
Chapter 16 

 

BE COURTEOUS AND CONSIDERATE 

Being this way is a bedrock premise of people skills.  Its thrust should go without saying 

that each of us should always bust our butts to try to be courteous and considerate in all 

our relations and contacts with other human beings. 

But in trying to do this, there are many critical things that we should do and not do that 

we are prone to overlook or not even be aware of.  

With this in mind, below, are what seems like a ton of vital “dos” and “don'ts” that 

involve being or not being courteous and considerate, the big Cs. And many, no doubt, 

are things you already know. But nevertheless, their importance needs to be emphasized 

here so you can discipline yourself to habitually do or not do them. They are presented in 

no certain order.  

Eye Contact 

Let's start off with this “do.”  We've already mentioned it in the context of being a good 

listener. It's the magical people skill of making eye contact with those with whom you 

talk. In fact, be gimlet eyed. That is, intensely fixate your eyes on the eyes of persons 

you're talking or listening to.  It's flattering to them. It tells them you're intensely 

interested in speaking or listening to them. This, indisputably, is a courteous and 

considerate thing to do.  

“But I'm Too Shy” 

Many of us don't do this, because of an innate shyness. If you're one of these people, you 

can overcome this problem. It's a matter of disciplining yourself and practicing. 

One method to master it, is a two-step process. First you force yourself to focus on 

persons' foreheads, just above the eyes. When you've conquered that, then you move on 

to focusing directly on their eyes. 

By dividing your efforts into those two stages or steps, the problem is easier to overcome. 

It's a method that works well. 



But maybe you don't have a problem looking people in the eyes. It's just that you forget to 

do it consistently. And all you need is this reminder about its extreme importance, so 

you'll do it without fail, every time you listen or speak to someone.  

Indeed, it's critical, because, as mentioned, it's such a potent people skill to persuade 

persons, inspire confidence, trust, as well as afford them courtesy and consideration.  

But logically, maybe it really shouldn't be so darn important. That's because con artists 

or persons out to rip you off, no doubt, are masters at making eye contact. So, to trust 

persons, just because they impress you with penetrating, incessant eye contact, doesn't 

seem provident.  

But that conclusion is not pertinent for our purposes, because with this particular 

mannerism or people skill, perception is reality. And reality is that many, many people 

will judge you by whether or not you look them in the eye when they speak or listen to 

you. And they will conclude that you're untrustworthy if you don't, and a rock if you do. 

So, you “gotta” do it.  

Shaking Hands 

And some people also will judge you on whether you shake hands firmly. Like it or not, 

this is the real world.  

I once had a prominent vice president of a bank tell me that if someone gave him a soft 

handshake, what he called a “fish” shake, he would not loan that person a dime. And 

when this banker would shake my hand, his squeeze was vice-like. And because I wore a 

ring on that hand, the fingers next to the ring would throb for a brief instant.  

This makes you wonder. Could giving interviewers “fish” hand shakes and failing to 

make eye contact be factors as to why some persons do not do well in job interviews?  

Could be! 

Should Women Shake Hands? 

This is one more thing for us to ponder. And if women should, should their grasps be 

firm? 

In this writer’s opinion, in this 21st century, the answer to both questions, is, “Yes.”  

Women cannot go wrong when they offer a firm hand shake, especially in business 



matters.  

But you decide this one for yourself.  

In sum, of the two skills, shaking hands and eye contact, the eyes have it. Making 

fixating, steady eye contact with others when you converse with them is an absolute 

must. 

Do it!  

Talk to Everyone in the Group 

And when you're talking to more than one person, try to share eye contact (there it is 

again) with each person. Focus on one set of eyes for a number of seconds, then move to 

another set. In this manner, divide your attention equally among all persons. 

Doing this is such an important people skill. But too few of us do it.  

When it's not done, well, it can quickly lower the self-image of the person in the group 

whose eyes you overlook. Consider the following example: 

José is talking to his brother, Noah, and his wife, Carmen. They are having dinner 

together. José is telling them his opinion about friendships in the workplace. Though, 

supposedly, he is talking to both persons, his eyes and attention are focused solely on 

Noah.  

