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Presentation Notes
[NOTE TO SPEAKER: THERE ARE TWO ROLE-PLAYING EXERCISES TOWARD THE END OF THIS PRESENTATION. YOU CAN DECIDE WHETHER OR NOT TO DO BOTH DEPENDING ON HOW MUCH TIME YOU HAVE AND HOW LONG THE FIRST ROLE-PLAY TAKES.]



Hi, my name is [insert name].

I’m here to talk to you today about workplace conflicts.

[SPEAKER, ASK AUDIENCE]: 

With a show of hands, how many of you have had a disagreement with a colleague or a manager?

Any managers who’ve had to serve as “referee” between two quarreling teammates?

In fact, it’s unusual not to have a difference of opinion with others every now and then. People have different ways of doing things, different communication styles and different personalities. This often leads to work conflicts, both large and small. 

Today, I want to talk about how to resolve those disagreements. This is an essential skill: Your on-the-job success largely depends on your ability to work well with others. And if you’re a manager, you have to not only get along well with others, but also tame staff tensions. 

Let’s get started.




Today’s Topics

* SiX types of people
you're destined to
encounter

e Seven tips for
overcoming conflicting
work styles

e Troubleshooting three
common work conflicts
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How to have a difficult
discussion with a
colleague

How to have a difficult
discussion with a
manager

Role-play exercises

Eight ways to build solid
working relationships
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Presentation Notes
Here’s what we’ll cover today. [SPEAKER, READ FROM LIST ON SLIDE]. 

Later in the presentation, I’ll ask for volunteers for some role-playing exercises during which you’ll put some of the tips I’ll give you into action.

[SPEAKER, ASK AUDIENCE]: Would any of you be willing to participate in a role-play? [SPEAKER, IF YOU GET A FEW VOLUNTEERS, THANK THEM AND LET THEM KNOW YOU’LL TELL THEM WHEN TO COME UP FOR THE ROLE-PLAY. IF YOU DON’T GET ANY VOLUNTEERS, TELL THE AUDIENCE YOU’LL ASK AGAIN WHEN IT’S TIME FOR THE ROLE-PLAY. BE PREPARED TO PLAY ONE OF THE PARTS, IF NECESSARY.]

Let’s start by talking about how to interact with people who have different work styles than your own. 
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Presentation Notes
We all have our own way of getting things done in the workplace.

For example, perhaps you’re detail-oriented and your manager is a big-picture thinker. Or maybe you work with a colleague who is competitive, and you tend be more collaborative.  

Recently, OfficeTeam, the International Association of Administrative Professionals and Insights, a leading people development company, teamed up to survey more than three thousand administrative professionals about their working relationships …






Understanding Opposites

e 70 percent of administrative
professionals surveyed said it
could be challenging to work with
someone who has a different
style than their own

e 66 percent said there are benefits
to working with those who have a
different approach
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We found that 70 percent of administrative professionals said it could be challenging to work with someone who has a different work style. 

[SPEAKER, ASK AUDIENCE: WITH A SHOW OF HANDS, HOW MANY OF YOU THINK IT’S CHALLENGING TO WORK WITH SOMEONE WHO HAS A DIFFERENT WORK STYLE THAN YOU?]

However, 66 percent of respondents said there are benefits to working with those who have different approaches than their own.

[SPEAKER, ASK AUDIENCE: WHO HERE AGREES WITH THIS? WHAT BENEFITS DO YOU SEE OF WORKING WITH SOMEONE WHO HAS A DIFFERENT WORKSTYLE?

We really do need different types of people in the workplace. We all bring different skills and ideas to the table. 

But it helps to understand the needs and motivation of someone who has a different approach than your own. 

I’ll give you many tips today to help you work more effectively with people who have different work styles than your own, but I also want to introduce you to a survey you can take online that will help you better understand your approach to work.
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Insights Color Wheel®

cautious | competitive
precise | demanding
deliberate | determined
questioning | strong-willed
formal | purposeful

encouraging
sharing
patient
relaxed

officeteam.com/workstyle
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OfficeTeam collaborated with Insights to develop the online survey to determine work style preferences. 

Each work style is represented by a particular color energy. You can see the color wheel on this slide.

So, for example, an individual with a Cool Blue energy preference tends to be cautious, precise and questioning. And an individual with a Fiery Red preference tends to be competitive, strong-willed and purposeful.

[SPEAKER, ASK AUDIENCE]: HAS ANYONE TAKEN THIS SURVEY BEFORE? WHAT COLOR ENERGY BEST DESCRIBES YOU?

