 
Character is like a tree and reputation like a shadow. The shadow is what we think of it; the tree is 
the real thing.  
Abraham Lincoln  
 
If you stand straight, do not fear a crooked shadow.  
Chinese Proverb 
 
Ability can take you the top, but it takes character to keep you there.  
Zig Ziglar 
 
Character cannot be developed in ease and quiet. Only through experience of trial and suffering can 
the soul be strengthened, ambition inspired, and success achieved. 
Helen Keller 
 
When the character of a man is not clear to you, look at his friends. 
Japanese Proverb 
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101 Servant Evangelism Projects 
	  

1. Umbrella escorts - escort people to or from a building under your umbrella 
2. Gift wrapping at Christmas 
3. Assist with grocery bags 
4. Help people when they drop their belongings 
5. Offer to buy someone a Bible in a book store 
6. Take doughnuts or bagels to a coffee house 
7. Return grocery carts, not just yours 
8. Give away cokes 
9. Give away hot chocolate, coffee, or cappuccinos 
10. Give away popcorn 
11. Give away popsicles 
12. Give away peanuts 
13. Give away sunglasses or visors 
14. Give away rain ponchos 
15. Give away water 
16. Give away seat cushions 
17. Give away $5 or $10 gift cards for local shops and stores 
18. Give away time change reminder flyers 
19. Give away Easter baskets  
20. Give away Gatorade 
21. Give away school supplies at a public school or college 
22. Give away free copies 
23. Give away carnations/flowers 
24. Give away potted plants or seed packets  
25. Give away Sunday morning papers with coffee  
26. Give away frisbees at the park 
27. Offer to bring team snacks 
28. Loan lawn chairs 
29. Loan blankets 
30. Check and fill oil in an automobile 
31. Change oil in an automobile 
32. Fill water fluid in an automobile 
33. Check tire pressure in an automobile 
34. Wash windshields of an automobile 
35. Free car wash 
36. Vacuum interiors of an automobile 
37. Scrape car windshields on cold mornings 
38. Give away fragrance cards for automobiles 
39. Feed parking meters 
40. Business window washing 
41. Clean bathrooms in public areas 
42. Shoe shine station 
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43. Bring breakfast to a weekly meeting 
44. Hand out free cookies 
45. Doggie cleanup in a public place 
46. Helium balloons for kids at parks or malls 
47. Polaroid picture giveaway 
48. Trash pickup alongside roadways 
49. Paint over graffiti 
50. Popsicle giveaway 
51. Grilling hot dogs for a free picnic 
52. Clean a dorm room 
53. Host a study breakfast for students 
54. Rake leaves for a neighbor 
55. Mow lawns in the neighborhood 
56. Do yard work for neighbors 
57. Get prayer requests from neighbors and then follow up on them 
58. Clean screens on neighborhood homes 
59. Host a movie night for young families 
60. Clean gutters on neighborhood homes 
61. Help with holiday decorations on neighborhood homes 
62. Sweep sidewalks 
63. Return empty trash/recycle bins from the curbs to doors 
64. Do interior cleaning projects on neighborhood homes 
65. Do minor home repairs 
66. Paint house numbers on the curbs 
67. Host a neighborhood dinner 
68. Clean pet wastes from people’s yards 
69. Replace light bulbs in homes 
70. Trim trees 
71. Replace smoke detector batteries 
72. Change filters on home air and heating systems 
73. Deliver meals/food to shut-ins 
74. Provide bird feeders and seed to retirement centers 
75. Collect trees after Christmas for disposal 
76. Provide free bait at local fishing spots 
77. Pay for a washer or dryer at a laundromat 
78. Help people move in 
79. Order pizza on moving day 
80. Conduct a lawn mower tune-up clinic 
81. Pay for the person behind you in a drive-through 
82. Drive an extra carpool day for a non-Christian mom 
83. Take breakfast to the surgery waiting room 
84. Carry a granola bar and some water to hand to homeless people 
85. Provide fans in the summer to a recreation center or shut-ins 
86. Spray for weeds on sidewalks and driveways in the neighborhood 
87. Go door-to-door collecting food for a food pantry 
88. Have a community barbeque 
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89. Put on a neighborhood “Play Day” in a local park 
90. Host a neighborhood gift-wrapping party at Christmas time 
91. Organize a carpool to the local school from our neighborhood 
92. Hold a neighborhood VBS 
93. Host an ice-cream social in the neighborhood  
94. Do a neighborhood garage sale and use the proceeds to help a local family  
95. Cook hotdogs one night at the community softball league 
96. Do a used blanket drive for a local homeless shelter 
97. Provide diapers for a young family 
98. Host a neighborhood study on budgeting 
99. Put together a list of easy recipes for local moms and hand them out 
100.  Start a neighborhood walking and running group 
101.  Intentionally visit local seniors periodically and offer to help them where needed 
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Accountability Questions	  
	  
