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Assertiveness in the Workplace
Quiet, aggressive or assertive?  Assertive behavior is a valuable trait that can help your career 
as you affirm your point of view.  This session will help participants to act assertively at work, 
while remaining respected and admired. Respond in a professional manner so you can be heard 
whether verbally or non-verbally.  The session will be based on actual workplace scenarios allowing 
participants to take practical approaches back to their workplace.

Who should take this course?
If you encounter rudeness or put downs at work, high energy people who always think their ideas 
are best, or coworkers or bosses who will not listen to you, this is a session that will offer guidance on 
being heard and respected. In addition, if you are reserved or shy, this class will offer tips to help you 
to become more involved.

Course Objectives
• Review tips on establishing boundaries.
• Discuss how to reframe responses depending on the situation encountered.
• Clarify the distinction between aggressive and assertive mindsets.
• Discuss responses to passive-aggressive behaviors.
• Discuss choices to act, adapt, avoid or allow negative activities at work.
• Offer assertive responses when faced with difficult behaviors.

Course Details
• Length: 4 hours 
• Classroom Type: Lecture
• Prerequisites: None
   The above prerequisites are considered to be the basic skills and knowledge needed prior to taking 

this class. Instructors will assume your readiness for the class materials and will NOT use class time 
to discuss prerequisite materials.
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Course Contents

Review tips on establishing boundaries.

• The four frames that offer perspectives to behaviors.

Discuss how to reframe responses depending on the situation encountered.

• Review the Bull’s Eye technique.
• Think about the end at the beginning.
• Legitimacy as a tool.
• The hot-file approach to keep your cool.

Clarify the distinction between aggressive and assertive mindsets.

• Clarify the behaviors.
• Script responses to sample situations.
• Discuss ways to respond to passive-aggressive people.

Discuss responses to passive-aggressive behaviors.

• Discuss motivations - real and imagined.

Discuss choices to act, adapt, avoid or allow negative activities at work.

• When to respond and when to let go.
• Triangling temptations.
• How to turn negative thoughts into positive thoughts.

Offer assertive responses when faced with difficult behaviors.

• Develop scripts to respond to difficult people.
• Learn how to say, “no.”


