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Good afternoon, thank you.  I’m very honored to be here today.  SAPA has 
sponsored so many seminars of this kind. SAPA is making many 
contributions to this industry.

“Ken & 
Kate 
Black 
Limited”

Introduction
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This organization is helping to build friendship and a deeper 
understanding between the people of China and the people of America.  
This is a very honorable and important mission, especially considering all 
the conflict and misunderstanding that we have between cultures in the 
world today.  So, I’m very honored to be associated with SAPA over the 
last three years.

Introduction
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I also want to acknowledge you for taking the time from your busy work 
schedules to attend this symposium. Your presence reflects your 
commitment to create new possibilities in your life.  That is really what 
today’s conversation is about.

Introduction
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The goal of Leadership Communications is to help you become 
unstoppable in creating the possibilities that you want to achieve in your 
career.  Our goal is to help you find your leadership voice and 
communicate your ideas assertively. I believe this is a critical skill to 
develop in order to achieve new possibilities in your work.

Introduction
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I will now talk more about this issue in my native language.  Thank you.

Introduction



Copyright 2005 Leadership Communications Inc.7

Assertiveness

 Assertiveness is communicating your voice—your 
opinions, how you feel and what you want—without 
violating the rights of others.

 The aim of assertion is to satisfy the needs and wants of 
both parties; for both parties to win.
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Assertiveness

Non-assertive
Behaviors

Assertive
Behaviors

Aggressive
Behaviors
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Effects of Non-assertion on OthersEffects of Non-assertion on Others

Initially others feel sorry for you

They feel guilty/indifferent (about taking advantage)

They feel irritation

They cease to respect you

They may restrict their contact with you
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Some may admire you or they may
feel anger, hurt and humiliation

They retaliate openly or go underground

They take fewer initiatives
      orÉ

They become resigned             They leave

Effects of Aggression on OthersEffects of Aggression on Others



Copyright 2005 Leadership Communications Inc.11“Ken & Kate Black Limited”

Aggressive behavior

Respond to 
aggressive behavior

Develop win-win
negotiation skills

Initiate action
to make things

happen

Communicate 
persuasively

Give effective
feedbackSay no

Assert your ideas
in meetings

Benefits
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Listen Assertively

Apply Assertive
Techniques

Create 
Sound Inner 
Dialogues

Be Mindful of 
Limiting Beliefs 
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Beliefs are…

 The general conclusions we reach about how 
things are and will be.

 What we hold to be true about
 ourselves, life, other people or situations.

“Ken & Kate Black Limited”
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Limiting Beliefs

! “you shouldn’t”
! “you mustn’t”
! “you’re not good enough”
! “don’t trust people”
! “don’t take the big one”

“Ken & Kate Black Limited”
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“My Views Don’t Count” Limits Your Options

“Ken & Kate Black Limited”

! No recognition
! Less chance for promotion and career development
! Less influence in meetings
! Less input into decisions
! Ideas not developed
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What Drives Our Communication & Behavior?

“Ken & Kate Black Limited”

Inner Dialogues

Rights

Beliefs

Words & Non-verbal Behavior

Culture

Culture

Culture
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Identifying Limiting Beliefs

Traditional Assumptions Assertive Rights

You should respect the views 
of others, especially if they 
are in a position of authority.  
Keep differences of opinion to 
yourself. 

You have a right to express 
your own opinions and beliefs. 

It’s shameful to make 
mistakes.

You have a right to make 
mistakes. 

You should never interrupt 
people.  Asking questions 
may cause you to loose face. 

You have a right to interrupt 
or to ask for clarification. 
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Identifying Limiting Beliefs

Traditional Assumptions Assertive Rights
It’s impolite not to 
accommodate others.  Don’t 
hurt peoples’ feelings.  
Always put other people 
before you. 

You have a right to negotiate a 
“win/win” solution. 

Knowing that you have 
something special or have 
done something well is its 
own reward.  People don’t 
like showoffs. Be modest 
when complimented. 

You have a right to promote 
yourself and your team, and 
receive formal recognition for 
your unique talents. 
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Steps for Communicating Assertively

What is the 
challenging 
situation I’m 
facing?

(1) Build 
Assertive Beliefs
Questions
!  What am I saying to 
myself?
!  What am I feeling?
!  What limited belief is this 
situation triggering in me?
Actions
!  I can choose how I behave
!  I don’t have to lose for 
others to win
!  I am as important as other 
people
!  I can change if I want to 
change
!  I can stand up for myself 
without attacking
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Create 
Sound Inner 
Dialogues

Be Mindful of
Limiting Beliefs 
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Characteristics of Sound Inner Dialogues

Characteristic Example
Objective assessment of past 
events.

“Parts of it went well, this 
part not so well.”

Includes the positives of 
“what is going” for you.

“I know most of them.”

Builds on any past success to 
visualize further success.

“I have done...so I’ll be able 
to...”

