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Module One: Getting Started 

Strengthening our self-confidence is a powerful step in shaping our 

lives and creating future success. The ability to be confident and 

assertive are crucial skills for personal development, displaying 

authority in business, and promoting equality throughout 

interactions. Essentially, these skills have a significant influence on 

building a happy life. Through effective communication, 

visualization, and resiliency, we can learn to be confident and 

project an image of confidence to others. When stressful or difficult 

situations arise, we have the ability to control our own responses 

and how we choose to move forward. 

Confidence and assertiveness are skills that can be developed and beneficial to everyone, no matter 

their career or job position. The Building Confidence and Assertiveness course will provide participants 

with the tools to overcome fear, gain personal empowerment, and inspire confidence in others. By 

believing in our potential and the positive changes that we can make, we are able to grow personally 

and professionally. 

 

 

Workshop Objectives 

Research has consistently demonstrated that when clear goals are associated with learning, it occurs 

more easily and rapidly.  

This course is designed to help you in the following ways: 

• Define confidence and assertiveness 

• Identify the characteristics of a confident individual 

• Determine the barriers to success 

• Recognize powerful tools to gain confidence 

• Successfully project and communicate confidence to others 

You are the only person on earth who can 

use your ability. 

Zig Ziglar 
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• Determine ways to gain personal empowerment 

• Explore techniques to remain confident and assertive during difficult situations 

• Identify ways to build confidence in others 
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Action Plan  

MODULE GOAL SPECIFIC? MEASURABLE? ACHIEVABLE? RELEVANT? TIMED? 

NEXT 

STEPS 

ONE        

TWO        

THREE        

FOUR        

FIVE        

SIX        

SEVEN        

EIGHT        

NINE        

TEN        

ELEVEN        

TWELVE        
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Evaluation Form 

Workshop Title: 

_____________________ Date: _____________________ 

Workshop Instructor: 

_____________________ 

   

Please rate the following items on a scale of one to ten, with one being abysmal, five being acceptable, 

and ten being perfect. 

WORKSHOP ROOM 1 2 3 4 5 6 7 8 9 10 

Comments: 

WORKSHOP FACILITIES 1 2 3 4 5 6 7 8 9 10 

Comments: 

INSTRUCTOR KNOWLEDGE 1 2 3 4 5 6 7 8 9 10 

Comments:  

INTERACTIVITY OF 

WORKSHOP 

1 2 3 4 5 6 7 8 9 10 

Comments: 

 

Would you recommend this course to others? Why or why not? 

 

Other thoughts you would like to share? 
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Pre-Assignment  

The purpose of the Pre-Assignment is to get participants thinking about 

confidence and assertiveness. 

 

1) In your own words, what is confidence? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

2) Why are confidence and assertiveness important in the workplace? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

3) What do you hope to take away from this course? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

 

 

Any other thoughts: ______________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 

_______________________________________________________________________________ 
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Pre-Test 

1) What is confidence? 

a) The feeling of positive regard and belief in oneself 

b) Feelings of inferiority, insecurity, and uncertainty 

c) To take accountability for one’s own actions 

d) Feelings of superiority over another 

2) What is internal confidence? 

a) Confidence that comes from validation and feedback 

b) How we view and feel about ourselves 

c) The same thing as external confidence 

d) Confidence that comes from praise, status, and how others perceive us 

3) ________ is the ability to monitor our inner world, including our own behaviors, thought 

patterns, and reactions. 

a) Social awareness 

b) Self-awareness 

c) Self-belief 

d) Criticism 

4) We cannot always control when things go wrong, but we can control how we choose to respond 

to these situations. 

a) True 

b) False 

5) ________ can often be our biggest enemy of success. 

a) Delegation 

b) Collaboration 

c) Fear 

d) Planning 

6) _______ is a mindset that impedes our self-belief and moves us away from our goals. 

a) Self-doubt 

b) Confidence 

c) Assertiveness 

d) Humility 
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7) ________ are simple and effective ways to remove the negative thoughts that prevent us from 

achieving our goals. 

a) Rewards 

b) Affirmations 

c) Competitions 

d) Sharing our feelings on social media 

8) By showing compassion to ourselves, we can create a(n) ______ outlook for both our personal 

and professional life. 

a) Unrealistic 

b) Optimistic 

c) Pessimistic 

d) Neutral 

9) Which of the following is an indication of nervousness while communicating? 

a) Speaking clearly 

b) Enunciating words 

c) A quivering voice 

d) Speaking with a smile 

10) What technique will help the speaker to avoid using filler words, such as “like” or “you know”? 

a) Speaking faster 

b) Pausing to gain clarity on their thoughts 

c) Having a strong knowledge of the subject 

d) Knowing the audience or listener beforehand 

11) _______ individuals understand the importance of being able to express their points, without 

harming the rights of others.  

a) Passive 

b) Assertive 

c) Confrontational 

d) Competitive  

12) When declining a request, it is required to give a lengthy explanation of why it cannot be done. 

a) True 

b) False 
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13) To demonstrate confidence in a first impression or interview, it is important to have a _____ 

handshake. 

a) Weak 

b) Limp 

c) Long 

d) Firm 

14) _______ can be very beneficial for one’s career; it can lead to new connections and 

opportunities. 

a) Accounting 

b) Demotion 

c) Networking 

d) Low self-confidence 

15) Essentially, it is an individual’s _________ that will determine whether they will reach their goals, 

or conquer challenges. 

a) Social group  

b) Job position 

c) Mindset 

d) Age 

16) We can identify our strengths by highlighting our _____ attributes. 

a) Positive 

b) Negative 

c) Potential 

d) Quantitative 

17) ________ is incredibly valuable in the workplace; it clarifies certain expectations and helps to 

improve performance. 

a) A strict policy 

b) Multitasking 

c) Micromanaging 

d) Feedback 
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18) Which of the following is not effective when receiving criticism? 

a) De-personalizing negative feedback 

b) Becoming defensive or giving excuses 

c) Showing appreciation to the individual delivering the criticism 

d) Assessing the feedback prior to responding 

19) Successful people _____ those around them. 

a) Belittle 

b) Look down on  

c) Empower 

d) Take control over 

20) Which of the following will not help a team member to feel heard? 

a) Being fully present in the conversation 

b) Offering confidential surveys to people 

c) Validating feelings that are shared 

d) Passive listening 
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Module Two: Understanding Confidence 

The way we interact with the world around us is strongly influenced 

by our self-beliefs. Building confidence and assertiveness is a process 

that develops over time and through personal life experience. Self-

confidence often comes from successful experiences; accordingly, it 

will also lead to achieving additional successful experiences. There’s 

great value in being able to place healthy boundaries on our 

professional and personal lives. It allows us to gain more control of 

the situations we are faced with each day, and maintain a positive 

attitude. Without confidence, it can be difficult to focus on future 

successes and personal development. Confidence and assertiveness 

are skills that are important for everyone. 

 

 

Defining Confidence and Assertiveness 

Confidence and assertiveness are intrinsic to one another. Confidence is the 

feeling of positive regard and belief in oneself, as well as in one’s own abilities. 

It plays a significant role in the ability to meet or exceed potential. Feelings of 

confidence inspire our choices that will shape our future, and helps to provides 

stability when challenging situations arise. Self-beliefs will make a difference in 

whether a situation is successful or not. A self-confident individual is able to 

control their own thoughts and emotions, while influencing those around them. 

Ultimately, optimism and greater life satisfaction is achieved. 

Assertiveness is the ability to communicate the confidence that is built. Being assertive is not about 

dominance, but rather expressing opinions in a positive, respectful, and confident manner. It involves 

knowing what we want, as well as what boundaries need to be set. Assertive individuals are clear and 

direct, without being aggressive. This key skill will help to better manage difficult situations, people, 

and oneself. By building assertiveness, we are building our voice to be heard.  

 

 

Your success will be determined by your own 

confidence and fortitude. 

Michelle Obama 
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Types of Confidence 

Confidence is connected to everything we do in life. The ability to build 

confidence can come in two forms; internal and external. Internal confidence 

is how we view and feel about ourselves. It comes from inner sources, such as 

thoughts, growth, and personal values. Internal confidence can alter based on 

the situations we encounter, and how we respond to them. Self-esteem and 

self-compassion make up a large part of internal confidence. These aspects 

have a strong and direct impact on how we pursue goals and take risks. 

Generally, our internal confidence is more important to our happiness and well-being. 

External factors also play a role in our confidence. External confidence comes from factors such as our 

praise, status, physical attributes, and how others view us. Validation and feedback from others can 

boost our confidence and inspire us to keep acting in a positive way. However, they can also have a 

negative effect on one’s self-esteem and internal confidence. While projecting confidence to others is 

important in the workplace, it is critical that we pay attention to how we feel internally. 

 

 

The Benefits of Assertiveness 

Adopting an assertive mindset has many great opportunities and benefits. 

Assertiveness comes with a sense of empowerment, as well as the chance to 

be in a position of equality. It encourages individuals to work alongside one 

another in a healthy and constructive manner. Assertive communicators 

display confidence in leadership roles, while remaining empathetic to those 

around them. They are able to communicate their needs with authority and 

ensure others receive their needs as well. Confidence and assertiveness are 

significant factors in building a productive, respectful, and successful team. With time and 

commitment, everyone is capable of building assertiveness and confidence skills.  

Being assertive offers many great benefits, including: 

• Improved communication 

• Better problem-solving and conflict resolution 

• The ability to negotiate successful solutions 

• Decreased stress and anxiety  

• Greater job satisfaction 

• Gained respect from others 
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Distinguishing the Styles 

Effective communication is an important life skill. There are times when 

communication is shared directly, whereas other times it can be more indirect. 

Everyone has their own way of communicating with others, in which the most 

powerful communication can build meaningful connections. To communicate 

to others in a strong and effective way, it’s essential to express our needs in a 

clear and respectful manner. There are four basic styles of communication; 

passive, aggressive, passive-aggressive, and assertive communication. 

Here is a break-down of the four communication styles: 

• Passive: This style involves the avoidance of expressing feelings or opinions, in order to protect 

themselves. Passive communicators do not assert for themselves, speaks apologetically, and 

allows others to violate their rights. Examples of passive communication includes continual 

permission-asking, constant apologies, and avoiding disagreements. 

• Aggressive: This style can be hostile or defensive. Aggressive communication includes 

expressing ideas and needs at the expense of another individual. Examples of aggressive 

communication can be placing blame on others or issuing commands. 

• Passive-aggressive: This style is similar to passive communication, but uses indirect 

communication to express negative feelings. Passive-aggressive communicators are indirectly 

aggressive, as opposed to being directly aggressive. Examples of passive-aggressive 

communication includes the spreading of rumors, acting stubbornly, or the silent treatment. 

• Assertive: This style is the most effective. Assertive communication is honest and direct with 

sharing thoughts, while also maintaining respect to the thoughts and feelings of others. An 

example of assertive communication is the use of I statements to share information. 

 

 

Signs of Low Self-Confidence 

Confidence is an essential part of a healthy life, as well as a key factor of 

building a successful and honoring career; it’s the fuel to continue moving 

forward. However, there are times when low self-confidence and feelings of 

self-doubt may present themselves. Feelings of inferiority, insecurity, and 

uncertainty can prevent us from accomplishing great things. We may withdraw 

from situations due to the fear of failure or ridicule. Low self-confidence may be 

brought on from career issues, a poor self-image, previous trauma, or critical 

authority figures. Whatever the cause, it’s important to not allow poor confidence to take over. 
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Signs of low self-confidence may include: 

• Worrying about what others may think 

• Self-neglect 

• Being socially withdrawn 

• Unaccepting of compliments or new challenges 

• Making excuses and blaming others 

• Not trusting personal judgment 

 

 

Practical Illustration 

Izzy has recently started training to take over as the customer support 

specialist. Her coworker and current customer support specialist, Donovan, 

has been very helpful with training and teaching her all about handling difficult 

customers, maintaining client relationships, and responding professionally. 

After a week of training, Izzy was informed that Donovan was going on 

vacation and was asked to cover his position while he was away. Izzy 

immediately felt anxious. She did not feel as though she was assertive enough 

to take on this role, and was worried about what others would think. While everyone around her 

believed that she could do it, Izzy did not internally feel confident.  

Donovan reminded Izzy of the excellent work she had done in the past week. She had many skills, such 

as strong communication and conflict resolution, that she displayed throughout her week of training. 

Izzy began to shift her thoughts and gain optimism on this opportunity. While Donovan was enjoying 

his vacation, Izzy was able to support many customers. With each support call, Izzy’s confidence grew. 

