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How we say things makes a big difference in the response we get. Psychology literature 

says we’re not responsible for another person’s reactions and that nobody can cause us 

to react or feel a certain way. 

  

Yes and no: 

  

1. Yes, we must take control of and responsibility for our own emotions and 

behavior. 

 

● We all have hot buttons and soft spots that make us more likely to react to 

certain things. The good news is we can learn how to control those 

reactions - or at least regulate them. 

 

● We may know of people and issues that can easily cause a negative or 

over-the-top reaction. Having that awareness, we can think ahead about 

how we want to respond and come up with something that works better 

than when we are caught off guard. 

 

2. No - or not completely. 

 

● Some people are jerks, or trolls in the online vernacular. There’s no 

avoiding that fact. They may try to provoke a reaction by saying and doing 

things that they know will send people into orbit. 

 

● If we can learn to change our reactions, they may stop. Why continue if it 

isn’t working anymore? 

 

● You may have heard the saying, "They know how to push my buttons 

because they installed them." This is about patterns of behavior and 

interactions that bring up an automatic, knee-jerk reaction. 

 

● It happens before we have a chance to think about it, take a deep breath, 

or count to ten. In those situations, with awareness, preparation and 

practice, we may be able to stop or turn down the reaction. 

  

Sometimes people push our buttons intentionally, but most are acting without thinking. 

The dance between certain people happens outside conscious thought - old patterns 

that repeat themselves. 

  

You may have more control than you realize! Consider the ideas in this report - they’re 

not your typical communication skills training. 
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Managers Talk  

Leaders Communicate 
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In our non-stop world, you are constantly interacting.  Every day is flooded with emails, 

text messages, phone calls, social media posts, pod casts, Zoom meetings and those 

increasingly rare personal conversations.  

 

When you think about each of these interactions, are you talking or are you 

communicating?   

 

Aren’t they the same thing?  Not even close.   

 

There is a fundamental difference between talking and communicating.  This is what 

separates managers from leaders. Talking is when you are focused on expressing your 

ideas, opinions and points of view.  Communicating is when you are focused on the 

listener and their needs, wants and perspectives.  

 

When you talk you are taking on the role of a TV broadcaster or Podcaster. You have 

your microphone and you say what you have to say.  Often with passion and 

enthusiasm but you have no idea who (if anyone) is actually paying attention to anything 

you have to say.  

 

When you communicate, you are putting your audience at the center of your attention, 

tuning in to them and using all your available resources to convey your message.  

 

Great communicators:  

 

 Make sure they have the full attention of the listener. People are busy and 

clearing out the background chatter so you all can focus is essential.  

 Stick to a very specific topic.  Wandering or trying to cover too many things at 

once often frustrates or confuses people.  

 Are self-aware.  They check-in with their energy, emotions, biases and 

assumptions before they have the conversation.  

 Adjust their speech, volume, speed and tone of voice to mirror who they are 

speaking with.   

 Create an ideal environment for open and honest dialogue to occur.  

 Are succinct. 

 Control their body language to convey their ideas and messaging. 

 Use non-verbal signals such as nodding, hand movements, and eye contact.  

 Ask probing questions throughout the entire discussion to reinforce their 

understanding. 

 

To illustrate how talking and communicating differ; Susan is a mid-level manager 

overseeing a critical function for her company. She is leading a team of 50 people and 
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is constantly working with tight deadlines. There is a new project that she needs to 

assign to her team.  

 

Susan immediately calls the project lead.  “There’s a new project that’s just hit my desk 

and I need you to run with this please. We need to deliver this quickly and you can work 

with Frank is accounting to flesh out all the details. I know you’re incredibly busy; but 

you are always the one I can trust to pull off a miracle. Can I count on you to take care 

of this for me?” 

 

What would you say if you were the project lead?  Most likely the project lead 

responded with something like: “Sure thing, I’m happy to help, No problem.”  

 

What the project lead really wanted to say was: “Are you out of your ever-loving mind? 

Why are you giving me all the impossible projects? I guess I can see my family next 

month.”  

 

What if Susan used a few of the techniques great communicators use instead?  The 

conversation might go something like this:    

 

“There’s a new project that’s just hit my desk, when is a good time for us to talk about 

this?   

 

Susan knows she’s feeling stressed out and in a hurry and takes a deep breath.  Then 

tunes into the project lead before starting the conversation.  

 

“I know you’re slammed at the moment, how does this fit in with your other priorities?”  

 

The project lead looks uncomfortable and says “It won’t be a problem, we can get this 

done.”   

