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the office professional
interactive audio conference

R he Office
prgiessmna

Boost Your Emotional
Intelligence By Presenting
Your Best Self

A 60-Minute Interactive Audio Conference
with Morey Stettner

All of our audio conferences are available

www.theofficeprofessional.com.




The Office
Professional

Boost Your Emotional Intelligence By Presenting Your Best Self

« Connect With Diverse Personalities
e Listen Without Judging

e« Control Your Emotions
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pp.I,",,"sgi'Jifa‘i How to Read Nonverbal Cues

 Establish others’ baseline comfort level and monitor fluctuations

« Examine cause-effect relationships (i.e., when you state an opinion or issue a
directive, how does an employee’s body language change?)

« Align your nonverbal cues with your message

BEWARE: If your emotions contradict your body language, you sow distrust.
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pr.],",,"sgi'gifa'i 3 Keys to Manage Your Emotions

1. Reflect others’ positive feelings (at 100%), but ratchet down their negative
feelings (at 10-50%).

2. Respond to negativity with neutrality. Rather than label others’ adverse
emotions, ask questions to identify drivers.

3. Get impartial feedback on your communication skills (from a coach, trusted peer,
etc.) to raise your self-awareness.
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pp.I,",,"sgi'J:fa‘i Master the Art of Questions

The way you ask-and answer-questions can make or break your ability to connect
with others. Use these techniques to build rapport:

1. After you hear an answer, follow up to learn more or reflect on what you hear.
(Don't play “topper™)

2. When you ask delicate or pointed questions, wait in silence for an answer. (Don’t
jump in to fill dead air!)

3. Answer others’ inquiries in your first sentence. (Don’t evade or ignore the call of
the question!)
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pp.I,",,"sgi'Jifa‘i 4 Steps to Gain Others’ Buy-In

Listen and dignify their views. (No streamrolling!)
Establish base of agreement. (No one-upping!)

Tie your directive to their self-interest. (No imposing!)

W o

Summarize and write commitment steps, timetables, yardsticks to measure
success. (No fudging!)
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pr.],",,"sgi'ﬁifa‘i Listen When It Hurts

Listen for understanding, not agreement. Tolerate differences in opinion or outlook. (Better
yet, welcome them!)

Strive to learn, not judge. When you hear what you don’t want to hear, find out more rather
than shut down dialogue.

Identify what's at stake in emotionally charged conversations. (Hint: The answer is less
threatening than you think.)
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pp.],",,"sgi'gifa'i Recognize “Red Flag” Emotions--In Yourself & Others

e List Your Top 3 “Code Red” Emotions
* Minimize Triggers That Set You Off

* Discuss Others’ “Red Flag” Emotions In Supportive, Conciliatory Tone (“Let’'s
explore how we can best work together by avoiding obstacles.”)
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