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COURSE OBJECTIVES 
 

By the end of the training, participants will be able to:  
 

 Explain the definition, basic concept and philosophy of assertiveness  

 Recognize the differences between assertive, passive and aggressive behaviors and 
communication styles. 

 Identify individual rights of assertiveness   

 Familiarize with assertiveness skills and techniques. 

 Instill self-confidence and courage to be assertive - in the most appropriate and 
effective way. 

 Through PI support female farmers to be assertive    
 

I. UNDERSTANDING ASSERTIVENESS  
 

WHAT IS ASSERTIVENESS?  
 
Assertiveness is  
 

 “Confirming confidently, positively to defend one’s rights or opinions, sometimes 
with unnecessary zeal”. Chambers dictionary. 

 “Expressing opinions or desires strongly and with confidence so that people take 
notice”. Oxford Advanced Learners Dictionary.  

 An honest and appropriate expression of one's feelings, opinions, and needs. 

 The ability to express yourself and your rights without violating the rights of others. 

 It is standing up for your rights and not being taken advantage of. 

 It is appropriately direct, open, and honest communication which is self-enhancing 
and expressive.  

 Acting assertively will allow you to feel self-confident and will generally gain you the 
respect of your peers and friends. 

 It can increase your chances for honest relationships, and help you to feel better 
about yourself and your self-control in everyday situations.  

 This, in turn, will improve your decision-making ability and possibly your chances of 
getting what you really want from life.  

 Assertiveness is linked to self-esteem and considered an important communication 
skill. 

 “….the ability to express your thoughts and feelings in a way that clearly states your 
needs and keeps the lines of communication open with the other”. 

 Sidestepping someone else’s attempts at manipulation; 

 Emotionally detaching oneself from criticism; 

 Focusing on real issues; 

 Acknowledging and being open about feelings; 

 Listening carefully; 

 Seeing the other viewpoints; 

 Communicating clearly; 

 Standing one’s ground (respect for self); 

http://en.wikipedia.org/wiki/Self-esteem
http://en.wikipedia.org/wiki/Communication
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 Resolving conflict; 

 Letting other people know the consequences of their behavior. 
Test Your Assertiveness  
(Individually respond -yes or no) 
 

1. Can you express negative feelings about other people and their behaviors without 
using abusive language? 

2. Are you 
3.  able to exercise and express your strengths? 
4. Can you easily recognize and compliment other people’s achievements? 
5. Do you have the confidence to ask for what is rightfully yours? 
6. Can you accept criticism without being defensive? 
7. Do you feel comfortable accepting compliments? 
8. Are you able to stand up for your rights? 
9. Are you able to refuse unreasonable requests from friends, family, or co-workers? 
10. Can you comfortably start and carry on a conversation with others? 
11. Do you ask for assistance when you need it? 

 

A “yes” response to the questions indicates an assertive approach 

 
Assertive behavior: 
 

 Correcting the situation when one's rights are being violated 

 Seeking respect and understanding for one's feelings about a particular situation or 
circumstance 

 Interacting in a mature manner with those found to be offensive, defensive, 
aggressive, hostile, blaming, attacking, or otherwise unreceptive  

 Verbal ``I'' statements, where individuals tell others how they feel about a situation, 
circumstance, or the behavior of others  

 Taking the risk of being misunderstood as being aggressive, abrasive, or attacking 

 Risk-taking behavior that is not ruled by fear of rejection or disapproval, but is 
directed by the rational belief that “I deserve to stand up for my rights”  

 Direct, upfront, (not defensive or manipulative) behavior 

 Those using assertive behavior confront problems, disagreement, or personal 
discomforts head on, and their intent is unmistakable to others 

 Rational thinking and the self-affirmation of personal worth, respect, and rights 

 A healthy style in which to conduct interpersonal relationships 
 

WHY ASSERTIVENESS?  
 

Why assertiveness is important? 
 

 You will feel good about yourself.  

 Other people know how to deal with you and there is nothing vague about dealing 
with you. 

 Effective communication brings about the achievement of individual and/or shared 
goals. 
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 Assertiveness increases your ability to reach these goals while maintaining your rights 
and dignity. 

Where does Assertiveness come from? 
 

 As we grow up we learn to adapt our behavior as a result of the things that happen to us. We 
model ourselves upon those around us, for example parents, teachers and our friends, and 
other factors. If during this time our self-confidence is eroded through bullied or ridiculed at 
school or criticized within our family, then in our adult lives we may more likely to react 
passively or aggressively in similar situations. 

 
Is it feminine to be assertive or outspoken? 
 

 Sometimes people behave in a particular manner due to various gender role 
expectations. This has been especially true for women.  

 Gender role expectations limit people's options for acting appropriately upon their 
beliefs, needs, and rights. They close the door to spontaneous and sincere 
interactions. 

 
MYTHS ABOUT ASSERTIVENESS 
 
Myth #1 Anxiety:  

 

 If people can disclose their feelings of discomfort safely, they will find it unnecessary 
to expend so much energy disguising them; therefore, the anxiety will no longer 
interfere with the task at hand or impair their ability to cope in life. 

 
Myth #2 Modesty:   
 
This myth consists of three parts:  
 
(1) The inability to acknowledge or say positive things about oneself,   
(2) The inability to accept compliments from others, and  
(3) The inability to give compliments to others.  
 

 Some people fear that positive self-statements seem egocentric. They fail to 
discriminate between the accurate representation of accomplishments and over 
exaggeration.  

 People who are unable to receive compliments are indirectly damaging their self-
respect.  

 Some people are unable to provide others with positive feedback. They may be 
unaware of the potential positive effects, e.g., greater rapport or satisfaction in life. 

 Sometimes others have difficulty delivering praise because they fear making 
themselves vulnerable.  

 
Myth #3 Good Friend:   
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 This myth assumes that others can read my mind based upon our past relationship, 
e.g.: “She should have known how I felt;'' or, “my husband should have known how hard I have 
been working and given me Saturday morning free.” 

 This type of expectation will undoubtedly lead to guilt, resentment, hurt feelings, and 
misunderstanding within a relationship, assuming that others have known you long 
enough to know your mind or how you are thinking. 

 
Myth #4 Obligation:  
 

  This myth indicates that some people disregard their personal needs and rights due to 
a belief in personal obligations to others.  

 

 These people put others ahead of themselves. Obviously the others' needs cannot 
always be met; however, those who routinely neglect to express their needs and 
rights, and who find themselves imposed upon quite frequently, are being restrained 
by this belief in the myth of obligation.  

 
Myth #5 Gender role myths:  
 

 Sometimes people behave in a particular manner due to various gender role 
expectations. This has been especially true for women. Is it feminine to be assertive 
or outspoken? The myth of obligation fits into this category, too. Due to erroneous 
expectations, many women are unable to refuse requests, even unreasonable ones. 
This may be true regardless of whether the request would interfere with their needs 
and rights. Men have been encouraged to act upon their needs and rights 
aggressively, to fill the “macho” or “controlling” role in a relationship. 

 

 Gender role expectations limit people's options for acting appropriately upon their 
beliefs, needs, and rights. They close the door to spontaneous and sincere 
interactions. 

 
Myth #6 Strength of an issue:  
 

 It is sometimes risky to take a stand, even on issues about which people might feel 
quite strongly. It may be interpreted as pressuring others to accept one's beliefs, 
especially when discussing a controversial issue. People may not choose to take the 
risk of alienating themselves from others. People who cannot discuss their beliefs 
assertively are closing the door to honest expression. The opportunity for a 
potentially stimulating exchange, which may afford them an opportunity for self-
growth, will not happen.  

 
In Summary: 
 
What Assertiveness Is: 
 

 Respect for yourself and others. 

 Honestly expressing your thoughts, feelings, and beliefs. 
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 Effectively influencing, listening, and negotiating with others. 
 
