ASSERTIVENESS SKILLS
PROGRAM OUTLINE
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ASSERTIVENESS IS THE ART OF EXPRESSING S kI I I S
YOURSELF AND STANDING UP FOR YOUR RIGHTS,

BUT NOT AT THE EXPENSE OF OTHERS.

Assertiveness is the art of expressing yourself and standing up for your rights but not at the expense of
others. By communicating assertively, you can feel confident and gain the respect of your colleagues and
friends. Assertive communication involves speaking your mind and expressing your point in a constructive
manner.

People who are assertive tend to have less stress and conflict in their career and personal life. They can
influence people and can get their needs met more easily.

How assertive are you?
Ask yourself the following:

1. Iprovide quick and accurate responses to customer queries.
2. When I do not understand something, I ask for clarification.
3. Ilook directly at the person I am talking to. YOUR SCORE
4. Thave an assertive body language. People who are
5. Iam clear and specific when expressing my point of view. good attb eing
assertive
6. I consciously practice assertive behaviour in problem situations. gene ;‘ ?5 léy score
“ " to
7. Tuse verbal and non-verbal communication skills to be assertive. 13 of these
. . . . . . questions.
8. Irecognise passive, assertive and aggressive behaviours in others.
. C y . . If you scored
9. Iam comfortable with saying “NO” with confidence. less, you should
think about

10. I am calm and controlled and do not lose my temper. learning how to

. . . . improve your
11. I ask for help without feeling guilty or bad about it. assertiveness

. o . . . kills.

12. I deal with difficult people and situations effectively. SIS
13. I do not get stressed in difficult situations.
14. I can effectively manage people who are angry or aggressive.
15. T ask for and provide constructive feedback.
16. I negotiate assertively with colleagues / customers / suppliers.
17. I respect the rights and opinions of other people.
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Your Assertiveness Skills program is custom designed to help participants express

their ideas and feelings more adequately. The program will provide practical techniques

to improve interaction with other people in the workplace. Participants will learn how

to change their behaviour to assertively deal with complex workplace situations. They

will understand how positive assertiveness can enhance interpersonal communication.

Key learning outcomes

Your Assertiveness Skills program will give participants the skills to:

Recognise the benefits of being assertive.

Understand the basic principles of assertive behaviour.
Avoid manipulation by others.

Deal with fear and criticism.

Understand their rights and respect the rights of others.
Increase self confidence physically and vocally.

Apply assertiveness techniques in problem situations.
Handle aggressive behaviour.

Provide feedback.

Make better decisions and reduce stress levels.

Would you like to attend this program?

For maximum effectiveness, this program is best conducted as an in-house program.
Ideal group size: 4 - 12 participants.

Venue: For your convenience, you can choose to conduct this program
at your business premises. Alternatively, we can provide a training
venue at a small additional cost.

Duration: This program can be adapted to meet your requirements.

Cost: Price on request.

Target Audience: Employees, Supervisors, Team Leaders, Senior Managers or CEO’s.
If you would like more information on this training program, please contact:

Melinda Kavanagh - Marketing Manager 03 9805 8000 Email: mkavanagh@preftrain.com
or visit our website today.

www.preftrain.com
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