ASSERTIVE
COMMUNICATION



Assertive Communication

In any workplace, clear and open
communication is key to success. Being able
to express your thoughts, needs, and
concerns in an assertive, composed manner
makes for better professional relationships
and ultimately, better results. However,
many struggle to strike that balance
between being too passive or too
aggressive when communicating with
colleagues. Assertiveness offers the ideal
middle-ground approach.




Assertive Communication

What Is Assertive Communication?

Assertive communication focuses on expressing
one’s point respectfully yet firmly, without
violating the rights of others. Unlike passive
communication which subordinates one’s own
needs or aggressive communication which
expresses demands in a hostile manner,
assertiveness directly states a position in a calm,
even-tempered way.

For example, a passive communicator might fail
to speak up when issues arise, leading to built-
up resentment over time. On the other end,
aggressive communicators often use accusatory
language and fail to listen, harming trust and
rapport. The assertive communicator, however,
clearly voices concerns while also demonstrating
willingness to understand the other’s perspective.




Benefits of Assertive Communication
at Work

Builds Trust

By speaking up directly while also showing
empathy, assertive communicators foster
openness and respect. Others know where they
stand, which builds trust.

Resolves Issues

Rather than allowing problems to persist or
forcing solutions aggressively, assertiveness
allows matters to be addressed cooperatively in
a timely fashion.




Benefits of Assertive Communication
at Work

Empowers Oneself

Many shy away from expressing needs or
concerns at work. Assertiveness allows
professionals to stand up for themselves without
anxiety or anger.
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Leads to Recognition

Assertive expression of great ideas leads to more
acknowledgment of employees’ contributions
and value.




The Best Approaches

Focus on the issue

Focusing on the issue, not the person. Blame or
attacks lead others to become defensive.

‘I" statements

Using “I" statements rather than “you” statements
when describing problems. This reduces
accusatory tone.

Active listening

Listening actively and showing understanding of
others’ perspectives, not just stating demands.

Body language

Considering language, tone, and body language
to come across as calm and thoughtful, not
angry or detached.




Dealing with NONE Assertiveness

Submissive/Passive

Do not become aggressive if you are
frustrated by passiveness

Calmly try to encourage people to be open,
honest and assertive

Clearly explain that you can only help them if
they are honest with you

Clearly convey that you do not wish to put
upon them or inconvenience them

Try to negotiate a compromise

Agressive

Don't become aggressive yourself

Maintain positive thoughts

Diffuse anger/ aggression

Remain calm

Attempt to identify the cause of the
aggression

Restate questions calmly and assertively

Be clear and confident when delivering your
message
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