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. Assertiveness Skills

Course Objectives

Upon completion of this course, you’ll be able to:
= Define assertiveness

= Recognize the assertiveness continuum

= |ldentify personal blocks to assertiveness

- Demonstrate assertive language and behaviors

= Avoid language and behaviors that are not assertive (passive, aggressive
and passive-aggressive behaviors)

= Use straight talk in any situation
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Do You Think You’re Assertive?

You have numerous opportunities to communicate with others
every single day. What is your natural tendency in your daily
interactions with coworkers, friends and family?

Think about the following questions:
Do you overreact in certain situations?
Do you hesitate to speak up in certain situations?

Do you express yourself clearly and directly?




Assertiveness Skills

Chapter One:
Understanding Assertiveness

© 2010 HRDQ




. Chapter One: Understanding Assertiveness

Definition of Assertiveness

Assertiveness is best described in practical
terms:

= It is stating your views clearly and articulately

= It is having the ability to express your own
feelings--even about difficuit issues--in a way
that is respectful and honest

= It is standing up for your own needs without
violating the needs of others

= Assertiveness is saying what you mean and
meaning what you say!
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. Chapter One: Understanding Assertiveness

The Benefits of Assertiveness

Assertiveness will serve you in several ways:

- It allows you to express your own needs and
get them met

= It ensures that you communicate with others
respectfully and effectively

- It allows you to influence others in order to gain
acceptance, agreement or a behavior change

© 2010 HRDQ



Chapter One: Understanding Assertiveness

The Assertiveness Continuum: Introduction

The assertiveness continuum is made up of four different behavioral
styles of communicating. Most people have a tendency toward one
style; however, will often switch styles depending on the person or
situation they are dealing with. The styles are Passive, Passive-
Aggressive, Assertive and Aggressive.
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. Chapter One: Understanding Assertiveness

The Assertiveness Continuum

Passive

= Concerned
only with
others’
feelings

= Quickly
backs down
to avoid
conflict
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Passive-

Aggressive
Aggressive

Concerned .
with own
feelings

Desires 10
“get even”
Uses
sarcasm
and indirect
criticism

Concerned
solely with
own
feelings

Uses attack
tactics such
as yelling
and
screaming



Delivering high-quality, customized training has never been simpler.

The HRDQ Reproducible Training Library is your comprehensive source for soft-skills
content that’s downloadable, customizable, reproducible, and affordable. From
communication and leadership to team building, negotiating, and more, our experts have
done the development work for you. Whether you use the materials “right out of the box”
or tailor the content to your needs—download to delivery takes just a few clicks.

Features and Benefits

e Instant Access: Your program is available to you for immediate download.

* Quality Content: Top-notch development enables you to deliver a rich program.
* Ability to Customize: Make the program yours, or use it “right out of the box.”

* Unlimited Use: Reprint the materials as much as you like, as often as you like.

Get Started Today!
Click here to see a full list of titles.

Have questions?
Contact our Client Services Team at 800-633-4533 or info@hrdg.com.
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DELIVERING HIGH-QUALITY, CUSTOMIZED
RTL TRAINING HAS NEVER BEEN SIMPLER.

%” The Reproducible Training Library offers a full suite of training
SN solutions, in three formats:

Instructor-led Classroom programs with reproducible
“ instructor and participant guides
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s - % Self-study e-Learning with freely distributable self-study
module in Microsoft PowerPoint© format

e-Books in freely distributable pocket book Microsoft
Word®© format

All formats can be easily customized so it's your training, your
way. Why spend the time when we've done the work for you?

Get started today!
Download the Info Kit hrdqstore.com/rtl-info or
call our Customer Service Team at 800-633-4533

ABOUT US
HRDQ is a trusted developer of soft-skills learning solutions that help improve the performance of individuals, teams, and organizations.

We offer a wide range of resources and services, from ready-to-train assessments and hands-on games to facilitator certification,
custom development, and more. Our primary audience includes corporate trainers, human resource professionals, educational
institutions, and independent consultants who look to us for research-based solutions to develop key skills, such as leadership,

communication, coaching, and team building.

At HRDQ, we believe an experiential approach is the best catalyst for adult learning. Our unique Experiential Learning Model has been
the core of what we do for more than 30 years. Combining the best of organizational learning theory and proven facilitation methods
with an appreciation for adult learning styles, our philosophy initiates and inspires.

DOWNLOADABLE ’ For more information or to place an order, please call or visit us at:
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