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Communication Style Quadrants
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Slower-Paced

More Assertive
Slower-Paced



ST
EA

D
Y

CO
N
SC

IE
N
TI
O
U
S

D
O
M
IN
AN

TObjective
Precise
Thorough
Detailed
Rational
Controlled
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Empathic
Loyal
Group-Oriented
Team Focus
Sharing

Decisive
Tough

Candid
Efficient

Results-Oriented
Controlled

Creative
Enthusiastic
Humorous
Energetic

Focus on Vision
Promotor
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Ask

Controlled / Task

Tell

Emotive / Relationship

Communication Style Descriptions
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TSlow
Overcautious
Indecisive
Inflexible
Unfriendly
Nit-picky
Rigid

IN
FL
U
EN

CE
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Pushover
Follower
Self-sacrificing
Passive
Hesitating

Autocratic
Overbearing

Insensitive
Impatient

Pressuring
Ruthless

Dominating

Excitable
High strung

Emotional
Loose cannon

Lacks detail
Over-committed

Not focused
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Typical Cautions of Each Style
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• Communicate clearly & concisely
• Don’t pressure for answers
• Respect their processes
• Ask for their feedback
• Give them space
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Ask

Controlled / Task

Tell

Emotive / Relationship

• Approach conflict carefully
• Get to know them
• Consider their perspectives
• Draw out their opinions
• Handle issues in private
• Always be courteous

• Respect their time
• Stick to the facts
• Follow up on your promises
• Show your competence
• Earn their trust, before expecting it
• Let them have some control

• 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 

Working with Each Communication Style
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Recall your communication style and ways 
to identify and flex to other styles effectively 
using Know / Feel / Do.

Summary
Connecting Differences

Learner Action Item / 
Accountability:
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BUILDING A 

CULTURE OF TRUST
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8 Principles for Building Trust

Create value / Deliver results
1

Clarify expectations and perceptions
2

Speak plainly and truthfully
3

Demonstrate respectful authenticity.
4

Operate with transparency
5

Embrace the brutal reality
6

Practice radical accountability
7

Extend trust to others
8
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ACTIVITY
Share Examples of Others Creating Value for You
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Deliver as _____________________

Deliver as promised and _____________________

Provide __________________ that may not have occured to others 

Help others _______ some new technique, capability, or system

Sometimes just an ______________ itself creates value

Know ____________________________________________

Take ____________

Focus on the __________________

How can you create value for your 
teammates?

Creating Value
for Teams

Fill in the blanks
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Preparation
01
Pacing

02
Enunciation

03 04
Main point first

05
Check if they 
understand

06
Keep it simple

07
One theme

08
Keep it short
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Clarify Expectations and Perceptions
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ACTIVITY
What is your experience extending trust to 
others? Good and Bad
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Building Trust at Work
Follow through on promises01

Communicate with coworkers02

Volunteer to help03

Admit to your mistakes04

Admit to lack of knowledge and experience05

Be inclusive06

Build trust gradually07

Take your responsibilities seriously08
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Recall the principles of trust and reflect on ways 
to build, foster, and rebuild eroded trust.

Summary
Connecting Differences

Learner Action Item / 
Accountability:
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MANAGING 

CONFLICT
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Why Do We Avoid Tough Conversations?
Resolve

Avoid

Anger,
Frustration

Conflict

Engage

Dominate
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How To Plan For It
Difficult Conversation

Purpose
Goals
Issues & Rationale
Ideas
Actions
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Cautionary Words

“If” followed by “You”

Avoid Using:

“Why” followed by “Can’t,” “Won’t,” or 
“Don’t”

“Never,” “Ever” and “Always” to 
describe other people’s behavior

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

Others may feel threatened
Others may feel blamed
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SOLVE Tool for Difficult Conversations

S
Situation

Clearly state 
the issue

Detailed 
history of the 
issue with 
examples

Discuss 
implications 
& realistic 
options for 
next steps

Review 
possible 
solutions
& ideal

next steps

Plan the 
process with 
time frames 
& expected 
outcomes

O
Origin

L
List

E
Execution

V
Vetting



• Be flexible, more open-minded
• Openly show more concern for 

others
• Be decisive with data
• Listen to people’s feelings
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Ask

Controlled / Task

Tell

Emotive / Relationship

• Be less sensitive
• Be more willing to take risks
• Say “no” more often
• Let people know what you think

• Show more patience
• Tone down the intensity
• Pay attention to feelings
• Acknowledge different viewpoints

Flexing Your Communication

• Talk less
• Spend more time looking at facts
• Control time and emotion
• Think before you speak

DECIDE LISTEN

DECLARE LISTEN
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Listening to Flex Your Communication
01 Listen intentionally for people’s names 

02 Listen with interest

03 Get rid of your assumptions

04 Listen for what is NOT said

05 Listen for TONE, as well as the content
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Flexing Communication Style Guide
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Reflect on the conflict strategies from today’s 
workshop. Recall ways to better implement respectful 
and direct ways of handling conflict.

Summary
Managing Conflict

Learner Action Item / 
Accountability:
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