 
What Assertiveness Is Not: 
 

 It is important to remember that assertiveness is not aggressiveness or selfishness. 

 Being assertive does not involve humiliating or abusing other people and their rights.  

 Being assertive does not mean violating the rights of others or gaining at the expense 
of some one else’s loss. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

BENEFITS OF ASSERTIVENESS 
 
The benefits of assertion are: 

 
1. Assertiveness increases the chances of our needs being met. If we are able to tell 

people what we want without becoming aggressive they will be more likely to help 
us. Also, if they can’t help us and we are able to accept that without becoming 
aggressive they will remain friends. 

2. Assertiveness allows us to remain in control. We can decide for ourselves what we 
want to do and then seek out opportunities to do it – or to do something similar. It 
puts us back in the driving seat. 

3. Assertiveness brings greater self-confidence. As we learn to take control and see 
what we can achieve our confidence increases. This in turn increases our feelings of 
self-worth and self-esteem. We begin to feel better – more effective. 

4. Assertiveness lets us have greater confidence in others. This is because it also helps 
others to state their needs and wants. By dealing honestly and fairly with them we 
encourage them to do the same with us. 

5. Assertive people have more friends. As we begin to treat people more fairly they 
begin to trust us, to like us and to want to spend more time with us. We make 
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friends who truly respect us instead of walking all over us (passivity) or fearing us 
(aggression). 

6. Reduces stress. The more in control we feel the less stressed we feel. We don’t need 
to worry about doing things we’d rather not. We don’t have to let other people 
control us. Nor do we have to worry about trying to control other people. We have 
the power to choose our own destiny. 

7. Achieving your goal. Effective communication brings about the achievement of 
individual and/or shared goals. Or assertiveness increases your ability to reach these 
goals while maintaining your rights and dignity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

II. DIFFERENCE BETWEEN PASSIVE, ASSERTIVE, 
AGGRESSIVE BEHAVIORS AND COMMUNICATION 
STYLES 
 
Learning actively: buzz group 
 

1. With the person next to you, discuss what you understand (differences) about 
aggressive and passive behaviors. 

2. Write your common understanding on card 
3. Share on plenary 

 
                      Passive__________ Assertive ____________Aggressive 
 
Acting passive /unassertive is: 
 

 Acting in an indirect or passive manner 

 Permitting others to take advantage of you by violating your rights 

 Thinking that you and your needs are inferior to others and their needs  

 A behavior that implies owns contribution is less valuable than others. 

 Conflict-avoidant 

 An indication of low self-esteem 
 
Are You Unassertive/Passive?  
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Respond with “yes” or “no” individually 
 

1. Do you feel guilty standing up for your rights or expressing your feelings? 
2. Are you unable to recognize and acknowledge your strengths? 
3. Are you uncomfortable with starting or carrying on a conversation? 
4. Do you rarely stand up for yourself? 
5. Do you have trouble saying “no” to people? 
6. Are you unable to ask other people to perform reasonable requests for you? 
7. Do you feel that you let other people take advantage of you? 

 

A “yes” answer to any of the questions may indicate passive behavior. 

 
Passive people usually: 
 

 Speak softly and hesitantly. 

 Use fillers like “uh” and “um.” 

 Avoid eye contact. 

 Allow other people in their personal space. 
To the extreme, should I use force? 

 

 Passiveness is clearly not conducive to ascertaining your personal rights, but you 
don’t need to go to the other extreme to be assertive. 

 You don’t have to be forceful to be assertive. 

 Soft-spoken people can be assertive too! 

 You don’t have to be forceful to be assertive. 

 There is no one way to be assertive correctly, but there are things to avoid. 
 
Aggressiveness Is: 
 

 Inappropriately expressing your thoughts, feelings, and beliefs in a way that violates 
other people’s rights 

 Achieving your goal by not allowing others the freedom to choose 

 Completely disrespecting others whether it is in an active or passive method   
Aggressiveness Is Demonstrated By:  
 

 Speaking louder than others; 

 Signing bigger and forcefully over others; 

 Interrupting others; 

 Bullying; 

 Using sarcasm; 

 Patronizing or intimidating body language 
 
An Aggressive Person often: 
 

 Infringes on others’ rights, using fear and intimidation to get what he or she wants 

 Raise their voices when they lose control 

 Shout and use accusatory language like “You should” and “You must” 
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 Stare people down  

 May invade other people’s personal space physically 
 
Are You Aggressive?  
(Respond yes or no individually) 
 

1. Do you become abusive, whether it is verbal or physical, when criticizing others? 
2. Do you purposely make others feel like they are incompetent or unimportant? 
3. Do you make unreasonable demands of other people? 
4. Do you brag or exaggerate your achievements? 
5. Do you ignore the rights and feelings of other people? 
6. Do you aim to get your way at all costs? 
7. Do you often dominate conversations with others? 
 

A “yes” answer to any of the questions may indicate aggressive behavior 

 
An assertive person asserts his or her own rights in a positive, open, honest, and self-
confident manner. 
 
Assertive people usually: 
 

 Speak calmly and confidently. 

 Notify other people of their feelings with statements starting with “I think” and “I 
feel.” 

 Maintain eye contact, have good posture and are poised and in control. 
 
                  I’m OK 

 
 
               You are not Ok                      You are ok  

                        
                                                             I’m not ok 

 
                                                   I’m OK 
 
                                                    
 

                        Aggressive  Assertive        
 
 
You are not ok                                                                         You are ok  
 
 
                             Passive /Aggressive          Passive  
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                  I’m not ok  

 
 
 
 
 
What Are The Difference Among Passive, Assertive & Aggressive Behaviors? 
  
 

 Passive Assertive Aggressive 
 

Style  Not expressing 
needs 

 Self-devaluing 

 Waiting to be led 

 Honest, Open, 
Direct 

 Recognizes own 
rights 

 Listens to others’ 
needs 

 Domineering, 
insisting 

 Win/lose  

 Not listening 

Non-verbal 
behaviors 

 Small posture 

 Quiet, hesitant 
voice  

 Little eye contact 

 Upright, 
balanced pose 

 Firm, clear voice 

 Steady eye 
contact 

 Interrupting 

 Loud 

 Staring, pointing 

Language  Sorry to bother 
you… 

 I can’t seem to… 

 It’s only my 
opinion 

 I believe/need/ 
I’d like  

 No (when 
appropriate) 

 Open questions 

 That won’t work 

 You can’t be 
serious  

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                             
                                                         Assertiveness Training, May 2017                                                                                                                                                                                                          

13 

 

 

 

 

 

 

 

 

 
DIFFERENT BEHAVIOR STYLES 
                                                          

 Passive Assertive Aggressive 

Characteristics  Allow others to 
choose for you. 

 Emotionally 
dishonest.   

 Indirect, self-denying, 
inhibited.   

 In win-lose situations 
you always lose.  

 If you do get your 
own way, it is 
indirect.  

 Choose for self. 

 Appropriately 
honest.   

 Direct, self-
respecting, Self-
expressing, straight 
forward.   

 Convert win-lose to 
win-win. 

 Choose for others. 

 Inappropriately 
honest (tactless). 

 Direct, self-
enhancing. 

 Derogatory of others. 

 Win-lose situation 
which you win. 

Your own feelings 
on the exchange  

 Anxious, ignored, 
helpless, manipulated. 

 Angry at yourself 
and/or others  

 Confident, self-
respecting, goal-
oriented, valued 

 Righteous, superior 
controlling 

Others’ feelings in 
the exchange  

 Guilty or superior. 

 Frustrated with you.  

 Valued, respected  Humiliated, 
defensive, resentful, 
hurt  

Others’ view of you 
in the exchange  

 Lack of respect.  
Distrust.   

 Can be considered a 
pushover.   

 Do not know where 
you stand. 

 Respect, trust, and 
know where you 
stand. 

