Master the Art

of Difficult Conversations

How to hold Tough Talks with Confidence

.. DaleCarnegie's

d,) 6 Principles for Handling
h Difficult Conversations

1. Begin with Praise and Appreciation N7

Set a positive tone before 1”
discussing the issue. ¥
2. Address Mistakes Indirectly

Frame feedback as
observations, not criticisms.

The 3 C’s of Effective Communicatior.;“:%""'
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Clarity Compassion Control
% (40% Impact) (35% Impact) (25% Impact)

Be clear and concise Show empathy and  Maintain composure

in your messaging. understanding of the and steer the
3. Mention Your Own Mistakes First ' Avoid jargon or other person’s conversation without
Show empathy to N 2 ambiguous language. perspective. dominating.
disarm defensiveness. =2 =
4. Ask Questions Over Giving Orders The XYZ Framework

Engage in a dialogue rather
than imposing your will.

5. Let the Other Person Save Face

Preserve dignity and
avoid assigning blame.

6. Give Others a Reputation to Uphold

A/

Describe the specific Explain the impact on State what you need
situation (e.g., “When you or the team (e.g., moving forward (e.g.,

Inspire change by showing ..‘\I you missed the “It delayed the “I need you to inform

3 belief in their potential.

%, deadline..”). project timeline..”). me in advance..”).

6 Top Tips for Holding Difficult Conversations

Stay open to their view

Acknowledge their emotions
and validate their viewpoint
for better understanding.

Pick the best moment

Privacy and timing can
significantly impact the
outcome of the conversation.

Manage Your Emotions Prepare and Plan

Stay calm and composed, using Prepare key points and

deep breaths or pauses when expected outcomes clearly
necessary during talks. before starting the discussion.
End with a Plan Listen Actively

Conclude with next steps and a Focus on understanding what
positive tone to reinforce they say instead of formulating

effective collaboration. your next response.