 

Because Susan has slowed down, she recognized the non-verbal signals. The project 

lead looks worried and is crossing their arms. She mirrored his pace, made eye contact 

and made sure she had a soft smile.  

 

“I appreciate that you are always the one I can count on. Tell me how this will impact 

you and the team.”   

 

With that safe opening, the project lead was now able to talk about all the extra hours 

the team would need to work and the other projects that might suffer.  They were also 

able to express appreciation for being the “go to” project lead but also frustration 

because most of the hard projects landed on their desk.  With that insight, Susan was 

able to shift work around to other team members and balance out the work load.  
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Can you see the difference in the quality of the interaction between talking and 

communicating? Using both approaches yielded the same result - the project lead 

agreed to take on the new project.  This is why we can get “away” with talking and never 

fully learn how to communicate. When you truly communicate you help people feel 

understood and that is a fundamental difference between being seen as a manager 

versus being seen as a leader. 

 

Moving Beyond the Keyboard 
 

Have you ever received a text or instant message from someone who was right outside 

your office? How many times does your phone ring without getting a ping first? Unless 

it’s your mom, I’m betting almost never.  I’m sure you do it too. We all do.  It almost feels 

awkward to start a personal conversation without “pinging” first.    

 

If you truly want to become a better leader, you must significantly increase the amount 

of personal conversations you’re having. Starting today, I want you to pick up the phone 

and make the call instead of sending that email. Get up and walk down the hall to have 

a conversation with someone. Turn your camera on during Zoom meetings and engage. 

Doing these small things will make a significant difference in elevating your leadership 

presence.  

 

Never hide behind the keyboard when you can interact personally, and don’t let your 

teams do it either. Too many people use technology as a crutch to have difficult 

conversations, express an unpopular view point or deliver bad news. Understanding 

that most things need to be documented, have the conversation first and then follow up 

with an email.  The sooner you cut the cord and go old-school, the faster you are going 

to see everything around you improve dramatically.  

 

For those of you who are too busy to talk and think email is faster; take a look at your 

inbox.  How many emails does it take to finish a conversation? 5? 10? 30 if there are 

more than two people on the email? In the time you spend futzing around over email 

you could have had a 5 minute conversation and been done with it. Not to mention all 

the rework that results from misunderstanding your email. When you abandon the 

“keyboard first” communication style in favor of personal connections you will get more 

time back than you can possibly imagine.  

 

Now that you are going to start talking to people again let’s dive into the different types 

of conversations you’ll be having.  
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Types of Conversation 
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There are different levels of conversation, and some require more finesse than others. 

You engage in all these daily. Although, for some people, sharing personal feelings 

and thoughts may be difficult. 

  

The level of conversation you engage in is usually influenced by our relationship with 

the person and context. Our conversational style is related to our personality and 

temperament. If you want to learn about your natural communication style you will find 

the link to a free diagnostic assessment in the resources section at the end of this 

book.  

  

Some people are more outgoing than others. There are people who would not dare 

strike up a conversation with a stranger on the bus and others who talk to anyone who 

will listen. 

  

 

Levels of Conversation 
 

Small Talk (mundane and predictable) 

 

● Personal relationship: "Hey! Did you party like a rock star this weekend?" 

 

● Acquaintance: "Hi - how are you?" "Good, you?" "Fine, thanks. How was your 

weekend?" 

 

● Work Colleague: "Good morning. How was your weekend?" "Fantastic! Did you 

see the game on Saturday?" 

 

● Stranger: "I am still in shock about the game Saturday." "I hear you - I imagine 

a lot of people are recovering from that one." 

 

Sharing facts or resources (focused and less predictable) 

 

● Personal relationship: "Did you know that so-and-so is up for a promotion?"  

YOU: "No – didn’t he majorly screw up his last project?"  

YOU: "Yes – and there were rumors of that project going completely off 

the rails." 

 

● Acquaintance: "Sounds like we may have a new boss soon."  

YOU: "I haven’t heard anything official yet." 
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● Work Colleague: "Does anyone have details on the new guy taking over our 

group?"  

YOU: "Only that his last project was very challenging." 

 

● Stranger: "You have another leader for the team now."  

YOU: "I heard that - it should make things interesting." 

 

Viewpoints and opinions (riskier depending on your relationship) 

 

● Personal relationship: "I am voting for Hillary - we need a woman president."  

YOU "Are you kidding - her husband would be running the country - not 

Hillary if she actually wins." 

