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Lead with confidence by preparing 
for crucial conversations.



CLARIFY 
YOUR 
GOAL

Before entering the conversation, clarify what you
want to achieve. Is it about resolving a conflict,
improving performance, or addressing a
misunderstanding? A clear objective ensures the
conversation stays focused.

Ask yourself:
What’s the ideal outcome?
How will I measure success?
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UNDERSTAND
THEIR
MOTIVATION

Consider the other person’s perspective.
What are their goals, priorities, or concerns?
Understanding their motivation will help you
approach the conversation in a way that
resonates and empathizes with them.

Ask yourself:
What do they care about most?
How can I align my message with their
needs?
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CHOOSE
THE RIGHT
APPROACH

Select the approach that will be most effective
for the situation. Consider these strategies:

Facts & Logic: Use data that matters to them.
Asserting Boundaries: Clearly communicate
expectations.
Negotiation: Look for common ground.
Active Listening: Ask open-ended questions.
Vision Sharing: Paint a picture of a compelling
future.
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PLAN 
YOUR
OPENING

Your opening sets the tone. Start with
a clear, respectful, and positive
statement that aligns with your goal.

Example opening lines:
“I’d like to talk about how we can
address this challenge together.”
“Let’s find a solution that works for
both of us.”
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PREPARE FOR
OPPOSITION

Anticipate objections or
resistance, and plan how you’ll
address them calmly and
constructively. Acknowledge
concerns, then refocus on the
shared goal.

Example objections:
“I don’t agree with that.”
“I’m too busy to discuss this.”

Your response:
“I hear you. Let’s work
together on a solution.”
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PLAN FOR THE
UNEXPECTED &
PRACTICE

Sometimes conversations take an
unexpected turn. Plan for possible
setbacks, such as emotional
reactions, and rehearse the
conversation with a trusted
colleague. Role-playing helps build
confidence and improve your
responses.

Ask yourself:
What might go wrong?
How can I stay calm and keep
the conversation on track?

Message us for a complimentary
coaching session designed to pepare
you for your next crucial conversation! 
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