You can visit officeteam.com/workstyle to take a brief online survey and find out which color energy best describes you. For additional insight, you may even ask your boss or colleague to take this online survey, too.

By examining the four different types you may be able to discern how your colleagues like to work.

There are additional resources at this site, too. 

Now let’s look at some work types you’re likely to encounter in the workplace.






Six Types You're Likely to Encounter

The Lone Wolf
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I’m going to describe some common personality types in the workplace and tips for interacting with them effectively. Keep in mind I’m painting each type in broad strokes; everyone is unique, and many people don’t fit comfortably into a style or category. Also remember to consider your own “type” as we discuss these personalities. 

The key is to understand different approaches to work, including your own, so you respond more effectively to a wide variety of individuals, whether it’s someone you manage, a boss or a coworker.  [SPEAKER, AFTER DESCRIBING EACH TYPE, ASK AUDIENCE: DO YOU HAVE ANY SUGGESTIONS FOR INTERACTING WITH THIS TYPE OF PERSON?]

1. The Lone Wolf

This individual is typically very busy and doesn’t spend time around the water cooler chatting. He wants you to get to the point. He often prefers e-mail to in-person discussions and will give very short answers to any questions asked of him. 

Be brief and get to the point quickly when interacting with this individual. The more direct and specific you can be with your questions, the better off you’ll be.





[CONT’D ON NEXT PAGE]


Six Types You're Likely to Encounter

The Absent-Minded
Professor
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2. The Absent-Minded Professor

This person isn’t typically a great communicator. The trouble is although he’s often well-respected and well-liked, he simply isn’t well-organized. As a result, he frequently omits key details. 

Creating structure is the key to success with this individual. When interacting with this person, have regular meetings to review projects and follow up with an e-mail summarizing what was discussed. If you support this type, remind him of meetings and deadlines. 







[CONT’D ON NEXT PAGE]


Six Types You're Likely to Encounter

The Social
Butterfly
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3. The Social Butterfly

This individual loves to chat…and chat…and chat. You walk into her office for a quick project update and don’t emerge for an hour, after she’s filled you in on every detail of her weekend activities.

Strike a balance between satisfying this type’s need for rapport and spending too much time on chatter. Review e-mails before sending them to make sure they don’t sound curt. Praise goes a long way with these individuals, so don’t hold back.



[CONT’D ON NEXT PAGE]
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Six Types You're Likely to Encounter
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4. The Micromanager

More than anything, this colleague needs reassurance that you’ll get the job done. 

Frequent status updates via e-mail are helpful, particularly if you report to this individual. Make sure your messages and other documents are free of errors -- any type of mistake can erode her trust in you. Never approach her only with a problem. Also come armed with a solution.



[CONT’D ON NEXT PAGE]






Six Types You're Likely to Encounter

The Glass-is-Half-Empty
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5. The Glass-is-Half-Empty

When this person is given a new assignment or extra work, he reacts as if the boss told him he’d never be able to leave the office again. He makes his unhappiness known with phrases like, “I don’t know why I’m the only one who’s been given more work!” He searches for sympathy to convince others of how he’s been wronged by the firm.

Keep your focus on the task at hand. If he complains about a deadline, offer suggestions for meeting it or reiterate the reasons the work must be completed on time. Change the subject or excuse yourself from the conversation if he continues to grumble. 



[CONT’D ON NEXT PAGE]






Six Types You're Likely to Encounter

The Coaster
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6. The Coaster

This colleague has a near magical ability to get away with doing less work than anyone else. She may be a former star employee resting on her reputation or a person who is simply good at appearing busy and productive to upper management.

As frustrating as it might be, it’s not your job to point out that this person has less on her plate than everyone else. If her lack of productivity is affecting your ability to do your job, bring the issue up with her. You might say, “I couldn’t find you when I needed an answer right away. For future reference, what’s the best way to find you quickly?” If the behavior continues, bring the issue up with your manager.



[SPEAKER, ASK AUDIENCE]: 

Do any of these types sound familiar to you? 

Did I miss any type you’ve encountered in the office? 

