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There are some great books about assertive communication, but these three simple steps will get you started: Make an empathetic statement, state your own feelings, state what you want. Here’s an example that most people can relate to. Let’s say someone has stepped in front of you in a line up: 1) “You seem stressed for time...” (express empathy)2)
“But I am also under time pressure and I'm feeling annoyed that you’ve stepped in front of me.” (state your own feelings)3) “I'd like you to move to the back of the line.” (say what you want) The Nystrom & Associates provider consulted for this article is Dr. Karin Ryan, PsyD, LP, Clinic Director, and Outpatient Therapist. Do you know what the
healthiest and most effective communication style is? According to Dr. Karin Ryan, Clinic Director and Outpatient Therapist at Nystrom & Associates, it’s assertive communication. Assertive communication is where you respect and honor your needs while honoring the other person’s needs. While that makes sense, putting it into practice can be hard,
especially when emotions are high. Keep reading to learn the four steps to assertive communication. Related: What’s Your Communication Style? Nystrom & Associates on Twin Cities Live Watch Dr. Karin Ryan on Twin Cities Live as she discusses the four steps to assertive communication. 1. Listen and Connect The first step is to listen to the other
person and attempt to connect warmly and softly. This allows you to soften your start and bridge the gap. It can be through words, but it is also about body language, tone, and timing. “What this looks like is validating what the other person has expressed, showing you hear and understand the person’s needs, feelings, or the situation,” says Dr. Karin
Ryan. For example, if you're talking about the messy kitchen, connect by saying something like, “I hear you; the kitchen has felt like a disaster lately.” Or, if you need to bring something up, “I am thankful that we have so many positive things in the evenings.” Or “I love that our family is active.” 2. Express The second step to assertive
communication is to express your needs. Use an “I” statement to express how you feel or what you need to express yourself properly. “Our tendency can be to focus on what we want the other person to do or change and are often tempted to start with “You need to...” or ‘You never...” or ‘Why do you...” Or, our tendency can be just too general or vague
about how we feel.” To combat this, Dr. Karin Ryan says to literally check in to make sure you start with or use “I” before you express it to the other person. To help spark some ideas, here are a few examples of “I” statements: “I start to feel really worried when you come home later for work than expected.” “I am feeling overwhelmed at how many
things I have to do today.” “I have been feeling down and like I am stuck in a rut.” Related: Are Friendships at Work a Good Thing? 3. Specify Thirdly, specify the actions you want from the other person or what you want to happen. We tend to give our complaint or say that we are struggling but then not share what would be helpful or what we
need. The other person cannot read your mind; if you do not know what you need, it is unfair to expect the other person to know. Try to ask for a specific behavior, not a judgment, general change, or mood change. Ask directly for what you want or need to be done. Keep it to one specific thing and add an appreciation statement or please, if you can.
Related: Men’s Mental Health: What You Need to Know For instance, here are several ways of specifying actions following an “I” statement: “I start to feel worried when you come home later for work than expected. Will you please call me if you will be after 6:00 pm in the future?” “I am feeling overwhelmed at how many things I have to do today.
Would you be able to walk the dog, make dinner, or do the grocery store run today?” “I have been feeling down and like I am stuck in a rut. I think it would help me to do something fun this weekend. Would you help me plan something for us to do?” 4. Outcome Lastly, share the anticipated outcome of the change (or negative aspects of no change).
This is an optional step of self-care or validation; however, it helps tie everything together. It describes how this will help you and everyone. See below for full assertive communication examples that include a validating outcome step. Assertive Communication Scenarios: “I start to feel really worried when you come home later for work than expected.
