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Welcome
Thank-you for attending Persuasive @ Work.  
Real transformation happens with practice. 
Here are the 3 free, simple coaching 
exercises to put these strategies into 
practice for yourself, supporting you in 
becoming more persuasive at work.  

Carleen Hicks

Founder,
Love Your Working Life
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One 
Word

Track how often in a day 
you use the word “but”.  Its 

hard to catch by yourself, 
so consider making a game 
of it with your loved ones or 

co-workers.  For 1-3 days 
this week, see how often 

you use this word in 
conversation.

Then, look at how you are using this 
word… does it cancel your compassion 
for this other person?

See if you can substitute the word “and” 
instead of “but” in your conversational 
and written communications.  

What was the outcome of making a more 
mindful word choice when communicating 
with others?
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Four Questions
At the beginning of each work day, take a few 
minutes and look at your calendar.  Pick one or two 
meetings where you want to build influence with 
others, and prepare by answering these 4 questions:

What do I really 
want for myself?

What do I really 
want for others 
(or for this other 
person)?

What do I really 
want for the 
relationship?
How would I 
behave if I really 
wanted those 
results?

At the end of the day, reflect on the outcome of these 
meetings:  How did they go relative to your 
intentions?  How do you know?

1

2

3

4
*These four questions are from the book “Crucial Conversations:  Tools for Talking 
When The Stakes Are High”
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Empathetic Listening
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1. Your attention is 
connected to your 
mindset: How are 
you feeling about 
this person?  
About this 
conversation?  
About yourself in 
this conversation?

2. Open-ended 
questions require a 
full response (not 
just “yes” or “no”).  
Mindfully ask in a 
tone of voice that 
conveys curiosity 
and avoid tones of 
distrust or 
judgement.

3. Probing questions 
examples: 
- What is your 
thinking on this?
- How does that 
make you feel?
- Talk to me about 
the impact of that?

4. Clarify by asking a 
question whether 
you think you 
understand this 
person or not.

5. & 6. Paraphrasing
example: “You feel 
your work is not 
valued because you 
don’t see your 
contributions in this 
report?”

6. & 7. Summarize: “I 
want to ensure I fully 
understand your 
concern.  You feel
under valued 
because you’re not 
seeing your work in 
this report for the 
board.  Have I 
accurately reflected 
your concerns?”

Be attentive Request 
clarification

Paraphrase 
what you 
heard

Reflect the 
speakers 
feelings

Summarize
Ask a 
probing 
question

Ask open-
ended 
questions

In the morning, consider your day and commit to 
practicing empathetic listening with at least 1 
person today (at home or at work).  What was the 
impact of empathetic listening on the person with 
whom you were speaking? What was the impact 
on you as the listener? 

1 2 3 4 5 6 7

*This approach to listening was developed by Carl Rogers, author of “Client-Centered Therapy”
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Carleen 
Hicks

…I help busy leaders and professionals 
who struggle with stress, feeling 
disconnected or undervalued by their 
organizations, and don't see how their 
work makes a difference.  

I help professionals to eliminate 
chronic stress, and create a work life 
they love.

Love Your Working Life

I help professionals… 
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Create a work life you can love

Love Your Working Life

Career Strategy Session
Increasing Your 
Personal Power @ Work

In this
in-depth session 

you will…
• Explore what is working in your 

career today, and what is not
• Understand the biggest barrier to 

realizing a work life you can love
• Leave with the first simple step 

towards building a better work life

Book your 
complimentary session 
today:

https://calendly.com/coachingw
ithcarleen/career-strategy-
session

https://calendly.com/coachingwithcarleen/career-strategy-session


Celebrate!
Love Your Working Life

You are taking real steps to become a 
more persuasive and influential 

communicator!