Now that we’ve discussed what personality types you might encounter and clash with in the office, let’s talk about what to do when, despite your best efforts, you repeatedly lock horns with someone.
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Seven Tips for Overcoming
Conflicting Work Styles

Take the high road

..............................
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Here are some tips for how to work with your own version of The Office’s Dwight Schrute:

 Take the high road. If an issue arises or you disagree with someone on a point, always be positive and professional. You don’t have to be best friends with everyone – you just want to find a way to work effectively with them.
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Seven Tips for Overcoming

Conflicting Work Styles

Work with what you have
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2. Work with what you have. Accept the person you’re working with, quirks and all. If your colleague prefers scheduled meetings, and you like to simply drop by, try it his way to reduce conflict.
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Seven Tips for Overcoming

Conflicting Work Styles

Get on the ~
same 3
page Z
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3. Get on the same page. Simple miscommunications – such as the desired outcome of a project – can cause friction. Arrange a face-to-face meeting with a colleague to make sure you’re on the same page, and follow it up with an e-mail recapping what you discussed.
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Seven Tips for Overcoming

Conflicting Work Styles

Check In
regularly
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4. Check in regularly. If you’ve had trouble communicating with someone, it’s important to keep information flowing freely and frequently. Find out the person’s preferred method of communication – e-mail, in person or phone, for example – and provide regular updates.
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Seven Tips for Overcoming

Conflicting Work Styles

Put yourself
INn their shoes
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5. Put yourself in their shoes. Understanding someone’s work style is just one piece of the puzzle: Learn what other pressures a colleague faces. For example, knowing whom she reports to may add perspective to the situation. You may discover your coworker has the most difficult boss around. 
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Seven Tips for Overcoming
Conflicting Work Styles

Don’t take it personally
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6. Don’t take it personally. Often, a person’s behavior is not a reflection on you. Someone who doesn’t greet you every morning may not be a morning person. Start with the assumption that it’s not personal, and you’ll be less likely to take offense and react negatively.
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Seven Tips for Overcoming
Conflicting Work Styles

Know your
own behaviors
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7. Know your own behaviors. Your habits can drive your colleagues just as nuts as theirs drive you. What do friends and family say you do that can be annoying? This same behavior can be going on at work. Be aware of how you may be affecting others and try to make changes, where appropriate. 



Now let’s look at three common work conflicts, and some solutions for dealing with them.








=)
Scenario #1: Your colleague takes credit

for your work or ideas

 Request a few minutes of the
person’s time /

* Focus on the facts
* Realize it may simply be
a misunderstanding

e Let him or her know you won't allow
similar actions to go unchallenged
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In a survey by our firm, more than one in four employees said a colleague had taken credit for their ideas. Of those who’d been wronged, 51 percent admitted to doing nothing in response. 

In fact, people often respond to deliberate snubs from spotlight-stealing colleagues in one of two ways: They silently seethe or lose their composure. Neither approach is helpful. 

It can be intimidating to confront an idea thief, but keep in mind that your silence may only invite future mistreatment. 

Request a few minutes of the offending person’s time and calmly confront him or her. Be direct and professional, and focus on the facts. 

The situation may simply be the result of a misunderstanding. If it’s not, be perfectly clear that you won’t allow similar actions to go unchallenged.

Let’s look at the second scenario …


Ol
Scenario #2: You made a mistake

that’s created a big headache for a fellow team member

« Don’t get defensive or point fingers
 Don'’t ignore the issue
* Do offer a sincere apology

Do what you can to
correct the situation
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When you make a big mistake, don’t get defensive or point fingers – it will only compound the issue. Also steer clear of non-apology apologies (“It’s too bad you had to stay at work until midnight last night.”).

Ignoring the issue is another mistake. Saying nothing and hoping things magically blow over might help you avoid an unpleasant conversation today, but you’ll breed resentment over the long term. 

A sincere and speedy apology is the best way to mitigate damage when you’ve blundered. 

Take total responsibility for the havoc or hurt feelings you’ve caused, provide an explanation (not an excuse), and do whatever you can to make things right.

And last but not least, scenario number three …


=
Scenario #3: You're organized

and your boss isn’t

“Time constraints and deadlines are an
Issue: My boss does work at the last
minute, and | do it ahead of schedule.”

“I am more detail-oriented than my boss
and like to have as complete of a picture”
as possible before we make a decision. My
boss is a ‘full speed ahead’ kind of guy.”.

“I am highly organized and
my boss isn't.”

“My manager does not check e-mail and
calendars on a regular basis, and misses
many appointments.”
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In the same survey I referenced earlier, we asked administrative professionals to describe conflicts they had with their managers. A common conflict they described was when the assistant was organized but their boss wasn’t. Here are a few examples of what they said:

“Time constraints and deadlines are an issue: My boss does work at the last minute, and I do it ahead of schedule.”

