REVIEWING YOUR COMMUNICATIONS STYLE

Our overall communications style encompasses more than what we say and how we say it.  Our attitude, our presence, and our personality also influence others’ perceptions of our style of communicating.  Since communication is a very fundamental skill and since we learn communications behaviors at an early age, it is often difficult to objectively assess our communications patterns and to see ourselves as others see us.  Following is a list of thought-provoking questions for personal review.  After you have done a self-assessment with the questions below, try going over the list with a trusted friend or mentor to see if their impressions of your communications style are the same as yours. Your success as an information professional depends on how well you communicate and interact with others as much as on how well you practice your profession.

1. Am I pleasant and approachable?


2. Do I have a positive, can-do attitude or I am the first to have a list of reasons why things cannot be done?

3. Do I readily make eye contact with persons I encounter?

4. Do I go out of my way to meet and speak to people?

5. Is it clear that I have a sense of humor?

6. Do I listen carefully and respectfully?

7. Do I ask questions that show I understand the topic at hand and that help the person with whom I am speaking further define their thoughts?

8. Do I make an effort to remember names and pertinent information?

9. Can I adjust my vocabulary to match that of the person with whom I am speaking? 

10. Can I speak the language of our business?

11. Do I have a tendency to talk down to others or use jargon that creates barriers in our conversation?

12. Do I proactively contact people and offer assistance for special projects or high-profile initiatives?

13. Am I consistent about thanking people for their help and support?

14. Do I share information readily?

15. Do I give instructions clearly?

16. Do I give constructive feedback in a timely way?

17. Do I invite alternative points of view and feedback?

18. Do I think before I speak?

19. Do I give credit to others when it is due?

20. Am I good at networking?

21. Do I complain a lot?

22. Can I keep information confidential when it is necessary to do so?
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