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Communication Style Quadrants
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Communication Style Descriptions
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Objective Decisive
Precise Tough
Thorough Candid
Detailed Efficient
Rational Results-Oriented
Controlled Controlled
Supportive Creative
Empathic Enthusiastic
Loyal Humorous
Group-Oriented Energetic
Team Focus Focus on Vision
Sharing Promotor
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Typical Cautions of Each Style
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Slow Autocratic
Overcautious Overbearing
Indecisive Insensitive
Inflexible Impatient
Unfriendly Pressuring
Nit-picky Ruthless
Rigid Dominating

, Excitable
Complying High strung
Pushover Emotional
Fom“Neh.. Loose cannon
Self—gacnflcmg Lacks deta
Pas_swe. Over-committed
Hesitating Not focused
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Working with Each Communication Style

|
Controlled | Task

* Take your time Respect their time

¢ Communicate clearly & concisely ¢ Stick to the facts

* Don’t pressure for answers ¢ Follow up on your promises

* Respect their processes ¢ Show your competence

* Ask for their feedback ¢ Earn their trust, before expecting it

* Give them space Let them have some control

Tell -

* Be upbeat, fast-paced, fun
¢ Let them talk and
listen to their opinions
¢ Allow time for socializing
¢ Recognize their contributions
¢ Give them choices
¢ Focus on the big picture

* Approach conflict carefully
Get to know them
Consider their perspectives
Draw out their opinions
Handle issues in private

¢ Always be courteous
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Summa
Connecting Differences

Learner Action Item /
Accountability:

Recall your communication style and ways

to identify and flex to other styles effectively
using Know / Feel / Do.

Notes:

CONFIDENTIAL
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8 Principles for Building Trust

Operate with transparency

Embrace the brutal reality

Speak plainly and truthfully Practice radical accountability

4

Demonstrate respectful authenticity. {7 Extend trust to others

Notes:
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Share Examples of Others Creating Value for You

Notes:
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Creating Value
for Teams

How can you create value for your
teammates?

Fill in the blanks

Deliver as

Deliver as promised and

Provide that may not have occured to others
Helpothers__ some new technique, capability, or system
Sometimes just an itself creates value

Know

Take

Focus on the
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Clanify Expectations and Perceptions

(072] 03 (07:)
Enunciation Preparation Main point first

] i

05 06 07
Check if they Keep it simple One theme Keep it short

understand
‘ o
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What is your experience extending trust to
others? Good and Bad

Notes:
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Building Trust at Work

01 Follow through on promises 05 Admit to lack of knowledge and experience
02 Communicate with coworkers 06 Be inclusive

03 Volunteer to help 07 Build trust gradually

04 Admit to your mistakes 08 Take your responsibilities seriously

Notes:
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Summa

Connecting Differences

Learner Action Item /
Accountability:

Recall the principles of trust and reflect on ways
to build, foster, and rebuild eroded trust.

Notes:
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Why Do We Avoid Tough Conversations?

,G Avoid

Resolve

» &Y Engage — *a

>

_— n_

. Anger,
' Frustration

T 0." Dominate

iM"' Conflict <

Notes:
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Difficult Conversation
How To Plan For It

Purpose

Goals

Issues & Rationale
Ideas

Actions
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Cautionary Words

Avoid Using:
“If” followed by “You”

“Why” followed by “Can’t,” “Won’t,” or
“Don’t” Others may feel threatened

“Never,” “Ever” and “Always” to Others may feel blamed
describe other people’s behavior

Broad statements about a person’s
character by saying “You” followed by
a negative noun, adjective, or phrase

Notes:
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SOLVE Tool for Difficult Conversations

S

Situation

il

Clearly state

the issue

Notes:

O

Origin

Detailed
history of the
issue with
examples

Driscuss
implications
& realistic
options for
next steps
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Vetting Execution

= Q-0
S -
Review Plan the
possible process with

solutions time frames

& ideal & expected
next steps outcomes
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Flexing Your Communication