“I am more detail-oriented than my boss and like to have as complete of a picture as possible before we make a decision. My boss is a ‘full speed ahead’ kind of guy.”

“I am highly organized and my boss isn’t.”

“My manager does not check e-mail and calendars on a regular basis, and misses many appointments.”

[SPEAKER, ASK AUDIENCE]: Do these issues sound familiar to any of you?]

The administrative professionals we surveyed also had some advice for how to handle this conflict…




)
Scenario #3: You're organized

and your boss isn’t

“We sit down and discuss issues. | provide her with
examples of the problem and a solution at the same
time. We talk through it.”

“I approach my manager lightly, politely and with a
smile. | always offer to help or give assistance and
find something in common to talk about to help
break the ice.”

“For one procrastinator, | drafted presentations
leaving blanks or guestion marks where he needed
to insert data.”

“I'm proactive and set deadlines earlier than they
actually are.”
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Here are a few tactics administrators in the survey had for working with a disorganized boss:

“We sit down and discuss issues. I provide her with examples of the problem and a solution at the same time. We talk through it.” 

“I approach my manager lightly, politely and with a smile. I always offer to help or give assistance and find something in common to talk about to help break the ice.”

 “For one procrastinator, I drafted presentations leaving blanks or question marks where he needed to insert data.” 

“I’m proactive and set deadlines earlier than they actually are.”

[SPEAKER, ASK AUDIENCE]: What do you think of these solutions? Do you have any to add?

Of course, conflicts sometimes arise simply because you have something difficult to say and don’t know how to say it …
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We’re faced with potentially awkward conversations regularly in the office. How do you ask your boss for a raise, for example, or tell a colleague she needs to completely redo her work for a particular project?

[SPEAKER, ASK AUDIENCE]: 

Have any of you had to raise a difficult issue with a colleague or manager? 

What was the issue?

I’m going to give you some tips for having these difficult conversations:




=
How to Have a Difficult Conversation

with a Colleague

— —

 Evaluate the circumstances
« Explain the impact

 Reach an agreement
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Let’s talk about initiating awkward conversations with colleagues.

Evaluate the circumstances. Before you say anything to a colleague, weigh the pros and cons of speaking up. How well do you know the person? If you’re confident he will take your comments at face value, it may be wise to diplomatically voice your concerns. However, if you work with someone infrequently and the situation isn’t too distracting – perhaps he is always five minutes late for meetings, for example, but very focused once he has arrived – it may be better to let things slide.

Explain the impact. Never confront someone in a group setting. It might embarrass them. Explain the situation to her when you’re alone and let her know how the situation impacts you. If someone’s music is distracting you, say “I’m not able to concentrate with the music in the background. Would you mind using your headphones?” Avoid remarks such as “Could you be more considerate with your music?” which sounds more accusatory than conciliatory.

Reach an agreement. Try not to end a conversation without coming to some sort of resolution, and understand that solving the issue may involve a compromise. Your colleague who annoys you by playing her music may agree to use headphones in the morning but would like to continue using speakers in the afternoon, when things have slowed down.

Now let’s discuss having a difficult conversation with a manager or superior.


=
How to Have a Difficult Conversation

with a Manager

—

e Think before you speak

« Offer a solution
 Don’t complain

e Be customer-service
focused

- Be professional SOLUTION

* Be specific

e Watch your tone and AH EAD

INCREASE

body language SPEED
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With a manager or superior, you’ll have to walk a finer line. Follow the same steps we discussed for having a difficult talk with a colleague, but add a few others: 

Think before you speak. Take a step back if you’re angry or frustrated. Give yourself a moment to come up with the right response.

Come armed with a solution.

Make sure you don’t seem like a complainer. 

Keep your approach customer-service focused: How can you help make a situation better? 

You might try to present your idea as a way to become more efficient or get more accomplished.

Always remain professional and take the high road.

Be specific, clear and to the point: What do you need and when do you need it? 

Watch your tone and body language. Often these things can give away any anger or frustrations you feel, even when your tone is polite.

Finally, remember that success in these conversations often has to do with positioning. The words you choose can mean the difference between success and failure in a conversation. You don’t, for example, want to use words like “never” or “always” when you’re discussing an issue with a colleague or manager. It will put them on the defensive. Let’s look at some examples …


Do’s and Don’ts

“I don’t have time to work on that.” “I'd like to help you out, but my plate is full right now. What’s
your deadline, and is there any flexibility with it?”

“You're always late getting to my requests.” “I need information from you by the end of the week to
complete my project for the management team. Can you meet
this deadline? If not, when would you be able to send me the

data?”