 

● Acquaintance: "I hear the election is very close this year. I hope we get 

someone in there who can cooperate with Congress."  

YOU: "I don’t know who that would be - certainly none of the candidates 

on this ticket." 

 

● Work Colleague: "Have you been to vote yet? The crusaders are out in full 

force!"  

YOU: "I am not voting this year - none of them are any good." 

 

● Stranger: "It sounds like the election will be close this year."  

YOU: "Probably - everyone wants a change, so maybe they will actually 

make it to the polls." 

 

Personal feelings (sharing emotions or personal thoughts) 

 

● Personal relationship: "I am really sad to hear that Mary got fired. She was 

such a strong influence in this department.  I know it must be hard for you to 

lose her - you’ve always loved working with her so much." 

 

● Acquaintance: "I heard that Mary was let go. Your team must be shocked by 

the news."  

 

● Work Colleague: "I need to figure out how we are going to reassign Mary’s 

work now that she’s no longer with the company." 

 

● Stranger: "Mary is no longer here, did you know her well?"  

  

Notice that we may have more conversations with people we know less personally – 

like work relationships. It’s easy to be "talked out".  
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Unwritten Rules About 

Communication 
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What is a Boundary? 
 

We hear about boundaries a lot, but most people don’t really understand what that 

means or how to follow those boundaries. Complicating the matter further, different 

people have different boundaries and they vary based on the type of relationship. 

  

Think of boundaries as personal space - physical, social, and emotional. And 

remember the different levels of conversation from the previous section? There are 

different boundaries in every situation. 

  

As a general rule, keep your personal business out of the workplace and vice versa. 

Don’t tell acquaintances or strangers your deepest fears and secrets.  

 

Save the personal stuff for people you know and trust - and don’t trust everyone 

who is nice to you. People have to show us consistently over time who they are before 

we can know them. This is very important to remember. 

 

 

Body Language 

 

To understand boundaries, you need to be good at reading body language. Not 

everyone is bold enough to speak up and say they don’t want a hug or like to be 

touched. But their body will say it if you pay attention. 

  

Those who do not welcome physical touch often stand with their arms crossed. You 

may notice that they move away slightly if you lean in toward them. Their facial 

expression will likely be one of confusion, fear, or dread - not a wide grin with open 

arms. 

  

The rule of thumb is to stand at arm’s length from others, especially if you don’t 

know them well. People who "get in your space" are often perceived as trying to 

intimidate or "come on" to you. This may be unnerving to those with a strong need for 

personal space or strong boundaries. 

  

Someone who’s open to your closeness, if the underlying intention is good, will have a 

more open posture and welcoming expression. Still, unless you have a personal 

relationship and are accustomed to being physical with each other, it’s a good idea to 

ask, "Is it okay if I give you a hug?" 
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Matt: A Gentle, Non-verbal "No" 

 

Marcy and Matt had been neighbors for a year. He was dying with stage four lung 

cancer and preparing to move to an assisted living home for what everyone thought 

would be a brief time. 

  

Marcy went over to say goodbye after he had sent over a gift the night before. It was 

an awkward moment when he was feeling vulnerable and she was keenly aware that 

she likely would not see him again. 

  

After saying their goodbyes, she asked if she could hug him. She could see 

immediately that it was too much for him. His eyes said, "I just can’t do that now." 

Instead, she reached out to touch his arm and he gently squeezed her hand. 

  

As she walked back home, she wondered what he might be thinking and feeling. How 

did he cope with saying goodbye to people for what was likely the last time? 

  

She says she can still remember the look in his eyes that said "Please – I can’t do this 

now." 

  

 

Physical Boundaries 

 

Recognizing physical boundaries is usually the easiest, but it varies depending on 

context. Some people feel crowded or even intimidated when people get too close to 

them physically. Others are wide open and want to shake hands, hug, or slap you on 

the back. Neither is right or wrong - just different. 

  

As a rule, it’s a good idea to ask someone before you hug them - especially if you 

don’t know them well. 

  

Some people find this offensive and may even feel claustrophobic. People who have 

anxiety or past trauma often feel very uncomfortable in these situations. 

  

Pay attention and stay within arm’s reach unless invited to cross that boundary. It may 

be an imaginary line, but it’s real. 

  

In work situations or with acquaintances, shaking hands may be expected or normal. 

Some people are not okay with any kind of physical touch. If you extend your hand and 

get a nod in response, accept it and move on. 

 

17



 

 

Emotional Boundaries 

 

Understanding emotional boundaries is much more complex. We often assume that 

everyone is like us. They’re not. 