She was beginning to feel happier about her decision, and felt proud of herself for owning her voice 

and overcoming feelings of insecurity. The following week after Donovan had returned, he received a 

phone call from a customer that expressed their appreciation for the company’s kindness and 

professionalism from the week prior. 
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Module Two: Review Questions

1) What is confidence? 

a) The feeling of positive regard and belief in oneself 

b) Feelings of inferiority, insecurity, and uncertainty 

c) To take accountability for one’s own actions 

d) Feelings of superiority over another 

2) Assertiveness is all about dominance. 

a) True 

b) False 

3) What is internal confidence? 

a) Confidence that comes from validation and feedback 

b) How we view and feel about ourselves 

c) The same thing as external confidence 

d) Confidence that comes from praise, status, and how others perceive us 

4) Which of the following is not a benefit of assertiveness in the workplace? 

a) Improved communication 

b) Greater job satisfaction 

c) Increased job turnover 

d) Gained respect from others 

5) Which of the following is not one of the four basic styles of communication? 

a) Assertive 

b) Passive-assertive 

c) Aggressive 

d) Passive-aggressive 

6) Which style of communication includes expressing ideas and needs at the expense of others? 

a) Passive 

b) Aggressive 

c) Passive-aggressive 

d) Assertive 
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7) The avoidance of disagreements may be an example of which style of communication? 

a) Passive 

b) Aggressive 

c) Passive-aggressive 

d) Assertive 

8) ______ communication is honest and direct with sharing thoughts, while maintaining respect 

to others. 

a) Aggressive 

b) Assertive 

c) Reflective 

d) Passive 

9) Which of the following can lead to low self-confidence? 

a) Previous trauma 

b) Career issues 

c) Poor self-image 

d) All of the above 

10) Which of the following is a sign of low self-confidence? 

a) Unaccepting of compliments  

b) Trusting personal judgment 

c) Not worrying what others will think 

d) Having an open mind 
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Module Three: Characteristics of Confidence 

People often believe that confidence is an innate trait that we are 

born with; we either thrive with it, or lack it. However, confidence 

is not something that we are born with- it’s something that we can 

build for ourselves. We all have the room for improvement when it 

comes to self-confidence, and building it is one of the best things 

that we can do to advance ourselves. Confident communicators 

have a variety of skills that they use to reach success, even during 

challenging circumstances. Developing these skills will substantially 

improve our personal and professional lives in many ways. 

Although confidence can be expressed in many ways, there are 

often shared characteristics among confident individuals. 

 

 

Self-Awareness 

Self-awareness is the ability to monitor our inner world, including our own 

behaviors, thought patterns, and reactions. It helps us to see where we need to 

improve, as well as recognize personal strengths and limitations. Confidence and 

self-awareness are intrinsically linked to one another. Self-confidence is about 

having a sense of our own worth, without depending on validation from others. 

Before someone can grow authentically with their confidence, they have to have 

self-awareness. Once self-awareness is learned, confidence can progress in a 

more natural way. It’s important to be aware of what is happening within us, in order to understand 

where to focus our energy. This allows us to be gain confidence is challenging situations, and reduces 

feelings of anxiety or aversion. 

Here are some ways to improve self-awareness: 

• Have an open mind 

• Keep a journal 

• Identify personal triggers 

Once we believe in ourselves, we can risk 

curiosity, wonder, spontaneous delight, or any 

experience that reveals the human spirit.  

E.E. Cummings 
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• Identify personal values 

• Reflect on behaviors 

• Ask yourself questions (What could I do differently next time? What should I continue doing?) 

 

 

Responsible 

A highly valuable trait of confident individuals is that they take accountability for 

their actions. Although we cannot always control when things go wrong, we do 

have control over how we choose to respond to them. When mistakes are 

made, confident people do not make excuses. Rather, they own the 

responsibility for their decisions and behaviors. Confidence does not mean 

hiding one’s weaknesses, but instead admitting that they exist and learning how 

to overcome the flaws. Success comes from personal responsibility. 

An important part of accepting responsibility is to search for solutions. This does not include placing 

blame on other people or situations. It’s a chance for growth and development to further progress 

within our careers and lives. Personal responsibility will not only help someone to feel confident, but it 

will project confidence to others as well.  

 

 

Optimistic 

Confident people are optimistic about new situations, challenges, and the 

future. Optimism is about having a positive and constructive outlook. It shapes 

life’s experiences with a lens of positivity that encourages people to take 

action, despite an unexpected outcome. Optimism builds a strong foundation 

for confidence. Confident people share their optimism and are motivated by 

their own abilities. Since they have likely found previous success through 

accomplishments, they’ll be motivated to seek these accomplishments again. 

Confident and optimistic individuals recognize that they will continue to grow with their skills and 

abilities when they challenge new opportunities with positivity.  

Optimists tend to: 

• Recognize what is in or out of their control 

• Share their creativity with others 

• Smile more 
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• Review their accomplishments 

• Challenge their negative thoughts 

 

 

Courageous 

Courage and confidence are strongly linked to one another; without courage, 

confidence may not be developed. Every professional can benefit from 

practicing courage-based confidence. This involves accepting hard truths, 

acknowledging our emotions, and moving beyond fears. Courageous people 

believe in themselves, their capabilities, and values. They remain brave when 

faced with difficulties or challenges, and tend to be less fearful because they 

recognize and believe in their capabilities. While confidence is a feeling of self-

belief, courage is a choice of acting on our beliefs. Once our confidence is boosted from acting on 

courage, we can continue to do courageous things.  

 

 

Humble 

While it may seem contradicting, confident people tend to be the humblest. 

Humility is about viewing oneself, as well as their accomplishments, in a 

modest manner. Confidence and humility are two attributes that earn people 

respect. The balance between them can be compelling to an individual’s 

professional performance, and how others view them. Without humility, 

arrogance can happen. Being humble includes recognizing both strengths and 

weaknesses, accepting criticism, and owning mistakes when they show up. 

Humble confidence is a skill that everyone can benefit from, in that it’s an internal feeling of personal 

success. It does not mean that someone has to declare their victory to others, because they recognize 

their strengths and feel internally proud. We accept the accomplishments while staying connected 

with our inner selves. 
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Practical Illustration 

Camilla works as a claims adjuster at an auto insurance company. She has been 

working at the company for many years, and was known for her strong work 

ethic and confidence with her job duties. One morning, Camilla was faced with 

a challenging case from an upset customer. The customer had been disputing 

the coverage of their policy, and Camilla was the one who had received this 

difficult claim. Despite the difficulty, Camilla remained optimistic about the 

situation and immediately took on the responsibility of finding a solution to 

the problem. 

Over the course of the day, Camilla had spent many hours reviewing her customer’s policy. She worked 

to gather any evidence that would help the company’s position. While the customer continued with 

their angry outbursts towards Camilla, she did not let the anger interfere with her work. She persisted, 

and remained calm throughout it all. Camilla apologized for any misunderstandings, and showed 

awareness towards the customer’s feelings of frustration. By remaining courageous, confident, and 

humble while dealing with the difficult claim, Camilla was able to negotiate a fair settlement for both 

the company and the upset customer. She was proud of herself for staying strong and determined to 

overcome the difficult situation, and continued to display this confidence and reliability as an 

employee. 
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Module Three: Review Questions 

1) Confidence is an innate trait that we are born with. 

a) True 

b) False 

2) ________ is the ability to monitor our inner world, including our own behaviors, thought 

patterns, and reactions. 

a) Social awareness 

b) Self-awareness 

c) Self-belief 

d) Criticism 

3) Which of the following will not help to improve self-awareness? 

a) Keeping a journal 

b) Identifying personal triggers 

c) Hiding our weaknesses 

d) Asking yourself questions 

4) We cannot always control when things go wrong, but we can control how we choose to 

respond to these situations. 

a) True 

b) False 

5) Confident people are _________ about new situations, challenges, and the future. 

a) Optimistic 

b) Pessimistic 

c) Weary 

d) Dreadful 

6) Which of the following is not true of optimists? 

a) They recognize what is in or out of their control 

b) They review their accomplishments 

c) They will challenge their negative thoughts 

d) They do not share their creativity with others 
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7) Without ________, confidence may not be developed. 

a) Courage 

b) Doubt 

c) Achievement 

d) Support from others 

8) What do courageous people believe in? 

a) Themselves 

b) Their capabilities 

c) Their values 

d) All of the above 

9) ________ is about viewing oneself, as well as their accomplishments, in a modest manner. 

a) Arrogance 

b) Egoism 

c) Humility 

d) Conceit 

10) Humble confidence does not mean that someone has to declare their victory to others. 

a) True 

b) False 
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Module Four: The Barriers to Success 

It’s difficult for people to flourish when they limit themselves with 

their thoughts, and lack confidence. These obstacles and 

limitations can prevent us from achieving our goals and 

communicating confidently. While some barriers may be related 

to past experiences, others can arise from current situations. 

When we feel defeated and are lacking confidence, it’s valuable to 

remember that it is learned trait, and not something that we are 

born with. Rather than giving the power over to these barriers, we 

can learn skills to overcome them and reach our full potential. It’s 

important to begin by identifying the barriers that may be holding 

us back from confidence, in order to continue with the steps to making positive changes. 

 

 

Fear of Failure 

Fear can often be our biggest enemy to success. It hinders our confidence and 

prevents us from missing out on great life opportunities. Fear will cause us to 

underestimate our own abilities, and feel as though we cannot achieve 

personal goals. Many people will stick to a predictable path in their career, 

because of the fear of failure or embarrassment. These feelings tend to be 

accompanied with negative self-talk and a low self-confidence.  

The fear of failure is natural when we try new things. It’s important to remember that failure is a 

normal part of life, and can be a very important learning opportunity. Fear of failure will only hold us 

back from pursuing our goals. To overcome this obstacle, we have to identify what exactly is causing it 

and then take action. These fears only exist in the mind, so they shouldn’t stop us from taking on new 

responsibilities or challenges, and reaching success.  

 

 

To overcome fear is the quickest way to gain 

your self-confidence. 

Roy T. Bennett 
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Self-Doubt 

When faced with new experiences or challenges, it’s normal to have feelings of 

self-doubt. However, persistent self-doubt can have a negative effect on our 

lives and self-confidence. Self-doubt is a mindset that impedes on our self-belief 

and moves us away from our goals. It’s common for people to experience these 

feelings when there is uncertainty around things that may be out of their 

control. Feelings of self-doubt can lead to low self-esteem, emotional instability, 

and increased anxiety. While it’s important to be realistic about what the future 

holds, we cannot let self-doubt and the unknown hold us back from great 

opportunities. 

Signs that an individual may be experiencing self-doubt and lacking confidence include: 

• The inability to accept compliments from others 

• A constant need of reassurance 

• Feelings of imposter syndrome despite having achieved success 

• Feeling as though they are not good enough 

 

 

Being Indecisive 

A crucial component of decision making is self-confidence. There are certain 

factors that can hold us back from making major decisions, such as 

perfectionism, overthinking, or people pleasing. Indecision is not always bad, 

as it allows us to have more time to think about important decisions. However, 

when this valuable time lasts too long, it can cause us to miss out on 

opportunities, and often can become more difficult over time. By choosing not 

to decide, we are choosing to give up the power of choices that we have. 

Although indecisiveness is a common barrier to success, it is only a mindset that can be overcome. 

Escaping from indecisiveness and gaining confidence is possible, and worth the benefits.   
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Comfort Zones 

A common barrier to gaining confidence are comfort zones. Comfort zones are 

psychological states that put people at ease and make them feel safe. They do 

not involve new challenges or facing difficulties, but rather staying in a place 

that is comfortable to our human needs. Many people do not leave their 

comfort zone because of self-doubt or fear. The idea of leaving this easy path 

can create feelings of stress and anxiety, and result in the deprivation of career 

and life opportunities. However, to expand our confidence, it’s important to be 

able to step outside of our comfort zones and take action.  

Proving that we are capable of personal growth and achieving our goals will in turn allow our comfort 

zones to grow. Exploring things that might feel scary, as well as welcoming uncomfortable emotions, 

can help to build our self-esteem and gain confidence in future challenges. It shows that we are 

capable, and this will have a positive impact on many areas of our life. 

 

 

The Harm of Comparison 

While it is natural to compare oneself to others, it is also incredibly harmful, 

especially in the workplace. Comparisons bring on feelings of negativity and 

low self-confidence. They prevent us from moving towards our aspirations and 

goals, by causing us to feel insecure of our own work. Likewise, when we 

compare ourselves to others in a way that allows us to feel superior and have 

others beneath us, it can be damaging to the connections that we form, and 

ultimately damaging to ourselves.  

It can be difficult to avoid comparisons, but overcoming those harmful thoughts will be beneficial to 

increasing professional development. Confidence is what will give us the drive to get ahead in our 

careers.  
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Practical Illustration 

Adrian works at a manufacturing company, and has just found out that there is 

an open position for production manager. Since Adrian has been hoping for 

this position for awhile, he decided to step out of his comfort zone and apply. 

