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8) Try to avoid exaggerating 
with words like always and 
never. For e.g., You are 20 
minutes late and it is the third 
time this week, rather than: 
You are always late!

7) Make sure your body 
language matches your 
message. Look the other 
person in the eye, stand tall, 
and relax your face.

6) Speak at a normal 
conversation volume and 
make sure that you sound firm 
but not aggressive.

5) Listen without interrupting 
when the other person is 
speaking, whether or not you 
agree with them.

1) Consider your own needs 
and opinions as well as those 
of others.

2) State your point of view or 
request clearly but 
respectfully. 

3) Be honest in expressing 
your emotions.

4) Encourage others to be 
open in sharing their thoughts 
and feelings.
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9) Try to speak with facts rather 
than judgements. For e.g., This 
report has important 
information missing, rather than: 
You have done a bad job again.

10) Use “I Statements” to tell the 
other person how you feel rather 
than be accusing. For e.g., I feel 
frustrated when you leave a 
mess, rather than: Do you have 
to be so messy all the time?

11) You may need to be a “Broken 
Record”. Keep returning to what 
you need or want, stating it 
clearly and precisely each time 
without being put off by others’ 
clever arguments.

12) Practice saying “No”. It is 
both helpful and necessary in 
some situations.

13) Prepare what you want to 
say beforehand, by practicing 
specific sentences or words 
that clearly express your needs 
and wants.

14) Have a willingness to 
compromise and come to a 
solution that works for you as 
well as others in the situation.

15) Accept responsibility for your 
thoughts and actions, and 
apologize if you make a 
mistake.

16) Practice assertiveness 
often. Just like any other skill, 
it requires you to practice in 
many different situations.