  

People have different needs and levels of comfort about sharing their thoughts and 

feelings. Again, those who have been emotionally hurt or have little experience with 

close relationships may be uncomfortable with those who over-share or try to get too 

close, too soon. 

  

How do you know about someone’s emotional boundaries? 

 

Try these strategies: 

 

● Take it slow. 

 

● Get acquainted with safe, neutral conversations. 

 

● Avoid asking personal questions until you have a solid foundation. 

 

● Always ask permission and give people choices, such as, "Is it okay to ask you 

something personal?" or, "Feel free to only answer if you’re comfortable with it." 

 

● Then, respect their boundary - whatever it is. 

  

What you consider personal and what someone else considers personal may 

differ. 

 

For example, most of the time, asking someone on a first date about their sexual 

history isn’t a good idea. If someone asks you how much money you make soon after 

meeting you, you may not want to answer their question. 

  

When you don’t want to answer, you can say something like: 

 

● "That isn’t something I want to talk about.” 

 

● "I don’t know you well enough to share that information." 

  

Don’t worry about what they think. It’s up to you to let others know how far is too far. 

Unless you do, they may keep pushing until you finally must stop them. 
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You set your boundaries and you must enforce them. 

  

If you let someone cross your boundaries once, they assume that it’s okay to do it 

again. Mixed messages often lead to hurt feelings and misunderstandings. 

  

Laura and Joe: Opposites Don’t Always Attract 

 

Laura is a 45-year-old from a small, quiet family of five. She is the middle child and an 

introvert among a family of introverts. Laura is in her last year finalizing her divorce and 

was just beginning to date. 

  

Her first date with Joe was set up by her college roommate. They met at a restaurant 

and spent the evening with the other couple. Things went well. Joe seemed like a really 

nice guy and he was cute! 

  

On their next date, they went to a movie and then to get a drink. It was the first time 

they were alone together with a chance to talk. Joe began to tell her about his life and 

talked a lot about his old girlfriend. 

  

He didn’t ask Laura about herself, and she didn’t offer any information. Joe seemed 

content talking about himself and didn’t appear to notice the conversation was one-

sided. Laura nodded and smiled, laughing occasionally at his antics. 

  

After an hour of listening to his stories, she said she needed to go home. He was 

confused because he was sure they were having a great time. When he walked her 

back to the dorm, she was polite but left him standing in the hallway with only a 

mumbled goodbye. 

  

Laura’s roommate called her, asking all about the date. She was not surprised to learn 

that Joe had spent the evening talking about himself. However, she was very sorry to 

hear that he had overwhelmed Laura by sharing so much personal information. 

  

Laura needed to take it slow and keep things safe. Joe was clueless about her needs. 

He had little insight into how his open disclosure would be received and had assumed 

that Laura was like him in that way. 

  

Their personalities, communication styles, and boundaries were very different. He was 

open, honest to a fault, and ready to tell it all. Laura was more guarded, self-conscious, 

re-learning how to date, and had difficulty speaking up. 

  

Laura decided that she was not ready for someone who was that unaware of her 

needs. She told him in a text that she didn’t think it was a good fit, and he agreed. 
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Talking and 

Listening in an 

Unplugged World 
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In most communication training you learn about assertiveness skills, the I-message 

formula, and ways to paraphrase, also known as active listening. I find that people are 

reluctant to use these skills because they seem unnatural. It’s not the way most people 

talk to each other in the real world. 

  

The good news is that you can talk and listen in a way that achieves the same 

goals without sounding canned. Using your natural language, you can strengthen 

your relationships at home and at work with better communication. 

 

Talking So People Will Hear What You Say 
 

Have you ever heard the phrase, "I can’t hear what you’re saying because of how 

you’re saying it?" This happens a lot when people are arguing or want to make a point 

but are doing it ineffectively because of how they communicate. 

 

Example: 

 

When a man in a position of authority raises his voice or speaks in a condescending 

tone, it reminds me how my father spoke to me as a child and I tend to freeze in terror 

or shut him out. It stirs up rebellion or creates fear within me. This style doesn’t work 

with me! 

  

If you want to make a point and get me to do something, ask me, rather than demand. 

Tell me what you want and why, without the over-the-top intimidation tactics. When 

possible, give me choices about when, how, or where to do it. 

 

 

Showing Support 

 

Think about what you would say to show support without the canned response of "I can 

understand your feelings, and I support you in that."  

 

Maybe you would say something like: 

  

● "I get it - I would be mad, too." 

● "Of course, you’re mad - you have every right to be." 