He was thrilled to have received a call from his boss to come in for an interview 

later that week. After this phone call, Adrian told his coworker and good friend, 

Jessie, about the interview. Jessie was happy for Adrian, and informed him that 

she heard that Peter had also applied for the production manager position. 

This worried Adrian. Peter had been with the manufacturing company for many years, speaks a lot 

during their meetings, and always gives input or issues commands. 

Adrian began to doubt himself. Instead of preparing for the interview, he found himself overwhelmed 

with the fear of rejection. Adrian knew that Peter had many strong qualities that he did not have 

himself, and felt embarrassed for even applying. When Adrian told Jessie of his concerns, she reminded 

him of all of his great skills that would make him an excellent leader. Adrian thought about Jessie’s 

encouraging words, and realized that she was right. He took this encouragement and brought his 

strengths into the interview. The following week, Adrian was informed that he was going to be the new 

production manager. Adrian’s boss was proud of his confidence, respect for others, and decisiveness. 
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Module Four: Review Questions

1) ________ can often be our biggest enemy of success. 

a) Delegation 

b) Collaboration 

c) Fear 

d) Planning 

2) Feelings of fear tend to be accompanied with _______. 

a) Low self-confidence 

b) Positive self-talk 

c) Deep, calm breaths 

d) Laughter 

3) _______ is a mindset that impedes our self-belief and moves us away from our goals. 

a) Self-doubt 

b) Confidence 

c) Assertiveness 

d) Humility 

4) Which of the following is not a sign of someone experiencing self-doubt? 

a) A constant need of reassurance 

b) Feelings of imposter syndrome 

c) The ability to accept compliments from others 

d) Feeling as though they are not good enough 

5) Which of the following may prevent us from making major decisions? 

a) Overthinking 

b) Weighing the pros and cons 

c) Seeing things from another perspective 

d) All of the above 

6) Indecision is not always bad, as it allows us to have more time to think about important 

decisions. 

a) True 

b) False 
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7) _________ are psychological states that put people at ease and make them feel safe. 

a) Happy zones 

b) Comfort zones 

c) Safety zones 

d) Residential zones 

8) How can we allow our comfort zones to grow? 

a) Welcoming uncomfortable emotions 

b) Exploring things that may feel scary 

c) Achieving our goals 

d) All of the above 

9) Comparisons are very beneficial; they help us to move towards our aspirations and goals. 

a) True 

b) False 

10) ________ is what gives us the drive to get ahead in our careers.  

a) Comfort 

b) Lack of assertiveness 

c) Lack of confidence 

d) Confidence 
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Module Five: Powerful Tools 

We all have the power to change our confidence levels. Ultimately, 

taking control of our self-confidence will help us to take control of 

our lives. Confidence and assertiveness are practices that are 

learned. Everyone has the ability to both acquire and improve these 

skills over time. Through mindful and reflective practices, we can 

gain courage and self-awareness. Growing in confidence is integral 

to business success, in that it can create a stronger reputation, 

increase happiness, and help in gaining resiliency to bounce back 

from any obstacles. There are many simple tools that we can 

implement into our daily lives to develop confidence and build 

resiliency. 

 

 

Positive Rephrasing and Affirmations 

Our thoughts have a powerful effect on shaping our confidence. Positive words 

and affirmations can significantly improve one’s confidence by breaking down 

negative beliefs that may otherwise hold us back. Negative thinking creates 

limitations, whereas positivity helps to keep people motivated towards their 

goals. Shifting our thoughts into positive ones will allow us to focus on what 

we can do, rather than what we can’t do. By showing compassion to ourselves, 

we can create an optimistic outlook for both our personal and professional life.  

Positive affirmations are messages that we can tell ourselves to motivate our lives. While it is often 

easier to affirm those around us, we have to be able to provide encouraging words to ourselves as 

well. Affirmations are simple and effective ways to remove the negative thoughts that prevent us from 

achieving our goals. They are written as if the aspiration has already been achieved, in present tense. It 

can be helpful to post these affirmations next to a computer screen, on the refrigerator, or any other 

visible location. Through reciting these positive statements, we can gain belief in the words said and 

put them into action. 

  

Each time we face our fear, we gain strength, 

courage, and confidence in the doing. 

Theodore Roosevelt 
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Examples of positive affirmations may include: 

• I am powerful. I am in control. 

• I am a capable and competent person. 

• I am valuable and significant. 

• I am an example of motivation. 

• I am strong, confident, and successful. 

 

 

Morning Routines 

Morning routines have a significant effect on shaping the rest of the day. 

Essentially, morning habits can either influence a productive and confident day, 

or one that is full of negativity and self-doubt. Successful people create a 

morning routine that allows them to start their day with confidence and good 

intentions for the day ahead. It’s important to start the day with habits that 

help us feel fueled and ready to conquer whatever challenges may arise. By 

simply making our beds in the morning, we are accomplishing one task on our 

list. Through implementing an effective morning routine and feeling confident about the day, we can 

achieve greater success, happiness, and fulfilment. 

To start the day with confidence and optimism, consider the following: 

• Wake up early: This allows us to get a head start on the day, in which we can take time for 

ourselves, whether it is journaling, enjoying a coffee, or reading. 

• Eat a healthy breakfast: Food is necessary for the body and mind, and fuels us to be confident 

for the day. Some healthy breakfast ideas include eggs, fruit and yogurt, smoothies, or 

oatmeal. 

• Visualize goals and intentions for the day ahead: It’s important to decide what we want, and 

then work towards it. This helps to set us up for success.  

• Make a list of gratitude: Showing gratitude is known to have a positive impact on our overall 

wellness, and helps to improve sleep, happiness, confidence, and our relationships with others. 

• Start the day with stretches and exercise: Allowing our bodies to move is a great confidence 

builder, and makes us feel good and energized all day long. 

• Use affirmations to increase motivation: Our mindset has a significant impact on the outcome 

of our daily lives. A positive mindset will encourage us to do better, accomplish our tasks, and 

strive towards our goals.  
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Using Visualization 

Visualization is the practice of using one’s imagination to help picture success, 

which can be an excellent tool in building confidence. We can use visualization 

to constructively influence our goals, and shape how we feel about tackling 

challenging tasks. Visualization can be helpful for someone who is trying to get a 

promotion, preparing for a presentation, or applying to a new job. By seeing 

themselves become successful, they are more likely to make that happen. For 

example, if someone is interviewing for a position, they may envision themself 

sitting in the interview room and proficiently answering possible questions that could be asked. This is 

a great tool to help someone deal with a stressful situation, or one in which they are not feeling 

confident about. Visualizing success will build a strong mental image of our future goals, and 

encourage self-confidence. 

Here are some steps to help visualize a future event: 

1. Determine what the goal is going to be. 

2. Envision the scene and what the environment might look like. 

3. Consider the steps that would make this moment successful, whether it is perfecting the 

answers to interview questions or how you can effectively engage an audience during a 

presentation. 

4. Continue to visualize this moment until it is time to make it happen. 

5. Approach the visualized situation with confidence.  

 

 

Meditation and Mindfulness  

Confidence relies on mental strength. To improve our mental strength and self-

assurance, it’s beneficial to practice meditation and mindfulness. Meditation is 

the technique of gaining awareness of the present moment. It creates a sense 

of peace and balance that helps in promoting happiness, as well as reducing 

stress. Often, we become stuck with our thoughts of doubt that hold us back 

from opportunities, and lead us to worry about what the future may bring. By 

grounding ourselves in reality, we can learn to stay focused on ourselves and 

ignore any feelings of self-doubt.  
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Practicing mindfulness and meditation involves being in the moment and breathing slowly. It allows us 

to be in control of what is currently happening. By slowing down, we can confidently make more 

attentive decisions and gain mental strength. It will nurture our potential for happiness and success.  

 

 

Learn New Skills 

One of the best ways for professionals to develop their self-confidence is to 

empower themselves with knowledge. Confidence has a major impact on our 

career growth, and this can be enhanced through learning new skills. Since the 

world is continuously evolving, there are always new skills that can be 

developed. It’s valuable to gain knowledge on various skills to adapt to changes 

within the workplace. Professionals can gain knowledge on new skills through 

taking specific training courses, attending a seminar that is relevant to their job 

role or industry, or even seeking guidance from a mentor. It can be beneficial to learn about topics that 

will help us to achieve our goals, such as gaining skills on finance, or even developing skills that are 

irrelevant to our roles or careers, such as a new hobby or sport. 

Confidence will grow through experience and understanding. Through knowledge, we can create a 

growth mindset that encourages the exploration of our skills, potential, and self-belief. Educating 

ourselves can sometimes be challenging, but it will always be incredibly rewarding.  
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Practical Illustration 

Alexandra was starting at a new company as a Project Manager. At her old 

company, she was lacking confidence and did not feel happy attending work 

each day. She wanted to start this new job fresh and confident. Alexandra 

knew that she had the power to change her confidence levels, so she took 

control and began to implement certain practices in her daily routine. She 

began setting her alarm earlier, and waking up to positive affirmations on her 

bedside table, such as “I am an example of motivation”. She knew she needed 

good food to feel confident and fueled, so she made sure to have a healthy breakfast of fruit and 

yogurt. Alexandra even signed up for a gym membership so she could exercise before work.  

These morning habits had a significant effect on shaping Alexandra’s work day. She began arriving to 

work with positive intentions for the day, and goals that she had created through visualization. 

Alexandra’s boss, Jodi, had mentioned to her that there are always courses and seminars that the 

company is invited to attend, and asked if she would be interested in any. Alexandra was happy to hear 

this, since she was always looking to grow her confidence and empower herself with knowledge. After 

her first few weeks in her new position, she had noticed an increase in her happiness, resiliency, and 

overall business success. 
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Module Five: Review Questions

1) ________ are simple and effective ways to remove the negative thoughts that prevent us from 

achieving our goals. 

a) Rewards 

b) Affirmations 

c) Competitions 

d) Sharing our feelings on social media 

2) Which of the following is not an example of a positive affirmation? 

a) I am a capable and competent person 

b) I am powerful and in control 

c) I am not deserving of this promotion 

d) I am an example of motivation 

3) By showing compassion to ourselves, we can create a(n) ______ outlook for both our personal 

and professional life. 

a) Unrealistic 

b) Optimistic 

c) Pessimistic 

d) Neutral 

4) To start the day with confidence and optimism, it is helpful to create a list of _______. 

a) Rules 

b) Groceries 

c) Hatred 

d) Gratitude 

5) _______ is the practice of using one’s imagination to help picture success. 

a) Visualization 

b) Yoga 

c) Meditation 

d) None of the above 

6) Which of the following steps is not included with visualization? 

a) Determining the goal 

b) Envisioning the scene and what the environment might look like 

c) Not thinking about the goal until it is time to make it happen 

d) Approaching the visualized situation with confidence  
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7) ______ is the technique of gaining awareness of the present moment. 

a) Journaling 

b) Meditation 

c) Socialization 

d) Reading 

8) Since the world is continuously evolving, there are always new skills that can be developed. 

a) True 

b) False 

9) When we _______, we can confidently make more attentive decisions and gain mental 

strength. 

a) Speed up 

b) Slow down 

c) Multitask 

d) Work independently 

10) Which of the following will help a professional to gain knowledge on new skills? 

a) Taking courses on specific skills 

b) Attending a seminar 

c) Seeking guidance from a mentor 

d) All of the above 
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Module Six: Communicating With Confidence 

Communication is a part of everything we do; communicating with 

assertiveness is what earns us respect. It is not always what we are 

communicating that makes a difference, but rather how we 

communicate. Opinions are often formed quickly with interactions, 

in which how we sound and our overall presentation will make a big 

impression. While we often commend confident communication in 

other people, it’s common to lack this trait in ourselves. Confidence 

is demonstrated in words, tone, as well as body language. It’s 

important to be aware of the messages that we are sending to 

others, as this is a reflection of our self-assurance. Confident 

communicators are proud to share their voice with others. 

 

 

Sounding Confident 

There is no denying that confidence can help to improve results and advance 

careers. It affects how we communicate with those around us, as well as how 

others perceive who we are. There is great authority in being able to connect a 

powerful presentation to important ideas. Sounding confident will lead us 

towards success. By feeling and sounding confident, we are better able to 

connect to our audience and show certainty in the information that is being 

shared. It’s common to feel nervous when speaking in front of others. This 

nervousness is typically presented through fast-talking, passive words, and a quivering voice. 

Unfortunately, these nerves can hold us back from great opportunities. With good preparation and a 

powerful mindset, anyone can show confidence and assertiveness when communicating to others.  

