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Purpose 

To develop effective communication tools to 

navigate difficult conversations and situations that 

deal with: 

 Unconscious bias 

 Privilege & power 

 Identity & culture 
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Objectives 

Gain tools to: 

 Define your communication style and how it 

applies to the workplace 

 Assess communication strategies for 

stressful situations 

 Facilitate respect and understanding in 

workplace interactions 
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Quiet Power Bag of Tools 
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Four Communication Styles  

Spectrum of 4 

communication styles: 

 Passive 

 Aggressive 

 Passive Aggressive 

 Assertive 
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Default Communication Style 

Score yourself on each statement from 0 to 5 on how much 

the statement is like you while at work. Put your score in the 

box provided in the columns: A, B, C, D 
 

0=Never like me  2=Somewhat like me  3=like me 

1=A bit like me 4=A lot like me   5=Always like me 

  

Scoring: 
Add up the boxes under each column and indicate the total 

score for that column 

 
Column A Score  _____  Column C Score _____ 

Column B Score  _____   Column D Score _____ 
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Awareness Tools 

Respond rather than 

react: 

 H.A.L.T. as a self-

check tool 

 Which one is most 

active for you 

 Share with members 

of team 

 Support one another 

 

Hungry 
Angry 
Lonely 
Tired 
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Hostile When Hungry 
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Personal Presence 

Direct Communication 

 No! can be a full sentence 

 Remove Verbal Diminishers 

 Weak speak 

 Tag lines 

 Questioning tone 

 Unnecessary apologies 

Strong Body Language 

 5-point stance 

 Power poses 
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https://www.youtube.com/watch?v=3UO2A2p-19A
https://www.youtube.com/watch?v=TcGKxLJ4ZGI
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Power Poses 
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Assertive Communication Applied 

What would you do… 

 At work, a junior staff member agreed to help you on an upcoming 

project that has a strict deadline. On the morning of the due date, they 

come into your office to let you know they have not completed their 

piece of the project. You communicate your needs by… 
 

 You are in a staff meeting with other colleagues and you make a 

relevant point about the topic at hand. A male colleague critiques your 

comment, but then continues to disparage you by saying that you were 

misinformed and should do your homework better before speaking. You 

assert yourself by…. 
 

 You are a person with an identity different from the dominant culture. 

You’ve just received a promotion with more leadership responsibilities. 

You feel excited and well-qualified to take this on. You have coffee with 

a colleague, who is from the dominant culture, to discuss your ideas for 

your new position. Rather than listening to your ideas, they proceed to 

tell you how you should run your team and do your job. You assert 

yourself by… ©2017 RUSH University Medical Center 
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Adopted from: Assertive Communication Toolkit, CIPD, 2014 

 

Assertive Communication Self-Assessment  

Instructions 

 Read each statement and then use the scale to score yourself on how much the 

statement is like you while at school and/or work.  

 Put your score in the shaded box provided under one of the columns labeled  

A, B, C, or D.  
Scale: 

0=Never like me   2=Somewhat like me  4=A lot like me 

1=A bit like me   3=Like me    5=Always me 

Statement A B C D 

1. When confronting someone about a problem, I feel uncomfortable.     
2. I remain calm and confident when faced with sarcasm, ridicule, or poorly handled criticism.      

3. It’s easy for me to lose my temper.     

4. I address problems directly without blame or judgment.     

5. It’s more important that I get what I want, rather than people liking me.     

6. I am easily upset or intimidated by ridicule or sarcasm.     

7.  I really don’t like conflict, so I use other ways to make my feelings known, such as 
impatient or sarcastic remarks. 

    

8. I’ll use sarcasm or little jokes to make my point.     

9. I feel comfortable with the amount of eye contact I make with other people.     
10. I’ll use the volume of my voice or sarcasm to get what I want from others.     