● "If I had to go through that, I have no idea how I would handle it." 

● "Oh man - that is messed up! I would be furious!" 

 

Asking for Help 

 

It can be hard to ask for help. Some people feel vulnerable when they must rely on 

someone else. Others may find it demeaning or embarrassing. 
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So, how can you have this conversation without losing your dignity or feeling like a 

loser? 

 

It helps to think about what you want to say before you start the conversation. Also, 

remember to keep it brief and offer to answer questions instead of getting nervous and 

going on and on about it. 

  

Consider saying something like: 

 

● "This is hard for me to ask, so bear with me…" 

● "I find myself in the uncomfortable place of needing help…" 

● "I can’t believe I am doing this, but…" 

● "I need your help…" 

● "I hate to ask, but…" 

● "I want to talk to you about something without being too direct (or vague). 

  

Unless there’s ill will, hurt feelings, or a long pattern of constantly needing help, many 

people like to help. It gives them an opportunity to be a good person or do a good 

deed. Avoid assuming the worst. 

 

Disagreeing Without Hard Feelings 

 

One of the most difficult situations is when you have differing thoughts or opinions. This 

is especially true if you get tongue-tied, angry, or scared when sharing your thoughts. It 

helps to think about ways to state your opinion without defending it unless it is 

necessary. 

  

Getting louder doesn’t make your point - it causes people to stop listening. It’s 

important to be smart, prepared, and calm. 

  

Start your comments by saying: 

  

● "I would like to talk about xyz, and ask that you let me finish what I have to say 

before responding," 

● "I want to make a point, and it would be great if you would hold your comments 

until I am finished." 

● "This opinion may not be popular, but I think…" 

● "I find myself on the other side of this argument/issue/discussion - I think…" 

● "I have a different opinion about that…" 

  

 

And, be willing to listen without interrupting when others speak their truth. 
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Notice that most of these statements begin with "I." There’s a reason for that. When 

you speak from the position of "I" you speak about yourself - your thoughts, feelings, 

and opinions. You aren’t blaming, shaming, or attacking, which what it sounds like if 

your statements begin with "you." 

  

BONUS: Avoid the words should, must, and ought - whether speaking to/about yourself 

or someone else - to avoid blaming, shaming, or “shoulding” on yourself or others. 

  

I Hear You 
  

Active listening is about "actively" participating when you’re the listener in a 

conversation. Taking an active role as listener requires attention, interest, and a 

response. 

  

Active listening is important, but many people don’t use the skills because it sounds 

canned. A lot of people think that only therapists speak this way.   

  

Contrary to popular belief, therapists don’t sit around all day saying, "How do you feel 

about that?" 

  

The active part of listening is about tuning in and letting the person know you’re 

interested in what they have to say. This happens when we make eye contact, nod 

in agreement, or lean in to connect to the message and the person. 

  

You notice that all of these are non-verbal, yet active. These are ways to let the person 

know you’re with them and understanding what they’re saying. 

  

The other part of active listening is clarifying what you hear to ensure you got it right. 

This is where we lose people. 

  

Paraphrasing 101 
 

Paraphrasing is repeating what you heard in your own words. It allows the person to 

clarify if you misunderstood something or they misspoke. 

  

Think about going to a drive-thru: 

  

You: I want a cheeseburger, fries, and a Diet Coke. 

Speaker: Alright - that’s a cheeseburger, fries, and a Coke. 

You: No - cheeseburger, fries, and a Diet Coke. 

Speaker: Oh right - got it - cheeseburger, fries, and a Diet Coke. 

You: Yes - correct. 
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How to do It 

  

So, you’re having a conversation. Someone else is talking. You’re actively listening - 

giving and receiving non-verbals. 

  

At some point you say: 

 

● "Wow - really? So, xyz really happened?" 

● "Oh man - you really did xyz?" 

● "So, you’re telling me…?" 

● "Let me see if I got all that…" 

● "Okay - I want to ensure that I am following you…" 

  

If it is an ongoing story - clarify and move on: 

 

● "So, you (got stopped by the cops)? What happened next?" 

● "Oh no! Tell me more about (getting stopped)." 

  

Want to know more about how they are/were feeling? 

 

● "Getting stopped by the cops must have scared you to death!" 

● "Oh my - how did you feel when that was happening?" 

● "What’s it like to talk about it now?" 

 

When You Mess Things Up 
 

Unfortunately, being human and all, we will make mistakes and mess things up at 

times. The best way to deal with that is to take responsibility and try to fix things. 