“Your lunch stinks!” “Darlene, I'm particularly sensitive to odors, especially food
aromas. Would it be too much trouble to ask you to eat
outside?”

“This is so simple! Why can’t you get it “Jason, I've noticed several errors in your reports. Let’s talk

right?” about how to avoid them going forward.”

“Sorry.” “I’'m very sorry for the mistake | made. Here’s what I’m going do

to fix it and make sure it doesn’t happen again.”

“Beth, | wanted to let you know that Markis  “Beth, I've been having trouble getting the information | need
slacking off. You should really do something from Mark. Can we talk about how that is affecting my
about that.” workload?”


Presenter
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[SPEAKER, READ FROM EXAMPLES ABOVE]: So, instead of …you’d say ….

Keep in mind that every situation is different, but some conversations will be awkward no matter what your approach. The key is to be honest and respectful, and not let issues fester. Most of the time people have little idea they’re annoying others.

Okay, now that you have some guidelines for how to approach a difficult conversation with a coworker or manager, let’s role-play a challenging conversation…




Role-Play

— —

THE PROBLEM:

You find out a
colleague is gossiping
about you.
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Let’s put what we’ve learned into practice. [SPEAKER, IF AUDIENCE MEMBERS VOLUNTEERED TO PARTICIPATE IN THE ROLE-PLAY, ASK VOLUNTEERS TO COME UP NOW. IF NO ONE VOLUNTEERED, ASK THE AUDIENCE AGAIN FOR TWO VOLUNTEERS. YOU CAN PLAY ONE PART, IF NECESSARY.]

[SPEAKER, ASSIGN VOLUNTEERS TWO ROLES, THE GOSSIPER (PERSON A) AND THE PERSON WHO WAS GOSSIPED ABOUT (PERSON B). YOU CAN USE AUDIENCE VOLUNTEER NAMES FOR PERSON A AND PERSON B BELOW. GIVE OVERVIEW OF CONFLICT TO AUDIENCE AND VOLUNTEERS]: Here’s the situation: You found out from a colleague that Person A has said some unkind words about Person B. Person B, I’d like you to initiate a conversation with Person A about the gossip. Person A, I’d like you to respond to Person B. 

[SPEAKER, LET THEM HAVE A CONVERSATION. IF THEY BECOME STUCK, HELP THEM OUT BY GIVING SUGGESTIONS OF WHAT PERSON A OR B MIGHT SAY. THE IDEAL CONVERSATION SHOULD BE RESPECTFUL IN TONE, INCLUDE AN APOLOGY FROM THE OFFENDER, AND INCLUDE A RESOLUTION AND TIME FRAME FOR ACTION STEPS, IF NECESSARY.]

[SPEAKER, WHEN THEY’RE FINISHED, FACILITATE A CONVERSATION WITH THE AUDIENCE WITH QUESTIONS SUCH AS: 

Do you feel these two resolved the conflict successfully? 

What would you have done differently? 

Do you have any additional advice?

[SPEAKER, IF YOU HAVE TIME, GO ON TO THE SECOND ROLE-PLAY.] 




Role-Play
THE PROBLEM:
You find out
someone you manage
has been causing

friction with others
on your team.
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Let’s try another role-play. [SPEAKER, ASK FOR VOLUNTEERS; SERVE AS ONE IF NECESSARY.]

[SPEAKER, ASSIGN VOLUNTEERS TWO ROLES, THE MANAGER (PERSON A) AND THE EMPLOYEE (PERSON B). YOU CAN USE AUDIENCE VOLUNTEER NAMES FOR PERSON A AND PERSON B BELOW. GIVE OVERVIEW OF CONFLICT TO AUDIENCE AND VOLUNTEERS]: Here’s the situation: The manager (PERSON A) found out someone they manage (PERSON B) has been causing friction with others on your team. In fact, a number of employees have come into the manager’s office to complain. PERSON A needs to talk to PERSON B about the issue.

[SPEAKER, LET THEM HAVE A CONVERSATION. IF THEY BECOME STUCK, HELP THEM OUT BY GIVING SUGGESTIONS OF WHAT PERSON A OR B MIGHT SAY. THE IDEAL CONVERSATION SHOULD BE DIPLOMATIC IN TONE AND NOT MAKE THE EMPLOYEE FEEL LIKE HE OR SHE IS BEING PICKED ON, GET TO THE ROOT OF THE ISSUE, AND INCLUDE A RESOLUTION AND TIME FRAME FOR ACTION STEPS, IF NECESSARY.]