Controlled [ Task
DECIDE LISTEN
* Be flexible, more open-minded * Show more patience
* Openly show more concern for * Tone down the intensity
others * Pay attention to feelings
* Be decisive with data ¢ Acknowledge different viewpoints
* Listen to people’s feelings
Tell -
DECLARE LISTEN 3
E * Be less sensitive * Talkless O
< * Be more willing to take risks * Spend more time looking at facts E
Ll * Say “no” more often * Control time and emotion )
'J) * Let people know what you think * Think before you speak i
=z
Emotive [ Relationship

Notes:
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Listening to Flex Your Communication

01 Listen intentionally for people’s names 04 Listen for what is NOT said
02 Listen with interest 05 Listen for TONE, as well as the content

03 Get rid of your assumptions

Notes:
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Flexing Communication Style Guide

Dominant

Conscientious

Influencer

Steady

Directly address questions and get to business

Allow time to gain answers

Be less abrupt, lighten up, and be energetic

Show empathy and soften your language

Don’t over-explain or ramble

Maintain ongoing informal contact

€ quickly * Give the reasoning behind your thoughts * Talk about yourself * Don't leap straight to business
g * Focus onl results ) * Accept silence and be patient * Respond to humor * Think of the person as part of the solution,
E ° OJ.fer opttlion so they feel they are making the * Do not interrupt * Focus first on the “big picture” and then consider reflect on their opinions
5 u |m'f1t-e ecision « Speak softly and follow up in writing how to achieve it through action plans * Don’t become too dogmatic, even when they
Q | ° Bewilingto be flexile « Facilitate decision making without putting are
excessive pressure on them * Slow it down
¢ Keep it short; don’t overload with information * Have an agenda and keep to the point * Pick up the pace * Appreciate their input and don’t over challenge
* Show concrete action being taken * Set time frames * Keep an open mind; be willing to move from their viewpoint )
* Be prepared to “run with it” * Keep the big picture in mind; don’t get focused your original plans * Encourage questions
* Maintain direct eye contact and direct posture too much on the details * Use action-oriented language * It's not just about process; show some passion
* Select only the key facts * See that milestone dates are in the action plan; * Give the “top-line” summary of performance * Do not feel obligated to provide a clear solution
set up progress reports improvement areas; don’t nit-pick to every challenge, sometimes just talking is
¢ Focus less on the process and more on the enough
potential results
o ¢ Show commitment toward the goal * Stick to the rules and procedures * Don’t compete for attention; let them speak * Tone down the conversation and be
(1) * Be specific, clear, and brief * Be organized and have a clear plan of action * Keep to the task at hand; don’t let forward- moderately ;?aced )
8 * Involve agent in decision making * Follow through on what you say you will do thinking goals take priority over immediate * Ask appropriate personal questions and
. f i . development needs consider their feelings
(5] ¢ Stick to the fact and stay on topic * Encourage them to make a decision but refrain He + Verbally appreciate their input and
% . Eﬁ%iadé % 225%?1 Elér?g?r: eOfa ggﬂ?”s and leave from making it for them . s:;;:)enar ;Jt;jke)zt?ll:; tf;laer each development contributigr?s Pt
= * Don’t overstate guarantees, as the risks trust ° saetfilgﬁttly?n their opinions and communicate
* Use as much evidence as possible to support * Keep to the subject * Be realistic about performance objectives * Keep a balanced view (it’s not all about you)
= opinions ) N * Show enthusiasm for the task * Don’t drown them in the problems * Separate facts and feelings
g | ° Followupin writing )  Focus on the facts; don’t let your heart rule * Show enthusiasm for ideas and be energetic  Don’t get distracted from the task
g * Show conflder_nce, don’t gxpect a reactlo.nl your head ) ) ) * Don’t take things personally * Set mutually agreed upon goals
a * When appropriate, ask directly for a decision * See that milestone dates are in the action plan; * |nvite their conversation « Strike a balance between flowing with the
. set up progress reports .

conversation and staying on track

Notes:
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Summary
Managing Conflict

Learner Action Item /
Accountability:

Reflect on the conflict strategies from today’s
workshop. Recall ways to better implement respectful
and direct ways of handling conflict.

Notes:
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