It's almost as if Carmen is not there. She thinks that José considers her either a dummy 

or a child, incapable of understanding and unworthy of his attention. This puts her self-

worth temporarily in the pits. 

This scenario happens often. Guard against it, and always try to spread your attention 

and eye contact equally. 

If you make a practice of this, you'll be flabbergasted at the results. You'll see a 

substantial difference in how well those in a group will react to what you say. 

I first learned the power of this in opening statements and closing arguments to juries. 

Yes, dividing eye-contact equally can have almost magical, positive results. Just imagine 

how much you buoy a person's self-image, when, for a few seconds, you focus and talk 

exclusively to her or him. And you should do this to everyone in the group. Can't you just 

see the power of this people skill? 



Be Direct  

A crucial aspect of being considerate, is to not beat around the bush when you want to 

say something or make a request. Instead, state exactly what you mean or want.  

When you don't, some experts refer to such pussy footing around regarding what you 

really want to say or do, as being passive-aggressive. A person is aggressively pursuing a 

goal in a laid back, beguiling manner.  

For example, let's say Kim doesn't like the tie her husband, Kyle, is putting on. She wants 

him to wear a different one. But instead of coming right out and saying so, she says, 

“Let's see that's the tie you're gonna wear, hmmmmm!  Well, okkaaaay!”  And because 

her tone is pleasant, the way she says this, is misleading.  

But after 23 years of marriage, Kyle knows her well. Odds are, he thinks, she doesn't like 

the tie, but won't say so directly. So, he replies, “Well, do you like it or not?”  And what 

follows is a brief squabble between the two, which results in Kim getting her way. She 

gets to pick out another tie.  

But the pot can't call the kettle black, because Kyle does similar things to Kim. What he 

typically does is put a guilt trip on her to get her to do something he really should do 

himself, like: “Boy, this afternoon, I have this meeting with Joe, but I need to pick up a 

prescription I'm out of and take my shirts to the cleaners. But I'll figure out something.”   

Well, you can guess what happens. Kim with her plate piled even higher than Kyle's – 

what with her job, the kids, household, cooking, et cetera – ends up burdened with Kyle's 

chores. 

And here are a couple more that Kyle pulls regularly on Kim:  

It's Saturday afternoon. Kyle's stretched out on the sofa watching a football game. And 

this being one of Kim's two free days a week from her job, when she can catch up on 

house cleaning, clothes washing, et cetera, she's in the midst of vacuuming and sorting 

dirty clothes.  

Kyle: 

“I was thinking about making myself a veggie burger.” (long pause, like 

he's waiting for Kim to say something.) 

And sure enough she does.  



Kim: 

(Feeling guilt and pressure) “You want me to make you one?” 

Kyle: 

“That would be real nice.” 

Then there's this classic bummer: 

It's 5:45 p.m. Kim just got home from work and has to take Melania (Kim and Kyle's 

daughter) to math tutoring and then get some “out-of” urgently needed items at the 

supermarket.   

As she's rushing to get out the door, Melania in hand, Kyle, with a beguiling, pleasant 

smile, says:  “I suppose this means I'm on my own for dinner?”  

Kim, exhausted from a particularly trying day at work, and feeling overwhelmed:  

“Oh....Ok, I'll stop and pick up something.”  

Does Kyle then say, “No, let me go get something,” or “I'll call for pizza?”  You know the 

answer.  

Point Sum-Up 

Those sketches say it all, don't they? They illustrate well that being indirect or deceivingly 

circuitous in expressing what you really want, even though your words might drip with 

sugar, runs afoul of considerateness, a fundamental people skill. 

Introduce the Person with You 

If you don't do this, it can knock for a loop your companion's self-worth. Here's what can 

happen:  

Ryan and Chelsea, husband and wife, are at his company's cocktail party. While Ryan 

knows everyone there, Chelsea knows no one. With her at his side, several times Ryan 

approaches co-workers and their companions or spouses. He converses with them. But 

each time he fails to introduce Chelsea.  

She, of course, is a bit taken aback. She feels that Ryan regards her as a fixture, 

unimportant. She lacks identity as his wife. And who knows who or what some of Ryan's 

co-workers might imagine her to be. This offends her. 