Will you please call me if you are going to be after 6:00 pm in the future? That way, I won’t worry, and you do have to worry about being late.” “I am feeling overwhelmed at how many things I have to do today. Would you be able to walk the dog, make dinner, or do the grocery store run today? If you do one of those, then I can be sure to have the
house cleaned for the weekend.” “I have been feeling down and like I am stuck in a rut. I think it would help me to do something fun this weekend. Would you help me plan something for us to do? That way, we can have fun together, and I'll be ready for the start of the next work week.” Related: Ways to Move Forward When You Feel Stuck A Word
From Nystrom & Associates Remember, the next time you want to practice assertive communication, listen and connect, express yourself with an “I” statement, be specific about what you want or need, and wrap it up with how it will be helpful. Working with a professional can help strengthen relationships. Nystrom & Associates offers individual,
couples, and family therapy. Talk with us at 1-844-NYSTROM or request an appointment online. Source: Nystrom & Associates Are you ready to transform your life? Just 3 weekly sessions, each no longer than 20 minutes could be all it takes to improve your brain! Assertiveness. The ability to express yourself in an appropriately honest manner,
defining your expectations in terms of ability, potential, resources, and timelines to set healthy personal boundaries. Being assertive is a quality held by all top leaders. It promotes productivity, performance, commitment, and respect within the team. It creates a culture of collaboration and accountability, along with giving a framework to tackle
stressful or conflict situations and resolve them before they escalate. It is something that all leaders strive for yet often they fall short. For some, fear of the potential consequences or hurting someone causes us to withdraw from the situation or bite their tongue. The downside of this is that they backpack our frustrations until one day it becomes to
much and they lash out at someone who has no idea what they’ve done. Alternatively, some lack the confidence or skills to devise the appropriate approach to resolve the situation. The result of this is they take a passive-aggressive approach, using sarcasm or becoming ulterior. In this instance, the recipient is unsure of the sincerity of the request,
leaving them confused. Finally, in all of their efforts to be assertive, they overshoot their target and communicate in a manner which is perceived as blunt, abrasive, and “bossy”. So how do we put ourselves in a position to have assertive communication in all of our interactions? These three steps will help! Step 1: Be analytical Emotions often
influence our interactions, causing us to lose our ability to be assertive. Before engaging in the situation, stop for a moment. Pausing is a mental trigger that causes you to reset, silencing your negative thinking and shifting you to an alternative, but positive, direction. The goal is to reach a “Position of Independence”, which requires us to consciously
commit to tune in to the situation. Who are we dealing with? What have they said so far? Do we understand their perspective? By asking these questions, we are able to distinguish facts from emotion, as well as challenge our perceptions by asking ourselves why we are responding the way we are. This gives us the freedom to control the direction we
want to take. Step 2: Make clear, direct statements First, consider what you want to walk away with at the end of the interaction. We want to focus on our objective as it gives us control of the conversation. In defining our objective, consider SMART: specific, measurable, achievable, realistic, and/or timely. Use questions or statements that clearly
define the purpose of the interaction. Examples would be: “What steps are necessary to reduce spending by 1%?” or “I think we need to reduce the amount of printer ink we use.” When asking questions, try to avoid using why. Why is often perceived as implying blame, putting others into a defensive position while how, what, when, where are
objective and encourage collaboration and engagement. Step 3: Consider who you are interacting with On any given day we have a preferred communication style influences by our preferences and emotions. Of course, the reverse is true as well! Perceptions and emotions are the most likely causes of falling short of your goal. Acknowledge emotion
while remaining focused on the objective. This may require asking to continue a conversation at a later time. As mentioned above, why is an emotional hook for many people. Be aware of both your hooks and others and avoid them through clarifying questions. Assertive communication is a style of communication where individuals clearly express their
thoughts, feelings, and needs respectfully, confidently, and directly. It emphasizes mutual understanding, respects others’ rights while defending personal boundaries, and promotes open, honest, and constructive dialogue. Bear in mind, being assertive doesn’t ensure that you will always achieve your desired outcome, nor does it guarantee that the
other party will comprehend your concerns or react positively to your statements. However, assertiveness does heighten the likelihood of the other person grasping your desires or feelings, thereby enhancing the probability of successful communication. Learning to speak assertively enables one to respect everyone’s needs and rights, including one’s
own, and to maintain boundaries in relationships while helping others feel respected at the same time. For instance, instead of saying “I can’t stand it when you’re late,” which might sound accusatory, an assertive communicator might say, “When you arrive late, it disrupts my schedule. Could we work on improving punctuality?” This approach
acknowledges feelings, addresses the issue directly, and suggests a resolution, all while respecting both parties’ perspectives. Communicate your needs or wants directly, avoiding ambiguity, while still respecting the other person’s rights. Identify and Understand the Problem: This first step involves recognizing the issue. It could be a behavior, a
situation, or an event that’s causing distress or conflict. Critical thinking skills are applied to analyze the problem accurately. Understanding the problem helps avoid assumptions, misconceptions, or biases and gives a solid foundation for assertive communication. Describe the Problem Objectively and Accurately: The next step is to clearly articulate
the issue. Use specific, concrete language to describe who is involved, what is happening, when and where it’s happening. Tell the person what you think about their behavior without accusing them.It’s crucial not to over-dramatize or pass judgment but to provide a candid description of how the other person’s actions have affected the situation or
you. Rather than saying, “You ruined my whole night,” specify the consequences, e.g., “Due to the delay, we now have less time to discuss our important matter.”The key here is to stick to observable facts and avoid judging or blaming language. For instance, instead of saying, “You're always late,” you might say, “I noticed you've arrived late to the
past three meetings.”Rather than using emotionally charged language, or applying labels and value judgments to the individual you are addressing, refer to concrete and factual aspects of the behavior that have upset you. For instance, if your friend was late for an important discussion, avoid making derogatory comments. Instead, provide a clear
account of the situation, e.g., “We were supposed to meet at 17:30, but it’s now 17:50.”The formula “When you [other’s behavior], then [result of conduct], and I feel [your feelings]” gives a more detailed picture of the situation. For example, “When you override my rules with the children, my parental authority is undermined, and I feel disrespected.”