  

Sometimes things can’t be fixed. In that case, apologizing may be the best you can do. 

 

There are also times when bringing it up to make yourself feel better will cause pain to 

someone else. In those situations, you may just have to live with it, forgive yourself, 

and avoid that mistake or misdeed in the future. 

  

 

When you mess things up in a personal relationship, you might say: 
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● "I did something wrong and want to tell you about it. Hear me out before you 

respond/yell/ask questions." 

 

● "I really screwed up – brace yourself." 

 

● "I am embarrassed to tell you this, but…" 

 

● "I can’t believe I did this, but…" 

  

Then add "What can I do to make it up to you/correct it/make it right?" 

  

If you’re in a work situation, you may say: 

  

● "I made a mistake on my report - I want to make it right, if possible." 

 

● "I am late with payroll. It’s my mistake, not the guys in the shop. How can I fix it, 

so they don’t suffer for my mistake?" 

 

● "I really blew it on the presentation today. How can I make that right?" 

  

Notice that all these statements begin with "I." That is usually necessary when taking 

responsibility. 

  

There are times when prefacing is a good idea, so that may sound like: 

  

● "Are you sitting down? I did something really lame that I want to tell you about." 

 

● "You’re not going to believe what I did today!" 

 

● "You may not want to hear this, but I really screwed up…" 
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Putting the Pieces 

Together 
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Points to Remember 
 

● Use the level of communication that is right for the setting and type of 

relationship. 

 

● Physical boundaries vary from person to person. Ask before you touch others, 

even if in the most unassuming way. 

 

● Body language speaks volumes. Pay attention to how people stand, their facial 

expressions, and eye contact. 

 

● Emotional boundaries are individual responses and may be very different even 

in close relationships. 

 

● Follow the lead of the other person when deciding what information is enough or 

too much. 

 

● Be aware of how you present information. Speak in a way that others can hear 

your message. Avoid overwhelming them with your actions. 

 

● Using the word "you" when speaking to someone can put them on the 

defensive. It may sound like blaming or shaming. 

 

● Talk about yourself - your thoughts, ideas, and feelings - without assuming or 

assigning blame. 

 

● Listening happens on many levels: verbally, non-verbally, and emotionally. 

Listen with your eyes, ears, heart, and mind. 

 

● Stay focused on the person speaking. Show them that what they have to say 

matters to you. 

 

● When you mess up - and you will - take responsibility for what you did and fix it 

when you can. 

 

● If you’ve done something that will cause harm if you bring it up, sometimes you 

have to live with it. Forgive yourself and avoid that behavior in the future. 

 

Learning how to communicate effectively positively affects every aspect of your life - 

relationships, work, and personal matters. When you understand others and they 

understand you, you can avoid many challenges, and the world becomes easier to 

navigate. Take these practical tips to heart. You’ll be glad you did! 
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Conclusion & Resources 
 

I hope you enjoyed reading Communication Unplugged.  In our fast-paced society and 

with the pandemic continuing to change how we work, collaborate and build 

relationships; becoming an expert communicator is now more important than ever.  

 

Your teams are looking to you for guidance. Set an example of positivity, inclusivity and 

openness that they need from you right now.  Slow down and observe what is really 

going on with the people around you.  The best leaders are always the best 

communicators.  These skills can be learned and should be continuously perfected.  

 

The best way for you to incorporate all of these ideas into your every-day life is to 

practice.  This section includes free resources that I know you are going to love.  In the 

following pages you can access a diagnostic assessment that will tell you what your 

natural communication style is and how to communicate expertly with all four 

communication styles.  You will also find reflection activities and preparation 

worksheets you can use right now to reinforce your learning and again whenever the 

opportunity arises.  

 

Become the leader you were meant to be and by putting everything you’ve learned into 

motion.  If you need additional support, coaching and training programs are available.  

Schedule your complimentary conversation today: 

https://www.careerwinnerscircle.com 
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What is Your Natural        

Communication Style? 
 

Have you ever wondered why sometimes people just don’t “get it”?  

 

How can everyone can sit in the same exact meeting and all walk out with completely 

different ideas on what was discussed and the decisions that were made?  

 

Do you struggle with managing global or multi-cultural teams and keeping everyone on 

the same page?  

 

Your natural communication style has a direct impact on how well you lead. Knowing 

which of the 4 styles comes most naturally to you is critically important to your career. 

Learning how to communicate effectively with the other styles will put you in the center 

of highly engaged teams that work seamlessly together. Wouldn’t that feel amazing?  