“I’m Terrible with Names” 

Now one reason that some persons like Ryan could have for not introducing, is that they 

have a problem remembering names of persons they would be presenting to their 

companions. At times, this happens to everyone.  

And who likes to be put in the embarrassing position, of having to say, “Gee, I'm sorry, 

I've forgotten your names, but I'd like to introduce you to my wife, Chelsea.”  That’s a 

downer, not only for Ryan, but also for the persons he's introducing as well.  

Well, there's a way around this. It's a people skill-technique that serves two purposes:   

1. It avoids offending companions, and 

2. it remedies a memory loss. 

Let's show you how it would work in the situation of Ryan and Chelsea: 

Maxwell and Kaitlyn, Ryan’s two new co-workers, approach them. He just met them 

yesterday. 

Ryan: 

“Well, hi there, newcomers. Hey, I'd like you to meet my wife, Chelsea.” (Ryan 

now pauses) 

Kaitlyn: 

“I'm Kaitlyn James, and this is Maxwell Corrigan. It's so nice to meet you, 

Chelsea.” 

With this method, Ryan gets Kaitlyn's help without emphasizing embarrassingly that he 

can't remember her and Maxwell's names. And when Ryan doesn't state their names to 

Chelsea, it only appears like a minor oversight.  

That doesn't say to Kaitlyn and Maxwell, “Hey, I was so unimpressed with you when I 

met you yesterday, your names didn't matter.”  And, of course, it doesn't belittle 

Chelsea, by saying: “You don't rate an intro.”  Add to that, Ryan now knows the other 

couple's names. And he has saved face as to his poor memory.  

Oh sure, it's better to be good with names and not have such problems. But that's not real 

world for many of us. So this people skill bails us out. It's easy and prevents hurt feelings 

on all sides.  

So, for whatever reason, innocent or otherwise, those who don't introduce companions 



commit discourtesies that hurt relationships. If you have this tendency, take it to task. 

And if your memory is the problem, use the above technique. It works well.  

You Might Not Agree with This  

Some people might consider the following as outdated chivalry. But if you're a man, you 

can make a woman, whether she's your boss, co-worker, wife, sister, mother, aunt, 

fiancée or whoever, feel like a million. Show her the following courtesies:  

• Hold open doors for her. 

• Rise when she enters the room. 

• Rise when she arrives at or leaves a table. 

• Hold a chair for her when she sits down at a table. 

• Let her enter/exit before you. 

• And for her safety, at night, walk her to her car in the parking area or to her front 

door if you drive her home. This particular consideration, all males should render, 

irrespective of how they feel about the others mentioned above. This is because in 

most instances, a woman is more vulnerable to assault than is a man. Men can help 

prevent that. 

Treating women with such courtesies pleases most of them. It makes them feel valued, 

respected. And most don't consider them outdated gestures.  

And even if some do, they'll still appreciate being treated so considerately. That's because 

showing respect for anyone, never will be passé.  

So, no matter what, for men to build and maintain better relationships with women, 

affording them the above special considerations can be a boon.  

But this is opinion.  

And as the saying goes, “Opinions are like bellybuttons; everyone has one.”  Moreover, 

reasonable minds can disagree. 

For Both Genders 

At night especially, when someone drives you home or leaves your place following a visit, 

consider affording that person the following special consideration:  Allow sufficient time, 

and then either text or call him or her. You want to assure that this person has arrived 

safely home. You show that you care. 



A Relatively Strong “No-No” 

This one frowns on the use of certain insincere, trite, expressions. We touched on them a 

bit above, in the “Showing Interest” segment. They're the phrases, “Have a nice day,” 

“Have a good one,” “Have a great evening.”  They're used mechanically to end contacts 

or conversations.  

And of late, it seems they are being used more and more. There is hardly a day that this 

writer does not hear one of them at least once or twice.  

And because of this irritating overuse, they reek of meaninglessness. This makes them 

grating to hear.  

