
Be More Assertive: A
Practical Checklist
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Your Assertiveness Plan
When you can speak up for yourself and what
you value, people will gain respect for you and
more importantly, you respect yourself.

The other day, my yoga teacher said, "When you're stuck in
your head, you're dead." This is what happens when you
want to be assertive but can't. Your internal voice starts
broadcasting all kinds of thoughts that derails you from what
is actually happening. You might freeze, lash out or even stop
breathing.  

 This practical checklist is here to help you find your assertive
voice. Being more assertive is not just a situation, it's a way of
life. Are you in control of life or is life controlling you?

3 Key Factors
 Assertive people are not born that way, they are made.
Individuals who are assertive tend to have these three things
in common: 

First, they know what they want and they ask themselves if
their efforts are leading them in that direction.
Second, they keep an open mind because they respect
other's ideas. 
Third, they know how to communicate their thoughts
effectively and handle their emotions under pressure.

Set aside some times to review the following checklist and
questions, you can jump-start your progress. They will help
you get clear on what you really want and build the
momentum you need to be more assertive. 

Kit Pang 
Kit Pang (Founder, BostonSpeaks)
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"Once you have a major success with
assertiveness, you learn that it's a much
healthier path than being a doormat to
the insensitive folks. You gain respect
for yourself, have more time for your
priorities, and develop authentic and

healthier relationships." 

Doreen Virtue 
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Assertiveness Checklist

▢ I Understand What Assertiveness Means To
Me

▢ I Keep An Open Mind And Listen To The
Other Peron's Wants & Needs 

▢ My Ask Is Fair 

▢ I Am Under Control

▢ Ask Multiple Times

▢ I Can Learn From This 
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I Understand What Assertiveness
Means To Me

As you write down or think through your responses, you'll gain clarity
on what matters most to you when it comes to becoming more
assertive.

What do I like about the current way of communicating my needs and wants?

What does assertiveness mean to me? 

What do I often think about when I am not confident in situations where I need to
be more assertive?  

Where does my courage come from and can I tap into this when I fall into these
thinking patterns (from question above) 

If I could only choose one thing, what I would like to improve on my assertiveness
today would be:
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I Keep An Open Mind And
Listen To The Other Peron's
Wants & Needs

Let's face it. If it weren't for difficult
people, life would be easy.
 If you want people to listen to what you want, you have
to listen to what they want.  Here are 

 Key Listening Tips:

When it comes to listening, listen to yourself first and
understand what you stand for, what you want and
what you value. Put the oxygen mask on yourself first
before you help others. Often, we rush and don't even
know what we want the outcome to be.
4 Seconds - When someone is done talking (or you
think they are done), count up to 4 seconds in your
head or take a deep breath. Something magical
happens in second 2 and 3. They're not done yet!
Be Open To Their Conspiracy Theories  - You don't have
to adopt another person's view point but at least hear
them out and see what makes them tick. It might make
you see life in a different way. Instead of thinking, "No
Way!", think of, "Tell Me More." (then breath).
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My Ask Is Fair
Don't be a bank robber making
crazy demands. Do you tell
people the WHY behind your ask?

I Am Under
Control
Can you deliver your message
calmly and are you breathing? 

Ask Multiple
Times
Remember that what you hear is
not what they hear. They might not
even hear it the first time! 

People need to hear your ideas 4-
7 times before they internalize
it. Ask in different ways as well.

I Can Learn
From This
I took away a lesson I can learn
from to help me become more
assertive in the future.



Ready To Improve Your
Communication & Leadership

Skills?

GET STARTED

Get Personalized Feedback And Steps To Help You
Become The Best Communicator You Can Be. 
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https://www.bostonspeaks.com/coaching

