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Professional Certificate in Solution-Focused Coaching

Effective Communication Techniques

**Active listening**

Active listening is the process of fully concentrating on what someone is saying and trying to understand
their perspective. It involves giving verbal and non-verbal cues to show that you are paying attention, such
as nodding your head and summarizing what the person has said. Active listening is an important technique
in solution-focused coaching because it helps build trust and rapport between the coach and the client, and
allows the coach to more accurately understand the client's needs and goals.

Related terms: verbal cues, non-verbal cues, trust, rapport, understanding

**Appreciative inquiry**

Appreciative inquiry is a positive approach to problem-solving and organizational change that focuses on
identifying and building on the strengths and successes of an individual or group. It involves asking
questions that help the person or group to envision their desired future and identify the steps needed to
achieve it. Appreciative inquiry is a key technique in solution-focused coaching because it helps the client to
focus on what is working well and to build on those strengths.

Related terms: problem-solving, organizational change, strengths, successes, envisioning, desired future

**Coaching agreement**

A coaching agreement is a formal document that outlines the terms and conditions of the coaching
relationship between the coach and the client. It typically includes information about the coaching process,
the roles and responsibilities of the coach and the client, the length and frequency of coaching sessions,
and the fees and payment schedule. A coaching agreement is an important tool in solution-focused
coaching because it helps to establish clear expectations and boundaries for the coaching relationship.

Related terms: coaching process, roles and responsibilities, coaching sessions, fees, payment schedule

**Goal setting**

Goal setting is the process of identifying specific, measurable, achievable, relevant, and time-bound
(SMART) objectives that the client wants to achieve through coaching. It involves working with the client to
clarify their vision and values, and to identify the steps and resources needed to achieve their goals. Goal
setting is a crucial technique in solution-focused coaching because it helps the client to focus their efforts
and to measure their progress towards their desired outcomes.

Related terms: SMART goals, vision, values, steps, resources, progress

**Mindfulness**

Read online: https://learnuni.com/glossaries/4169112/effective-
communication-techniques

LearnUNI · 21 Jun 2026



G LO S S A RY

Mindfulness is the practice of being fully present and aware of one's thoughts, feelings, and actions in the
current moment. It involves paying attention to one's breath, body, and surroundings in a non-judgmental
way. Mindfulness is a useful technique in solution-focused coaching because it helps the client to become
more self-aware and to develop a greater sense of control over their thoughts and emotions.

Related terms: self-awareness, thoughts, feelings, actions, breath, body, surroundings, non-judgmental

**Questioning**

Questioning is a key communication technique in solution-focused coaching. It involves asking open-ended
questions that help the client to explore their thoughts, feelings, and experiences, and to identify their
strengths and resources. Effective questioning can help the client to gain new insights and perspectives, and
to develop a clearer understanding of their goals and how to achieve them.

Related terms: open-ended questions, thoughts, feelings, experiences, strengths, resources, insights,
perspectives, goals, achieving

**Reflective listening**

Reflective listening is a communication technique in which the listener paraphrases or summarizes what the
speaker has said, in order to show that they have understood the message. It involves paying attention to
the speaker's words, tone, and body language, and then reflecting back the main points in a concise and
neutral way. Reflective listening is an important technique in solution-focused coaching because it helps to
build trust and rapport between the coach and the client, and it allows the coach to check their
understanding and clarify any misunderstandings.

Related terms: trust, rapport, understanding, checking, clarifying, misunderstandings

**Resourcefulness**

Resourcefulness is the ability to find and use resources, such as skills, knowledge, and support, to achieve a
desired outcome. It involves being proactive, adaptable, and creative in finding solutions to challenges.
Resourcefulness is an important concept in solution-focused coaching because it helps the client to identify
and utilize their own strengths and resources to achieve their goals.

Related terms: skills, knowledge, support, proactive, adaptable, creative, challenges, strengths, resources,
goals

**Scaling**

Scaling is a technique used in solution-focused coaching to help the client to assess their progress and to
set goals for the future. It involves asking the client to rate their current situation or problem on a scale of 1
to 10, with 1 being the worst and 10 being the best. The coach and the client can then use this scale to
identify the small steps that the client can take to move closer to their desired outcome.

Related terms: progress, assessment, problem, current situation, small steps, desired outcome
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**Solution-focused coaching**

Solution-focused coaching is a goal-oriented approach to coaching that focuses on identifying and building
on the client's strengths and resources, rather than on their problems or deficits. It involves helping the
client to set clear and achievable goals, and to develop a plan of action to achieve them. Solution-focused
coaching is based on the principles of positive psychology and appreciative inquiry, and it is a collaborative
and empowering process that helps the client to take control of their own development.

Related terms: goal-oriented, strengths, resources, positive psychology, appreciative inquiry, collaborative,
empowering, development

**Strengths-based approach**

A strengths-based approach is a positive and proactive way of working with individuals or groups, in which
the focus is on identifying and building on their strengths, rather than on their weaknesses or deficits. It
involves recognizing and valuing the unique talents, skills, and experiences of each person, and helping
them to use these strengths to achieve their goals. A strengths-based approach is a key principle in
solution-focused coaching because it helps the client to develop a positive self-image and to build on their
existing resources and capabilities.

Related terms: positive, proactive, talents, skills, experiences, unique, positive self-image, resources,
capabilities

**Summarizing**

Summarizing is the process of condensing and restating the main points of a conversation or presentation,
in order to check understanding and to reinforce the key messages. In solution-focused coaching,
summarizing is used to help the client to reflect on their progress and to clarify their goals and action plan.
It involves listening carefully to the client's words and paying attention to their non-verbal cues, and then
restating the main points in a concise and neutral way.

Related terms: check understanding, key messages, progress, reflection, goals, action plan, words, non-
verbal cues, concise, neutral

**Visualization**

Visualization is the process of creating a mental image or picture of a desired outcome or goal. It involves
using the imagination to see, hear, and feel the desired outcome as if it has already happened. Visualization
is a useful technique in solution-focused coaching because it helps the client to focus their thoughts and
emotions on their desired outcome, and to develop a clear and compelling vision of what they want to
achieve.

Related terms: mental image, picture, desired outcome, goal, imagination, focus, thoughts, emotions, clear,
compelling vision, achieve

**Well-formed outcomes**
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Well-formed outcomes are specific, positive, and achievable goals that are clearly defined and aligned with
the client's values and vision. They are developed through a collaborative process between the coach and
the client, and they are reviewed and revised regularly to ensure that they remain relevant and meaningful.
Well-formed outcomes are an important concept in solution-focused coaching because they provide the
client with a clear direction and motivation, and they help the coach to measure the client's progress and
success.

Related terms: specific, positive, achievable, clearly defined, aligned with values and vision, collaborative,
reviewed, revised, direction, motivation, progress, success.
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