 

To learn your natural communication style, take our FREE DIAGNOSTIC 

ASSESSMENT today. You’ll receive a full report on your natural communication style 

and helpful tips on how to effectively communicate with everyone in terms they can 

relate to.  
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Communication Reflection 
 

Evaluate each response below and determine if that statement is mostly true or false. 

Based on each answer, determine if you are happy with it or if this is something you 

want to get better at.  

 

Response 
True  
Or 

False 

Keep  
Or 

Develop 

I am direct and to the point   

I ask for what I want but consider the other persons needs   

It’s hard for me to speak up and ask for what I want or need   

If someone says something I disagree with, I let them know in no 
uncertain terms 

  

I consider how to best make a point when I disagree with 
someone 

  

I often just let it go when I disagree with someone   

If I need support, I tell people what I need directly   

If I need support, I ask people after considering their ability and 
resources 

  

It is hard for me to ask for support   

I think people should say what they want without worrying about 
how it is received 

  

I think people should consider how their words affect others   

I think people should be cautious about speaking up   
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Communication Reflection 

Part 2 
 

Spend time planning on how to capitalize on your strengths and develop the areas 

you’re weakest.  

 

Strengths (Keep) 
How can you use these strengths to 

improve your leadership?  

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Weaknesses (Develop) 
What action steps will you take to 

develop these new skills?  
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Listening Reflection 
 

Evaluate each response below and determine if that statement is mostly true or false. 

Based on each answer, determine if you are happy with it or if this is something you 

want to get better at.  

 

Response 
True  
Or 

False 

Keep  
Or 

Develop 

I get impatient and finish people’s stories or jump ahead to a 
conclusion 

  

I tend to get easily distracted   

Listening is a strength for me - I am totally tuned in   

When people talk about things I’m not interested in, my mind 
drifts away 

  

It’s hard for me to listen to all the details - get to the point   

I just want to hear the bottom line - I will ask questions if I want 
more information 

  

I find ways to relate to the subject at hand   

I offer my thoughts without having all the information sometimes   

I listen with my head, heart, and soul   

When I’m in a meeting or group, I remember very little of what is 
said 

  

I am able to remain fully present when listening    

I try to keep up with discussions, but it’s hard for me to keep 
things straight 
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Listening Reflection 

Part 2 
 

Spend time planning on how to capitalize on your strengths and develop the areas 

you’re weakest.  

 

Strengths (Keep) 
How can you use these strengths to 

improve your leadership?  

 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

Weaknesses (Develop) 
What action steps will you take to 

develop these new skills?  
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Listening 101 Checklist 
 

 Focus. Stay in the present moment. If you catch your mind wandering to the 

past or future, take a breath, straighten up in your seat, and notice your 

surroundings. Then tune in again and repeat as needed. 

 

 Relate. If you don’t know or care about the topic, find a way to relate it to your 

life in some way. Look for associations from your experiences or those of others. 

Make it relevant. 

 

 Write. If you have trouble keeping up with the conversation, make notes. Tell 

the person you’re speaking with why you’re writing. Refer to your notes when 

you respond. 

 

 Repeat. To ensure that you’re following the story and hearing correctly, repeat 

in your own words what you heard. Your notes may be helpful to remember 

details. Summarize the most important points. 

 

 Ask. If you want to know more or think you may have missed something, ask 

them to repeat it or explain it. Ensure you understand their meaning. This allows 

the person to clarify if necessary. 

 

 Learn. When you have a different opinion or view on something, allow yourself 

to be teachable. Ask questions to understand things from a different 

perspective. We can usually learn things from others if we’re open to doing so. 

 

 Patience. If patience isn’t your strong suit, remind yourself that you don’t always 

know the answer, there’s usually more than one way to do things, and jumping 

to conclusions can be unwise. If you have a limited amount of time, say so: “I 

have 5 minutes. What do you want to talk about?” 

 

 Accept. Accept instruction, redirection, or feedback, but not abuse or 

aggression. Remember to honor your boundaries but be willing to take in 

information without shutting down or becoming passive-aggressive. Ask for 

choices or other options, if appropriate. 

 

 Be aware. Pay attention to posture, facial expression, tone, pace, and other 

non-verbal communication. What is their body saying? Is it the same as their 
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verbal communication? What emotional information do you get from their body 

language? 

 

 Follow. Realize how much and what information is being disclosed. Follow the 

lead of the person you’re speaking with about what type of disclosure is 

acceptable based on how they present themselves. This is how you learn about 

their boundaries and ways to relate that are safe for them. 
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Boundaries Checklist 
 

 

Respecting Physical Boundaries 

 

 Look for clues to a person’s comfort with physical touch in their body language. 
 