Here is one set of nearly two-dozen questions similar to what John Wesley gave to members 
of his discipleship groups more than 200 years ago. The questions have their origin in the 
spiritual accountability group started by Wesley when he was a student at Oxford — a 
group that detractors called “The Holy Club.” The first list appeared about 1729 or 1730 in 
the preface to Wesley’s second Oxford Diary. Similar questions appeared in his 1733 A 
Collection of Forms of Prayer for Every Day in the Week. As late as 1781, Wesley published a 
list of questions like this in the Arminian Magazine. 
	  

1. Am I consciously or unconsciously creating the impression that I am better than I 
really am? In other words, am I a hypocrite? 

2. Do I confidentially pass on to others what has been said to me in confidence? 
3. Can I be trusted? 
4. Am I a slave to dress, friends, work or habits? 
5. Am I self-conscious, self-pitying, or self-justifying? 
6. Did the Bible live in me today? 
7. Do I give the Bible time to speak to me every day? 
8. Am I enjoying prayer? 
9. When did I last speak to someone else of my faith? [conversation starter questions] 
10. Do I pray about the money I spend? 
11. Do I get to bed on time and get up on time? 
12. Do I disobey God in anything? 
13. Do I insist upon doing something about which my conscience is uneasy? 
14. Am I defeated in any part of my life? 
15. Am I jealous, impure, critical, irritable, touchy or distrustful? 
16. How do I spend my spare time? 
17. Am I proud? 
18. Do I thank God that I am not as other people, especially as the Pharisees who 

despised the publican  
19. Is there anyone whom I fear, dislike, disown, criticize, hold resentment toward or 

disregard? If so, what am I doing about it? 
20. Do I grumble or complain? 
21. Is Christ real to me?
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(Where do I enjoy directing my time and energy?) 
 
Considering the varied perspectives on the gifts listed above, we have chosen to focus on the gifts included 
in this Spiritual Gifts Inventory. Answer the questions on the following pages based on your interest in the 
specified activities. Indicate your answer to each statement on the answer sheet in the appropriate space. 
Assume that you have all the experience and training necessary to accomplish the task. React to your “gut” 
feeling. Answer honestly, not wishfully. Work as quickly as possible. Look only at the first page of the 
answer sheet, checking the appropriate box for each question. When you have completed the inventory, 
turn to the second page of the scoring sheet. Score your inventory by adding your numbers down each of the 
12 columns. Write your total for each gift. 
 

1. Rejoice in God’s provision even while the checkbook is in the red. 
2. Clean someone’s kitchen once a week. 
3. Search the Bible to check the validity of a sermon. 
4. Think of ways to make content “come alive” for students. 
5. Recognize root problems, which are keeping one from growing spiritually. 
6. Help with the emotional pain of the unemployed.  
7. Give use of my car for the youth retreats. 
8. Plead the cause of God to the people of the church and/or the world. 
9. Talk about Jesus to strangers who do not know Him. 
10. Motivate groups toward specific Biblical objectives. 
11. Be responsible for the spiritual lives of Christians. 
12. Organize ideas, tasks, people and time fro the right job opening. 
13. Wait as long as needed for the right job opening. 
14. Run the lights for a drama. 
15. Recognize when people are pretending or wearing masks.  
16. Earnestly desire to explain Biblical principles to others. 
17. Map out a plan of action to help develop spiritual maturity in an individual.  
18. Sympathize with those who are experiencing hurt.  
19. Organize and fund an appreciation dinner. 
20. Correct wrong thinking in a friend. 
21. Confront my friends and relatives to determine where they stand   spiritually. 
22. Help, lead, guide, and direct people in an important church ministry. 
23. Nurture and disciple people. 
24. Plan things where people are involved. 
25. Grow a garden from seed. 
26. Set up the chairs for a church banquet. 
27. Detect deceptive or manipulative persons and teachings. 
28. Through careful study, clarify ideas for learners. 
29. Share a meal with someone while discussing his or her relationship with the Lord. 
30. Work with people who suffer physical, mental, or emotional problems. 
31. Give when confronted with financial needs for God’s Kingdom. 