This approach helps articulate your feelings while maintaining a respectful tone. Express Your Concerns and How You Feel: Tell them how you feel when they behave a certain way. Tell them how their behavior affects you and your relationship with them.To prevent the other person from feeling attacked, express how their actions have affected you
using “I” statements. These help you take ownership of your feelings and communicate them without escalating conflict. Instead of saying, “You must stop!” say, “I would feel better if you didn’t do that.”For instance, “When you arrive late, I feel disrespected and worried because it interrupts our schedule.” Ask the Other Person for His/Her
Perspective (Then Ask for a Reasonable Change): Invite the other person to share their perspective. This shows respect for their feelings and thoughts, and can help you understand their point of view. It could require asking more questions, listening more carefully, or getting creative and exploring more prospects. Whatever it is, it is worth one’s time
because, in the end, both parties leave feeling good, and no one ends up hurt.The secret to effective communication and forming better relationships is being mindful of what the other individual is trying to say. This requires trying not to bring up issues from the past or let one’s mind get distracted. These actions show disrespect and can cause one to
lose focus. Thus, one cannot give a reasonable answer or be assertive. Mindfulness means being present and not thinking about anyone else who is not currently around oneself. Afterward, suggest a reasonable change that could resolve the issue. Make sure this is a specific, realistic action they can take, like, “Could we agree to start our meetings on
time?” List the Positive Outcomes That Will Occur if the Person Makes the Agreed Upon Change: Explain the benefits of making the change. This encourages cooperation by showing how the change is mutually beneficial. The example above might be, “If we start our meetings on time, we’ll be able to adhere to our schedule and finish our work
efficiently, reducing stress for everyone.” The XYZ formula is a technique for assertive communication that’s designed to help express your thoughts, feelings, or needs more clearly and effectively without causing unnecessary conflict. The aim of the XYZ formula is to articulate your emotional responses (your internal reality) to the actions of others
(the external reality) within certain contexts. You are the sole proprietor of your emotions; others cannot perceive your inner state unless you communicate it to them. In the same way, you can only interact with and understand the external behaviors of others, not their internal experiences. This model can be especially useful in tricky conversations,
where emotions might be high and it’s important to communicate clearly and respectfully. It’s also designed to reduce defensiveness in the person you're speaking to, which can help the conversation be more productive. I Feel (X)When You Do (Y)In Situation (Z)I Would Like*I feel upsetwhen you arrive latefor our dinner plansand I would like you to
inform me in advance if you're running latel feel frustratedwhen you interrupt meduring our team meetingsand I would like you to wait until I finish presenting before adding your inputl feel ignoredwhen You check your phonewhen we discuss household choresand I would like you to give our discussions your full attentionl feel appreciatedwhen you
cleaned the kitchen and prepared dinnerwhen I came home late from workand I would like you to continue helping out when my workload gets heavyEach row in this table expresses a feeling in response to a behavior in a specific situation, and also proposes a desired change or action. This can help foster constructive conversation and resolution of
issues. The benefit of the XYZ model is that it’s clear, non-threatening, and focuses on specific behaviors and the impact of those behaviors, rather than making generalizations about the person’s character. This can make it more likely that the other person will be receptive to what you're saying and be willing to work on a solution. Keep your
communication brief and to the point. People are more likely to understand and respond to concise messages. Ensure that the message one wants to portray to another is straightforward to understand. We can take a crazy example like a dance routine - while it may be entertaining, it is not necessarily the most effective way to communicate one’s
message. When one wants to be heard, the messages one sends must be understandable and straightforward. Most people will try to impress others with big, complicated words or terminology, but we should ask ourselves: does one want to impress the other, or should one be heard and understood? One has to believe in one’s ability to handle a
situation. It can be incredibly frustrating when someone says one thing and then says something different the next day. Ask yourself: if you're not convinced what your message is, how can you expect to communicate it effectively? Over time, inconsistency in the messages one is sending can start to cause distrust in the people one is engaging with. So
in order for one to be taken seriously and earn credibility as a leader and a strong communicator, one has to be consistent in the messages one sends to others. Before speaking, learn to take a moment and figure out precisely where one stands on the issue. This will make it easier for other people to understand where they stand concerning their
relationship with you. Assertive communication involves controlling your emotions, tone of voice, and body language. Try to remain calm and composed, even when discussing difficult topics. Speak in a calm and steady voice, and use non-threatening body language. Keeping your emotions under control will help keep the conversation productive and
prevent it from escalating into an argument. Scenario: Your teenage daughter is known to get mad every time you attempt to tell her to clean up her room or assist around the house. Assertive Statement: “I feel overburdened when you do not pitch in and help keep the house clean and tidy. I understand that you do not like having me remind you to
clean your room, but it is a task that needs to be done, and everyone needs to do their part.” Takeaway: Sometimes, we do not express ourselves because we fear how others react. Assertive people understand that they have no accountability for how the other person chooses to respond - that is entirely on them. A normal human being will know that
we all have needs and desires and should be entitled to express them willingly. Scenario: Your father wants you to come to his house immediately so you can help him sort through things he wants to sell at a garage sale. However, you had planned to spend the evening relaxing, taking a calming bath, and just lounging around because you had a rough
week at work. Assertive Statement: “I understand you need help, and I would like to help you. Although today, I need to take care of myself because I am very exhausted and overworked. I can better help you tomorrow. Does that work for you?” Takeaway: Part of being assertive is caring for oneself and valuing one’s needs just as much as the other
person’s. An assertive person says, “I am worthy of this. I deserve this.” Scenario: Your friend asks to borrow $1,000, and you doubt she has a history of defaulting on her financial commitments. Assertive Statement: “My policy is never to lend money to friends or family members.” Takeaway: Using the term “policy statement” is a great way to express
one’s core values and outline what one will and will not do. Scenario: Your roommate is yelling and complaining that you are not devoting enough time and attention to the household. She launches into a long list of what she perceives to be your character flaws. Assertive Statement: “I see you are angry. I hear you saying that you think I should spend
more time doing . However, I am afraid I have to disagree with you, and here’s why.” Takeaway: Assertive people do not get caught up in anger or strong emotions. They acknowledge the other person’s thoughts and feelings but frankly express their own. Scenario: You planned to meet up with your boyfriend to have a nice meal at a restaurant.
