
Define who you aspire to be in a word or phrase as an
anchor to show up as your best
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Healthy CommunicationHealthy Communication
Skills ChecklistSkills Checklist
Staying calm and communicating with your best thinking is easier said than done, especially when faced with pressing deadlines,Staying calm and communicating with your best thinking is easier said than done, especially when faced with pressing deadlines,
staffing shortages, and underperforming employees.staffing shortages, and underperforming employees.

Use this checklist of healthy communication skills throughout your day so you Use this checklist of healthy communication skills throughout your day so you stay on track with who you aspire to be and bring outstay on track with who you aspire to be and bring out
the best in others.the best in others.    
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Assume positive intent

Own your contribution to the disagreement

Directly state your concerns, perspective, and request

Stay focused on one issue at a time

Avoid extremes such as “You always/never…”

Clearly state your concerns, perspective, and requests

Avoid judgmental questions such as “Did it ever occur to
you…?”

Avoid giving unrequested advice

Avoid sarcasm

Keep a sense of humor while still addressing the issue
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Demonstrate patience

Listen to understand before problem-solving

Avoid saying “Yes, But…”

Avoid nagging, controlling, micromanaging

Recap what you heard using the other person’s words

Offer empathy for the situation

Stay curious by using open-ended questions starting with
“How”/What”

Monitor your facial and other non-verbal behaviors/body
language to be inviting

Monitor your tone of voice to be inviting, non-
confrontational

Recognize strengths, acknowledge what’s working well

Give feedback that includes positives

Identify lessons learned and what to do differently next
time

Spend time discussing possible solutions

Ask for what you want going forward

Maintain good eye contact

Breathe to avoid falling into your go-to reactions when
conversations get tense
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Interrupt to defend yourself?

Focus on complaining about the problem?

Fix the problem that was someone else’s responsibility to
address?

Struggle to clearly ask for what you want going forward?

Avoid eye contact?

Clam up without saying what you’re upset about?

Assume a negative intent?

Threaten others physically?

Threaten others verbally?

Resort to name-calling?

Raise your voice or yell?

Avoid being polite or considerate of others' space or
time?

Come across as micro-managing or controlling?
Leap to negative conclusions without giving others time
to explain their perspective?

Avoid taking responsibility for your part?

Justify your position while blaming others?

Allow your temper/emotions to be in charge, instead of
your best thinking?

Pile on history of wrong-doing and without staying
focused on topic at hand?

Book a complimentary 30 minute conversation
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None of us are perfect and despite our best intentions and efforts,None of us are perfect and despite our best intentions and efforts, sometimes we react in ways that are the opposite of who we want sometimes we react in ways that are the opposite of who we want
to be. One of the best ways to to be. One of the best ways to build trust and healthy communication is having self-awarenessbuild trust and healthy communication is having self-awareness of how your words and actions impact of how your words and actions impact
others and apologizing when necessaryothers and apologizing when necessary

Use the below checklist of Use the below checklist of negative communication behaviors to identify behaviors you reverted to that kept a recent conversationnegative communication behaviors to identify behaviors you reverted to that kept a recent conversation
from being productive.from being productive.  

Decide if circling back to those involved to Decide if circling back to those involved to make a repairmake a repair would be appropriate. would be appropriate.

Did you...Did you...
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Elevating your interpersonal skills makes a world of difference in how you lead andElevating your interpersonal skills makes a world of difference in how you lead and
drive bottom-line results. Make the conscious choice to take your interpersonal skills todrive bottom-line results. Make the conscious choice to take your interpersonal skills to

the next level and you will bring your team together.the next level and you will bring your team together.  
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Negative CommunicationNegative Communication
Behaviors ChecklistBehaviors Checklist
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