 Vengeful, angry 
distrustful, fearful. 

Outcome  Others achieve their 
goals at your expense. 

 Your rights are 
violated.  

 Outcome 
determined by 
honest negotiation. 

 Your rights and 
those of others 
respected 

 You achieve your 
goals at the expense 
of others.   

 Your rights upheld 
others violated. 

Underlying belief 
system 

 I should never make 
anyone 
uncomfortable or 

 I have a 
responsibility to 
respect my own 

 I have to put others 
down to protect 
myself. 
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displeased . . . except 
myself 

rights.   

 I respect others but 
not necessarily their 
behavior  

 
 

 
 
When you are assertive you: 
 

 Stand up for your own rights while respecting the rights of others; 

 Express your feelings and wants honestly and clearly; 

 Communicate without distortion and exaggeration. 
 
When you are passive you: 
 

 Violate your own rights; 

 Fail to express your thoughts and feelings honestly; 

 Use manipulation to achieve your goals.  
 
When you are aggressive you: 
 

 Stand up for your personal rights; 

 Express thoughts and feelings in an inappropriate way which violates the rights of 
others; 

 Communicate in an attacking and blaming manner. 
 
Assertiveness Actions (LOVE) 
 

 Only you can know what is important for you.  (So the same is true for others) 

 Focus on that 

 Stick to that 

 Show / demonstrate the positive  

 Imagine getting positive back 

 Value yourself and continue to do that 
 
Several Tips 
 

 Be cognizant of your expression. 

 Do not act hastily or in anger. 

 Remain calm, cool, courteous & collected. 

 Avoid making mountains out of molehills. 
 
When Aggression is Appropriate: 
 

 In an emergency 

 When there is not time to spend on a compromise 
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 When your opinion is based on several facts, you therefore KNOW you are right, 
and there is not time to utilize assertiveness skills 

 When the results of pushing the issue would cause problems that outweigh the 
benefits 

 When issues are minor 

 When there is a power differential that is not in your favor and the other party is 
getting agitated by your assertiveness 

 When the other individual’s position is impossible to change (E.g., the law) 
What is “Okay” in Assertive Behavior: 
 

 It is okay to say “I don’t know.” 

 It is okay to say “No,” or “I cannot do that.” 

 It is okay to make mistakes as long as responsibility is taken for them. 

 It is okay to disagree and to verbalize that. 

 It is okay to challenge others’ opinions or actions.   

 It is okay to not accept another’s opinion as factual or accurate (e.g., getting 
criticized).  

 It is okay to ask for a change in behavior. 
 
Are You Assertive at the Workplace? 

 

 Then you do your job well while maintaining your rights and fulfilling your 
responsibilities.  

 Don’t worry if you don’t fit into this category yet … There’s still hope! 

 
DIFFERENT COMMUNICTION STYLES 
 
Basics of Effective Communication 
 

 It matters not so much what you say as it does how you say it.  

 Your communication style is a SET of various behaviors and methods of relaying 
information that impact all facets of life.   

 The goal should always be to understand – not to be right.   

 Get the facts before you pass judgment.  Some styles lend themselves better to this 
than others. 

 Learning all communication styles is important in order to avoid communicating in 
less effective ways and in order to recognize those styles in others so as to be able to 
deal with them. 

 People are not difficult. They only seem difficult to the extent that we do not have 
the skills to deal with what they bring to the table.  It is our lack of knowledge that 
makes the situation difficult. 

 
 
 
 
 



                                                                             
                                                         Assertiveness Training, May 2017                                                                                                                                                                                                          

16 

 
Which is the Best Style? 
 
All styles have their proper place and use. Assertive communication is the healthiest. 
 

 Boundaries of all parties are respected. 

 Easier to problem-solve; fewer emotional outbursts. 

 It requires skills and a philosophy change, as well as lots of practice and hard work. 

 When both parties do it, no one is hurt in any way and all parties win on some level. 
 
Passive Communication 
 

 Allowing our own rights to be violated by failing to express our honest feelings 

 The goal of being a passive communicator is to avoid conflict no matter what.  

 Little risk involved – very safe. 

 Little eye contact, often defers to others’ opinions, usually quiet tone, may suddenly 
explode after being passive too long.  

 
Examples of Passive Communication 

 

 “I don’t know.” 

 “Whatever you think” 

 “You have more experience than I.  You decide.” 

 “I’ll go with whatever the group decides.” 

 “I don’t care.  It doesn’t matter to me.” 

 “Yes, yes, yes, yes, yes, yes, yes. . . NO!” 
 
Aggressive Communication 
 

 Protecting one’s own rights at the expense of others’ rights – no exceptions 

 The goal of the aggressor is to win at all costs; to be right.   

 Does not consider actions a risk because this person thinks they will always get their 
way.  It is risky in terms of relationships, however. 

 Eye contact is angry and intimidating; lots of energy; loud and belittling; never defers 
to others, or at least does not admit to; manipulative and controlling.  Often uses 
violence or verbal abuse. 

 
 
 
 
 
 
 
 
 
Examples of Aggressive Communication 
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 “I don’t know why you can’t see that this is the right way to do it.” 

 “It’s going to be my way or not at all.” 

 “You’re just stupid if you think that will work.” 

 “That kind of logic will sink the company.” 

 “Who cares what you feel.  We’re talking about making things work here.” 
 
Passive-Aggressive Communication 
 

 Forfeiting your own rights initially, followed by manipulation and vengeance later. 

 The goal of this style is to avoid conflict and then make the other party wish they 
had seen it your way. 

 Avoids risk initially, risks relationships later, then acts surprised when people are 
mad. 

 Behaves passively to people’s face, then aggressively when they are not around.  
Often uses sarcasm. 

 
Examples of Passive-Aggressive Communication 
 

 “Sure, doctor.  I’d be happy to write that verbal order,” but back on the unit the 
order is “forgotten.” 

 “I love your hair.  Most people probably can’t even tell it’s a wig.” 

 “I hear what you’re saying, and I wouldn’t want to make waves, so I’ll do what you 
say even though someone will probably get sued.” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Assertive Communication 

Assertive communication can strengthen your relationships, reducing stress from conflict 
and providing you with social support when facing difficult times. A polite but assertive 
‘no’ to excessive requests from others will enable you to avoid overloading your schedule 

http://www.selfgrowth.com/articles/tillman6.html
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and promote balance in your life. Assertive communication can also help you handle 
difficult family, friends and co-workers more easily, reducing drama and stress. 

 Protecting your own rights without violating the rights of others 

 The goal of the assertive person is to communicate with respect and to understand 
each other; to find a solution to the problem. 

 Takes a risk with others in the short run, but in the long run relationships are much 
stronger. 

 Eye contact maintained; listens and validates others; confident and strong, yet also 
flexible; objective and unemotional; presents wishes clearly and respectfully. 

 
Examples of Assertive Communication 
 

 “So what you’re saying is. . . .” 

 “I can see that this is important to you, and it is also important to me.  Perhaps we 
can talk more respectfully and try to solve the problem.” 

 “I think. . . I feel. . . I believe that. . . .” 

 “I would appreciate it if you. . .” 
 
How do we do it? 

1. When approaching someone about behavior you’d like to see changed, stick to 
factual descriptions of what they’ve done that’s upset you, rather than labels or 
judgments.  

Here’s an example:  

Situation:  
Your friend, who habitually arrives late for your plans, has shown up twenty 
minutes late for a lunch date.  

Inappropriate: "You’re so rude! You’re always late." 
Assertive Communication: "We were supposed to meet at 11:30, but now it’s 
11:50." 

2. The same should be done if describing the effects of their behavior. Don’t 
exaggerate, label or judge; just describe:  

Inappropriate: “Now lunch is ruined.” 
Assertive Communication: “Now I have less time to spend lunching because I 
still need to be back to work by 1pm.” 