You get there, but he is late - again. Every time you make plans, he seems to leave you waiting while he shows up 20-30 minutes after the scheduled meeting time. Assertive Statement: “Did something happen unexpectedly that made you late? I feel hurt when I have to wait constantly because you are frequently late. It makes me feel uneasy and like I
am not a priority for you. Is there something I can do to help you fix this problem?” Takeaway: Assertive people use “I” statements instead of throwing blame or insults at the other person. Offering to support come up with a solution lets the other person know one cares. Scenario: Every day when you come home from work, your husband ignores you
and continues doing whatever they are doing. He does not acknowledge, greet, or ask you how your day was. Assertive Statement: “I feel sad when I come home, and you do not seem happy to see me or ask how my day was. I feel lonely and not appreciated.” Takeaway: Assertive people always state the problem instead of assuming that others know
what they think, feel, or need. Scenario: Your boss wants you to do your co-worker’s report because he has fallen behind schedule, and your boss knows you work efficiently. This has happened multiple times this past month. Assertive Statement: “This is the sixth time this month I have been given extra work because Steve has been behind on his
work. I want to be a team player, but I am stressed when I am overburdened. What can we do to ensure this does not occur again?” Takeaway: Stating the facts and expressing one’s feelings helps avoid making the other person get their defenses up. Offering to help solve the problem expresses one’s concerns. Scenario: Your co-worker wants you to
come in overtime to help her with her portion of work on a project that is due relatively soon, and she has been putting it off. Meanwhile, you have already completed your project share and have plans outside of work. Assertive Statement: “I understand you need help with your project. However, I already completed my share and I have plans outside
of work that I cannot change. I can give you some advice and pointers, but I will not stay overtime.” Takeaway: Again, stating the facts helps avoid making the other person get their defenses up. Offering to help in any way is also helpful for the other person. One should also be aware that if one has not been assertive in the past, one will come up
against resistance when one begins taking steps to stand one’s course. There may be disputes with family members and friends or tension at work, so it is best that one is prepared for various forms of backlash. For example, if one is discussing with one’s partner and they interrupt, stop them immediately by calmly saying, “please do not interrupt me
when I'm speaking.” Chances are they will get worked up and possibly argumentative, at this point, one can make it clear that one does not interrupt them when they are speaking, and one would like to be granted the same courtesy. Depending on what kind of individual they are, this could result in tension, but say they are a family member or one’s
partner, they will be willing to work things through and grow together. It is important to remember to not let these situations dissuade oneself. One might need to sit in their room and cry it out, it can be overwhelming when someone who is used to treating one like a doormat, gets put in their place with one’s newfound voice. Maintain these new
boundaries one has firmly in place, and one will find that they will either adapt or walk away. If this person walks away, they did not work having around in the first place. This risk one will take any time you make a significant life change. Overall, communication is vital, and it is an excellent idea to sit down and discuss with those closest to you the
fact that one is trying to be more assertive and the reasons for doing so. By asking for and receiving their support and encouragement, one may discover that one has more people on your side than one would likely expect, which will only help to bolster one’s assertiveness and help one’s reach goals. Here are some critical elements of assertive
communication in relationships that you can take away from this article: It is direct, firm, positive, and persistent. It consists in exercising personal rights. It involves standing up for oneself. It promotes an equal balance of power. It acts in one’s own best interests. It does not include denying the rights of others. It consists in expressing necessities
and feelings openly and comfortably. By expressing and communicating in a manner that is consistent with the key elements above, people like you are more likely to cherish lasting and fulfilling positive relationships based on mutual respect. To have these life-long friendships, partnerships, and relationships, expressing who you are and effectively
communicating with others is key to attaining a group of people who will love, respect, and adore you! To be honest with ourselves, so much stress can be experienced with either aggressive or passive communication. Likely, one or more people involved in these conversations generally wind up feeling humiliated or threatened. If one stays on the firm
side, one might end up regretting putting one’s need to be heard over the other individual’s right to speak. However, with assertive communication, you are acknowledging the other person’s feelings and wishes. Still, at the same time, you are openly sharing yours and trying to find the best solution for the situation. The assertive communication style
correlates to very little stress. Trust is crucial in all of one’s relationships, and being assertive helps one arrive there naturally. Most of the time, passive communication results in others not taking one seriously, while aggressive behavior leads to resentment. Being trustworthy in one’s communication significantly builds connection. When one hides
their feelings or interacts with others without caring about what they feel or think, one either lowers one’s self-esteem or builds it on the wrong foundation. While assertive behavior, on the other hand, assertive behavior demonstrates that one is both brave enough to stand up for one’s rights and in control of what one is saying and, more importantly,
how one says it). One can find the balance between clearly stating one’s needs and allowing the other person to do the same and feel equal. Last but not least, assertive behavior is excellent for everyone involved. If one communicates wisely, one can get what one wants out of any interaction and leave the other person fulfilled. There are three main
communication types: passive, aggressive, and assertive. In every conversation, our communication style makes it easier or harder for the other person to understand what we mean. Therefore, we would suffer the consequences if we did not know which communication style to use. Often, this can lead to accidentally offending people or not conveying
