
1. Say what you mean the first time. Don’t soften your message, shorten it.  It will be clean and more powerful.

2. Use "I" statements without apology. "I think," "I need," "I disagree" are all very useful. Don’t add "I'm sorry, but"
because that will quietly undermine everything you say next.

3. Get comfortable with silence. After making a point, stop. Don't fill the air with qualifiers. Let your words stand on their
own.

4. Make a distinction between a request and a demand. Ask for what you need clearly and directly.  Be prepared for an
answer that is “No.”

5. Say no without a full explanation. "That doesn't work for me" is a complete sentence. Assertive people know that 
over-explaining a refusal is often a way of asking for permission.

6. Disagree without making it personal. "I see it differently" is not an attack. Assertive people separate the idea from the
relationship.

7. Name what's happening when it matters. "I don't feel heard in this conversation" is harder to say than most things.
Assertive people say it anyway.

8. Hold your position under pressure. Not rigidly. Just listen and consider. But don't abandon a well-reasoned view just
because someone pushes back.

9. Follow through on what you say. Assertiveness without follow-through is just performance. The two have to travel
together. This is how you build long term credibility.

10. Practice.  Assertiveness is a muscle, and muscles need reps.

I often say that assertiveness is about being heard, about getting your voice into the room. More importantly, it’s about
being honest.  Being honest takes courage, but the more you do it, the more you will trust your own voice. And the more
your colleagues will, too.
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When was the last time you left a conversation wishing you had said something 
you didn't?  Most of  us have a word for that feeling: regret. 

But what we're really describing is the gap between what we knew and what we 
said, and that gap has a name too. It's called assertiveness, and it is one of  the 
most misunderstood skills in professional life.  Assertiveness is not aggression.
It is not dominance.  It is not the loudest voice in the room. It is the quiet 
confidence of someone who knows what they think, respects what others 
think, and isn't afraid to let both be true at the same time.

Here are some ideas for how you can be more assertive in your next meeting.
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