3. Use “I Messages”. Simply put, if you start a sentence off with “You”, it comes off 
as more of a judgment or attack, and puts people on the defensive. If you start 
with “I”, the focus is more on how you are feeling and how you are affected by 
their behavior. Also, it shows more ownership of your reactions, and less blame.  
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4. For example:  

‘You Message’: “You need to stop that!” 
‘I Message’: “I’d like it if you’d stop that.” 

5. General formula that puts it all together:  

“When you [their behavior], I feel [your feelings].”  

When used with factual statements, rather than judgments or labels, this formula 
provides a direct, non-attacking, more responsible way of letting people know how 
their behavior affects you. For example:  

“When you yell, I feel attacked.” 

6. A more advanced variation of this formula includes the results of their behavior 
(again, put into factual terms), and looks like this:  

“When you [their behavior], then [results of their behavior], and I feel [how you 
feel].”  

Here are some examples:  

“When you arrive late, I have to wait, and I feel frustrated.”  

“When you tell the kids they can do something that I’ve already forbidden, some 
of my authority as a parent is taken away, and I feel undermined.” 

 

 

 

Tips: 

 Make sure your body reflects confidence: stand up straight, look people in the eye, 
and relax.  

 Use a firm, but pleasant, tone.  

 Don’t assume you know what the other person’s motives are, especially if you 
think they’re negative.  

 When in a discussion, don’t forget to listen and ask questions! It’s important to 
understand the other person’s point of view as well.  

 Try to think win-win: see if you can find a compromise or a way for you both get 
your needs met. 

RRUULLEESS  OOFF  AASSSSEERRTTIIVVEENNEESSSS  
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 It takes self-analysis, and then practice, but the results are worth it. 

 Before you can comfortably express your needs, you must believe you have a 
legitimate right to have those needs. 

 Understand where you want to be: what level of assertiveness do you want? Probably 
to defend yourself, and to control your own choices and destiny, not to control 
others 

 Body language as related to assertive behavior:  
Eye contact and facial expression: Maintain direct eye contact; appear interested and alert, 
but not angry.  
Posture: Stand or sit erect, possibly leaning forward slightly.  
Distance and contact: Stand or sit at a normal conversational distance from the other.  
Gestures: Use relaxed, conversational gestures.  
Voice: Use a factual, not emotional tone of voice. Sound determined and full of 
conviction, but not overbearing.  

 Timing: Choose a time when both parties are relaxed. A neutral site is best.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

III. ASSERTIVENESS RIGHTS  
 
Keep in mind that you have the following rights: 
 

1. The right to decide how to lead your life. This includes pursuing your own goals and 
dreams and establishing your own priorities  

2. The right to your own values, beliefs, opinions, and emotions - and the right to 
respect yourself for them, no matter the opinion of others 

3. The right not to justify or explain your actions or feelings to others 
4. The right to tell others how you wish to be treated 
5. The right to express yourself and to say "No," "I don't know," "I don't understand," 

or even "I don't care." You have the right to take the time you need to formulate 
your ideas before expressing them  

6. The right to ask for information or help - without having negative feelings about 
your needs 

7. The right to change your mind, to make mistakes, and to sometimes act illogically - 
with full understanding and acceptance of the consequences 
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8. The right to like yourself even though you're not perfect, and to sometimes do less 
than you are capable of doing 

9. The right to have positive, satisfying relationships within which you feel comfortable 
and free to express yourself honestly - and the right to change or end relationships if 
they don't meet your needs  

10. The rights to change, enhance, or develop your life in any way you determine  
 
 
 
Are You Assertive at the workplace? 
 
YES! 
 
Then you do your job well while maintaining your rights and fulfilling your responsibilities. 
To be completely assertive, you need to see yourself as BEING WORTHY and having a 
right to enjoy life and be who you are. This will allows you to be respectful of others whilst 
also respecting yourself. 
 
What’s keeping you From Being Assertive? 

 

 Fear of change 

 Refusal to admit their submissiveness 

 Fear of ruining relationships if you speak your mind 

 Lack confidence in your ability 
 
Fears Which Block Assertive Behavior 
 

 Fear of making mistakes. 

 Fear of displeasing others. 

 Fear of disapproval. 

 Fear of appearing too masculine or too feminine. 
 
Developing to Your Full Assertive Potential 
 

Inside everyone, there’s an assertive person trying to get out. 
 

“Natural abilities are like natural plants, which need pruning by study...” 
Francis Bacon 
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IV. SKILLS AND TECHNIQUES OF ASSERTIVENESS 
 

ASSERTIVENESS SKILLS 
 
Persistence 
 

 Stay focused on the issue – do not get distracted, defensive, or start justifying 
yourself. 

 Repeat the “bottom line” to keep the conversation on track and your issues on the 
table (e.g., “I understand that, however we are talking about. . .”).  

 Alternative styles would withdraw or would escalate this to a battle of wills that 
would override compromise. 

 
 Objectivity 
 

 Focus on the problem, not on the emotions that often accompany and cloud 
problems.  Postpone discussion if emotions cannot be contained.   

 Use the validation skill (next) to handle others’ emotions so you can focus on 
objective issues.   

 
Validation 
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 Allow people to have their experience, but try to move beyond it to a discussion 
about the problem. 

 You do not necessarily have to disagree or agree – people’s perspectives are 
important, but they are not the heart of the issue, so don’t make a battle over them. 
Validate them and get to the issue. 

 “If that’s how you see it, that’s fine.” 

 “I can see that this upsets you, and from your perspective, I can see why.  Now, what 
can we do to make this better for both of us?” 

 
 Owning 
 

 Being assertive means you also must own what is yours to own.  If the other person 
has a point about your behavior, own it (this is the “...without violating the rights of 
others” part).  Bulldozing over that is aggressive. 

 Accept someone’s criticism as feedback rather than an attack.  (e.g., “You could be 
right about that. . .”, “That is entirely possible, knowing me. . .”)  Where is the value 
in fighting another’s negative opinion about us?  Perspective is hard to change when 
directly challenged.  This shows that IF their perspective were true, you’d own it. 

 
Challenging False Information 
 

 When attacked with false and negative statements, do not fall prey to defensiveness.  
That only escalates emotions. 

 Look for the grain of truth and validate it.  This knocks barrier walls down and 
opens the door for discussion about the real problem. 

 At times people are rigid and a more forceful stance is needed.  E.g., “I’m sorry, I 
simply do not see it that way, but you are more than entitled to your opinion.” 

 Disagree, using factual information.  E.g., “Actually, I was at work, so that could not 
have been me.” 

 
Pumping the Negatives 
 

 When criticized, ask for more negative feedback – do so assertively, as though you 
are trying to learn more about how to be better in that area (and in fact, that should 
be your goal).  E.g., “Tell me more about what is bothering you about my report.” 

 Stay task oriented!!!  If you slip into emotions and get offended, you lose.  Pump 
practical negatives (not baseless criticisms) and how your actions can be improved to 
help solve the problems. 

 
Humor 
 

 Humor breaks down negative emotions. 

 Humor can put tense situations at ease. 

 When grain of truth is found, joke about it while owning it.  

 Be careful to use humor appropriately and professionally.  
 
Summary 
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 Every time we decide to communicate with another person, we select a style of 
communication.  Notice yours, and notice theirs.   

 Being assertive is not synonymous with an anger management problem – it is 
protecting your rights without violating others’. 

 Get ALL the facts you can before you pass judgment. 

 Assertiveness allows you to face confrontation in a healthy way and without getting 
overly emotional. 

 People are not difficult.  They only seem difficult to the extent that we do not have 
the skills to deal with what they bring to the table.  It is our lack of knowledge that 
makes the situation difficult.
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TTEECCHHNNIIQQUUEESS  OOFF  AASSSSEERRTTIIVVEENNEESSSS  
 

How Can You be More Assertive? 

