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About the OADPR

The 2007 Governmental
Dispute Prevention &
Resolution Act (GDPRA)
created the Office of
Alternative Dispute
Prevention and Resolution
(OADPR) to promote early
dispute  resolution and
positive collaboration among
state employees and

agencies through the
development and support of
effective and efficient
programs and  policies.

Today, the Office operates
and is known as the
Alternative Dispute
Resolution (ADR) Bureau
of the Risk Management

Division (RMD) of the
NM General Services
Department (GSD).

Visit our website at:
http://adr.gsd.state.nm.us

Contact us at:
ADR.Bureau@state.nm.us

Mary Jo Lujan

ADR Bureau Chief
(505) 827-0444
mlujan@state.nm.us

Stephanie A. Ellis

ADR Coordinator

(505) 827-0421
stephanie.ellis@state.nm.us

Stefanie Ortega

ADR Management Analyst
(505) 827-0576
Stefanie.Ortega2@state.nm.us

NEW MEXICO

GENERAL SERVICES DEPARTMENT

Encouraging communication through mutual respect

ADR also means “A Dialogue Resource”
UPCOMING TRAINING OPPORTUNITIES

ADR Bureau sponsored training in the works:

A. “Conflict, Communication, & Change,” Feb. 24th & 25t
2016, in Roswell.

B. “Beginning Mediation,” April 25-29, 2016, in
Albuquerque (40-hour certification level course).

C. “Beginning Mediation,” May 9-13, 2016, in Santa Fe
(40-hour certification level course).

If you would like more information on any of these classes,
please e-mail your contact information and class
preference to adr.bureau@state.nm.us.

Upcoming Loss Prevention & Control training,
presented by RMD Loss Control Bureau:

Various courses scheduled for open enroliment or on
agency request. Please click here for more information, or
contact Dean Woulard at Dean.Woulard@state.nm.us.

ADR
Coordinators —
SAVE THE DATEN

Next
STATE ADR
COORDINATOR
TRAINING!!!

When: Thursday, Feb.
18th, 2016

Time: TBD

Cost: FREE

Where: Santa Fe

Registration will open
soon; check here for
more information.

SHRM New Mexico 2016 Conference:
“Pjcture the Future...BE the Future”

When: March 7 -9, 2016
Where: Albuquerque, NM

The Society for Human Resource Management of New
Mexico's statewide conference includes speakers and
topics of interest to HR Professionals, Legal Professionals,
as well as Business Professionals from all disciplines. An
optional Preconference day on Monday, March 7t includes
2 tracks: one for Business and HR Professionals, plus a
Masters Series for Experienced Professionals.

For more information:

CLICK HERE for Conference and Registration Information
CLICK HERE for SHRM NM 2016 Conference Press Release

Additional Upcoming Mediation Trainings:
» UNM Continuing Ed

» UNM Anderson School of Management

» UNM Law School

Is CONFLICT
getting in the way
with your colleague,
your supervisor, or
your employee?
The ADR Bureau is
here to help.
Try us.
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FREE UPCOMING EAP WEBINARS

FOR STATE EMPLOYEES

Date & Time Class Link to webinar
January 21 |Utilizing Positive Management - Training/Mentoring/Coaching Registration Link
1:30 - 3:30 Good managers bring out the best in their team members. This means Webinar ID: 112-565-171
guidance and education through various methods. This session will highlight
the unique characteristics of training, mentoring, and coaching and how to use
them for best effect with your team members.
February 3  |Sources of Conflict and How To Address Them Registration Link
1:30 - 3:30 Got conflict? Join this class to examine the reasons we have conflict at work | Webinar ID: 145-000-163
and how we can deal with conflict successfully.
February 17 |Dealing with Difficult Behavior
3:00-4:00 We all have to identify the difficult person we are in order to understand Registration Link:
others. This is a unique opportunity to learn about the characteristics of Webinar ID: 142-101-595
challenging people and how to cope when faced with challenging situations.
March 3 Emotional Intelligence at Work Registration Link
1:30 - 2:30 Being able to cope with our own emotions and those of others is key to being |Webinar ID: 127-135-915
successful in the workplace. Understanding and identifying the elements of
Emotional Intelligence (EI) will be the primary focus of this workshop while we
build skills to enhance workplace interactions.
March 24 Avoiding Job Burnout Registration Link
9:00-10:00 |Unfortunately many employees experience the adverse effects of burnout. Webinar ID: 140-167-763
am Whether working in a corporate or community setting, it is crucial to address
"burned out" employees and provide support. This workshop focuses on
identifying burnout in yourself and others. It also presents intervention ideas
for prevention of future burnout.

Source: The Solutions Group: https://www.solutionshiz.com/SONM/webinars.htm
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Listen Better, Understand Better
Mindful Listening Developing Awareness to Listen Fully

How often have you had
a conversation  with
someone, and thought
you were paying
attention to him or her,
only to realize shortly
afterwards that you can't
remember what he said?
Or, perhaps you got
distracted while he was
speaking and missed the
message that he was
trying to deliver.

In today's busy world, it
can be hard to shut out
distractions such as
noise and electronic
devices, and our own
thoughts or reactions
can draw us away from a
conversation. So, how
can we listen more
effectively? When we
listen "mindfully," we can
be aware of these
barriers and still remain
open to the speaker's
ideas and messages.

In this article, we explore
mindful listening and
suggest simple ways you
can use this technique to
improve your listening
skills.
What Is Mindful
Listening?

In his 1994 book,
Wherever You Go, There
You Are, Jon Kabat-
Zinn, professor of
medicine emeritus at the
University of
Massachusetts Medical
School, says
mindfulness means
"paying attention in a
particular way, on

purpose,
moment,
nonjudgmentally.”

in the present
and

Mindfulness encourages
you to be aware of the
present moment, and to
let go of distractions and
your physical and
emotional reactions to
what people say to you.
When you're not mindful,
you can be distracted by
your own thoughts and
worries, and fail to see
and hear what other
people are doing and
saying.