Spiritual Gifts Inventory 
Name Date 
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32. Speak out on spiritual insights from the Scriptures relating to people. 
33. Be instrumental in leading others to believe in Christ as their Savior. 
34. Lead and direct others toward goals. 
35. Take responsibility and help a Christian being led astray. 
36. Make effective plans to accomplish goals. 
37. Trust God to come through when things seem impossible. 
38. Do dishes after a small group breakfast. 
39. Look beneath the surface and perceive others’ qualities. 
40. Communicate the excitement of an idea in a cross-cultural setting. 
41. Write notes to praise someone’s performance. 
42. Detect the spiritual and emotional atmosphere of a group or individual. 
43. Look for new ways to give financially to the Lord’s work. 
44. Proclaim timely and urgent messages from God’s word. 
45. End conversations about the Gospel with clear closure. 
46. Preside at a meeting to chart a new course. 
47. Guide other believers toward spiritual maturity. 
48. Coordinate the details necessary to meet a deadline. 
49. Trust the safety rope while rock climbing. 
50. Stamp and fill envelopes for the church secretary. 
51. Develop an ability to discriminate between good and evil in today’s world. 
52. Break large concepts into understandable pieces. 
53. Spend some time helping in a counseling ministry. 
54. Come along side of someone who is healing after the loss of a parent. 
55. Maintain a lower standard of living in order to benefit God’s work with your financial support. 
56. Build up, encourage, and comfort Christians by speaking to them of spiritual things. 
57. Share your beliefs in a way that makes them clear and meaningful. 
58. Bear the brunt of criticism for a team’s failure. 
59. Equip people to do ministry. 
60. Delegate important tasks to the right people at the right time. 
61. Believe that God would heal a family member of cancer. 
62. Arrive early Sunday morning to get the coffee going. 
63. Interview someone for ministry placement in the church. 
64. Discover new ideas to share with others. 
65. Help hurting people see God’s answers to life’s problems. 
66. Sense when people are hurting in some way, and feel their pain. 
67. Pay rent for a family whose breadwinner has been laid off. 
68. Speak out on the moral issues of the day such as abortion, teen sex, and racism. 
69. Listen critically and carefully to what someone else believes. 
70. Sense when a group is spinning its wheels, and do something about it. 
71. Work to help a group bond together. 
72. Decide when projects or ministries need to be implemented. 
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Spiritual Gifts Inventory 
Name  Date  

 1  2  3  4  5  6  7  8  9  10  11  12 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It  4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

 13  14  15  16  17  18  19  20  21  22  23  24 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It 4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

 25  26  27  28  29  30  31  32  33  34  35  36 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It 4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

 37  38  39  40  41  42  43  44  45  46  47  48 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It 4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

 49  50  51  52  53  54  55  56  57  58  59  60 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It 4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

 61  62  63  64  65  66  67  68  69  70  71  72 
Love It 5  5  5  5  5  5  5  5  5  5  5  5 

Like It 4  4  4  4  4  4  4  4  4  4  4  4 

Maybe 3  3  3  3  3  3  3  3  3  3  3  3 

Probably Not 2  2  2  2  2  2  2  2  2  2  2  2 

No Way 1  1  1  1  1  1  1  1  1  1  1  1 

TOTAL                         
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The Art of Listening 
 
The 3 R’s of Listening 
Rapport- Do you make the other person feel like they are being understood and important? 
 