11. I feel confident to handle most work situations positively involving confrontation 
with other people. 

    

12. I like it better when people figure out what I want, without me having to tell them.     

13. If asked to do something I don’t want to do, I’ll do it, but deliberately won’t do it as 
well as I could. 

    

14. Being liked by people is very important to me, even if that means not getting my needs 
met. 

    

15. I may not be very direct with people, but they can tell what I think of them by just looking at 
me.   

    

16. I really don’t like conflict and will avoid it any way that I can.     

17. I feel it is alright to ask for what I want or to explain how I feel.     

18. Any impatience I feel for other people comes out in my body language rather than 
my telling the other person about it directly. 

    

19. I find it easy to poke, or wag, my index finger at other people.     

20. Patience with people is not one of my strong points.     

TOTAL     

Scoring 

 When you are done with all 20 questions, add up the boxes under each column and 

indicate the total score for that column in the final row of boxes. 

 Place these scores on the corresponding “Column X Score:________”  

 Leave the “Label” line blank. This will be filled in during the seminar. 

 

Column A Score: ___   Label: ________   Column C Score: ___   Label: ________ 

 

Column B Score: ___   Label: ________   Column D Score: ___   Label: ________ 
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Leadership vs. Management

Seeing the Forest Versus Seeing the Trees



1. Plans and budgets
2. Structures and staffs the 

organization
3. Solves problems
4. Creates consistency and 

predictability
5. Develops people

1. Establishes direction
2. Communicates vision
3. Motivates and inspires people
4. Produces positive change
5. Asks tough questions
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Leadership versus Management

Leader

Manager



Table Activity

10minutes

• In teams, build the 
tallest tower you can 
from the pack of 
index cards.

• Your structure needs 
to be free standing.

• Do not use any other 
materials to build the 
tower.



Table Activity Debrief

Leader

Manager
1. Plans and budgets
2. Structures and staffs the 

organization
3. Solves problems
4. Creates consistency and 

predictability
5. Develops people

1. Establishes direction
2. Communicates vision
3. Motivates and inspires 

people
4. Produces positive 

change
5. Asks tough questions

Which Leadership and 
Management aspects 
did you use in building 
your tower?



Management & Leadership:  2 Sides of the Same Coin

To be successful, we must lead to 
manage and at the same time we 
must manage to lead.



Gap Analysis – Leadership & Management Skills

Use the survey to 
assess your strengths 
and developmental 
needs with regard to 
your leadership and 
management skills



Action Planning: In Pairs

1. Identify one 
management AND 
one leadership 
development 
opportunity from 
your assessment.

2. What 3 action steps 
will you commit to 
taking over the next 
year to strengthen 
these skills?
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Questions?



 

Leadership and Management Gap Analysis 
 

 

With regard to each of the following statements, please use the scale provided below. Indicate with 
an X, which scale number best describes your skill level with 1 being lowest and 5 being highest. 

 
                    

  Lowest Low Avg High Highest 
# Leadership Skills 1  2 3 4 5 

1. Establishing direction      

2. Communicating the vision      

3. Motivating and inspiring people      

4. Producing positive change in the organization      

5. Asking tough questions      

 

 

  Lowest Low Avg High Highest 
# Management skills 1 2 3 4 5 

1. Planning and budgeting      

2. Structuring and staffing the department      

3. Solving problems      

4. Creating consistency and predictability      

5. Developing people      
 

 



 

Leadership and Management Gap Analysis 
 

 

With regard to each of the following statements, please use the scale provided below. Indicate with 
an X, which scale number best describes your skill level with 1 being lowest and 5 being highest. 

 
                    

  Lowest Low Avg High Highest 
# Leadership Skills 1  2 3 4 5 

1. Establishing direction      

2. Communicating the vision      

3. Motivating and inspiring people      

4. Producing positive change in the organization      

5. Asking tough questions      

 

 

  Lowest Low Avg High Highest 
# Management skills 1 2 3 4 5 

1. Planning and budgeting      

2. Structuring and staffing the department      

3. Solving problems      

4. Creating consistency and predictability      

5. Developing people      
 

 