the point you are trying to make. Aggressive communication style is a method of expression where individuals assert their opinions, needs, or feelings in a manner that infringes upon the rights of others. It can involve speaking in a loud, demanding tone, employing harsh or disrespectful language, ignoring others’ viewpoints, or using non-verbal cues
like invading personal space. While it can help achieve personal goals, it often results in strained relationships due to its lack of respect for others. Aggressive communication can prevent you from having stable friendships because no one enjoys the company of someone who constantly judges, disputes, disagrees, and does not allow others to share
their views. This style can lead to misunderstanding, resentment, and a lack of personal fulfillment, as it inhibits effective interpersonal exchange and self-advocacy. On the other hand, passive communication may lead to feelings of being misperceived and misheard. You may feel like no one truly hears you or respects your input. A passive-aggressive
communication style is characterized by indirect expressions of hostility or negativity. Instead of openly expressing feelings or needs, individuals may use sarcasm, silent treatment, procrastination, or subtle sabotage. This style can create confusion and conflict as the communication is covertly aggressive, making it hard for others to address the real
issues, leading to ineffective resolution and strained relationships. We should all strive for an assertive communication style because it is the best of both worlds. You not only meet your needs, but you also meet the needs of the person you are engaging with, so everyone is happy. An assertive communication style is a balance between the other two
communication styles. An awareness of assertive communication can also help one handle complex family, friends, and co-workers more efficiently, decreasing drama and stress. Ultimately, assertive communication empowers one to draw essential boundaries that allow anyone to meet their needs in relationships without excluding others and letting
anger and resentment creep in. Of course, occasionally, it can be challenging to create this habit and stay away from other, less productive communication styles. There needs to be a healthy amount of self-control. Fortunately, some innovative and easy ways exist to improve your assertive communication skills. Before this, let us examine why you
should prioritize aiming for a more assertive communication style. Passive communication is an avoidance style that is considered inefficient, as it does not communicate the person’s sentiments. The person will avoid expressing what they mean to evade conflict. They will prioritize the needs of others over their own and are often taken advantage of.
This avoidance causes inner turmoil to build up and may lead to bursts of anger. Assertive communication is an effective way to communicate with another person honestly and is the recommended style. An assertive communicator is transparent in their intentions and necessities and is firm without becoming aggressive. They endorse themselves and
remain respectful and empathetic to the other person(s). Aggressive communication is volatile, high-emotion, high-energy communication where the communicator is focused on being right. The opposite of passive, these communicators are only concerned with their gains and will bully and compel others to “win” the conversation. These
communicators are not compassionate and do not appreciate the boundaries of others in the exchange. Again, assertive communication is transparent in intentions and is firm without becoming aggressive. Respect and boundaries are maintained with every conversation, and keeping emotions in check. No. People trying to “dominate” the person they
are interacting with will speak loudly, use physical force, and frequently interrupt the other person. They will blame and embarrass others, and these communicators get enraged quickly. Their behavior is discourteous, inappropriate, and alienating. This type of communicator is usually unwilling to make compromises in arguments, looms over the
other person, and uses direct, lengthy eye contact. They will make the discussion one-sided and not listen to the other person. Assertive communicators are engaged listeners and keep a calm voice when talking. They do not escalate the situation, bully, or use manipulation tactics. This communicator creates relationships and does not allow others to
exploit them. These people make a discussion where others feel comfortable joining. Assertive communication involves transparent, honest statements about your beliefs, needs, and feelings. Considering a healthy compromise between aggressive and passive communication is good. When you communicate assertively, you share your beliefs without
judging others for theirs. You endorse yourself when necessary and do it with courtesy and consideration because assertiveness involves respect for your views and those of others. This communication style helps solve conflict collaboratively. Whether you have a concern you want to discuss with your partner or need to let a co-worker know you
cannot offer assistance with a project, assertive communication allows you to express what you need productively and work with the other person to find the best solution. Filipeanu, D., & Cananau, M. (2015). Assertive communication and efficient management in the office. International Journal of Communication Research, 5(3), 237. Kolb, S. M., &
Griffith, A. C. S. (2009). “I'll Repeat Myself, Again?!” Empowering Students through Assertive Communication Strategies. Teaching Exceptional Children, 41(3), 32-36. Omura, M., Maguire, J., Levett-Jones, T., & Stone, T. E. (2017). The effectiveness of assertiveness communication training programs for healthcare professionals and students: A
systematic review. International journal of nursing studies, 76, 120-128. Pipas, Maria Daniela, and Mohammad Jaradat. “Assertive communication skills.” Annales Universitatis Apulensis: Series Oeconomica 12.2 (2010): 649. Here is a set of 4 points, which serve as a useful guide to approaching all kinds of situations assertively. LISTEN Show you hear
and understand the person’s needs, feelings or situation ‘I realise that you care for the children a lot’ ‘I acknowledge that you’'re feeling stressed” EXPRESS Express your feelings or thoughts in an ‘I’ statement. ‘I just feel hurt and disappointed when you don’t call’ ‘I've been working against a deadline, feel overwhelmed and I haven’t had time to cook
dinner.” SPECIFY Specify clearly the actions which you want from the other person or what you want to happen. Soften at beginning and include an appreciation statement. ‘It would be helpful if you could like to let me know if you’'re going to be late for dinner. That would make a real difference!” ‘I'd appreciate it if you could whip something together
from leftovers so I can get this task done?’ Thanks heaps!” ‘On Sunday morning would you mind watching the kids for 30 minutes so I can go for a walk’ That would really help me out.” OUTCOME Mention the anticipated positive outcomes of change. You may also mention the negative aspects of no change. This is an optional step about your self-care.