But in addition to those reasons to not use these fillers, they're often used to express 

bitterness or hostility toward another person. For example, after heated disputes, some 

people just before brusquely hanging up the phone or walking out on someone, 

contemptuously will say, “Have a nice day.”  

Translation: “Go to hell” or “Why don't you drop dead!” 

So, purge these hackneyed phrases from your speaking habits. They're losers.  

But say you feel a genuine desire to close what has been a most pleasant contact with 

someone. In other words, you want to express a special wish or feeling for this person 

that you wouldn’t say to every Mary, Tom, and Harry. So, you customize something 

special, like the following: 

“I hope the rest of today will be full of nice things for you.”  Or, “Let’s hope your 

weekend coming up will give you a chance to rest up and enjoy something you really 

like doing.” You probably can think of some things even better to say.  

But the point is you stay away from humdrum, boilerplate sayings that reek of 

artificiality, insincerity. And you instead express customized good wishes, but only to 

special people with whom you have had a pleasant rapport or experience. That limiting 

factor along with customized words will convey sincerity and genuineness.  

Translate Foreign Languages  

Suppose you're at a gathering with a companion. You speak Spanish fluently, but your 

companion speaks little or nary a word of it. A third person approaches and starts 

speaking to you in Spanish. For the benefit of your companion, you should translate each 



side of the conversation.  

Ask the Spanish speaker to pause a bit after each of you speaks. This will give you time to 

turn to your companion and translate. 

If you don't do this, your companion could feel: 

1. you and the other person are talking about her or him; 

2. the two of you think she or he is an unimportant fifth wheel; 

3. you and the other person are showing off; 

4. like a dunce; or 

5. all of the above. 

Needless to say, all are downers. They are potential consequences that are so easy to 

prevent by simply practicing a basic act of considerateness:  translate everything.  

This will make things challenging, lively, and interesting for everyone. 

Persons with a Different-Native Tongue 

Let’s talk about people who were born and raised in a country, where English is not the 

spoken language. And these people didn’t come to America to live until they were 

teenagers or older.  

Thus, many of them speak English with an accent you can cut with a knife. And generally, 

if you talk to them at your normal pace, this will be too fast for them. They will struggle to 

understand you. 

So, the considerate thing to do, is to talk to them much, much slower. And try to 

enunciate more distinctly than you normally would. Also, ask them to do the same when 

they talk to you.  

And for sure, when you talk to them, stay away from slang and the tons of idiomatic 

expressions that most of us use, like,  “Get on the ball,” “She’s off her rocker,” “Get lost,” 

“That’s a humdinger,” and so on. 

But again, most importantly, speak slowly and distinctly to them. And, oh yes, also, 

patiently and attentively listen when they talk. These things can be so helpful.  



So, do them, and these people will love you. 

Don't Be a Flake! 

This should go without mention. But so many persons are unreliable. And this can be so 

damaging to any type of a relationship. A commitment from this type of person has to be 

taken with a grain of salt. 

In contrast, how secure and confidence inspiring it is to have a bond with someone you 

regard as a rock. When that person says she or he will do something, consider it done. 

Promises and commitments mean something.  

Yes, dependability is a priceless trait, and, in reality, a people skill, because it affects 

other persons. Some of us are blessed with this characteristic by nature. The rest of us 

have to work at it.  

If you're in that latter group, you too can become more reliable with desire and practice. 

And your motivation can be how much this will improve how well you get along with 

others.  

Return Phone Calls! 

One thing that makes people look like flakes, is to not return or make necessary phone 

calls. But it's a kind of inconsiderateness or unmindfulness that if you work at it, can be a 

piece of cake to remedy.  

Anyway, just think of the many times others do this to us. It can go something like this:  

You make a business deal with Friendly Joe; you order something from him and his 

company. He tells you the product will be delivered within ten days.  

The tenth day comes and goes, but you haven't received it. Has Joe called or written you? 

No. So, you call him. You get voice mail. And it's interesting to note that before Joe got 

your order, he was an eager beaver about returning your calls. Or he would see your 

name on caller id and be Johnny-on-the spot to pick up the phone and talk to you.  

