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COMMUNICATION TIP SHEET

Tackle the issue directly and promptly

Enter into the conversation with an open mind

Respect the other person’s perspective and
feelings

Keep emotional control

Address a specific issue and explain your position
clearly

Ensure the other person understands
what you’re saying

Stay on topic and only make it about this person

Take the time to get it right

Give the other person an opportunity to be heard

Keep the conversation on track and stay in control
of the message

Before parting ways, establish an action plan
moving forward

Follow up with the person to ensure action plan
is followed

Avoid having a tough conversation and
let the problem continue

Assume the worst about the direction
of the conversation

Act defensively

Get emotional or heated

Use generalizations

Use absolutes (always, never)

Make comparisons to other people

Rush through the conversation to get it over with

Dominate the conversation

Allow the other person to dominate the
conversation and take charge

When the meeting is over, consider the matter
ended

Avoid the issue after the meeting is over