‘That way I'll feel calmer when you get home and more willing to talk with you nicely’ ‘If that doesn’t work for you, I can always order a pizza.” When expressing your request consider: timing, stick to facts, tone of voice, use ‘I’ messages, use good eye contact and relaxed posture, and start with the least threatening person. You can use this guide to
clarify your own thoughts about a situation, or you use it with a friend to plan and practice assertive statements. Use each point to plan a sentence or paragraph and write it down. Don’t feel compelled to mention every point unless it is appropriate. Assertive skills can take practice and support so see your psychologist if you need assistance. Bill
Gates ill Gates is among the youngest self-made billionaires in the world. His net worth was estimated to be US$92.7 billion, as of March 2013. He has donated more than US$27 billion to various charitable organizations over his lifetime, primarily via... read more FinanceWhat is velocity banking? Velocity Banking — also known as the “HELOC
Strategy” — is a personal finance approach and a type of banking that uses a home equity line of credit (HELOC) to leverage disposable income to pay down your primary mortgage while saving the... read more Finance, Goal Setting, Investment Strategy, Personal Finance, Real Estate Investing, Stocks, Wealth Management, Wealth MindsetHow to
Start Investing in 2025: An Inspirational Guide for Young ProfessionalsEmbarking on your investment journey is a powerful step toward securing your financial future. Whether you're aiming to buy a home, travel the world, or build a comfortable retirement,... read more Finance, Gold, Real Estate Investing, StocksStarting with $100: Exploring
Investment OptionsInvesting can often seem like a daunting task, especially for beginners. However, with a mere $100 and the power of online platforms, you can embark on the journey of wealth creation. A seasoned millionaire investor... read more Federal Reserve, FinanceWhat is FedNow? In today's fast-paced digital age, where instant
communication and on-demand services have become the norm, the Federal Reserve is stepping up to revolutionize how we make payments. Enter FedNow, a cutting-edge real-time payment system with the aim of... read more Career Development areer development is the process by which employees grow and reach their potential over time. It can
be challenging to maintain peak performance, especially as an employee navigates different projects and milestones in their career. Career... read more Career Development veryone wants to land a job they love and is passionate about. But most people find it challenging to get a job that aligns with their career goals. In fact, the skills gap is one of
the biggest issues when it comes to hiring and retaining quality... read more Career Development oday’s world of work is about constant personal growth, rapid learning, and the ability to pivot when needed. Individuals who understand how to pivot their careers for the future, learn new skills, and embrace new opportunities are the ones that... read
more Career Change n the fast-paced world of tech, it’s not uncommon for employees to switch roles or even companies. Even if you’'re happy in your current role and with your company, it’s still a good idea to keep an eye on your career development. Having a strong... read more Career Development o you feel like your career has stalled? Do you
feel like there are no opportunities for advancement at your current company? Or maybe you’re just not sure what the best way is to develop a meaningful and successful career. Whatever stage of your... read more Career Development ou’ve just been promoted or you see an opportunity to grow in your organization. But now what? How do you take
your career to the next level? With career development, of course. Career development encompasses a variety of activities that help... read more Career Change ven though the job market is challenging, it's still a great time to be looking for work. You have more options than ever before, and you may be surprised by the number of jobs that can pay a
decent wage without requiring a bachelor's degree. Even... read more Career Change f you're a high school or college student researching ways to make money without a college degree, you've probably heard that "no degree, no job" phrase again and again. While it is true that not having a four-year degree limits your career... read more Career
Change ollege costs are rising and student loan debt has ballooned to over 1.5 trillion dollars. With these mind-boggling stats, it’s no wonder many people are hesitant to take on the expense of a college education. Fortunately, there are plenty of jobs... read more Career Change verybody has to work at some point in their life. It is fair to say that some
jobs are harder than others, but which ones exactly? There are many different fields of work, from healthcare and education to sales and construction. Each job will have... read more Career Change ne of the most common questions about jobs that pay well is “How can I get a job like that?” But what you may not realize is that getting a job like that
isn’t always as easy as it seems. Becoming an engineer or a surgeon, for example, takes years... read more Career Change here are so many career options out there, that it can be hard to know where to start. When looking for a new job, you might find yourself asking things like “What kind of career should I have?” or “What is a fun job?” But what
exactly makes a... read more Career Change here are plenty of jobs that pay well, but many of them require extensive training, education, and experience. Unless you have a group of specialized skills or a lot of time to invest in training, it can be difficult to find a well-paying job... read more Career Change hile there are people who lead happy and
fulfilling lives without ever changing their jobs, there are others who feel an itch that needs to be scratched. They may love the work they do, but they’re not satisfied with where they are in their... read more Career Change ou’ve passed 35 and decided to re-train. But what do you do next? You're not fresh out of high school, nor are you able to go
back to college again. That leaves you with a limited set of options when it comes to retraining. So, what should you do... read more Career Change eing in your mid-30s and feeling stuck in your career is a very common problem. You might have been waiting for the perfect opportunity to come along, or you might have felt like something was missing