Respect- Do you communicate that the thoughts, feelings, opinions, of the other person are 
valid? 
 
Relationship- Do you intentionally connect with the other person? 
 
The Attitude of Listening 
Listening is an act of service you give to another person. As such the attentiveness with 
which you listen, or lack of it, communicates your love to that person. Listen intently, 
actively, and reflectively. Listen intently to what is being said by the person. Listen actively, 
or in other words, restate what you are hearing to them by saying, “What I am hearing is …” 
or, “You are saying …” Later, when you are no longer together, prayerfully reflect upon your 
conversation. Did you misunderstand something they were trying to say? What was not said 
that might communicate to you? How might you be able to respond to the conversation in 
the future? What opportunities to pray for them or to serve them arose out of the 
conversation? 
 
The Posture of Listening 
Always maintain eye contact. Lean towards the person when it is natural to do so. Face the 
person you are listening to, and mirror their posture when natural. Do not fidget, stare at 
your watch, look around or over their shoulder, or do anything else that communicates a 
lack of interest in what is being said. 
 
Types of Listeners 
The Biased Listener 

• Usually, the biased listener isn’t listening. The biased listener has tuned out and is 
planning what to say next, based on some fixed idea already decided on regarding the 
topic at hand. 

 
• When bias becomes prejudice, we may even tune out a person because of his or her 

age, accent occupation, etc. 
 
The Distracted Listener 

• All of us fit into this category at one time or another. Distracted listeners allow 
internal or external distractions to prevent them from giving others their undivided 
attention. 

• For the most part, finding a quiet place for your important conversations to take 
place can eliminate external distractions. 
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The Impatient Listener  
• The impatient listener is one who interrupts and seldom lets people finish what they 

have to say. 
• Becoming a patient listener involves making an effort not to interrupt. 

 
The Passive Listener 

• The passive listener does not realize that listening is an active process. When we are 
engaged in conversation with this type of listener, we are never sure if our message is 
understood because of lack of feedback. 

• The passive listener needs to turn themselves into responsive listeners by providing 
people with more feedback. 

 
Listening Styles 
Competitive or Combative Listening 

• Occurs when we are more interested in promoting our own point of view than 
understanding or exploring someone else’s view. 

• We listen for openings to take the floor, or for flaws or weak points that we can 
attack. 

• As we pretend to pay attention, we are impatiently waiting for an opening, or 
internally formulating our rebuttal and planning our devastating comeback that will 
destroy their argument and make us the victor. 

 
Passive or Attentive Listening 

• Occurs when we are interested in hearing and understanding another person’s point 
of view.  

• We are attentive and passively listen. We assume that we heard and understand 
correctly, but stay passive and do not verify it.  

 
Active or Reflective Listening 

• Is the single most useful and important listening skill. 
• In active listening we are also genuinely interested in understanding what the other 

person is thinking, feeling, wanting or what the message means, and we are active in 
checking out our understanding before we respond with our own new message.  

• We restate or paraphrase our understanding of their message and reflect it back to 
the sender for verification. This is what distinguishes active listening and makes it 
effective. 
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Listening Tips 
Develop the desire to listen – Wisdom is developed by listening, and listening 
communicates love and support to others. If you want to learn, listen! If you want to serve, 
listen! 
 
Let others do most of the talking – A general rule is to only talk 30% of the time and listen 
70% of the time you are with someone. 
 
Don’t interrupt – People interrupt to tell others what they think is important. This does 
not communicate to others how important they are to you so don’t do it. Ask yourself 
before you speak whether it is really necessary.  
 
Ask for clarification – Do not allow misunderstanding to occur if you can ask questions to 
clarify what is being said. 
 
Listen to non-verbal cues – By listening to non-verbal cues you can understand and assess 
more that what is simply being said to you, such as: deep emotions the speaker is feeling as 
they speak; the thoughts a person has about an issue, or what they feel is really important 
about a topic; what attitudes a person holds towards themselves, life, or the subject being 
discussed; the opinions, prejudices, or paradigms by which a person evaluates things; what 
their posture is communicating while they are speaking; and even whether what they are 
saying matches up with all of the non-verbal cues you are receiving. 
 