[SPEAKER, WHEN THEY’RE FINISHED, FACILITATE A CONVERSATION WITH THE AUDIENCE WITH QUESTIONS SUCH AS: 

Do you feel these two resolved the conflict successfully? 

What would you have done differently? 

Do you have any additional questions?

I want to thank the participants of the role-plays. Let’s give them a hand!

We’ve talked a lot about overcoming conflicts at work. Let’s end today by discussing how to avoid them in the first place. 




=)
Eight Ways to Build
Solid Working Relationships

Be yourself
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Here are eight ways you can lay the groundwork for stronger working relationships.

 Be yourself. Always strive to be genuine. If coworkers perceive your demeanor as insincere, they’ll often respond in kind, resulting in relationships that are cordial but not authentic or candid.


=)
Eight Ways to Build

Solid Working Relationships

Express interest
In others
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2. Express an interest in others. You don’t need an outgoing, relentlessly cheerful personality to build better relationships, but people do want to be assured that they’re more than just a face or a name to you. Say hello when you pass by, and stop for a few minutes to chat when you can. 


Eight Ways to Build

Solid Working Relationships

Lend a hand
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3. Lend a hand. Whenever you have an opportunity to lighten someone else’s load, take it — especially if you know your colleague is struggling, and you have the flexibility to lend a hand. The time and effort you spend may be minuscule compared to the appreciation your continued help generates over time. 
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Eight Ways to Build
Solid Working Relationships

Help others
help you

...........................
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4. Help others help you. Time is precious and people may stop offering their assistance if they feel like you’re wasting theirs. When you ask for a hand, let the person know exactly what you need, when you need it and why you need it. 


Eight Ways to Build

Solid Working Relationships

Play It cool
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5. Play it cool. When you need help, don’t overstate the urgency of the need. By sounding the alarm too often, you raise everyone’s stress levels. Coworkers may respond (consciously or not) by distancing themselves from you. Whenever you need something in a rush, clearly explain why — “This is a project for the CIO,” for example. 
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Eight Ways to Build
Solid Working Relationships

Say thanks
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6. Say thanks. Never treat a coworker’s help as an expected part of their job. You don’t have to take someone out to lunch every time a person pitches in, but you should go beyond an e-mailed “thx.” A sincere, face-to-face expression of gratitude validates the time your colleague spent assisting you. 


=)
Eight Ways to Build
Solid Working Relationships

Be visible
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7. Be visible. Make sure a wide range of people know who you are and what you do. Introduce yourself to people you’ve seen in the office but don’t quite know. Volunteer for projects that involve people outside of your immediate team and seize opportunities to speak at meetings. Your goal should be to establish yourself as someone people throughout the company have heard about and want to work with. 
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Eight Ways to Build
Solid Working Relationships

Don't
gossip

..............................
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8. Don’t gossip. Sharing a juicy tidbit about a coworker might feel like a good way to bond with another colleague. But demonstrating that you can’t be trusted with confidential information is more likely to have the opposite effect. 

[SPEAKER, ASK AUDIENCE]: Anyone have any tips to add?

This concludes today’s presentation …
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I want to remind you again that you can take the online survey to find out more about your work style at officeteam.com/workstyle.

In addition to the online survey, you’ll find our research guide, “Your Work Style in Color: A Colorful Approach to Working Relationships,” and some other helpful research. 

Does anyone have questions?

Thanks to you and a special thanks to those who participated in our role plays.


	Slide Number 1
	Today’s Topics
	Work Styles: �Different Approaches �for Different People
	Understanding Opposites
	Insights Color Wheel®
	Six Types You’re Likely to Encounter
	Six Types You’re Likely to Encounter
	Six Types You’re Likely to Encounter
	Six Types You’re Likely to Encounter
	Six Types You’re Likely to Encounter
	Six Types You’re Likely to Encounter
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Seven Tips for Overcoming �Conflicting Work Styles
	Scenario #1: Your colleague takes credit for your work or ideas
	�Scenario #2: You made a mistake �that’s created a big headache for a fellow team member�
	Scenario #3: You’re organized �and your boss isn’t
	Scenario #3: You’re organized �and your boss isn’t�
	How to Have a �Difficult Conversation �with a Colleague
	How to Have a Difficult Conversation �with a Colleague
	How to Have a Difficult Conversation �with a Manager
	Do’s and Don’ts 
	Role-Play
	Role-Play
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Eight Ways to Build �Solid Working Relationships
	Slide Number 37