from your life for a while. Whatever the case... read more Sustainable Development he concept of sustainability has been around for a long time, but it’s only over the last several decades that it has started to gain traction in the sustainable development community. The phrase itself was coined in the 1980s by the United... read more Sustainable
Development FDA, or the Council of Fashion Designers of America, is the main organization representing and supporting the fashion industry in the United States. Every year, they host the CFDA Awards. The CFDA Awards are the fashion industry’s top accolade.... read more Sustainable Development FDA, or the Council of Fashion Designers of
America, is the main organization representing and supporting the fashion industry in the United States. Every year, they host the CFDA Awards. The CFDA Awards are the fashion industry’s top accolade.... read more Sustainable Development he word 'environmentalist' can be confusing, especially if you’re new to the world of green living. There are
so many different people who call themselves ‘environmentalists’ and so many different meanings to their actions, words, and beliefs.... read more Sustainable Development hen it comes to discussing the challenges and opportunities of achieving a sustainable future, most everyone agrees that the topic is not pleasant. Many researchers have
dedicated their careers to studying how to make the process of making and... read more Sustainable Development o you ever get the sense that some people are confused about what it means to be environmentally friendly? Maybe you’'ve even been caught in the crosshairs of a green-washing scandal. After all, it’s not a secret that there’s a lot of talk
about... read more Sustainable Development he term “greenwash” refers to the efforts of companies to appear environmentally friendly without actually doing anything to improve the environmental sustainability of their operations. That’s not the sort of thing that a company would want the... read more Sustainable Development reenwashing is the
use of marketing and advertising to sell products that are not actually environmentally friendly. Of course, companies aren’t going to advertise the worst aspects of their products. If they did, they’d likely lose a great deal... read more Sustainable Development reenwashing is the act of a company marketing itself as environmentally friendly when in
reality, it is not. It is often a method used by companies to hide the negative effects their products have on the environment. It’s a deceptive practice that... read more In this article, we will learn about assertiveness - and how a simple word can have broad-spanning implications. Also, we will look at the differences between passiveness versus
aggression compared to assertiveness. Plus, techniques and exercises to help you become more assertive in key situations or everyday interactions. Imagine that you are living the following situations: You lend a friend one of your books. She returns it with pages missing.Your friend always asks to borrow a few dollars when you go out, but he never
repays you. How do you act? Do you say something to your friend? How exactly would you say it? Some people might end up saying nothing, and then resenting the person afterward (and even themselves). However, being assertive doesn’t mean you have to be unpleasant. Assertiveness is a social skill that involves being confident and self-assured
without being confrontational. It means you can get your point across without upsetting others or becoming upset yourself. A passive or aggressive response comes from a lack of self-confidence - something which every single person experiences from time to time. This is why assertiveness is often associated with self-esteem. However, assertiveness
also respects the opinions and thoughts of others. Another interesting thing is that there are actually two kinds: Cognitive assertiveness: To not have many anxious thoughts, especially when under stress. Behavioral assertiveness: Asking for what you want while still respecting others. The Oxford Dictionary defines it as, “forthright, positive, insistence
on the recognition of one’s rights”. But the Dorland’s Medical Dictionary has more to say, “A form of behavior characterized by a confident declaration or affirmation of a statement without need of proof; this affirms the person’s rights or point of view without either aggressively threatening the rights of another (assuming a position of dominance) or
submissively permitting another to ignore or deny one’s rights or point of view.” Essentially, these definitions mean being able to stand up for yourself or someone else’s rights in a calm way. One had assertiveness training while the other didn’t. Those who had the 4-week training found a strong connection between being assertive and treating stress
and non-assertive behaviors. Although the idea and act have existed for all of the time, assertiveness became a bigger phenomenon during the second half of the 20th century. It was taught as a behavioral skill by personal development experts and by (cognitive) behavioral therapists. It became popularized through books like Your Perfect Right: A
Guide to Assertive Behavior (1970) and When I Say No, I Feel Guilty: How To Cope Using the Skills of Systematic Assertiveness Therapy (1975). Assertiveness includes different types of behaviors and traits, and there’s a “sweet spot” that pretty much ensures success. If you're above that sweet spot, you won’t get your way (passive). If you're below,
you won't get along with others (aggressive). Some behaviors and traits associated with assertiveness are: Being open to your and others’ wishes, thoughts, and feelingsListening to others and responding properly, whether you agree with them or notAccepting responsibility and being able to empower othersExpressing appreciation and gratitude for
what others have doneBehaving just, fair, and equal to othersBeing able to maintain self-controlAdmitting mistakes and apologizing To be passive means respecting others’ wishes but undermining your own rights and self-confidence. It means not being able to communicate your thoughts or feelings effectively in order to advocate for what you want.