There are many ways to display confidence in our communication, including: 

• Have a strong knowledge of the subject: Prior to communicating any ideas, be prepared with 

valuable information and understand how it can be presented with authority. 

• Speak clearly and enunciate words: Avoid mumbling. A clear speech will help to avoid any 

misunderstandings, captivate the audience, and demonstrate confidence. 

If we all did the things we are capable of 

doing, we would literally astound ourselves. 

Thomas Edison 
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• Avoid filler words: Words such as ‘um’, ‘like’, or ‘you know’ cause the speaker to lose credibility 

on their information. Instead, pausing in silence will help to gain clarity on our thoughts. 

• Speak with a smile: Smiling will convey confidence and allow the speaker to appear happier 

and more approachable. 

• Do not belittle yourself: Avoid saying things such as, “This may be wrong”, or “I’m new, so this 

may not make sense”. This can be damaging to displaying a confident image. 

 

 

Using Body Language 

Body language is just as important as words- especially when communicating 

with confidence. Gestures send important messages about how we feel, as well 

as how much we care about the information that is being delivered. If used 

correctly, they can demonstrate many good traits about the speaker, such as 

control and positive energy. Showing confidence through body language also 

helps to inspire trust. Facial expressions, hand gestures, posture, and stance 

demonstrate authority from the speaker. Not only will our demeanors assist us 

in appearing more confident, but they can help to improve the sound of our voice. 

Confident body language can be demonstrated by: 

• Maintaining good eye contact: Making eye contact with the audience, as opposed to the ceiling 

or floor, shows a genuine interest and respect.  

• Avoiding fidgeting: Tapping fingers or bouncing of the knee are signs of nervousness that can 

detract from a powerful message. 

• Paying attention to posture: Demonstrate confidence by standing straight with an open stance 

and the shoulders back. Avoid slouching. 

• Noticing your hands: Confident communicators avoid putting their hands in their pockets or 

crossing their arms. Rather, they use their hands to illustrate important messages through 

gestures. 

• Having a good handshake: A firm, professional handshake will convey strength and confidence.  
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Questions and Curiosity 

People often avoid asking questions because they do not want to seem 

unprepared or underqualified. However, nobody is ever going to have all of the 

answers, and there is always new information to be learned. Asking questions 

is a great way to build confidence, and project it to others. The questioning 

process will allow us to clarify our understanding and show that we have a 

healthy curiosity. It shows assertiveness and initiative towards self-learning, 

which will only progress one’s career.  

Asking questions also allows us to interact with others, and form stronger connections. When we feel 

more comfortable with the team, we can feel more confident in speaking up and sharing information. 

Showing curiosity to others will demonstrate an interest in what they have to say, and that we are 

willing to learn more to better ourselves and our careers. 

Here are some tips to be more assertive using questioning strategies: 

• Ask clarifying questions to learn information in more detail 

• Be clear and specific 

• During a meeting or presentation, note down any potential questions that can be asked 

• Do not apologize for asking the question 

• Try making it a habit to ask one question during a conference or meeting 

 

 

Dressing the Part 

An important part of communicating with confidence is to dress the part. 

When we look our best, we tend to feel our best. Essentially, the styles we 

choose will impact how confident we feel, and will leave an impression on 

those around us. People perceive us better when we dress in a way that 

demonstrates our confidence and self-respect. Dressing for success involves 

choosing a style that shows power, demonstrates our personality, and feels 

comfortable. If we experience discomfort, feel restricted, or dislike what we 

are wearing, it is difficult to feel happy and confident. Dressing well will help to increase performance.  

Here are some tips to dress the part to communicate with confidence: 

• Determine the occasion, including whether it is a formal or informal event 

• Consider what colors, patterns, or styles fit best 

• Dress for what you hope to achieve 
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• Stay in your comfort level 

• Walk with confidence 

 

 

Tone and Audience 

Tone of voice holds a strong impact on how we communicate or interact with 

others. Simply put, it is a reflection of how the speaker feels, and will clarify or 

convey meaning to the message. Tone will signify our level of confidence and 

can give us the power to sound more authoritative. It does not only impact 

the way that the audience perceives the speaker, but also the willingness to 

listen to the message. Tone will dictate whether the information will build 

trust, or alienate the audience. For example, if a well-developed idea is 

presented in a hesitant and soft tone, the audience is less likely to trust or respect the idea, despite 

how worthwhile it may be. 

The following is a list of practices to create a strong, confident tone: 

• Use inflection: Monotoned speakers can be difficult to listen to. It’s helpful to shift the tone up 

and down, as well as softer and louder to accentuate the message. 

• Do not articulate a sentence as a question: Often, questions signify a lack of information or a 

need for approval. Be consistent with the tone, and complete sentences with periods rather 

than question marks. Avoid using a higher pitch at the end of the sentence. 

• Speak with a smile: This will improve the overall tone of the speaker’s voice, while helping 

them move past feelings of nervousness. 

• Get into the right mindset: Consider the audience, message, and what tone of voice would be 

most appropriate.  
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Practical Illustration 

Ophelia had been asked to do a presentation at the local high school to discuss 

marketing strategies. She was hesitant, but agreed to do the presentation. The 

last time Ophelia had presented to the public, she was extremely nervous and 

had barely completed the presentation. She found herself continuously saying 

filler words, such as “um” and “like”, spoke with a shaky voice, and was 

fidgeting. After that presentation, Ophelia did not think that she could present 

again. However, since she was relatively new with the company, she did not 

want to disappoint her boss. 

Soon after agreeing to do the presentation, Ophelia began preparing. She formed a plan of the 

presentation, including important topics to discuss, and considered any questions that the audience 

might ask. Ophelia wanted a confident attire, so she picked out a new one that was comfortable, 

displayed confidence, and remained in her comfort level. On the day of the presentation, Ophelia 

made sure that she was in the right mindset. She greeted the audience with a strong opening and 

warm smile. As the students listened carefully while taking notes, Ophelia continued to gain 

confidence. While some students hesitantly asked clarifying questions at the end of the presentation, 

Ophelia had confidently responded and thanked the students for being brave and speaking up. 
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Module Six: Review Questions

1) It is not always what we are communicating that makes a difference, but rather how we 

communicate.  

a) True 

b) False 

2) Which of the following is an indication of nervousness while communicating? 

a) Speaking clearly 

b) Enunciating words 

c) A quivering voice 

d) Speaking with a smile 

3) What technique will help the speaker to avoid using filler words, such as “like” or “you know”? 

a) Speaking faster 

b) Pausing to gain clarity on their thoughts 

c) Having a strong knowledge of the subject 

d) Knowing the audience or listener beforehand 

4) Which of the following is not an example of confident body language? 

a) Maintaining good eye contact 

b) Having a strong handshake 

c) Placing hands in pockets 

d) All of the above 

5) How can someone demonstrate confidence through their posture? 

a) Standing straight with an open stance and the shoulder back 

b) Slouching with the shoulders drawn forward 

c) Standing straight while crossing the arms 

d) Squaring the shoulders in the opposite direction of the listener 

6) Which of the following strategies will demonstrate assertiveness? 

a) Apologizing for asking a question 

b) Waiting for after the conference or meeting to ask the question 

c) Asking clarifying questions to learn information in more detail 

d) Not showing an interest in what the speaker is saying 
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7) Dressing for success involves all of the following, except: 

a) Choosing a style that shows power 

b) Feeling comfortable in an outfit 

c) Sticking to a formal attire, no matter the event 

d) Demonstrating our personalities through patterns and styles 

8) When presenting to an audience, it is best to avoid using inflection of the voice. 

a) True 

b) False 

9) When the speaker articulates a sentence as a question, it signifies that they are… 

a) Confident in what they are saying 

b) Consistent in their tone 

c) Lacking information or looking for approval 

d) Offering a chance for others to enter the conversation 

10) Which of the following practices will help the speaker get into the right mindset to project 

confidence? 

a) Considering the audience or listeners 

b) Considering the formality of the message being presented 

c) Considering what tone of voice would be most important for the message 

d) All of the above 
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Module Seven: Developing Assertiveness 

Assertiveness is an incredibly valuable skill to have- especially in a 

workplace setting. It provides control in difficult situations, and 

encourages people to show strength in standing up for themselves. 

Being assertive shows that everyone’s rights are of equal 

importance. It’s a way to communicate honestly and effectively, 

while positively expressing one’s own thoughts and beliefs. 

Assertive individuals understand the importance of being able to 

express their points, without harming the rights of others. A 

workplace in which individuals are able to display confidence and 

assertiveness is one that is founded on mutual respect. This 

behavior is a learned skill that can progress us further in our 

careers. There are various practices that will help us to develop assertiveness. 

 

 

Learning to Say No 

In a fast-paced business world, it’s common to become overwhelmed with 

work tasks and deadlines. When this happens, it’s critical to remember the 

importance of a healthy work-life balance. Assertive individuals understand 

the value of boundaries and being able to say no. The ability to decline tasks or 

requests allows for more control over one’s personal time, and is a key factor 

in maintaining good communication and healthy workplace relationships. 

Continuously saying yes will lead to additional pressure and unrealistic 

expectations. Assertiveness is about saying no when we do not have the time, unable to perform the 

task, or if it is against our beliefs.  

Learning how to say no is a very helpful life skill for everyone. Oftentimes, people fear saying no 

because they have unclear boundaries, wish to avoid conflict, or believe they are being disrespectful. It 

should be done with firmness and confidence, as well as honesty and politeness. Saying no does not 

require a lengthy explanation. The message can be reinforced through eye contact, and if possible, 

suggesting an alternative to the requesting action. Ultimately, this assertiveness will result in a gain of 

power and control over our lives. 

It is not the mountain that we conquer, but 

ourselves. 

Sir Edmund Hillary 
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Recognize Rights and Values 

It’s beneficial for every employee to recognize and contribute their full 

potential to the company. This involves valuing ourselves, and recognizing our 

rights and needs within the organization. Employee manuals, job descriptions, 

and other workplace notices all hold information regarding the entitlements 

of employees. It’s important for every employee to understand what they are 

entitled to, and what boundaries they can expect from the work environment. 

It may take some time to feel comfortable communicating personal needs in 

the workplace, but it is a key element in gaining assertiveness. 

Understanding how we provide value to the team can be extremely rewarding, and will increase our 

self-belief. Self-belief provides a basis for confidence and how we can protect our boundaries. 

Assertiveness requires us to validate our own emotions and experiences. It’s essential to be calm and 

cautious with our emotions and maintain self-control.  

 

 

Be Expressive 

Being expressive and speaking up for ourselves is not always easy, but everyone 

has a voice that deserves to be heard from others. Confidently expressing 

ourselves is a very valuable life skill that will not only benefit ourselves, but 

those around us as well. People may feel anxiety speaking up for many reasons, 

such as having a fear of conflict, being talked over, or being apprehensive to 

sharing ideas. However, staying silent will often cause more harm than good. By 

not speaking up, we can unintentionally agree to poor choices or destructive situations.  

Speaking up displays professional growth and is linked to prosperous career outcomes. It’s necessary 

to be vocal about what matters to us, in order to grow and take on leadership roles. If we wish to see 

social change, we need to speak up in a constructive and delicate way. For example, “I do not agree 

with that idea”, “Have you considered trying this instead?”, or “I do not feel comfortable doing/saying 

that.” 
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Be Decisive 

Every day we are faced with countless decisions that involve making choices 

for our future selves. While some decisions are mundane, others may be life-

changing. No matter what kind of decisions we are making, it’s important to 

remain in control and make confident decisions. Our decision-making abilities 

will often reflect our assertiveness, in which confident people are decisive and 

avoid overthinking. Oftentimes, overthinking can be a sign of insecurity or lack 

of control. To become better at making decisions, it’s valuable to practice 

making decisions every day.  

The decisions that we make will impact both our personal and professional lives. Indecisiveness can 

lead to a loss of profits, or missed business opportunities. It’s important to be aware of what we want, 

and remain accountable for the decisions that we make. When we make personal decisions on our 

own, it allows us to gain trust in our own efforts and thoughts. Confident decision-making involves 

identifying the decision and gathering relevant information, prior to taking action. 

To make confident decisions that demonstrate assertiveness, consider the following: 

• Remain objective 

• Recognize your needs and goals 

• Avoid making assumptions 

• Create alternative options 

• Take ownership and responsibility for the final decision 

• Evaluate the outcome 

 

 

Anticipate Setbacks 

Everyone experiences setbacks at some point in their personal lives and at 

work. Anticipating setbacks and the possible challenges that might arise is a key 

component to staying assertive, successful, and on the path to our goals. 