 

 Listen 

 State your position 

 Suggest improvement, solutions or outcomes 
 
Listen 
 
 People are much more like to listen to you if they feel are being listened to. It is 

important to listen to other and understand what they are saying.  

 
When you are listening: 
 

 Give eye contact,  

 Use positive words to show you hear, and  

 Ask for clarification of their feeling, 

 Acknowledge what they are saying by summarizing and repeating their points. 

 Once you have heard them out, you can state your own position and the way you 
feel about it. 

 
State your position 
  
Be clear about your position, if you are not clear you cannot be specific. 
 
When you state your position: 
 

 Focus purely on the facts. 

 Take time to think about your own position. 

 Know exactly what you want to say.  

 Keep calm and stick to your point.  

 Ensure you know what it is you want and on what you are prepared to give way 
without compromising yourself. 

 
Suggest improvement, solution or outcomes 
  
To make improvements on a situation or conversation that needs to change, you need to 
have some outcomes.  

 
 
 
 
DIFFERENT TECHNIQUES 
 
 Broken record 
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 DESC Scripting 
 Fogging 
 Negative Assertion 
Broken Record 
 

 You rehearse what is you want to say by repeating over and over again what it is 
you want or need. 

 During the conversation, keep returning to your prepared lines, stating clearly 
and precisely exactly what it is you need or want. 

 
Example to insistent customer: 

 
   "We won’t be able to complete by the 15th. I understand it causes you problems, but the hard facts are 

it won’t be possible to complete all the work by the fifteenth. However, we can promise to finish key 
areas if you tell us your needs, and we will reschedule the rest: What we can’t do is complete 
everything by the 15th. “ 

 
DESC Scripting  
 
 ‘DESC’ stands for (Describe, Express, Specify, Consequences)  
 D= you say what seems to you happening. 
 E= you say how it’s making you feel. 
 S= you say what you would like to happen. 
 C= you say what will happen if you don’t get what you want. 
 

 Event: say what it is you are talking about. Let the other person know precisely 
what situation you are referring. 

 Feelings: express how the event mentioned affects your own feelings. Opinions 
can be argued with, feelings cannot. Expressing your feelings clearly can prevent 
a lot of confusion. 

  
Scripting Techniques 
 

 Needs: peoples aren’t mind readers. You need to tell them what you need. 
Otherwise people cannot fulfill your needs and this can lead to resentment and 
misunderstanding. 

 Consequences: tell the person that if they fulfill your needs, there will be a 
positive consequence for both of you. Be specific about the consequences.  

  
Example, you might tell your roommate: 
 

 Playing your music CD really loud again' (Description) 

 'It's really getting on my nerves, and distracting me while I'm trying to write my 
assignment.' (Express how you feel) 

 'I'd like you to turn it down, please.' (Specify what you want to happen.) 
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 'If you don't, I'll play some music with high volume later while you're trying to 
watch favorite TV show.' (Say what the Consequences will be if your request is 
not met.) 

 
 
Fogging  
 

 Requires some self-control, but it can be effective. 

 Involves training yourself to stay calm in the face of criticism 

 Is a method of refusing to be provoked and upset by criticism 

 Is a way of refusing to become upset in the face of criticism  

 Phrases typically used when fogging include: 
 

 ‘I agree’ 
 ‘That’s true’ 
 ‘You’re right’ and  
 ‘You have a point there’ 

 
A phrase that never used when fogging, is: ‘so what?’ 
 
Example: 

 
     Newly redundant manager 

 "I can’t believe it, this bloody company has let me down, they won’t be able to manage without 
me! “ 

 
     Personnel Manager (Fogging) 

 "Yes, I know it must be a shock and that you feel that the company has let you down and you 
do have valuably knowledge and experience. Let’s look at the possibilities which would be best 
for all." 

 

 

 

 

 
Negative Assertion 
 

 Is practice when a person who is complaining has valid, mean agreeing with 
those parts of the criticism that are valid, but without allowing yourself to 
became consumed by guilt and self-loathing. 

 Owning up to your mistakes before anyone’s even taken you to ask for them 
(you acknowledge that there’s a problem and accepting responsibility for the 
situation). 

 
Example: 
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 By turning up late at the office and simply saying 'Hi, I'm late'.  
 

 Researchers who go to editorial feedback to admit that they made a mistake in their edited 
material before anyone else had spotted it.  

      
     In this situation, you are acknowledging that there's a problem and accepting 

responsibility for the situation, which should count in your favor with any bosses or 
colleagues who are annoyed with you.  

      
“Assert your right to make a few mistakes. If people can’t accept your imperfections, 
that’s their fault.”  
 
 
How can we change our habits and be assertive in appropriate way? 
 
Taking the First Step: 

 

 If you don’t like the way you feel when you behave a certain way, know that you 
have the power to change it! 

 Remember, the only behavior you can control is your own. 
 
You Can Change Your Habits 
 

1.  Identify what you want to change about yourself. 
2.  Set a goal. 
3.  Control your fears and anxieties. 
4.  Aim for a success that is manageable at first. 
5.  Keep a record to monitor your progress. 
6.  PRACTICE, PRACTICE, PRACTICE! 

 

Don’t lose sight of your goal, and remember that upkeep is a life-long commitment. 
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	COURSE OBJECTIVES
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	I. UNDERSTANDING ASSERTIVENESS
	What is Assertiveness?
	 “….the ability to express your thoughts and feelings in a way that clearly states your needs and keeps the lines of communication open with the other”.
	 Sidestepping someone else’s attempts at manipulation;
	 Emotionally detaching oneself from criticism;
	 Focusing on real issues;
	 Acknowledging and being open about feelings;
	 Listening carefully;
	 Seeing the other viewpoints;
	 Communicating clearly;
	 Standing one’s ground (respect for self);
	 Resolving conflict;
	 Letting other people know the consequences of their behavior.


	Test Your Assertiveness  (Individually respond -yes or no)
	1. Can you express negative feelings about other people and their behaviors without using abusive language?
	2. Are you
	3.  able to exercise and express your strengths?
	4. Can you easily recognize and compliment other people’s achievements?
	5. Do you have the confidence to ask for what is rightfully yours?
	6. Can you accept criticism without being defensive?
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	8. Are you able to stand up for your rights?
	9. Are you able to refuse unreasonable requests from friends, family, or co-workers?
	10. Can you comfortably start and carry on a conversation with others?
	11. Do you ask for assistance when you need it?

	Assertive behavior:
	 Correcting the situation when one's rights are being violated
	 Seeking respect and understanding for one's feelings about a particular situation or circumstance
	 Interacting in a mature manner with those found to be offensive, defensive, aggressive, hostile, blaming, attacking, or otherwise unreceptive
	 Verbal ``I'' statements, where individuals tell others how they feel about a situation, circumstance, or the behavior of others
	 Taking the risk of being misunderstood as being aggressive, abrasive, or attacking
	 Risk-taking behavior that is not ruled by fear of rejection or disapproval, but is directed by the rational belief that “I deserve to stand up for my rights”
	 Direct, upfront, (not defensive or manipulative) behavior
	 Those using assertive behavior confront problems, disagreement, or personal discomforts head on, and their intent is unmistakable to others
	 Rational thinking and the self-affirmation of personal worth, respect, and rights
	 A healthy style in which to conduct interpersonal relationships
	WHY ASSERTIVENESS?

	Why assertiveness is important?
	 You will feel good about yourself.
	 Other people know how to deal with you and there is nothing vague about dealing with you.
	 Effective communication brings about the achievement of individual and/or shared goals.
	 Assertiveness increases your ability to reach these goals while maintaining your rights and dignity.

	Where does Assertiveness come from?
	As we grow up we learn to adapt our behavior as a result of the things that happen to us. We model ourselves upon those around us, for example parents, teachers and our friends, and other factors. If during this time our self-confidence is eroded thr...