Many people act passively because they want to be liked by others. For example, your spouse asks you if you have time to pick up the kids from school. A passive response would be “Yes, but I will be quite late because I have a meeting until 5 pm.” An assertive response is “No, I can’t because I have a really important meeting with my boss until 5
pm.” It can be difficult to define assertive behavior because there is a fine and confusing line between assertiveness and aggression. Assertiveness is based on balanced while aggression is based on winning. Being assertive requires the consideration of the feelings of others while being aggressive means you disregard others’ opinions and emotions,
etc. However, aggressive responses try to force the other person to interact in a non-assertive way (either passively or aggressively). Sometimes when people react to a non-aggressive action in an aggressive way, it leaves the other person wondering what they did wrong and why they deserved the aggression in the first place. But, if thoughts or
feelings are not stated clearly manipulation can happen. Manipulation is a form of aggression, although humor can also be seen aggressively. For example, your boss places a pile of work to be done right away on your desk right before you are set to go on vacation. This is an aggressive act because your boss is disregarding your needs, feelings, and
the fact you’'re going on vacation. It’s possible to respond to your boss in an aggressive way by being hostile, angry, or rude. You could also respond with assertiveness by telling your boss that the work will get done, but after you come back from vacation. This is non-aggressively asserting your own rights while recognizing the fact that there is work
to do. It often pays to be assertive. Assertiveness helps you become more self-confident and thus, helps you gain an understanding of who you are and your value, your worth. However, it is not necessary to always be assertive. It’'s something that should be used when you feel it best. Assertive people tend to: Make great managers because they get
things done while still being respected. Be less anxious and stressed because they don’t feel threatened or victimized when things don’t go to plan. Be good negotiators by finding “win-win” solutions to problems. They can find common ground with their opponent. Be good problem solvers and are better do-ers because they feel empowered to do
whatever needs to be done in order to find the best solutions to their problems. Not everyone is born assertive, but luckily there are some skills we can use to help us develop our assertiveness. Assertiveness can be learned. Some experts believe that the key is to first understand the context, assess your behavior and that of those around you, and then
to make the right adjustments. Seeing the value of yourself, your rights, and your beliefs. Assertive people have a good understanding of themselves and recognize the value of themselves, their rights, and their beliefs by having a strong basis of self-confidence.Self-confidence will help them recognize that they deserve to be treated with dignity and
respect, which leads them to be able to stick up for their wants, rights, and needs of themselves (or others). However, it’s important to not allow your self-confidence develop into self-importance or arrogance.Voicing your wants and needs with confidence. Being able to work at your full potential, it’s important that your wants and needs are met.
Understanding that you can’t control other people’s behavior. People are in charge of how they react, not you. Expressing themselves in a positive way. Being open to both compliments and criticism.Have the ability to say “no”. This is one of the most important skills needed in assertiveness because it’s vital to know your own limits in order to stand
up for yourself. Assertiveness Use “I” Statements. “I” Statements are statements that convey your feelings without imposing on the other person. For example, “I feel”, “I want”, and “I need” are all “I” Statements. Being empathetic. Using empathy means you understand how the other person feels about and views the situation, and take their point of
view into consideration.Taking action. If your attempts at assertiveness aren’t successful, then you may need to become firmer while still being respectful. Ask for more time. Sometimes we end up in situations that catch us off guard or we might not feel calm enough to respond respectfully. It’s okay to ask for time to compose your thoughts and to
compose yourself. Pay attention to the verbs you use. Some verbs “sugar-coat” a message to the point that sometimes the other person doesn’t realize what you are asking of them. Try using verbs like “will” instead of “could” and “should: “I will do this” rather than “I should do this”. Try using “want” instead of “need”: “I want you to be ready in five
minutes” rather than “I need you to be ready in five minutes”. Repeat. It’s fine to be a broken record and advocate for yourself by repeating the message, in the same words, if people don’t realize your genuine intentions.Think about what you will say prior. Prepare what you want to say in advance.Forge relationships outside of work with your
colleagues in order to feel more comfortable with speaking up and asserting yourself in the workplace.