Listen before being directive – So often, we hear the beginning of what someone has to say 
and we immediately have a solution and want to begin to “solve the problem.” This does 
nothing for the other person except communicate your lack of interest in listening to them. 
If you listen, more often that not, you will find that while you may have a beginning to a 
solution from your own experiences and knowledge, something about what has been told 
you requires a new and creative idea with which to move forward. All of our suggestions, 
advice and other comments should come out and be focused on shepherding the needs of 
others. 
 
Avoid quick conclusions – If you are trying to figure out solutions early in the conversation 
you are not listening! Take care not to form quick judgments about what is being 
communicated to you. Instead, listen, listen actively, and evaluate so that you have a 
complete picture before you give advice. 
 
Listen actively – Reflect what you are hearing back to the one you are listening to. By doing 
so you can show empathy, communicate your live and support, and show that you respect 
them and are seeking to understand what is being said. Here are several types of active 
listening responses. 
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1. Clarifying Responses – attempt to gain additional facts to develop a more complete 
picture, or to obtain a better understanding of what the speaker is thinking, feeling, 
or saying. 

 
“Can you clarify that for me?” 
“When you say that do you mean…?” 
“I’m unclear how you came to that conclusion. Could you tell me more?” 
“I’ve got a fairly good picture of … but it might help if you could describe…” 

 
2. Reflecting Responses – to show that you understand how the speaker feels, or helps 

the speaker understand or label the feelings he or she is experiencing. 
 

“You feel that…” 
“The whole picture seems overwhelming, especially since you thought this kind of think 
could never happen to you.” 
“I can sense the relief you felt when it was over.” 
“If I understand you correctly, you’re feeling…” 

 
3. Neutral Responses – to show that you are listening, and to prompt the speaker to 

continue telling you their thoughts, and to begin to seek to understand their feelings 
and concerns.  
 
“Really?” 
“How did you respond to that?” 
“What did you think when that happened?” 
“What were you feeling at that point?” 

 
4. Restatement Responses – to check your meaning and interpretation of what the 

speaker has shared, and to show that you are listening and are understand what is 
being said. 

 
“Am I right in saying that this is the way you see the problem now?” 
“If I understand how you see this situation, its…” 
“From what you have said, you would like to …” 
“As I understand it, then, your plan is to …” 

 
5. Summarizing Responses – To recap what has been said, and to bring the discussion 

into focus. 
 

“These are the key issues I have heard you express…” 
“Your assessment of the situation is …” 
“Your greatest concern seems to be…” 
“In summary, what you are saying is…” 

 
 



 	  21 

6. Exploring Responses – to help the speaker explore his or her reasoning in decisions. 
 

“What led you to make that particular decision?” 
“What other ways might there be to look at that situation?” 
“What values has this situation challenged? Brought into focus for you?” 
“In what direction do you want to go from here?” 

 
Listen, Listen, Listen! – Listen to how much you talk. The more you listen, the more you 
will be able to serve and shepherd others. Practice listening. Practice active listening. Listen! 
Listen! And listen some more! 
 
Listen for facts 
Listen for facts (Prov. 18:13) 
Listen actively for the facts (Prov. 18:15) 
Listen for all of the facts (Prov. 18:17) 
 
Listen across time 
Always remember past conversations. Note patterns of communication, recurring themes, or 
apparent contradictions that arise over several conversations. This also helps to identify 
changes in attitude or in conversational patterns that may inform you as you listen, or be 
cues to explore more actively what is being discussed.  
 
Listen to what is NOT said 
Listening to what is not said is sometimes as important as listening to what is said. It may be 
the subject that is avoided that is most on the person’s mind, or it may be that someone is 
not communicating all of what could be told on a subject. What is not said may inform you 
about a person or their feelings as much as what is said. 
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The Art of Body Language 
 
Space 
Space is an important indicator to watch as you interact with people. Note the following 
aspects to watch concerning ‘space’ 

1. Are they keeping their distance? If so, they may be cautious, may be nervous or 
hesitant, may not be ready to commit to the conversation/situation, or may even be 
intimidated.  