	Is it feminine to be assertive or outspoken?
	 Sometimes people behave in a particular manner due to various gender role expectations. This has been especially true for women.
	 Gender role expectations limit people's options for acting appropriately upon their beliefs, needs, and rights. They close the door to spontaneous and sincere interactions.

	MYTHS ABOUT ASSERTIVENESS
	Myth #1 Anxiety:
	 If people can disclose their feelings of discomfort safely, they will find it unnecessary to expend so much energy disguising them; therefore, the anxiety will no longer interfere with the task at hand or impair their ability to cope in life.
	Myth #2 Modesty:
	This myth consists of three parts:
	(1) The inability to acknowledge or say positive things about oneself,
	(2) The inability to accept compliments from others, and
	(3) The inability to give compliments to others.
	 Some people fear that positive self-statements seem egocentric. They fail to discriminate between the accurate representation of accomplishments and over exaggeration.
	 People who are unable to receive compliments are indirectly damaging their self-respect.
	 Some people are unable to provide others with positive feedback. They may be unaware of the potential positive effects, e.g., greater rapport or satisfaction in life.
	 Sometimes others have difficulty delivering praise because they fear making themselves vulnerable.

	Myth #3 Good Friend:
	 This myth assumes that others can read my mind based upon our past relationship, e.g.: “She should have known how I felt;'' or, “my husband should have known how hard I have been working and given me Saturday morning free.”
	 This type of expectation will undoubtedly lead to guilt, resentment, hurt feelings, and misunderstanding within a relationship, assuming that others have known you long enough to know your mind or how you are thinking.
	Myth #4 Obligation:
	  This myth indicates that some people disregard their personal needs and rights due to a belief in personal obligations to others.
	 These people put others ahead of themselves. Obviously the others' needs cannot always be met; however, those who routinely neglect to express their needs and rights, and who find themselves imposed upon quite frequently, are being restrained by thi...
	Myth #5 Gender role myths:
	 Sometimes people behave in a particular manner due to various gender role expectations. This has been especially true for women. Is it feminine to be assertive or outspoken? The myth of obligation fits into this category, too. Due to erroneous expec...
	 Gender role expectations limit people's options for acting appropriately upon their beliefs, needs, and rights. They close the door to spontaneous and sincere interactions.
	Myth #6 Strength of an issue:
	 It is sometimes risky to take a stand, even on issues about which people might feel quite strongly. It may be interpreted as pressuring others to accept one's beliefs, especially when discussing a controversial issue. People may not choose to take t...
	What Assertiveness Is:
	 Respect for yourself and others.
	 Honestly expressing your thoughts, feelings, and beliefs.
	 Effectively influencing, listening, and negotiating with others.
	What Assertiveness Is Not:
	 It is important to remember that assertiveness is not aggressiveness or selfishness.
	 Being assertive does not involve humiliating or abusing other people and their rights.
	 Being assertive does not mean violating the rights of others or gaining at the expense of some one else’s loss.

	The benefits of assertion are:
	1. Assertiveness increases the chances of our needs being met. If we are able to tell people what we want without becoming aggressive they will be more likely to help us. Also, if they can’t help us and we are able to accept that without becoming aggr...
	2. Assertiveness allows us to remain in control. We can decide for ourselves what we want to do and then seek out opportunities to do it – or to do something similar. It puts us back in the driving seat.
	3. Assertiveness brings greater self-confidence. As we learn to take control and see what we can achieve our confidence increases. This in turn increases our feelings of self-worth and self-esteem. We begin to feel better – more effective.
	4. Assertiveness lets us have greater confidence in others. This is because it also helps others to state their needs and wants. By dealing honestly and fairly with them we encourage them to do the same with us.
	5. Assertive people have more friends. As we begin to treat people more fairly they begin to trust us, to like us and to want to spend more time with us. We make friends who truly respect us instead of walking all over us (passivity) or fearing us (ag...
	6. Reduces stress. The more in control we feel the less stressed we feel. We don’t need to worry about doing things we’d rather not. We don’t have to let other people control us. Nor do we have to worry about trying to control other people. We have th...
	7. Achieving your goal. Effective communication brings about the achievement of individual and/or shared goals. Or assertiveness increases your ability to reach these goals while maintaining your rights and dignity.

	II. DIFFERENCE BETWEEN PASSIVE, ASSERTIVE, AGGRESSIVE BEHAVIORS AND COMMUNICATION STYLES
	Learning actively: buzz group
	1. With the person next to you, discuss what you understand (differences) about aggressive and passive behaviors.
	2. Write your common understanding on card
	3. Share on plenary
	Passive__________ Assertive ____________Aggressive

	Acting passive /unassertive is:
	 Acting in an indirect or passive manner
	 Permitting others to take advantage of you by violating your rights
	 Thinking that you and your needs are inferior to others and their needs
	 A behavior that implies owns contribution is less valuable than others.
	 Conflict-avoidant
	 An indication of low self-esteem

	Are You Unassertive/Passive?
	Respond with “yes” or “no” individually
	1. Do you feel guilty standing up for your rights or expressing your feelings?
	2. Are you unable to recognize and acknowledge your strengths?
	3. Are you uncomfortable with starting or carrying on a conversation?
	4. Do you rarely stand up for yourself?
	5. Do you have trouble saying “no” to people?
	6. Are you unable to ask other people to perform reasonable requests for you?
	7. Do you feel that you let other people take advantage of you?
	A “yes” answer to any of the questions may indicate passive behavior.
	Passive people usually:
	 Speak softly and hesitantly.
	 Use fillers like “uh” and “um.”
	 Avoid eye contact.
	 Allow other people in their personal space.


	To the extreme, should I use force?
	 Passiveness is clearly not conducive to ascertaining your personal rights, but you don’t need to go to the other extreme to be assertive.
	 You don’t have to be forceful to be assertive.
	 Soft-spoken people can be assertive too!
	 You don’t have to be forceful to be assertive.
	 There is no one way to be assertive correctly, but there are things to avoid.

	Aggressiveness Is:
	 Inappropriately expressing your thoughts, feelings, and beliefs in a way that violates other people’s rights
	 Achieving your goal by not allowing others the freedom to choose
	 Completely disrespecting others whether it is in an active or passive method
	Aggressiveness Is Demonstrated By:
	 Speaking louder than others;
	 Signing bigger and forcefully over others;
	 Interrupting others;
	 Bullying;
	 Using sarcasm;
	 Patronizing or intimidating body language


	An Aggressive Person often:
	 Infringes on others’ rights, using fear and intimidation to get what he or she wants
	 Raise their voices when they lose control
	 Shout and use accusatory language like “You should” and “You must”
	 Stare people down
	 May invade other people’s personal space physically

	Are You Aggressive?  (Respond yes or no individually)
	1. Do you become abusive, whether it is verbal or physical, when criticizing others?
	2. Do you purposely make others feel like they are incompetent or unimportant?
	3. Do you make unreasonable demands of other people?
	4. Do you brag or exaggerate your achievements?
	5. Do you ignore the rights and feelings of other people?
	6. Do you aim to get your way at all costs?
	7. Do you often dominate conversations with others?
	A “yes” answer to any of the questions may indicate aggressive behavior


	An assertive person asserts his or her own rights in a positive, open, honest, and self-confident manner.
	Assertive people usually:
	 Speak calmly and confidently.
	 Notify other people of their feelings with statements starting with “I think” and “I feel.”
	 Maintain eye contact, have good posture and are poised and in control.
	I’m OK
	I’m OK
	Aggressive  Assertive
	You are not ok                                                                         You are ok
	Passive /Aggressive          Passive
	What Are The Difference Among Passive, Assertive & Aggressive Behaviors?

