
10 Steps to
Prepare You for
Difficult
Conversations
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Outline the key points you
need to discuss and
anticipate potential
reactions to stay focused
and confident.

1. Prepare in Advance
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Pick a neutral, private
setting and schedule a time
that allows for an
uninterrupted discussion.

2. Choose the Right Time
and Place
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Begin the conversation with
a positive remark or
appreciation to set a
collaborative tone.

3. Start with a Positive
Tone
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Communicate your message
clearly and avoid vague or
ambiguous statements.

4. Be Clear and Direct
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Address the behavior or
situation objectively without
assigning blame or making
it personal.

5. Focus on the Issue, Not
the Person
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Listen to their response fully
before replying to show
respect and understanding.

6. Listen Actively
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Maintain a calm demeanor,
even if the discussion
becomes heated, to keep
the dialogue productive.

7. Stay Calm and
Professional
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Acknowledge their concerns
and demonstrate empathy
to build trust and rapport.

8. Acknowledge Their
Perspective
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Offer actionable
suggestions or
compromises to resolve the
issue effectively.

9. Propose Solutions
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Check in afterward to
ensure mutual
understanding and
continued progress on the
matter.

10. Follow Up After the
Conversation



If you enjoy our content, let's connect! 

💡 Follow me on LinkedIn

💡 Subscribe to Quilty Engineering Hub for
FREE access to monthly newsletters, design
spreadsheets, technical notes, and more.