Setbacks are a part of trying things that are greater and meaningful. They help 

us to build confidence by proving that we can overcome life’s difficulties and 

handle any problems that arise. While we may initially feel frustrated or angry, 

we have to remain assertive and keep moving forward. Failures and mistakes 

are simply opportunities to progress with our professional development, and we have to accept them.  
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An assertive individual does not always know everything, but they do know when they must take 

ownership over an issue. If we do not anticipate setbacks, it can have a negative effect on our self-

confidence. Since they are an inevitable part of our lives, we have to view them as opportunities to 

refine ourselves, and not allow them to derail us from our goals.  

 

 

Practical Illustration 

Bonnie, a data security analyst, has been working with her company for the 

past two years. Every day she is very busy with risk assessments, security 

audits, and finding ways to enhance data systems. During the company’s 

monthly meeting, Bonnie had been tasked with organizing the annual 

conference that they host. Her manager, Joey, said that she would be perfect 

for the assignment, since she always does a great job with formulating and 

organizing procedures within the company. Bonnie immediately felt 

overwhelmed. Before she had a chance to respond to Joey’s request, he had moved on to a new topic 

in the meeting.  

Later that afternoon, Bonnie sat in her office and looked around at the pile of paperwork that she 

needed to complete. She thought about the stress that this additional task would bring, and knew she 

needed to speak up for herself. After all, she could not have it interfere with her primary work, and she 

did not want to let her manager down if she did not have the time to organize the conference 

thoroughly. Bonnie decided to go to Joey’s office and express her concerns. She thanked Joey for the 

opportunity, and proceeded to tell him that she was already overwhelmed with her current workload. 

She offered the alternative of forming a committee to plan this event, and that she could contribute 

her evenings to some of the planning. Joey was appreciative of Bonnie’s honesty, and together they 

planned a new strategy for achieving the best outcome. 
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Module Seven: Review Questions

1) _______ individuals understand the importance of being able to express their points, without 

harming the rights of others.  

a) Passive 

b) Assertive 

c) Confrontational 

d) Competitive  

2) The ability to decline tasks or requests is a key factor in maintaining good communication and 

healthy workplace relationships. 

a) True 

b) False 

3) When declining a request, it is required to give a lengthy explanation of why it cannot be done. 

a) True 

b) False 

4) ______ provides a basis for confidence and how we can protect our boundaries. 

a) Fear 

b) Aggressive behavior 

c) Self-belief 

d) Failure 

5) Feeling comfortable communicating personal needs in the workplace ________. 

a) Comes naturally 

b) May take time 

c) Is not necessary 

d) Is not worth it  

6) Which of the following reasons may cause an individual to feel anxiety about speaking up? 

a) The fear of conflict 

b) Apprehensive to sharing ideas 

c) The fear of being talked over 

d) All of the above 
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7) Oftentimes, ________ can be a sign of insecurity or lack of control. 

a) Overthinking 

b) Being expressive 

c) Self-belief 

d) Maintaining eye contact 

8) ________ can lead to a loss of profits, or missed business opportunities. 

a) Personal boundaries 

b) Being decisive 

c) Visualization 

d) Indecisiveness  

9) Which of the following will not help us in making confident decisions that demonstrate 

assertiveness? 

a) Recognizing our needs and goals 

b) Remaining objective 

c) Making assumptions 

d) Evaluating an outcome 

10) An assertive individual does not always know everything, but they do know when they must 

take ownership over an issue.  

a) True 

b) False 
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Module Eight: Projecting Confidence  

Projecting confidence is the key to an exceptional interaction. If we 

are presenting great ideas with a lack of control, then the message 

being delivered will not be strong or effective. Confidence 

demonstrates trust and commitment, which is essential for building 

professional relationships. It shows a sense of intelligence and 

capability, allowing others to become engaged in what we are 

saying. Poor confidence can damage our image and result in many 

missed opportunities. Whether it’s pitching to potential investors, 

meeting with clients, or presenting to the team, the ability to lead 

with a strong and confident voice during business interactions is 

critical. Projecting confidence is beneficial in every aspect of our 

careers. There are many ways to cultivate an image of confidence, and in turn gain respect from those 

around us. 

 

 

Interviews/First Impressions 

Many elements contribute to a successful interview, with confidence being 

one of them. Although we may feel confident, it’s crucial that others are able 

to see this as well. First impressions matter; it can be difficult to change 

another person’s first impression of us, especially if we intend to have a major 

impact on that person. When someone appears confident, it is often assumed 

that they are able to perform well in the position that they are seeking. 

Projecting confidence to others is often just as important as having the 

qualifications needed for the job.  

The impression that we give others is influenced by how we envision ourselves. If we positively 

envision ourselves in a particular role and consider what value we could bring to the business, it will 

help us to display a more assertive impression. 

  

The best gifts are never given, but claimed. 

Warren Ellis 
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There are various ways to demonstrate confidence in our first impressions and interviews, including: 

• Smiling and a relaxed, calm expression 

• Dressing appropriately for the position  

• Maintaining natural and steady eye contact 

• Having a firm handshake 

• Deep breathing to help recenter the mind and form clear thoughts 

• Preparing and rehearsing interview responses 

 

 

Networking 

Networking can be very beneficial for one’s career; it can lead to new 

connections and opportunities. It’s a chance to associate with business owners, 

leaders, and other people who share a profession or interest. When it comes to 

successful networking, confidence has a large influence. Bringing a positive 

mindset to a networking event shows that an individual is warm and inviting to 

getting to know others. When we are able to confidently communicate with 

others, we are more likely to enjoy the overall experience. Networking with 

confidence can take time to get used to, but the benefits of expanding one’s network is worth it. 

The following are some tips to network with confidence: 

• Smile: Smiling helps an individual to appear relaxed, and encourages others to be open. 

• Keep a straight posture: People appear more confident when they stand straight, with their 

shoulders back and head up. 

• Speak clearly and loudly: Since networking events can sometimes be loud, it’s important to 

ensure that others are able to hear what is being said. 

• Stay present and connected: Show curiosity to others, and listen to the information that they 

are sharing. Talking less and listening more will improve confidence. 

• Make eye contact: Lack of eye contact is often associated with a lack of self-confidence. 

• Set clear goals for networking: This will help to be a guide throughout the networking event, 

and encourage actions to be taken.  
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Presentations 

Presenting with confidence is a skill that is valuable to everyone- no matter 

their job title or industry. Presentations can be nerve-wracking for many 

people, and it’s easy to feel overwhelmed before standing in front of a group 

of people. Projecting confidence during a presentation is a leading factor to 

creating a positive and lasting impression on the audience. The audience will 

be quick to form opinions on how an individual sounds and appears. If the 

presenter is not confident in their own abilities, it can be difficult for others to 

be confident in their abilities. When someone looks and feels confident, they’ll communicate this 

confidence onto others. The first 30 seconds of the presentation are the most important. After a strong 

start, it is easier to continue with confidence.  

The following practices are effective techniques to help an individual display confidence in their 

presentation: 

• Rehearse the presentation: Practice the speech beforehand to gain confidence in what is going 

to be said. 

• Listen to music before the presentation: Listening to energetic music to help lift spirits and stay 

centered. 

• Be aware of body language: Smile, keep an open posture, and maintain eye contact with the 

audience. 

• Dress to impress: Choose a comfortable outfit that displays confidence and power. It can also 

be helpful to wear an accessory that holds meaning to you. 

• Speak confidently: Avoid filler words, consider the power of pauses, and speak clearly. 

• Keep a positive outlook: Remain positive and authentic throughout the presentation. Focus on 

the audience, rather than feelings of anxiety or nervousness. 

 

 

Virtual 

With business interactions being done increasingly online, projecting 

confidence virtually is essential. Confidence is the difference between a 

successful online meeting and one that is poorly executed. Appearing confident 

on the screen will demonstrate professionalism to those who we are 

networking with. It allows us to become noticed and stand out. After all, virtual 

meetings are opportunities for us to make a big impact, and they can also give 

us the change to discover and interact with people from across the world. 
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It can be difficult to appear confident with a powerful demeanor virtually, but it is not impossible. 

Despite the presentation being done via a camera, the audience will still analyze verbal and nonverbal 

communication skills.  

When interacting virtually, it’s important to remember the following: 

• Prepare the information and speech in advance. 

• Arrive early to allow time to settle in. 

• Be sure to mute desktop notifications. 

• Dress appropriately: By looking confident, we will feel more confident. 

• Stand or sit tall, with the shoulders back and head upright. 

• Pay attention to the room lighting: Avoid direct sunlight, and bright overhead lights. It is better 

to have the window on the front side, as natural light is better.  

 

 

Meetings 

Meetings provide a great opportunity for a team to share ideas, make decisions, 

and suggest feedback. They are also valuable chances to expand our confidence 

and project it to others. We may find ourselves feeling nervous about an 

upcoming meeting, with factors such as what the meeting is about or who will 

be there, influencing these feelings of anxiety. The good thing is that we hold 

the power on how we will express ourselves as professionals in these meetings. 

Everyone involved in the meeting is considered a valuable attribute to the 

discussion. By elevating confident visibility, it will help in the evolving as a strong team member. 

Here are some tricks to project confidence in meetings: 

• Prepare in advance: Consider what data or information is going to be discussed in the meeting, 

as well as what questions may be brought up. 

• Commit to entering the conversation early in the meeting: It can become more difficult to join 

the conversation as the meeting advances, and feelings of anxiety will build. 

• Ask good, thought-provoking questions: Think of valuable questions that others might be 

wondering about as well. 

• Be honest: We will not always know the answer to a question, so it’s important to be honest 

when we are uncertain. 

• Take initiative: If something needs to be researched or done prior to the next meeting, offer to 

do so. This shows investment in the company.  
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• Be a good listener: Effective listening is important to fully understand the discussion, shows 

respect to others, and displays a good level of confidence. 

 

 

Practical Illustration 

Oliver was preparing for an upcoming virtual sales pitch with a client, as well as 

a previous client that referred him. He was nervous, because he had never 

done a sales pitch virtually. Oliver felt confident in presenting in person, 

directing meetings, and loved networking with others, but he was unsure of 

how to display this confidence on the screen. He decided to ask for advice 

from his good friend, Genevieve, who has done many virtual meetings. Oliver 

listened carefully to Genevieve’s tips on displaying confidence, and went on his 

way to continue preparing for his sales pitch. 

On the days leading up to the virtual meeting, Oliver had gathered and organized his information and 

prepared a speech. He wanted to make a good first impression on this client, because his product is a 

great fit for the client’s needs. Oliver woke up on the day of the meeting and felt confident. He chose 

an appropriate outfit, and was ready on the virtual platform early enough to settle in. Oliver made sure 

to mute his desktop notifications and chose to sit with his window on his front side, to avoid direct 

sunlight shining behind his back. As the meeting went on, Oliver sat tall and spoke professionally. They 

laughed together, and immediately connected. Oliver’s client was very impressed by his pitch, and 

bought from Oliver that day. 
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Module Eight: Review Questions

1) Projecting confidence to others is often just as important as having the qualifications needed 

for the job. 

a) True 

b) False 

2) To demonstrate confidence in a first impression or interview, it is important to have a _____ 

handshake. 

a) Weak 

b) Limp 

c) Long 

d) Firm 

3) _______ can be very beneficial for one’s career; it can lead to new connections and 

opportunities. 

a) Accounting 

b) Demotion 

c) Networking 

d) Low self-confidence 

4) Talking excessively during a networking event will improve and project confidence. 

a) True 

b) False 

5) The first ______ of the presentation are the most important. 

a) 30 seconds 

b) 10 minutes 

c) 30 minutes 

d) 60 minutes 

6) Which of the following is not an effective technique to help an individual gain confidence for a 

presentation? 

a) Rehearsing the presentation 

b) Listening to upbeat music before the presentation 

c) Being aware of body language throughout the presentation 

d) Focusing on feelings of nervousness and anxiety during the presentation 
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7) Which of the following is advisable for room lighting during a virtual meeting? 

a) Having bright overhead lights 

b) Having natural sunlight, with a window in front of the speaker 

c) Having natural sunlight, with a window behind the speaker 

d) Having direct sunlight 

8) It’s helpful to arrive at a virtual meeting right on time to avoid the onset of nervousness. 

a) True 

b) False 

9) When is the best time to enter the conversation during a meeting? 

a) At the end of the meeting 

b) In the middle of the meeting 

c) At the beginning of the meeting 

d) When you disagree with a coworker’s input 

10) If we do not know the answer to a question during a meeting, it is best to: 

a) Be honest of the uncertainty 

b) Pretend to know the answer 

c) Avoid the question 

d) Redirect the conversation 
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Module Nine: Personal Empowerment 

Empowerment is what gives us courage to take control over our 

lives. It’s reliant on the mindset that we have. Essentially, it is an 

individual’s mindset that will determine whether they will reach 

their goals, or conquer challenges. Personal empowerment is 

about protecting one’s personal time and energy, handling life’s 

setbacks, and overcoming fears and challenges. It ensures that we 

are in control, rather than allowing others to control our 

decisions. Self-confidence and assertiveness are built within us, 

and will help us build a happy and healthy life. There are many 

effective strategies that we can use to empower ourselves, while 

creating a resilient and aware mindset. 