2. Are they too close? Could be that you are uncomfortable! (see above) Other options 
include 1) they could be very people oriented and like to be close to others, or 2) 
they are a domineering personality and try to establish control of their surroundings 
by an assertive control of their personal space. 

3. People who are domineering may attempt to dominate their surroundings by 
spreading out their arms and legs, by spreading out their belongings to establish their 
area of control. Watch also for postures of ‘relaxed aggression/domination’, where a 
person leans back and puts their hands behind their head, or when a person creates 
the feeling of their being over another by leaning their head back and looking down 
their nose. 

 
Body Language 

1. Open or closed – open body language communicated receptiveness, openness, and 
engagement and is demonstrated by open hands, having the body squared up to and 
facing the speaker, both feet firmly on the ground. 

2. Forward or Back – leaning forward towards the other person communicates active 
acceptance or rejection of the message being spoken while leaning back, looking 
away, doodling or being busy with other things indicates passive listening to the 
message – either absorbing or ignoring it. 

Combining these two dynamics of body language gives four basic modes of body language to 
be aware of as illustrated in the chart and as explained below. 
 

1. Responsive Mode – In responsive mode the person’s body language is open and 
forward. They are actively accepting. 

2. Reflective Mode – In reflective mode the body language is open but back. The 
person is interested and may be receptive but is not yet actively accepting. This is a 
good time to share facts and may be a good time to leave some pauses and let them 
think. 

3. Fugitive Mode – In fugitive mode the body language is closed and back. The person 
is physically or mentally escaping from the conversation. You must spark interest in 
order to keep them in the conversation, even if it is not relevant to the current 
conversation. 

4. Combative Mode – In combative mode there is active resistance. You may need to 
defuse anger and will need to avoid overt arguing in order to move to more civil 
conversation. 
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Indicative body language cues to look for to help recognize each of these modes is 
summarized in the table below. 
 
Responsive Reflective Fugitive Combative 
Engaged 
Leaning Forward 
Open Body 
Open Arms 
Open Hands 

Listening 
Head Tilted  
Lots of eye contact 
Nodding 
High Blink Rate 

Bored 
Staring into space 
Slumped posture 
Doodling  
Foot tapping 

Let Me Speak 
Finger tapping 
Foot tapping 
Staring 
 

Eager 
(Sprint Position) 
Open legs 
Feet under chair 
On toes 
Leaning forward 

Evaluating 
Sucks glasses 
Strokes chin 
Looks up and right 
Legs crossed 

Let Me Go 
Feet towards door 
Looking around 
Buttoning jacket 
 

Aggressive 
Leaning forward 
Finger pointing 
Fists Clinched 

Ready to agree 
Closes papers 
Pen down  
Hands flat on table 

Attentive 
(Standing) 
Arms behind back 
Smile 
Open feet 
 

Rejection 
Sitting back 
Arms folded 
Legs crossed 
Head down 
Frown 

Defiant 
(Standing) 
Hands on hips 
Frown 
 

 
 
 
 
Hand Movements 
Gesture Meaning 
Palms up or out Open, safe, comfortable, secure 
Palms down Neutral, no opinion… yet 
Palms down and gripping Protected, not open to ideas 
Fists clinched  Tense, angry, and not comfortable 
Steeple position Interested, listening intently 
Hands to chin Thinking, contemplating 
Rubbing palms or hands Anxious, assertive, meeting ended 
 
 
 
 



 	  24 

Body Movements 
Gesture Meaning 
Body leaning forward Expressing interest 
Relaxed backing chair Comfortable, willing to listen 
Accepting outside calls Distracted, not interested 
Shoulders hunched forward Protected, needs assurance 
Shoulders back Open, confident, assured 
Sweating, wrenched hands Nervous, stressed 
Arms crossed Close minded, protected  
Legs and arms crossed while seated Very protected  
Head to chin Listening well, thinking 
Scratching head frequently Thinking, contemplating 
Hands on hips  Unyielding, defiant 
Fiddling with pen or object Anxious, uneasy, bothered 
 
Eye Contact 

1. Eyes fixed on yours that are smiling and friendly are the eyes of a confident and 
interested listener. 

2. A deep, softly penetrating stare is usually relating to feelings of romance or interest. 
3. Cautious eyes rarely blink. 
4. Repeated, quick glances are sure signs of uneasiness.  
5. Rapid eye movement is a sign of doubt or mistrust. 