Communication  expert
Rebecca Shafir suggests
that the average person
can remember only 25
percent of what
someone has said, just a
few minutes after a
conversation. The goal
of mindful listening is to
silence the internal noise
of your own thoughts, so
that you can hear the
whole message, and so
that the speaker feels
understood.

TIP:

Some people are skeptical
of mindfulness because it
falls into the category of
"alternative medicine" or
"natural remedies." It can be
difficult to see the
mindfulness elements of
living in the moment and
focused breathing as
practical business tools. The
pros and cons of
mindfulness at work are
examined in our blog post,
Exploring Mindfulness.

How to Listen
Mindfully

Often, we perform
activities and interact
with  people  without
thinking. Listening
mindfully is a process of
"waking up" from that
unconsciousness. In his

study, "Get Out of Your

Own Head: Mindful
Listening for  Project
Managers," author

Charlie Scott describes
three key elements of
mindful listening that you
can use to improve your
listening skills:

1. Being present.

When you listen
mindfully, your focus
should be on the person
you are listening to,
without distractions. So,
how do you do that?
Simplify your
surroundings:
workplaces are full of
distractions like phones,
computers, printers, and
electronic devices. Keep
your workspace tidy, and
mute your devices.

Give yourself time:
take a minute or two to
clear your mind before
you meet with someone.
Practice a few relaxation

technigues, such as
deep breathing and
muscle relaxation,

before the conversation.
Meditate: meditation is
a way of practicing
mindfulness and can be
an excellent way of
learning how to focus on
the moment. When you
empty your mind of

WSS

"clutter,” you can make
room for other people's
points of view. Meditation
is like many other
exercises — the more you
do it, the better at it you
will become. It can be
difficult to find time in a
busy schedule for
meditation, but even five
or 10 minutes a day can
help.

2. Cultivating empathy.
We often see the world
through the lens of our
own experiences,
personality and beliefs.
When vyou're empathic,
you can understand a
situation from someone
else's point of view. Our
article, Empathy at Work,
describes a number of
strategies you can use to
develop this skill. For
example, you can
validate her perspective
by acknowledging her
opinion. It does not mean
you have to agree with
her, just that you accept
she has a different view
of a situation from you.

3. Listening
own "cues."
According to Scott, our
cues are the thoughts,
feelings and physical
reactions we have when
we feel anxious or angry,
and they can block out
ideas and perspectives
that we're uncomfortable
with. Mindful listening can
help us to be more aware
of our cues, and allow us
to choose not to let them
block communication.

to your
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he rule is
stralghtforward. simply
"Listen!" Listen carefully
and  attentively. Pay

complete attention to the
other person, and don't let
other thoughts — like what
you are going to say next
— distract you.

What Are the Benefits of
Mindful Listening?

Mindful listening goes
beyond active listening,
which provides a checklist
of actions to follow but
doesn't necessarily
prompt you, the listener,
to  monitor  thoughts,
feelings or reactions that
might affect what you
hear. Instead, mindful
listening can help you to
become aware of
distractions so you can

refocus and listen
consciously.
ACTIVE LISTENING

In this video, learn five
techniques that will help
you be a more effective
listener.

In her 2000 book, "The
Zen of Listening,” Shafir
says mindful listening
helps you to:

¢ Retain information.

e Pause before you
speak so you can
consider the effect of

your words.

e Pay attention for
longer.

e Boost your self-
esteem.

Shafir and Scott also
suggest mindful listening
can potentially  have
physical and
psychological benefits.
Shafir likens focusing on
another person to stroking
a pet — you forget about
yourself, your  blood
pressure drops, and you
feel calmer. And Scott
says it can reduce anxiety
and increase positive

feelings.

Barriers to Effective

Listening

Modern life is full of
distractions like TV, radio,
traffic noise, telephones,
and laptops, which can
make it difficult to listen
with our full attention.

When we do listen, we
can tend to act on
"autopilot,” nodding and
agreeing without really
hearing the meaning of
the words. We might
interrupt, dominate the
conversation, or think of
what we're going to say
next while the other
person is talking. We can
also be quick to judge,
criticize and contradict
people if their opinions
don't match our own.

Self-interest keeps our
own thoughts and needs
in the front of our minds,
pushing the speaker to
the back. Prejudice, past
experiences, personal
motives, and negative
self-talk can also make
you focus on yourself.

there are
barriers
inhibit

Scott says
psychological
that can also
communication.  These
can include  making
incorrect  assumptions,
giving unsolicited advice
or analysis, going into
denial, and feeling fearful,
apathetic, jealous, or
defensive.

TIP:

How good are your
listening skills? Take our
quiz to find out.

Article Source:
https://www.mindtools.com/pages/article/mindf
ul-
listening.htm?utm_source=nl&utm_medium=e
mail&utm _campaign=08Dec15#np

Apply This to Your
Life

You can use mindful
listening to improve your
communication skills in
your personal life. For
example, practice it in
the next three
conversations you have
with family members.

KEY POINTS

Mindful listening is a way of
listening without judgment,
criticism or interruption,
while being aware of
internal thoughts and
reactions that may getin
the way of people
communicating with you
effectively.

When you listen mindfully,
you are fully present in the
moment, which means you
can absorb the speaker's
whole message, and he
can feel heard and
respected.

By being present,
cultivating empathy, and
listening to your own cues,
you can learn to let go of
reactions and other
distractions that block your
understanding, so that you
remain open and receptive
to other people's ideas.

R
LISTENING
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