	DIFFERENT BEHAVIOR STYLES
	Assertiveness Actions (LOVE)
	 Only you can know what is important for you.  (So the same is true for others)
	 Focus on that
	 Stick to that
	 Show / demonstrate the positive
	 Imagine getting positive back
	 Value yourself and continue to do that

	Several Tips
	 Be cognizant of your expression.
	 Do not act hastily or in anger.
	 Remain calm, cool, courteous & collected.
	 Avoid making mountains out of molehills.

	When Aggression is Appropriate:
	 In an emergency
	 When there is not time to spend on a compromise
	 When your opinion is based on several facts, you therefore KNOW you are right, and there is not time to utilize assertiveness skills
	 When the results of pushing the issue would cause problems that outweigh the benefits
	 When issues are minor
	 When there is a power differential that is not in your favor and the other party is getting agitated by your assertiveness
	 When the other individual’s position is impossible to change (E.g., the law)

	What is “Okay” in Assertive Behavior:
	 It is okay to say “I don’t know.”
	 It is okay to say “No,” or “I cannot do that.”
	 It is okay to make mistakes as long as responsibility is taken for them.
	 It is okay to disagree and to verbalize that.
	 It is okay to challenge others’ opinions or actions.
	 It is okay to not accept another’s opinion as factual or accurate (e.g., getting criticized).
	 It is okay to ask for a change in behavior.

	Are You Assertive at the Workplace?
	 Then you do your job well while maintaining your rights and fulfilling your responsibilities.
	 Don’t worry if you don’t fit into this category yet … There’s still hope!

	DIFFERENT COMMUNICTION STYLES
	Basics of Effective Communication
	 It matters not so much what you say as it does how you say it.
	 Your communication style is a SET of various behaviors and methods of relaying information that impact all facets of life.
	 The goal should always be to understand – not to be right.
	 Get the facts before you pass judgment.  Some styles lend themselves better to this than others.
	 Learning all communication styles is important in order to avoid communicating in less effective ways and in order to recognize those styles in others so as to be able to deal with them.
	 People are not difficult. They only seem difficult to the extent that we do not have the skills to deal with what they bring to the table.  It is our lack of knowledge that makes the situation difficult.

	Which is the Best Style?
	All styles have their proper place and use. Assertive communication is the healthiest.
	 Boundaries of all parties are respected.
	 Easier to problem-solve; fewer emotional outbursts.
	 It requires skills and a philosophy change, as well as lots of practice and hard work.
	 When both parties do it, no one is hurt in any way and all parties win on some level.


	Passive Communication
	 Allowing our own rights to be violated by failing to express our honest feelings
	 The goal of being a passive communicator is to avoid conflict no matter what.
	 Little risk involved – very safe.
	 Little eye contact, often defers to others’ opinions, usually quiet tone, may suddenly explode after being passive too long.

	Examples of Passive Communication
	 “I don’t know.”
	 “Whatever you think”
	 “You have more experience than I.  You decide.”
	 “I’ll go with whatever the group decides.”
	 “I don’t care.  It doesn’t matter to me.”
	 “Yes, yes, yes, yes, yes, yes, yes. . . NO!”

	Aggressive Communication
	 Protecting one’s own rights at the expense of others’ rights – no exceptions
	 The goal of the aggressor is to win at all costs; to be right.
	 Does not consider actions a risk because this person thinks they will always get their way.  It is risky in terms of relationships, however.
	 Eye contact is angry and intimidating; lots of energy; loud and belittling; never defers to others, or at least does not admit to; manipulative and controlling.  Often uses violence or verbal abuse.

	Examples of Aggressive Communication
	 “I don’t know why you can’t see that this is the right way to do it.”
	 “It’s going to be my way or not at all.”
	 “You’re just stupid if you think that will work.”
	 “That kind of logic will sink the company.”
	 “Who cares what you feel.  We’re talking about making things work here.”

	Passive-Aggressive Communication
	 Forfeiting your own rights initially, followed by manipulation and vengeance later.
	 The goal of this style is to avoid conflict and then make the other party wish they had seen it your way.
	 Avoids risk initially, risks relationships later, then acts surprised when people are mad.
	 Behaves passively to people’s face, then aggressively when they are not around.  Often uses sarcasm.

	Examples of Passive-Aggressive Communication
	 “Sure, doctor.  I’d be happy to write that verbal order,” but back on the unit the order is “forgotten.”
	 “I love your hair.  Most people probably can’t even tell it’s a wig.”
	 “I hear what you’re saying, and I wouldn’t want to make waves, so I’ll do what you say even though someone will probably get sued.”

	Assertive Communication
	 Protecting your own rights without violating the rights of others
	 The goal of the assertive person is to communicate with respect and to understand each other; to find a solution to the problem.
	 Takes a risk with others in the short run, but in the long run relationships are much stronger.
	 Eye contact maintained; listens and validates others; confident and strong, yet also flexible; objective and unemotional; presents wishes clearly and respectfully.

	Examples of Assertive Communication
	 “So what you’re saying is. . . .”
	 “I can see that this is important to you, and it is also important to me.  Perhaps we can talk more respectfully and try to solve the problem.”
	 “I think. . . I feel. . . I believe that. . . .”
	 “I would appreciate it if you. . .”

	How do we do it?
	Tips:

	RULES OF ASSERTIVENESS
	 It takes self-analysis, and then practice, but the results are worth it.
	 Before you can comfortably express your needs, you must believe you have a legitimate right to have those needs.
	 Understand where you want to be: what level of assertiveness do you want? Probably to defend yourself, and to control your own choices and destiny, not to control others
	 Body language as related to assertive behavior:
	Eye contact and facial expression: Maintain direct eye contact; appear interested and alert, but not angry.
	Posture: Stand or sit erect, possibly leaning forward slightly.
	Distance and contact: Stand or sit at a normal conversational distance from the other.
	Gestures: Use relaxed, conversational gestures.
	Voice: Use a factual, not emotional tone of voice. Sound determined and full of conviction, but not overbearing.
	 Timing: Choose a time when both parties are relaxed. A neutral site is best.

	III. ASSERTIVENESS RIGHTS

	Keep in mind that you have the following rights:
	1. The right to decide how to lead your life. This includes pursuing your own goals and dreams and establishing your own priorities
	2. The right to your own values, beliefs, opinions, and emotions - and the right to respect yourself for them, no matter the opinion of others
	3. The right not to justify or explain your actions or feelings to others
	4. The right to tell others how you wish to be treated
	5. The right to express yourself and to say "No," "I don't know," "I don't understand," or even "I don't care." You have the right to take the time you need to formulate your ideas before expressing them
	6. The right to ask for information or help - without having negative feelings about your needs
	7. The right to change your mind, to make mistakes, and to sometimes act illogically - with full understanding and acceptance of the consequences
	8. The right to like yourself even though you're not perfect, and to sometimes do less than you are capable of doing
	9. The right to have positive, satisfying relationships within which you feel comfortable and free to express yourself honestly - and the right to change or end relationships if they don't meet your needs
	10. The rights to change, enhance, or develop your life in any way you determine

	Are You Assertive at the workplace?
	YES!
	Then you do your job well while maintaining your rights and fulfilling your responsibilities.

	To be completely assertive, you need to see yourself as BEING WORTHY and having a right to enjoy life and be who you are. This will allows you to be respectful of others whilst also respecting yourself.
	What’s keeping you From Being Assertive?
	 Fear of change
	 Refusal to admit their submissiveness
	 Fear of ruining relationships if you speak your mind
	 Lack confidence in your ability

	Fears Which Block Assertive Behavior
	 Fear of making mistakes.
	 Fear of displeasing others.
	 Fear of disapproval.
	 Fear of appearing too masculine or too feminine.