 
 
Facial Expressions 
Always be aware of facial expression. This will often tell you the most about what a person is 
thinking or feeling. Many times the most unguarded moments are those few moments right 
after you have shared information with someone. Watch their reactions. Do they get 
agitated, are they excited, concerned, amused? Facial expressions and body language will tell 
a lot to the person who is informed and observant. 
 
A Few Pointers of Interest 
 

1. Time - Keeping someone waiting for a meeting, making a discussion shorter than is 
appropriate communicates a negative, disrespectful attitude. 

2. Furniture - Barriers, like desks or counters, present a formal and cold image. 
3. Distance - Putting a physical distance between yourself and someone else can convey 

dislike. Taking a position relatively close to the other person conveys warmth and a 
positive attitude. 

4. Posture - A person’s posture can convey any number of messages. Generally, 
“closed” postures convey dislike or disinterest and “open” postures convey interest 
and warmth. 
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5. Gestures - Both frequency and types of gestures convey attitudes toward the other 
person. Making frequent gestures is generally seen as positive. Not making gestures is 
seen as negative. Relaxed, smooth gestures are positive and jerking, sudden gestures 
are threatening and negative. 

6. Face & Head - Probably the clearest location of body language occurs with the face 
and head. 

7. Eyes -Eye contact indicates a desire for communication and projects friendliness. 
Lack of eye contact may indicate dislike or lack of interest. Eyes flicking around 
almost randomly tend to indicate anxiety or a desire to get away. 

8. Hands & Feet - Watch people’s hands and feet. People may successfully control 
their face and appear calm and self-controlled – unaware that a foot tapping 
restlessly betrays them. Frequent shifting of leg positions often reveals restlessness 
and boredom. Doodling, playing with objects or body grooming movements are fairly 
sure signs of inattention. 

9. Silence - Oddly enough, silence is a form of communication and a prolonged silence 
can speak volumes. Silence when someone expects you to speak often expresses 
disagreement. Near silence can demonstrate interest and show concern. 

10. Voice - Voice carries meaning and not only in the words being used. Speaking loudly 
and rapidly can indicate anger, a lack of interest in another’s views, or the desire to 
be heard or dominate the conversation. Boredom is often shown by lower volume, 
low pitch, and slow rate of speaking. Fear and excitement is shown by broken speech 
patterns and irregular pauses for breath. 

11. Be Careful! - Despite the importance of such non-verbal communication, there is no 
precise vocabulary of gestures, with specific meaning for each. All body language 
must be interpreted in reference to the situation, the context, and the culture of the 
people involved, and even in light of each individual person’s idiosyncrasies.  
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The Art of Asking Questions 
 
Good Topics to Use to Relate to Others… 
The following is a list of topics that can be explored while relating to others. The list 
progresses from the more surface/mundane to the deeper, more intimate questions you may 
ask someone. 
 
Name      Hobbies/Activities 
Occupation    Goals/Dreams 
Where they are from   Faith 
Family     Needs 
Associations    Finances 
Interests    Fears and Failures 
Favorites 
 
Benefits to Asking Great Questions 

1. Questions let them know you are genuinely interested in the other person. 
2. Questions invite them to confide in you; to open up more fully. 
3. Questions lead to a more accurate view of another’s needs. 
4. Questions adjust your expectations. 
5. Questions prompt verbalization of concerns, worries, stress, etc. 
6. Questions help create a clear addenda for your future service to/encouragement of 

another. 
7.  Questions allow you to obtain a more accurate picture of a person. 
8. Questions inspire more questions! 