 

 

Overcoming Our Fears 

Facing our fears can have life-changing results. Fear has a negative impact on 

confidence, self-esteem, and overall success. Whether it is public speaking, 

meeting new people, or starting a new position, it is natural to feel some level 

of fear. The best way to overcome these fears are to face them, and accept 

them. Strengthening one’s mindset about how fear is perceived will help us to 

build confidence to try new things and take on new challenges. It’s 

advantageous to visualize ourselves performing our fearful tasks with 

confidence, in order to instruct our minds on how to take action. The key is to challenge our fears, 

rather than ignore them.  

To overcome fears, consider the following: 

• What exactly is the fear? Where did it stem from? 

• What would happen if I did not avoid this fear? 

• What are the pros and cons of taking this risk? 

• How can I overcome this fear? 

Courage is resistance to fear, mastery of fear, 

but not absence of fear. 

Mark Twain 
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Setting Goals 

Striving for goals is a fundamental part of strengthening one’s self-confidence. 

Goals give us drive and a sense of direction for our life path. When setting goals, 

it’s crucial that they are specific, measurable, and align with our personal values. 

Goals that are individually specific are what will set us up for success. Having a 

clear objective will make it easier to set boundaries and make decisions that 

follow the objective that we have set. By knowing the path that we are 

following, we will be more motivated and energized to head that direction. In 

turn, achieving these goals will boost our confidence, and further motivate us towards future 

successes. They allow us to reach important milestones that will influence future inspirations. Every 

team member can gain confidence through setting personal and professional goals. 

 

 

Identifying Strengths 

Everyone has their own unique talents, capabilities, and strengths. When we 

recognize these aspects about ourselves, we feel proud and empowered to 

take on new opportunities, as well as challenges. As a result, confidence will 

grow. Whether it is listening, creativity, or patience, our strengths will 

encourage a more positive mindset that motivates us to progress further. 

Focusing on weaknesses, or comparing one’s skills to another individual, will 

make us lose sight of the strengths we possess. Successful people recognize 

what they’re great at, and use these strengths to thrive in their careers.  

We can identify our strengths by highlighting our positive attributes. This can be done by noting our 

strengths in a journal and reading them frequently. Other practices may include setting goals that 

reflect our strong areas, challenging ourselves to new situations, as well as turning the difficulties we 

have overcome into celebrations. 

As we focus on our strengths, we may consider: 

• What do others value about me? 

• What do I find most gratifying? 

• When am I able to perform my best? 

• What helps me boost my confidence? 
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Setting Personal Boundaries 

There’s a strong connection between confidence and boundaries; setting and 

maintaining healthy boundaries will essentially increase confidence. Well-

defined boundaries can demonstrate courage and assertiveness. A person’s 

boundaries should be aligned with their goals and values, and serve as a 

means to protect one’s priorities. Healthy boundaries are not limiting or 

restricting to an individual, but rather offer an opportunity to explore 

important elements within our lives. When we assertively communicate our 

boundaries, we are more likely to remain in control of the situations around us. The establishment and 

preservation of our boundaries will help to build confidence and self-respect. 

 

 

Positive Social Connections 

The people who we surround ourselves with hold a strong influence on our 

lives. Positivity is contagious, but so is pessimism. If we are lacking support 

from those around us, we can be filled with self-doubt. Whether it is 

colleagues, friends, or family members, we all need to have people in our lives 

who believe in and empower us. Positive people give others the energy and 

encouragement to create success. They inspire others to be the best version 

of themselves, gain personal development, and build self-confidence. When 

we begin to doubt ourselves and our potential, positive influences are there to build ourselves back up. 

They are the ones who are confident in our abilities when we may not be. To be successful and 

confident in our lives and careers, it’s important to choose people who recognize this value in their 

own lives, and want the best for those around them. 
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Practical Illustration 

Randy was soon starting at a new company as a web developer. Although he 

was excited about the opportunity, he felt nervous about changing companies. 

Randy always had a fear of change and starting at new places. He spent his 

whole life with this fear, but knew that it was time to face it. Randy thought 

about the value he would bring to this new workplace. He had been a web 

developer for many years, and displayed excellent skills such as computer 

literacy, creativity, and attention to detail. Along with the recognition of his 

strengths, Randy decided to set personal goals for his new position. He thought about what he wanted 

to accomplish, and ways in which he could motivate himself towards future success. 

On the morning of his first day, Randy woke up feeling confident about starting with a new company. 

He remembered the goals that he had created, and reflected on his strengths as a web developer. 

When he walked into the office, he introduced himself with confidence. Everyone in the company 

greeted Randy with positive energy. The positivity that Randy had received from the group made him 

feel at home. He was happy to have overcome his fear of change and was ready to work towards his 

personal career goals. 
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Module Nine: Review Questions

1) Essentially, it is an individual’s _________ that will determine whether they will reach their 

goals, or conquer challenges. 

a) Social group  

b) Job position 

c) Mindset 

d) Age 

2) The best way to overcome our fears is to ignore them. 

a) True 

b) False 

3) What will help to give us drive and a sense of direction? 

a) Employee manuals 

b) Social comparison 

c) Guidelines 

d) Setting goals 

4) We can identify our strengths by highlighting our _____ attributes. 

a) Positive 

b) Negative 

c) Potential 

d) Quantitative 

5) As we focus on our strengths, it is valuable to consider the following questions, except: 

a) What do others value about me? 

b) When am I able to perform my best? 

c) What strengths do those around me have? 

d) What do I find most gratifying? 

6) Setting and maintaining healthy boundaries will _______ confidence. 

a) Decrease 

b) Increase 

c) Have no effect on 

d) Hinder 
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7) When we ________ communicate our boundaries, we are more likely to remain in control of 

the situations around us. 

a) Assertively 

b) Aggressively 

c) Passively 

d) Quietly 

8) Positivity is contagious, whereas pessimism is not. 

a) True 

b) False 

9) How do positive people influence others? 

a) They inspire others to be the best version of themselves 

b) They help others gain personal development 

c) They help build confidence in others 

d) All of the above 

10) Which of the following will not help to build personal empowerment? 

a) Setting goals 

b) Identifying our strengths 

c) Avoiding feedback from others 

d) Setting personal boundaries 
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Module Ten: Handling Difficult Situations 

Challenging situations present themselves daily- they are 

inevitable! When dealing with these difficult business situations, 

we have to be able to face them with confidence. It’s an important 

interpersonal skill to be able to deal with these difficulties calmly 

and resiliently. Problems must be addressed to ensure that they 

do not persist. It’s critical to remember that although we cannot 

control the reactions of others, we have control of our own 

reactions. Maintaining a good composure and displaying self-

confidence will help us to slow down and think thoroughly when 

diffusing situations. 

 

 

Delivering Criticism 

Feedback is incredibly valuable in the workplace; it clarifies certain 

expectations, helps to improve performance, and can build confidence. 

Essentially, delivering feedback can help others to find motivation. Giving 

feedback, especially negative feedback or criticism, can be uncomfortable. 

Some people may fear conflict, or the thought of not being liked by the 

receiver. The key to delivering effective feedback is to do so in an assertive and 

productive manner. In other words, deliver the feedback honestly and clearly, 

while respecting the opinions of the receiver. Assertive feedback does not involve criticizing the 

individual. Instead, it should show the individual ways that they can improve their work, and become a 

stronger professional. 

Feedback should be intended to be beneficial to the individual. With any feedback, the goal should be 

to create a win-win solution for everyone involved. With practice, it is possible to increase our comfort 

and confidence to give feedback and criticism to others.  

To assertively deliver feedback, consider the following: 

• Presenting ideas with conviction and control 

• Avoid jumping to conclusions or making quick assumptions 

No one can make you feel inferior without 

your consent. 

Eleanor Roosevelt 
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• Explain the intentions of the feedback, as this has a major effect on how it is both delivered 

and received 

• Be timely, specific, and realistic 

• Keep the end goal in mind 

• Make a conscious effort to follow up 

 

 

Receiving Criticism 

It’s not uncommon for people to let criticism question their authority, worth, 

and power. Feelings of shame and anger often arise and make us doubt our 

abilities. While it can be difficult to receive criticism, it’s important to use it as 

feedback to become stronger, and more assertive. When people react to 

criticism in a positive and constructive manner, they are more likely to achieve 

higher levels of job satisfaction. 

 
Assertive individuals have control and are aware of their emotional reactions. They recognize that 

there is positive intent, and discover growth opportunities from the criticism received. For instance, 

they may ask for ways in which they could improve, or examples of how things can be done differently. 

There are always lessons that can be found in criticism, but it requires control from the receiver to 

handle the feedback with confidence. 

To effectively receive criticism, consider the following: 

• De-personalize negative feedback that is being delivered: Assume that there is always positive 

intent from the message. 

• Avoid giving excuses or becoming defensive: Rather, express ways that things can be done 

differently next time. 

• Show appreciation to the individual delivering the criticism: This individual is being honest and 

is seeking the best outcomes. 

• Assess the feedback prior to responding: Allow time to understand what is being said, to 

enable control over the responses. 

• Remember self-compassion: View this as a learning opportunity, rather than a barrier. 
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Dealing With Aggressive Behavior 

There may be times when we have to interact with aggressive individuals. 

When these situations happen, it’s critical to be assertive, calm, and firm. 

Responding to the aggressive behaviors with hostility will only escalate a 

situation, and make it difficult to defuse. Regardless of whether the aggression 

is caused by frustration, anger, or stress, it’s vital to respond proactively in 

order to protect our own rights and safety. Knowing how to confidently deal 

with aggressive behavior in the organization will help to create a healthier 

organization. With certain techniques, we can turn aggression into cooperation. 

To confidently deal with aggressive behavior, consider: 

• Remaining calm: Stay calm and grounded so that the situation does not progress. This shows 

self-control, and can help in calming down the aggressive individual. 

• Using assertive communication: We must be mindful of our own needs and values when 

dealing with aggressive behavior. Remember that we have the right to be treated with respect, 

and we should receive it from the individual being helped. 

• Being proactive, rather than reactive: Share facts and data with the individual to help 

counteract any strong opinions that they may have. 

• Showing empathy: Express concern to the aggressive individual by responding in a sensitive 

manner, and making them consciously aware of their words and actions. Acknowledge their 

feelings. 

 

 

Dealing With Passive Behavior 

Being able to remain assertive when dealing with non-assertive behaviors is a 

valuable skill to have in the workplace. People who have passive behavior tend 

to behave in this way because of low confidence and self-esteem. They may 

seem easy going and quiet by avoiding conflict, hiding their feelings, and 

staying silent. It’s important to encourage these individuals to communicate 

their emotions and ideas freely, while also avoiding placing pressure on them 

to speak up. We can encourage others to be more open with their voices 

through questioning, clarification, reflecting, and simply making it clear that their contributions are 

valued. 
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Passive-aggressive behavior can negatively impact the work team. The goal of this behavior is to elicit 

emotional responses from others and gain a sense of personal power. Generally, this passive-

aggression will stem from feelings of insecurity, a fear of rejection, or a lack of power. Dealing with 

these personalities requires clear and concise communication. While the behavior may be expressed 

through backhanded compliments, sarcasm, or body language, it’s valuable to recognize the signs and 

address the behaviors appropriately. Reacting to the situation with an overly emotional response will 

only escalate the situation. It’s valuable to set boundaries of appropriate behaviors, and create an 

open dialogue. Since they are often indirect with their communication, opening up a conversation will 

give them the opportunity to express their feelings and be heard. 

 

 

Negotiating 

Negotiations can be intimidating- especially if they involve someone who we 

feel as though is of higher power than us. The key to convincing others of our 

ideas and achieving a successful negotiation is to have confidence and remain 

assertive with our negotiation skills. The goal for negotiations is to produce a 

beneficial outcome for everyone involved. This requires respect from each 

opposing side. Although it can be stressful to negotiation, we are all capable of 

becoming better at negotiations with preparation and practice.  

Here are some tips to negotiate with confidence:  

• Prepare in advance: Determine the desired outcome or goal, timelines, and perspective angles. 

Consider what might unfold during the negotiation process by asking questions, such as “What 

might they say?”, “What are their likely objections?”, “How can I respond to these objections?” 

• Approach the negotiation like a conversation: Show mutual respect by asking questions, 

exploring options together, and understanding one another’s perspective. 

• Be firm, without being rude: Share knowledge on the subject by proving factual evidence, 

information, and logic. 