	Developing to Your Full Assertive Potential
	Inside everyone, there’s an assertive person trying to get out.
	“Natural abilities are like natural plants, which need pruning by study...”
	Francis Bacon
	IV. SKILLS AND TECHNIQUES OF ASSERTIVENESS
	ASSERTIVENESS SKILLS

	Persistence
	 Stay focused on the issue – do not get distracted, defensive, or start justifying yourself.
	 Repeat the “bottom line” to keep the conversation on track and your issues on the table (e.g., “I understand that, however we are talking about. . .”).
	 Alternative styles would withdraw or would escalate this to a battle of wills that would override compromise.

	Objectivity
	 Focus on the problem, not on the emotions that often accompany and cloud problems.  Postpone discussion if emotions cannot be contained.
	 Use the validation skill (next) to handle others’ emotions so you can focus on objective issues.

	Validation
	 Allow people to have their experience, but try to move beyond it to a discussion about the problem.
	 You do not necessarily have to disagree or agree – people’s perspectives are important, but they are not the heart of the issue, so don’t make a battle over them. Validate them and get to the issue.
	 “If that’s how you see it, that’s fine.”
	 “I can see that this upsets you, and from your perspective, I can see why.  Now, what can we do to make this better for both of us?”

	Owning
	 Being assertive means you also must own what is yours to own.  If the other person has a point about your behavior, own it (this is the “...without violating the rights of others” part).  Bulldozing over that is aggressive.
	 Accept someone’s criticism as feedback rather than an attack.  (e.g., “You could be right about that. . .”, “That is entirely possible, knowing me. . .”)  Where is the value in fighting another’s negative opinion about us?  Perspective is hard to ch...

	Challenging False Information
	 When attacked with false and negative statements, do not fall prey to defensiveness.  That only escalates emotions.
	 Look for the grain of truth and validate it.  This knocks barrier walls down and opens the door for discussion about the real problem.
	 At times people are rigid and a more forceful stance is needed.  E.g., “I’m sorry, I simply do not see it that way, but you are more than entitled to your opinion.”
	 Disagree, using factual information.  E.g., “Actually, I was at work, so that could not have been me.”

	Pumping the Negatives
	 When criticized, ask for more negative feedback – do so assertively, as though you are trying to learn more about how to be better in that area (and in fact, that should be your goal).  E.g., “Tell me more about what is bothering you about my report.”
	 Stay task oriented!!!  If you slip into emotions and get offended, you lose.  Pump practical negatives (not baseless criticisms) and how your actions can be improved to help solve the problems.

	Humor
	 Humor breaks down negative emotions.
	 Humor can put tense situations at ease.
	 When grain of truth is found, joke about it while owning it.
	 Be careful to use humor appropriately and professionally.

	Summary
	 Every time we decide to communicate with another person, we select a style of communication.  Notice yours, and notice theirs.
	 Being assertive is not synonymous with an anger management problem – it is protecting your rights without violating others’.
	 Get ALL the facts you can before you pass judgment.
	 Assertiveness allows you to face confrontation in a healthy way and without getting overly emotional.
	 People are not difficult.  They only seem difficult to the extent that we do not have the skills to deal with what they bring to the table.  It is our lack of knowledge that makes the situation difficult.
	TECHNIQUES OF ASSERTIVENESS

	How Can You be More Assertive?
	 Listen
	 State your position
	 Suggest improvement, solutions or outcomes

	Listen
	People are much more like to listen to you if they feel are being listened to. It is important to listen to other and understand what they are saying.
	When you are listening:
	 Give eye contact,
	 Use positive words to show you hear, and
	 Ask for clarification of their feeling,
	 Acknowledge what they are saying by summarizing and repeating their points.
	 Once you have heard them out, you can state your own position and the way you feel about it.

	State your position
	Be clear about your position, if you are not clear you cannot be specific.
	When you state your position:
	 Focus purely on the facts.
	 Take time to think about your own position.
	 Know exactly what you want to say.
	 Keep calm and stick to your point.
	 Ensure you know what it is you want and on what you are prepared to give way without compromising yourself.

	Suggest improvement, solution or outcomes
	To make improvements on a situation or conversation that needs to change, you need to have some outcomes.

	DIFFERENT TECHNIQUES
	 Broken record
	 DESC Scripting
	 Fogging
	 Negative Assertion

	Broken Record
	 You rehearse what is you want to say by repeating over and over again what it is you want or need.
	 During the conversation, keep returning to your prepared lines, stating clearly and precisely exactly what it is you need or want.

	Example to insistent customer:
	"We won’t be able to complete by the 15th. I understand it causes you problems, but the hard facts are it won’t be possible to complete all the work by the fifteenth. However, we can promise to finish key areas if you tell us your needs, and we wil...

	DESC Scripting
	‘DESC’ stands for (Describe, Express, Specify, Consequences)
	D= you say what seems to you happening.
	E= you say how it’s making you feel.
	S= you say what you would like to happen.
	C= you say what will happen if you don’t get what you want.
	 Event: say what it is you are talking about. Let the other person know precisely what situation you are referring.
	 Feelings: express how the event mentioned affects your own feelings. Opinions can be argued with, feelings cannot. Expressing your feelings clearly can prevent a lot of confusion.

	Scripting Techniques
	 Needs: peoples aren’t mind readers. You need to tell them what you need. Otherwise people cannot fulfill your needs and this can lead to resentment and misunderstanding.
	 Consequences: tell the person that if they fulfill your needs, there will be a positive consequence for both of you. Be specific about the consequences.

	Example, you might tell your roommate:
	 Playing your music CD really loud again' (Description)
	 'It's really getting on my nerves, and distracting me while I'm trying to write my assignment.' (Express how you feel)
	 'I'd like you to turn it down, please.' (Specify what you want to happen.)
	 'If you don't, I'll play some music with high volume later while you're trying to watch favorite TV show.' (Say what the Consequences will be if your request is not met.)

	Fogging
	 Requires some self-control, but it can be effective.
	 Involves training yourself to stay calm in the face of criticism
	 Is a method of refusing to be provoked and upset by criticism
	 Is a way of refusing to become upset in the face of criticism
	 Phrases typically used when fogging include:
	 ‘I agree’
	 ‘That’s true’
	 ‘You’re right’ and
	 ‘You have a point there’
	A phrase that never used when fogging, is: ‘so what?’

	Example:
	Newly redundant manager
	 "I can’t believe it, this bloody company has let me down, they won’t be able to manage without me! “
	Personnel Manager (Fogging)
	 "Yes, I know it must be a shock and that you feel that the company has let you down and you do have valuably knowledge and experience. Let’s look at the possibilities which would be best for all."

	Negative Assertion
	 Is practice when a person who is complaining has valid, mean agreeing with those parts of the criticism that are valid, but without allowing yourself to became consumed by guilt and self-loathing.
	 Owning up to your mistakes before anyone’s even taken you to ask for them (you acknowledge that there’s a problem and accepting responsibility for the situation).

	Example:
	 By turning up late at the office and simply saying 'Hi, I'm late'.
	 Researchers who go to editorial feedback to admit that they made a mistake in their edited material before anyone else had spotted it.
	In this situation, you are acknowledging that there's a problem and accepting responsibility for the situation, which should count in your favor with any bosses or colleagues who are annoyed with you.

	“Assert your right to make a few mistakes. If people can’t accept your imperfections, that’s their fault.”
	How can we change our habits and be assertive in appropriate way?

	Taking the First Step:
	 If you don’t like the way you feel when you behave a certain way, know that you have the power to change it!
	 Remember, the only behavior you can control is your own.

	You Can Change Your Habits
	1.  Identify what you want to change about yourself.
	2.  Set a goal.
	3.  Control your fears and anxieties.
	4.  Aim for a success that is manageable at first.
	5.  Keep a record to monitor your progress.
	6.  PRACTICE, PRACTICE, PRACTICE!

	Don’t lose sight of your goal, and remember that upkeep is a life-long commitment.