 
The Texture of a Great Question 

1. Get beyond “yes” and “no” questions to questions that engage the personality, mind, 
or opinions of another person. 

2. Go for specifics. 
3. Don’t ask why questions too early; ask exploratory questions. 
4. Ask questions at the right time. 
5. Begin with surface questions and know when/how to progress to deeper questions. 
6. Avoid leading questions that effectively pull someone “by the ear” to the place our 

want to go. 
7. Ask questions that empathize with the person’s background/situation. 
8. Don’t force questions; place them politely. 
9. Ask clarifying questions. 
10. Do not be afraid to wait for answers. 
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Open Ended & Close Ended Questions 
Close-Ended 
Close-ended questions are those that can only be answered with a yes or a no. They are not 
the most effective as they only provide surface information and they require you to ask 
another question to get more information. 
 
Open-ended 
The most effective type of question, the open-ended question cannot be answered yes or no. 
They cause people to open up and provide information they otherwise may not have shared. 
Open-ended questions allow people to open up and share feelings, opinions, circumstances, 
etc., which is helpful if you are trying to get to know them better, or if you are trying to 
understand their feelings or a specific situation. Some types of open-ended questions 
include… 
 

1. Factual Questions 
Factual Questions have only one correct answer. The answers are based on obvious 
facts or awareness. They are generally right or wrong. The answer is not always 
simple, however; it depends on how broad the question is. 
 

2. Convergent Questions 
The answers to these questions are within a very finite range of acceptable accuracy. 
These questions do not help to promote the moving forward of a conversation but 
can help investigate facts or someone’s knowledge pertaining to specific ideas, issues, 
or circumstances. 
 

3. Divergent Questions 
These questions allow for the exploration of different avenues and variations in 
regards to scenarios. Correctness may be based on presuppositions, projections, 
creativity, intuition, or imagination, and often require analysis, synthesis, or 
evaluation. There is generally a wide range of accountability to the answers, 
correctness being more subjectively determined. The purpose is to stimulate creative 
thinking, explore cause and effect relationships or provoke deeper thought and 
investigation.  
 

4. Interpretive Questions 
Interpretive questions have more than one answer, but they still must be supported 
with evidence. The answers are not wrong unless they have not relationship at all to 
the issue being discussed. Interpretive questions are effective for starting discussions. 
 

5. Evaluative Questions 
Evaluative questions ask for some kind of opinion, belief or point of view, so they 
have no wrong answers. Nonetheless, the answers do depend on prior knowledge and 
experience, so they are good ways to lead discussions and explore books, artistic 
works, in problem solving, brainstorming, etc. They are internally focused but they 
can be a great way to connect with and elicit interaction. 
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Questions That Show Biblical Understanding 
When you are ready to begin relating an issue to Biblical truth you can ask these types of 
questions 

1. Questions for Biblical Understanding  
2. Questions dealing with Christian vocabulary (“Christianeze”) 
3. Questions on sociological assumptions 
4. Questions exploring personal spiritual perspectives. 

 
Answer Questions with Questions 
When you are in a situation in which you are asked a difficult question, a question with a 
difficult answer, or are being asked a question in an aggressive manner it may be best to reply 
with a question. Answering a question with a question can be helpful in that 

1. It brings the questioner’s assumptions to the surface 
2. It prevents you from being on the defensive 
3. It helps the questioner wrestle with the issues 
4. It tones down hostility 
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Bloom’s Questions 
These are questions commonly used in an educational setting to move from factual to 
analytical skills, but which can be adapted to a discipleship or counseling setting. 

Category Process Stem Words 
 

Memory 
Remembering What/which? 

Is? 
When? 
Define 

 
Comprehension 

Translating 
Extrapolating 

Tell in Your Own Words 
Compare/Contrast 
How is it similar? 
Predict what will happen 

 
Application 

Using a concept/skill to solve a 
problem  

Explain 
Calculate 
If…then what? 

 
Analysis 

Identify cause and effect 
Infer 
Finding evidence 

Why? 
What does this tell you? 
What is your evidence? 

 
Synthesis 

Producing a report 
Problem solving 
Evaluation 
Judging validity 

Design and experiment 
Support idea with data 
Is this a good design? 
Do you think…? 
Would it be better…? 
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Notes 
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