
VIDEO 6  
IMPROVE YOUR COMMUNICATION AT

WORK AND AT HOME - HOW TO BE
MORE ASSERTIVE & SAY “NO”

After you come back to work you often feel quite overwhelmed. You need to ramp up in
the role and at the same time continue managing the household and in all that find the
time for yourself. Also there might be some difficult situations or even conflicts at work,
especially if you decide to work on the part-time basis and leave the office on time. You may
also find yourself saying “no” more often.

Improving your communication skills and the ability to talk constructively to your colleagues can help
you a lot in such situations. 
 
In order to communicate effectively, it is very important to talk about yourself rather than about the
other person.
This means using the ‘me’ language and talking about what YOU feel or need, rather than talking
about what you think the other person feels or thinks and evaluating their behavior and actions. If you
do that, you do not give the other person a reason to defend themselves nor start the counter-
productive discussion.
 
Here is a simple model that we recommend you to use:

1.At first say about FACTS - name what happened objectively and be specific.
do not say: 'I’m the only one who is cleaning the house and doing shopping.” or “You never do
anything at home'.
be specific: 'This month I was driving to do shopping 2 times a week and cleaned the whole house
on the weekend, while you were either asleep, in the gym or out with friends'

2. Next speak about your EMOTIONS - say how you feel.
do not judge the other person by saying: 'You are being unfair to me, as I do not have any time for
myself'
say about your feelings: 'I feel irritated and frustrated'

3.Once you’ve expressed your emotions, say about what you NEED. 
Again don’t say what you need other person to do or be, do not judge them by saying things like:
'You only think about yourself. I need you to do more at home'.
Rather say about your needs and be specific: 'I need one or two evenings in a week to do
something that I enjoy and have some rest'

4. Lastly, express your WISH. Say what you wish other person to do, so you can feel better and
satisfy your need. For example:

'Can we agree that Tuesday evenings will be my days for going out, while you will take care of
things at home?'



Here is how you can put it all together in a response:
 
When [situation that triggers difficult emotions, such as anger] I felt [your emotions], because [your
needs or goals] are really important to me. Could you [proposal of rational action].
 
 
Let us share with you 2 more examples of how this model can be used in work scenarios.
 
1.Your colleague is asking for help: 'Could you advise me on my presentation?'
Your assertive response: 
FACT: 'I see that this presentation is very important to you. I wish I could help you today, however I'm
really busy with my other priorities.
EMOTION: I really don't feel comfortable refusing your ask.
NEED: However if I don't complete what I've planed for today, I won't be able to leave on time and pick
up my child from a day care.
WISH: Would it be ok for you if we meet tomorrow morning at 8:30am for half an hour instead?'
 
2. Your manager is asking you: 'How is your ramp up going? Any update on customer satisfaction
project?'
Your assertive response:
FACT: 'As you know I was asked to lead customer satisfaction project. When I started working on it, I
realized that it is already being lead by John and Anna from the marketing team.
EMOTION: I feel discouraged, as I don't see the need for additional leader in that initiative.
NEED: I need your help in clarifying my scope and explaining it to the team.
WISH: Could we agree together on the goals I need to achieve in the next 30/60/90 days and
communicate to the team?'
 

Now, it’s time for the exercise!
 
Now we would like to give you a chance to put this model into practice. Please complete the section
12 in your online workbook: 'Communicating your needs effectively'.

We hope that you found this course useful and that
our tips will make your return to work easier. We wish
you all the best for your future career. Thank you for

watching.