 Imagine a circle around yourself or the other person that indicates boundaries. 
 

 If a person approaches you in a way that makes you uncomfortable, it’s okay to 
back away, tell them that you’re uncomfortable, and ask for more space. 
 

 Ask before you touch someone you don’t know well. You can say, “Is it okay to 
give you a hug?” or “Is it okay if I sit by you?” 
 

 Remember that you have to let people know what you’re uncomfortable with and 
reinforce your boundaries if someone crosses the line. 

 

 

Honoring Emotional Boundaries 

 

 Take it slow when getting to know someone new. 
 

 Get acquainted with safe, neutral conversations. 
 

 Avoid asking personal questions until you have a solid foundation. 
 

 Always ask permission and give people choices. You can say, “Is it okay to 
ask you something personal?” or, “Feel free not to answer if you’re 
uncomfortable with the question.” 
 

 If someone says or asks something that you are uncomfortable with, tell 
them. It’s okay to refuse to answer questions and to say, “I’m not comfortable 
with this.” 
 

 Always reinforce your boundaries. 
 

 As you feel more comfortable with someone, let them know. 
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Boundaries Checklist 

Reflections 

 
 

 

What are your physical and emotional boundaries? They will differ with people in 

different types of relationships. 

 

 
 
 
 
 
 
 
 

 

 

Is there someone that causes you to feel uncomfortable? How can you let them know 

what your boundaries are? 
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Prefacing Preparation Worksheet 
 

 

Prefacing is a way to prepare the listener for what you have to say. It can make it 

easier to have difficult discussions and allow you to set some parameters. 

 

Read the following examples and write ideas for prefacing each situation using 

your own language. 

 

 

Prefacing in a disagreement 

Example: "I have a different take on that based on my experiences." 

 

 
 
 
 
 
 

 

 

Prefacing when delivering bad news 

Example: "I have something to tell you that may be hard to hear." 

 

 
 
 
 
 
 

 

 

Prefacing when you make a mistake 

Example: "I really screwed up this time - let me explain before you respond." 
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Prefacing Preparation Worksheet 

(Continued) 
 

 

 

Prefacing when asking for help/support 

Example: "It’s hard for me to ask for help, but I’m really struggling with xyz." 

 

 
 
 
 
 
 

 

 

Prefacing when making amends 

Example: "I know I’ve let you down - what can I do to make it right?" 
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Paraphrasing Preparation Worksheet 
 

Paraphrasing is the skill involved in active listening that ensures you understand 

correctly what has been discussed. 

 

Using your own language, paraphrase the following scenarios. Don’t respond to the 

statement – just paraphrase.  

 

Use one or more of the following:  

 

• Restating 

• Summarizing 

• Getting more information 

• Reflecting 

 

  

Example: “I’m really struggling at work. It’s taking me longer to get my work done and I 

have to stay late to keep up. This is weird, because the workload is the same as 

always.” 

  

Restate: “So you don’t really know why it is taking you longer to keep up with your 

work?” 

 

Summarize: “You’re having trouble getting your work done and staying late, but don’t 

understand why this is happening, correct?” 

 

Get more information: “What kind of work do you do?” “Tell me more about your 

work.” 

 

Reflecting (emotions): “It sounds like you’re worried about what’s happening at work.” 

“What is that like for you?” 
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Paraphrasing Practice 
 

Now it’s your turn! Practice the different paraphrasing techniques using the examples 

below: 

 

PRACTICE #1:  

“My dog is sick, and I don’t have the money to take him to the vet. I don’t know what I 

am going to do - he is my baby!” 

 

 
 
 
 
 
 

 

 

PRACTICE #2:  

“I am sick and tired of Jim always talking over me in meetings. The next time he does 

that, I want to confront him in front of everybody!” 

 

 
 
 
 
 
 

 

 

PRACTICE #3:  

“I need you to work this weekend. We have a big project due Monday. If you have 

plans, cancel them. I really need your help.” 
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Paraphrasing Practice 
 

 

PRACTICE #4:  

“You are highly qualified; I don’t think you’ll be a good fit with the team dynamics.” 

 

 
 
 
 
 
 

 

 

 

PRACTICE #5:  

“My boss keeps piling on the work and I’m totally overloaded.  All my peers are just 

sitting by and watching me get further and further behind.” 

 

 
 
 
 
 
 

 

 

 

42