• Remain focused on the objective: It is possible to be pulled in many directions throughout the 

negotiation, so it is important to stay focused on the desired outcome or goal. 
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Practical Illustration 

Simon, who works in administration at a doctor’s office, was known for having 

a passive personality. He was not comfortable asserting himself, and avoided 

conflicts and confrontation whenever he could. Unfortunately, Simon was 

tasked with delivering criticism to his aggressive coworker, Leah. Leah had a 

negative attitude in the office lately, and it was starting to affect the 

reputation of the business. Despite being nervous about how Leah might react, 

Simon knew that he had to overcome this discomfort and address the issue 

before things progressed. 

After a few evenings of Simon preparing what he would say to Leah and focusing on his desired goal, 

he was ready to have a conversation with her. With empathy and a calm demeanor, Simon spoke to 

Leah and explained his concerns about her behavior. At first, Leah was very defensive and responded 

with aggression. Simon listened carefully to Leah’s perspective and remained calm throughout it all. He 

was proactive in finding a solution to the problem, while attempting to understand Leah’s frustrations. 

By using an assertive and understanding approach, they were able to negotiate a compromise. Leah 

and Simon both agreed to work on their communication with one another and resolve any conflicts as 

a team. Simon was proud of himself for being firm and maintaining control over his own reactions 

when diffusing the difficult situation. 
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Module Ten: Review Questions

1) ________ is incredibly valuable in the workplace; it clarifies certain expectations and helps to 

improve performance. 

a) A strict policy 

b) Multitasking 

c) Micromanaging 

d) Feedback 

2) Delivering good feedback does not involve jumping to conclusions or making quick 

assumptions. 

a) True 

b) False 

3) Which of the following is not effective when receiving criticism? 

a) De-personalizing negative feedback 

b) Becoming defensive or giving excuses 

c) Showing appreciation to the individual delivering the criticism 

d) Assessing the feedback prior to responding 

4) When receiving criticism, it is important to view it as a learning opportunity, rather than a 

barrier. 

a) True 

b) False 

5) When dealing with aggressive individuals, it is best to respond _______ to avoid escalating the 

situation. 

a) Aggressively 

b) Assertively 

c) Passively 

d) With hostility 

6) Which of the following is a constructive technique to confidently deal with aggressive 

behavior? 

a) Using aggressive communication 

b) Being reactive, rather than proactive 

c) Ignoring the individual 

d) Remaining calm and grounded 
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7) What is typically the goal for passive-aggressive behavior? 

a) To elicit emotional responses from others 

b) To show empathy during tough situations 

c) To avoid conflict and hide personal feelings 

d) To create a win-win situation  

8) Passive-aggressive people are often ______ with their communication. 

a) Direct 

b) Honest 

c) Indirect 

d) Confident 

9) How can we prepare in advance for a negotiation? 

a) Determining our desired outcome or goal 

b) Asking questions related to what might unfold during the process 

c) Identifying timelines and perspective angles 

d) All of the above 

10) When negotiating, it is not necessary to see things from the opposing side’s perspective. 

a) True 

b) False 
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Module Eleven: Building Confidence in Others 

Successful people empower those around them. One of the best 

ways to do this is to build confidence in others. Inspiring 

confidence within a team will help to create a stronger and more 

engaged team. Ultimately, this will improve the company’s overall 

productivity. Without the sharing of confidence and respect, the 

team can miss out on valuable opportunities. There are many 

ways to boost confidence and encourage self-belief in those 

around us. It often takes energy and time, but it will come with 

many rewards. Everyone’s individual success will contribute to the 

team’s success. 

 

 

Listen to Learn 

Feeling heard is one of the most dominant motives for people, especially when 

it comes to having a voice in the workplace. When people share their thoughts 

and ideas, they want their listeners to understand their viewpoint. Whether it 

is speaking up during a meeting or leading a presentation, our confidence will 

greatly improve when we feel as though we are being heard. Listening to what 

someone is truly saying will encourage them to feel empowered and assertive. 

It creates a sense of trust, in which the speaker will feel positive and confident 

in expressing any concerns, beliefs, or innovative suggestions. Hearing what others are saying requires 

effective and active listening. The speaker’s self-esteem will continue to rise. 

To ensure that every team member feels heard, consider: 

• Being fully present in the conversation 

• Demonstrating active and reflective listening 

• Validating any feelings that are being shared 

• Listening without criticism or judgment 

• Offering confidential surveys of people to share thoughts or concerns 

Whether you think you can or think you can’t, 

you are right. 

Henry Ford 
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Celebrate Successes 

Every team member contributes to the overall success of the company. By 

strengthening confidence in our team members, we are setting them up for 

personal and professional growth. People become motivated when their 

accomplishments are celebrated. It instills a feeling of pride and self-assurance 

about the work that they produce. High levels of pride will encourage 

employees to do more of their appreciated acts, and strive to continue with 

their valued work performance.  

It's critical to choose the correct moment to celebrate the successes of others. Employee recognition 

should be authentic and natural. It should never feel forced or fabricated. 

There are many ways to celebrate the success of others, including: 

• Thanking the individual for their great contributions 

• Complimenting their work style or specific ideas 

• Motivating them to continue with their abilities 

• Sharing the individual’s successes with the team 

 

 

Embrace Failure 

Many people lack confidence because of the perception that failure is simply a 

limitation of their capabilities. To build confidence in others, it’s important to 

show understanding in failure. Failing is a part of life, and we are all going to 

experience it at some point. These situations should not be viewed as 

limitations, but learning experiences. Building confidence in others requires 

compassion. When people feel this sense of understanding, they will be more 

willing to experiment with new opportunities in the future. Failing does not 

make someone a failure. Showing support will remove any negative energy, overcome the worry of 

failure, and increase confidence levels. 
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Delegate Important Tasks 

Delegating is a great way to assist others in their personal development and 

empowerment. People feel valued when they are acknowledged and given 

opportunities to prove their talents and beyond. Delegation offers a shift of 

the authority onto others to tackle responsibilities and important decisions. As 

employees are able to complete the steps of the assignment given, they will 

continue to gain confidence in those achievements. Delegation shows a form 

of trust which encourages others to take on these responsibilities. When 

people are given important duties, they are committed to ensuring that the tasks are done proficiently 

and thoroughly. They do not want to ruin the confidence that the delegator has in them. Conversely, 

micromanaging will only restrict the control that employees are able to have, and can have a negative 

effect on someone’s confidence and sense of capabilities. 

 

 

Value Opinions 

When people lack confidence, they cannot reach their full potential. To help 

others feel more self-confident, it is not only important to listen to what they 

have to say, but also express value for what is being said. Showing value to the 

opinions of others signifies importance and respect, which is an essential part of 

boosting one’s confidence. Once the advice or decision is acted on, their 

confidence will continue to grow. Valuing their opinions is not only beneficial for 

the individual’s self-esteem, but it can have many great benefits for the whole 

team as well. 

We can show others that we value their opinion by encouraging the sharing of ideas. This may be done 

when a strategic decision for the company must be made, or an opportunity to decide on an important 

aspect of a project is required. If there is a meaningful suggestion made that is beneficial for the team 

or company, it can be shared with the group, and commendation should be given. Ensuring that people 

feel valued will encourage them to work more confidently. 
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Practical Illustration 

Tristan is the marketing manager at a law firm. He had been working hard to 

rebrand the company’s website, along with many other tasks that had deadlines 

soon approaching. Feeling overwhelmed, Tristan decided that it was time to ask 

for help on the website from one of the other marketers, Samara. Samara was 

new to the company, shy, and did not express confidence, so Tristan knew this 

would be a great opportunity to delegate her an important task that would 

demonstrate her skills to the office. Samara agreed to rebrand the website, and 

immediately began working hard on the update. This was going to be Samara’s first big project that 

would be shown to the world.  

The following week, Samara returned to Tristan with a draft of her plans. As Tristan listened to her 

ideas, Samara’s confidence grew. He approved the drafted plans, and she went on her way to create a 

new and improved website for the law firm. When the project was completed, Tristan thanked Samara, 

and complimented her great work. Samara’s success was soon shared with the whole team, and her 

confidence persisted onto other large projects. 
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Module Eleven: Review Questions

1) Successful people _____ those around them. 

a) Belittle 

b) Look down on  

c) Empower 

d) Take control over 

2) Which of the following will not help a team member to feel heard? 

a) Being fully present in the conversation 

b) Offering confidential surveys to people 

c) Validating feelings that are shared 

d) Passive listening 

3) What is the effect of celebrating the accomplishments of a team member? 

a) It will instill a feeling of pride and self-assurance 

b) It encourages employees to do more of their appreciated acts 

c) They will continue to strive for a valued work performance 

d) All of the above 

4) Which of the following is not a valuable way to celebrate the success of others? 

a) Withholding the success from the team 

b) Complimenting their work style 

c) Thanking the individual for their great contributions 

d) Sharing the individual’s successes with the team 

5) To build confidence in others, it’s important to show understanding in failure. 

a) True 

b) False 

6) Failure should be viewed as a(n) _________. 

a) Final result 

b) Learning opportunity 

c) Negative 

d) Obstacle 
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7) _______ offers a shift of the authority onto others to tackle responsibilities and important 

decisions. 

a) Delegation 

b) Micromanagement 

c) Blame 

d) Feedback 

8) Micromanagement will have a positive effect on someone’s confidence and sense of 

capabilities. 

a) True 

b) False 

9) Which of the following is not an effective way to show others that we value their opinion? 

a) Asking for input with a company decision 

b) Encouraging the sharing of ideas 

c) Taking credit for the idea 

d) Giving commendation when a meaningful suggestion is made 

10) Which of the following will not aid in building confidence in others? 

a) Effective listening 

b) Delegating important tasks 

c) Celebrating their accomplishments 

d) Constantly checking in 
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Module Twelve: Wrapping Up 

Although this workshop is coming to a close, we hope that your 

journey to Building Confidence and Assertiveness is just beginning. 

Please take a moment to review and update your Action Plan. This 

will be a key tool to guide your progress in the days, weeks, months, 

and years to come. We wish you the best of luck on the rest of your 

travels! 

 

 

Words from the Wise 

• Vince Lombardi: Confidence is contagious. So is lack of confidence. 

• Andrena Sawyer: Confidence is always the best accessory. Own the moment. Own your space. 

• Arthur Ashe: One important key to success is self-confidence. An important key to self-

confidence is preparation. 

• Katori Hall: Don’t let others put thoughts into your mind that takes away your self-confidence. 

 

 

Lessons Learned 

The objective of this course was to teach the following: 

• Define confidence and assertiveness 

• Communicate and project confidence to others 

• Use mindful and reflective practices to gain courage 

• Understand the value of being assertive in the workplace 

• Determine strategies to empower ourselves, as well as others  

You can have anything you want if you are 

willing to give up the belief that you can’t have 

it. 

Robert Anthony 
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Appendix 

Worksheet 1 

Exploring My Confidence 

Exploring our level of confidence can help us to identify the areas where we feel strong, as well as the 

areas where we may feel less confident. By reflecting on our confidence levels, we can identify thought 

patterns that may be contributing to low confidence. Read through the following statements and rate 

each one using the scale provided.   

 

1 = Never    2 = Rarely    3 = Sometimes    4 = Often    5 = Very frequently 

 

A. I feel confident when faced with situations in which I must set personal boundaries. 

B. I am able to express my needs and wants in a clear and direct manner. 

C. I feel comfortable handling conflict in an assertive and respectful manner. 

D. I am able to decline requests that do not fit my schedule or match my values. 

E. I feel confident in advocating for myself. 

F. In a group setting, I am able to confidently express my ideas. 

G. I am able to handle feedback and criticism in an assertive manner. 

H. I am confident in my judgment and abilities. 

I. I am able to pursue my goals with persistence and determination. 
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Worksheet 2 

Sources of Confidence 

Internal confidence is how we view and feel about ourselves. It comes from inner sources, such as 

thoughts, growth, and personal values. External factors also play a role in our confidence. External 

confidence comes from factors such as our praise, status, physical attributes, and how others view us.  

Consider five things that make you feel confident. With each item listed, indicate whether the source 

of this confidence is internal or external. 

        External  Internal 

 

1) _________________ 

 

2) _________________ 

 

3) _________________ 

 

4) _________________ 

 

5) _________________ 
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Worksheet 3  

Ways of Responding 

There are four main styles of communication: assertive, passive, aggressive, and passive-aggressive. It’s 

important to be aware of the style of communication that we use. With the following scenarios, 

determine how they may be responded to with each style of communication. 

 

An order has arrived to your company, but there is an important item that is missing from the box. 

Passive: 

Passive-aggressive: 

Aggressive: 

Assertive: 

 

You are in a crunch to finish up the financial reports before the end of the month, but a coworker 

keeps interrupting your work. 

