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Dear Avid Communicator,

Communication is at the heart of every relationship we build, both
personally & professionally. It’s more than just the words we use. True
communication is about listening with intent, building trust, and creating
an environment where people feel understood and respected.

In the workplace, strong communication can be the difference between
tension and teamwork, misunderstanding and collaboration, missed
opportunities and meaningful growth. Research shows that organizations
with healthy communication practices not only see stronger performance,
but also more engaged, motivated employees.

This toolkit is designed to help you grow in the moments that matter most:
when receiving feedback, offering your own perspective, or navigating
opposing viewpoints. Inside, you’ll find practical strategies to build
confidence, remain professional, and strengthen your ability to
communicate with clarity and respect.

Our hope is that this resource empowers you to approach conversations
(even the challenging ones) as opportunities for connection and growth. By
practicing these skills, you’ll not only enhance your professional
relationships but also enrich the way you connect in your personal life.

With encouragement,

The LifeGuides Team

Need Assistance? Contact our

Wellbeing Concierge

1-877-532-3472 concierge@lifeguides.com
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How to Receive Feedback Well

Receiving feedback is one of the most valuable opportunities for professional
and personal growth. Even when it feels uncomfortable, it offers insight we may
not see on our own. The key is to focus on truly hearing and understanding
what’s being shared before deciding how to respond.

Tips For Receiving Feedback Effectively:

Listen Without
Interrupting

Give the other person
space to finish their

thoughts & feel heard. Take Notes

M GJ Writing down points helps O

o
- you process later, instead @
of reacting in the moment. @ -

Phrases like “Can you give me
an example?” show curiosity &
prevent misinterpretation.

Show Openness Say Thank You

Maintain steady eye
contact, nod, & use

neutral body language.

A simple “| appreciate you
sharing this” reinforces
trust & shows maturity.
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Connect With A Guide

A Guide can help you build confidence,
be a sounding board, share tools & tips,
and support your growth with action
planning. Start here!

Need Assistance? Contact our 1-877-532-3472 concierge@lifequides.com

Wellbeing Concierge
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Responding to Feedback Without
Defensiveness

-

Once you’ve listened and absorbed feedback, the next step is how you
respond. Defensiveness is a natural instinct, but it can close the door to
growth. By shifting your mindset and practicing a calm, professional
response, you keep the conversation productive and build stronger
relationships.

Ways To Stay Grounded:

= Separate Intent From Delivery
Even if the message wasn’t shared perfectly, focus on the message itself.

= Reframe Criticism
Think of it as an opportunity to grow rather than a personal attack.

= Pause Before Reacting
Take a breath or short break if needed to calm emotions.

= Acknowledge Their Perspective
Use phrases like, “I can see what you’re saying” or “That’s a helpful point.

”»

= Take Time If Needed
It’s okay to respond with, “I’d like to think this over and get back to you.”

= Look For Patterns
Receiving repeated feedback often highlights your key growth areas.

Need Assistance? Contact our 1-877-532-3472 concierge@lifequides.com

Wellbeing Concierge
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When offering feedback, the goal is to help the other person improve
while preserving the relationship. Clear, kind communication
encourages change without creating defensiveness.

Use the guide below to help shape your approach:

What to Do

Be Specific: Focus on the situation &
behavior, not vague generalities

» Use A Framework: Models like SBI
(Situation, Behavior, Impact) keep
feedback clear & objective

» Balance Honesty With Empathy: Show
you want the other person to succeed

o Give Feedback Privately: Shareitin a
calm, respectful setting

o Lead With Positives: Highlight what’s
working before addressing areas for
improvement

o Offer Support: Ask, “How can | help
you with this?” or suggest practical
resources

o Encourage Next Steps: End with a
clear, constructive path forward

What to Avoid

Being Vague: Comments like “You
need to do better” don’t provide clarity
Focusing On The Person: Target

behaviors, not character traits
Using_“Always” Or “Never”: Absolutes
often sound unfair or exaggerated
Giving Feedback In Public: This can
feel embarrassing or punitive
Stacking Only Negatives: Too much
criticism without balance can shut
people down

Making It One-Sided: Avoid lecturing
— invite dialogue & questions

Ending On A Low Note: Finish with
encouragement to inspire confidence
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Confident & Professional Self-Expression
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Confidence allows you to voice your perspective clearly, while professionalism
ensures your message is heard and respected. You can stand firm in your
viewpoint without coming across as combative.

It’s also important to remember that it’s normal (and healthy!) not to share the
same views as others. People bring different experiences, values, and
perspectives to the table. Some common areas where differing viewpoints often
arise include:

» Leadership styles or approaches: Being more hands-on vs. giving more autonomy

 Politics & religion: Beliefs & worldviews may naturally differ

» Workplace preferences: Remote vs. in-office, or approaches to collaboration

« Lifestyle or personal choices: Health, diet, hobbies, or financial priorities
Disagreement doesn’t need to create conflict. With kindness and

professionalism, it can lead to better understanding and even stronger
relationships.

Practical ways to communicate confidently and respectfully:

Use “I” statements
For example, “I see it differently because...” instead of “You’re wrong”

Stay solution-focused
Highlight what you’d like to see happen rather than dwelling on the problem

Keep tone calm & steady
Volume and body language communicate as much as words

Show respect for others’ viewpoints
Even when disagreeing, phrases like “| understand your perspective” maintain professionalism

Need Assistance? Contact our 1-877-532-3472 concierge@lifequides.com
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Communication Reflection & Practice

Feedback Reflection

Think about a time you recently received feedback. Use these
prompts to reflect:

What feedback did | receive?

How did | respond in the moment?

Looking back, what did | do well?

How could | have responded differently?
What action steps can | take moving forward?

®: Conversation Prep Template

Use this guide before giving or receiving feedback, or when preparing for a
challenging conversation.
e Goal: What outcome do | want from this conversation?
o Key Points: What 2-3 main points do | need to communicate clearly?
e Supportive Language:
o “I'd like to share some thoughts that could help us both succeed.”
o “T understand your perspective, and here’s how I see it differently.”
o “Can you help me understand your view more fully?”
e Encouragement: How can | close the conversation with positivity or
support?

Self-Check Before Responding

Pause & ask yourself:

Am | calm and ready to listen?

Have | let the other person finish fully?

Am | focusing on solutions, not just problems?
Am | speaking with respect and kindness?

Am | separating the issue from the person?

? Reflection Questions After a Conversation

e Did | listen as much as | spoke?

e Did | express my viewpoint respectfully?

Did | invite dialogue rather than shutting it down?

What worked well?

What can | improve for next time? 307 Ve
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