Realistic prediction about the 
future.

“Some may ask awkward or 
difficult questions.”

Stress “I can.” “I can do it.”



Copyright 2005 Leadership Communications Inc.22

Steps for Communicating Assertively

What is the 
situation I’m 
facing?

(1) Build 
Assertive Beliefs
Questions
!  What am I saying to 
myself?
!  What am I feeling?
!  What limited belief is this 
situation triggering in me?

(2) Create Sound 
Inner Dialogues
Questions
!  What am I saying to 
myself?
Actions
!  Talk your thoughts to 
yourself
!  Include your “worst” 
concerns
!  Challenge the “flaws” 
e.g.  exaggerations, 
imperatives
!  Include “coping” statements
- “I can...”
- “I’ll...”
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Listen Assertively

Create 
Sound Inner 
Dialogues

Be Mindful of
Limiting Beliefs 
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Study Your Audience

“Communication takes place in the mind of the listener, not the 
speaker.  Your goal as a successful communicator is to relate 
everything you say to what is already known inside that 
listener’s mind.”

“Get Around Resistance and Win Over the Other Side”
Harvard Management Communication Letter, April, 2003”

“Ken & Kate Black Limited”
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Steps for Communicating Assertively

(3) Listen 
Assertively
Questions
!  What is legitimate about 
this person(s) concerns and 
needs?
!  What questions can I 
pursue to better understand 
and address their interests?
 !  How can I make this a win-
win conversation?
Actions
!  Take a stand for the other 
person
!  Get into his/her world
!  Have a conversation
!  Create a win/win outcome
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Listen Assertively

Apply Assertive
Techniques

Create 
Sound Inner 
Dialogues

Be Mindful of 
Limiting Beliefs 
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Achieving Win/Win Outcomes

“Ken & Kate Black Limited”

! Check you have a sound inner dialogue
! Give out win/win vibes, both verbal and non verbal
! Distinguish between “positions” and real needs
! Clarify the real needs of both parties
! Look for solutions that meet both sets of needs

And if you face “hassles”
! Ignore emotional overtones, focus on content
! Acknowledge their position, re-state yours
! Find out the needs behind the hassle
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Key Steps for Giving Feedback

Steps Example
 Beforehand
(1) Check that your inner 
dialogue is sound.

(Review earlier slides.)

(2) Check that your feedback is 
specific and not a personal 
attack.

“Jim, you’ve been late three 
times this week” rather than 
“you are so irresponsible!”

“Ken & Kate Black Limited”
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Key Steps for Giving Feedback

Steps Examples

During

(3) Give your specific 
feedback, and how it’s affecting 
performance.

“Jim, I’ve noticed you’ve been 
late three times this week and 
it’s impacting our project team.”

(4) Acknowledge the other 
person’s position.  Ask and 
listen to find out causes.

“I understand your concern…”
  your position…”
“Have you noticed this?”
“Why is this happening?”

“Ken & Kate Black Limited”



Copyright 2005 Leadership Communications Inc.30

Key Steps for Giving Feedback

Steps Examples

During

(5) Ask for suggestions to bring 
about desired change.

“How can you do it differently?”
“How can we make this work?”
“So, what can we do to avoid this 
situation in the future?”

(6) When appropriate, 
summarize the action to be 
taken.

“So, let’s agree that next time 
you’ll…”
“So, do you agree that in the 
future we will…?

“Ken & Kate Black Limited”
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Asserting Your Ideas in Meetings

! Check you have a sound inner dialogue
! Clarify your core messages before meeting if possible

It helps if you…

! Speak early on in the meeting
! ‘Flag’ that you want to speak (e.g. “Let me make a 

point here…” and use a firm hand gesture
! Use the name of the group leader or person you’re 

responding to

“Ken & Kate Black Limited”
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Contributing To Meetings

It helps if you…

! If you feel comfortable, ask group leader before 
meeting for support

! Make eye contact
! Stave off interruptions (e.g. “Let me finish this 

point…”
! If you’re almost too late (“Before we move on…” 

“I’d like to go back to the point about….”)

“Ken & Kate Black Limited”
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Specific Behaviors to Practice

1)! Stating views 
! ÒAs I see itÉÓ ÒI believeÉÓ

2)! Agreeing 
! ÒYes, thatÕs how I see it, I agreeÉÓ

3)! Proposing and suggesting 
! ÒIÕd like to suggestÉÓ ÒHow aboutÉÓ

“Ken & Kate Black Limited”
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Specific Behaviors to Practice

4)! Stating Differences 
! ÒI see it differentlyÉbecauseÉÓ

5)! Asking for clariÞcation 
! ÒWhen you sayÉwhat were you thinking ofÉ? 

ÒWhatÕs your view onÉ?Ó

“Ken & Kate Black Limited”
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Listen Assertively

Apply Assertive
Techniques

Create 
Sound Inner 
Dialogues

Be Mindful of 
Limiting Beliefs 