Passive: 

Passive-aggressive: 

Aggressive: 

Assertive: 

 

You have found out that a coworker has spread a false rumor about you. 

Passive: 

Passive-aggressive: 

Aggressive: 

Assertive: 
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Worksheet 4 

Gaining Confidence 

There are times in which we may not feel confident or have feelings of self-doubt. By reflecting on 

what causes us to feel this way, we can identify ways to improve our confidence levels and take 

targeted action on the underlying issues. For example, if negative self-talk is the cause of our low self-

confidence, we can work on replacing these thoughts with positive and encouraging thoughts instead. 

With the space below, consider what may cause you to have low self-confidence. Determine ways in 

which you can work on changing these behaviors or habits. 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 5 

Gaining Awareness 

Self-awareness helps us to see where we need to improve, as well as recognize personal strengths and 

limitations. It’s important to be aware of what is happening within us, in order to understand where to 

focus our energy. Complete the personal shield below to determine your own strengths, past 

achievements, future goals, and sources of internal confidence.   

My Strengths: 

Something I am proud of 

from my past: 

Future goals: 

Ways to build my 

confidence over time: 
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Worksheet 6 

Thinking About Failure 

The fear of failure can hinder our confidence and prevent us from missing out on great life 

opportunities. Identifying the ways in which failure has held us back will allow us to gain insight on our 

strengths and behaviors that may be holding us back, as well as determine areas in which we may need 

to work on developing resiliency. Use the following questions to reflect on failure. 

 

 

1. How do you define failure? 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
2. In what ways has failure held you back in the past? 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
3. What strategies have you used to overcome past failures? 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
4. What can you change in future situations? 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 7 

Out of the Zone 

Proving that we are capable of personal growth and achieving our goals will in turn allow our comfort 

zones to grow. Use the following questions to explore your comfort zone. 

 

1. Reflect on a situation in which you felt confident, took a risk, or stepped outside of your comfort 

zone. How did you feel before and after this experience? 

 

 

 

2. What did you learn from this experience? 

 

 

 

3. Are there any specific challenges that you would like to work on in order to expand your comfort 

zone and improve your confidence? 

 

 

 

4. How do you think your comfort zone and confidence has held you back, or helped you succeed? 
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Worksheet 8 

Reflecting on Body Language 

Body language is just as important as words- especially when communicating with confidence. By being 

aware of our body language, we can use it to our advantage to identify areas that may be undermining 

our confidence. Read through the following statements and rate each one using the scale provided. 

 

1 = Not confident  2 = Somewhat confident  3 = Very confident 

 

 

A. I maintain good eye contact when listening or speaking to others. 

B. I stand up straight and maintain a good posture. 

C. I use welcoming body language. 

D. I am able to modify my body language to fit different audiences or situations. 

E. I have a confident, firm handshake. 

F. I am aware of how my body language may be perceived by others. 

G. I am able to effectively convey my emotions and thoughts through my body language.  
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Worksheet 9 

Confident Questioning 

Expressing curiosity is a powerful way to project confidence to others. It demonstrates interest, 

engagement, as well as a growth for growing and learning. With the following scenarios, determine 

questions that you may ask to demonstrate curiosity, gain knowledge, and project confidence. 

 

1. A colleague is presenting their idea for a new project proposal, but you are having trouble 

understanding the details of the project.  

 

 

 

2. During a meeting with a client, you are unsure about their expectations and needs. 

 

 

 

3. You have been asked to take on an additional task at work but you are uncertain about the scope of 

the project. 

 

 

 

4. After a networking event, you would like to follow up with someone about their experience.  
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Worksheet 10 

Providing Value 

Understanding how we provide value to the team will help us to feel more motivated and competent 

in our roles. By feeling confidence in the value that we provide, we are more likely to take on 

additional responsibilities, challenges, and contribute our full potential to the team’s efforts. Use the 

following questions to reflect on the ways that you provide value to your team. 

 
 
1. How do I add value to my organization? 
 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
 
2. How do I measure my worth in the workplace? 
 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 
 
3. What are some ways that I can continue to build my value and contributions to my team? 
 
____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 11 

Assertive Expressions 

Assertive communication is an effective, healthy, and respectful way to express our opinions and 

needs. Through assertive communication, we can set boundaries and make sure that our intentions or 

perspectives are clear. Using the following scenarios, determine ways that you can assertively 

communicate concerns. 

1. A coworker is continuously interrupting you during a meeting. 

 

 

2. You feel as though the feedback you have been given is unfair. 

 

 

3. You have been given tasks that are beyond your job description. 

 

 

4. A decision has been made for the team that you do not agree with. 

 

 

5. A colleague has been failing to meet their deadlines on multiple projects. 

 

 

6. A colleague has taken credit for your idea. 
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Worksheet 12 

Past Presentations 

Projecting confidence during a presentation is a leading factor to creating a positive and lasting 

impression on the audience. Reflecting on our past experiences in which we have projected confidence 

during a presentation will allow us to gain insight on strategies that have worked well and how we can 

apply those strategies to our future events. Use the following space to consider a previous 

presentation in which you felt you have projected confidence. Reflect on the context of the 

presentation, as well as the effective strategies used that could be applied to future presentations. 

 

 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 13 

Conquering Fears 

Confidence can be built through reflecting on our fears. This allows us to address our fears and 

determine ways that we can cope with or overcome them. The ladder below represents the 

progression of our fears. At the top of the ladder, describe something that you have proudly overcome. 

At the middle of the ladder, describe something that you are in the process of overcoming. At the 

bottom of the ladder, describe something that you must work on overcoming.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

How can I conquer my fears and overcome what must be worked on, in order to climb the ladder and 

gain confidence? 

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 14 

Identifying Strengths 

With the strengths listed below, choose 3 that you believe are most applicable to you. Then, explain 

why you have chosen those strengths. 

 

 

 

Self-control Flexibility Curiosity 

Leadership Humility Optimism 

Bravery Persistence Gratitude 

Adaptability Communication Resilience 

Emotional intelligence Self-awareness Creativity 

 

Reasons for choosing my top 3: 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 15 

Personal Boundaries 

Personal boundaries allow us to protect and define our own emotional, physical, and mental state. By 

creating our boundaries, we can feel more in control and confident in our ability to advocate for 

ourselves. Answer the following questions about personal boundaries.  

 

 

1. What is an example of a situation in which I have struggled to set a boundary? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

 

2. How do my values influence my decisions in setting boundaries? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

 

3. What strategies can I use to effectively communicate and enforce my boundaries in the future? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 16 

Assertive Criticism 

Providing feedback in an assertive manner will allow us to communicate our thoughts directly, while 

remaining respectful to the individual receiving the feedback or criticism. This will also help to resolve 

conflicts and problems more effectively. Using the following scenarios, determine ways that you can 

assertively give feedback. 

 

1. A colleague is failing to follow the company’s procedures or policies. 

 

 

2. You have noticed that an employee is engaging in unprofessional behavior towards an important 

client. 

 

 

3. An employee has been showing up late every day for the past month. 
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Worksheet 17 

Dealing With Aggressive Behavior 

Knowing how to confidently deal with aggressive behavior in the organization will help to create a 

healthier workspace. Reflect on a time when you were faced with an aggressive individual in the 

workplace. Consider how you responded at the time, and what you would do differently in the future 

to handle similar situations with more confidence and assertiveness.  

 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Worksheet 18 

Dealing With Passive Behavior 

With time and practice, passive individuals can learn to communicate more effectively and assertively. 

Using the following scenarios, determines ways to deal with a passive individual. For example, if a 

colleague is failing to deliver quality work, you can help them by encouraging them to ask for 

clarification or help, discuss the challenges that they may be facing, or setting clear expectations for 

them.  

 

 

1. A colleague is afraid to speak up and express their idea in a group meeting. 

 

 

 

 

 

2. A colleague is consistently avoiding taking on new tasks due to the fear of failure. 

 

 

 

 

 

3. A colleague is avoiding the confrontation of an important work issue. 
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Worksheet 19 

Valued Opinion 

Reflect on a time when you have felt valued because your opinion was needed for an important 

decision. Answer the following questions. 

 

1. What was the situation in which your opinion was needed? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

2. When your opinion was sought out, how did it make you feel? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

3. How did this experience change the way you feel about your role in the workplace? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

 

4. How can you create a workplace culture in which others will feel confident and comfortable in 

sharing their opinions with others? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 
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Post Test

1) Which of the following is not one of the four basic styles of communication? 

a) Assertive 

b) Passive-assertive 

c) Aggressive 

d) Passive-aggressive 

2) ______ communication is honest and direct with sharing thoughts, while maintaining respect to 

others. 

a) Aggressive 

b) Assertive 

c) Reflective 

d) Passive 

3) Which of the following is not true of optimists? 

a) They recognize what is in or out of their control 

b) They review their accomplishments 

c) They will challenge their negative thoughts 

d) They do not share their creativity with others 

4) ________ is about viewing oneself, as well as their accomplishments, in a modest manner. 

a) Arrogance 

b) Egoism 

c) Humility 

d) Conceit 

5) Which of the following may prevent us from making major decisions? 

a) Overthinking 

b) Weighing the pros and cons 

c) Seeing things from another perspective 

d) All of the above 

6) Comparisons are very beneficial; they help us to move towards our aspirations and goals. 

a) True 

b) False 
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7) _______ is the practice of using one’s imagination to help picture success. 

a) Visualization 

b) Yoga 

c) Meditation 

d) None of the above 

8) Which of the following will help a professional to gain knowledge on new skills? 

a) Taking courses on specific skills 

b) Attending a seminar 

c) Seeking guidance from a mentor 

d) All of the above 

9) How can someone demonstrate confidence through their posture? 

a) Standing straight with an open stance and the shoulder back 

b) Slouching with the shoulders drawn forward 

c) Standing straight while crossing the arms 

d) Squaring the shoulders in the opposite direction of the listener 

10) Which of the following strategies will demonstrate assertiveness? 

a) Apologizing for asking a question 

b) Waiting for after the conference or meeting to ask the question 

c) Asking clarifying questions to learn information in more detail 

d) Not showing an interest in what the speaker is saying 

11) ________ can lead to a loss of profits, or missed business opportunities. 

a) Personal boundaries 

b) Being decisive 

c) Visualization 

d) Indecisiveness  

12) Which of the following will not help us in making confident decisions that demonstrate 

assertiveness? 

a) Recognizing our needs and goals 

b) Remaining objective 

c) Making assumptions 

d) Evaluating an outcome 
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13) The first ______ of the presentation are the most important. 

a) 30 seconds 

b) 10 minutes 

c) 30 minutes 

d) 60 minutes 

14) When is the best time to enter the conversation during a meeting? 

a) At the end of the meeting 

b) In the middle of the meeting 

c) At the beginning of the meeting 

d) When you disagree with a coworker’s input 

15) As we focus on our strengths, it is valuable to consider the following questions, except: 

a) What do others value about me? 

b) When am I able to perform my best? 

c) What strengths do those around me have? 

d) What do I find most gratifying? 

16) When we ________ communicate our boundaries, we are more likely to remain in control of 

the situations around us. 

a) Assertively 

b) Aggressively 

c) Passively 

d) Quietly 

17) Which of the following is a constructive technique to confidently deal with aggressive behavior? 

a) Using aggressive communication 

b) Being reactive, rather than proactive 

c) Ignoring the individual 

d) Remaining calm and grounded 

18) Passive-aggressive people are often ______ with their communication. 

a) Direct 

b) Honest 

c) Indirect 

d) Confident 
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19) _______ offers a shift of the authority onto others to tackle responsibilities and important 

decisions.   

a) Delegation 

b) Micromanagement 

c) Blame 

d) Feedback 

20) Which of the following will not aid in building confidence in others? 

a) Effective listening 

b) Delegating important tasks 

c) Celebrating their accomplishments 

d) Constantly checking in  

  



Page 98 

Recommended Reading 

 

Banks, Richard (2020) The Keys to Being Brilliantly Confident and More Assertive: A Vital Guide to 

Enhancing Your Communication Skills, Getting Rid of Anxiety, and Building Assertiveness. 

Carnegie, Dale (2017) How to Develop Self-Confidence and Influence People by Public Speaking. 

Harris, Russ (2011) The Confidence Gap: A Guide to Overcoming Fear and Self-Doubt (1 ed.). 

Potts, Conrad., Potts, Suzanne (2013) Assertiveness: How to Be Strong in Every Situation (1 ed.). 

Tawwab, Nedra Glover (2021) Set Boundaries, Find Peace: A Guide to Reclaiming Yourself. 

Tracy, Brian (2012) The Power of Self-Confidence: Become Unstoppable, Irresistible, and Unafraid in 

Every Area of Your Life (1 ed.). 