But now, because he's locked in your business, you're suddenly not so important. You're 

“back-burnered.” So, you have to leave a message. Does he call you back? You know the 

answer. So, you call again. This time you hit zero for the operator and get a live person 

who promises that Joe will return your call.  

But he doesn't. So, the next day you again call and get that same operator. You get 



another promise. But this time you sense, from that person's tone, that someone, 

probably a supervisor, will push Friendly Joe to follow through.  

And sure enough, a few hours later Joe does call. Very nonchalantly, almost arrogantly, 

as if he's somewhat annoyed at being pursued, he says:   

“I understand you'd like to know about your widget; well, I might be able 

to find out something online tonight. They usually post what orders they're 

going to produce on Thursday nights. Why don't you call me next week, 

and maybe I'll be able to tell you something.” 

Can you believe that? He says, “Why don't YOU call me . . . .”  Geez!  Who's the customer 

here? And what a change in tone and attitude you detect from when he was trying to get 

your business. He's like a different person.  

What is it with people like that? Well, other than being too busy and a little dense, it 

could be that old bugaboo, ego. Though it flies in the face of common sense, such “Joes” 

think that when they return calls promptly, or initiate calls, they're catering to people. 

And to them, that diminishes their importance.  

On the other hand, when people have to call them, they're the ones being catered to. This 

feeds their egos.  

But whether a Friendly Joe has an ego problem or not, he's almost always a plain jerk. 

He's already banked his sales commission or made his sales quota, so he's no longer 

interested in you. It's that simple.  

And incredibly, many, many people in the business world are this way. And the only 

reason they survive is that they have a product or service that's in demand. They're in the 

right place at the right time. But their achievements will usually bask in mediocrity at 

best. And their telephone habits tell it all.  

Indeed, it's amazing how seemingly little things like not making or returning necessary 

telephone calls can reveal so much about persons. It discloses rank inconsiderateness 

and unreliability.  

Keep Callback Promises 

Now here's another inconsiderate telephone-manners-miscue some people make. But it's 

far less serious than the Friendly Joe matter. Yet it's annoying. 



You're talking to someone who interrupts the conversation, with: “I've got another call. 

I'll call you right back, okay?”  So, you graciously say, “Sure thing,” and you both hang 

up.  

First off, this raises a question:  that barring something urgent, should an incoming call 

take priority over the conversation with you? By letting it, this person could be telling 

you, “I don’t consider talking to you as important as talking to this next person.”   

But back to the other point: does this person call you back, much less right away? Nope!  

So, you end up having to call her or him hours later. “Oh, I'm sorry, I forgot,” this person 

says, or offers some excuse of a distraction. But you just overlook it, because it's a 

pattern with this person. It happens often. People like this are easily distracted. They 

need to fight this.  

Unmindfulness 

In defense of a lot of such people, it's just that they're unmindful. Nevertheless, their lack 

of wrongful intent, in no way softens the blow of their failures. And it sure doesn't help 

their relationships.  

Don’t Be a Phony 

It should go without saying that people never should say things that they later contradict 

with things they do or fail to do. The ageless saying, “Actions speak louder than words” 

is so pertinent in our dealings with others.  

Yes, too many people readily make commitments and fail to keep them. Or they utter 

words of belief or support that their later conduct belies. They speak with forked 

tongues.  

Empty words are better not said.  

Leave It Where or Like You Found It 

This advice is so stemmed in common sense that for adults, it should not need 

mentioning. But for many of us, it does.  

It must be a childish or teenager habit that many have never shed. Too many times when 

they use something of another's, they don't put it back as, or where they found it.  

Here are some examples:  



• I use your copy machine. Its exposure setting from light to dark is set at the half-way 

point. I need a darker setting, so I set it a third higher. When I finish, do I return the 

setting to the position where you had it? No. And when you later use the machine, you 

don't notice the setting change and ruin a copy.  

• I use up all the paper in the machine and don't replenish the supply. 

• I leave the machine paper-jammed. 

• I borrow your dictionary and when I'm through with it, I don't return it to your desk. 

The next time you need it, you can’t find it. 

• Dad keeps his house too warm for me. So, while I'm at his house I always lower his 

thermostat. But when I leave, do I reset it? Nope. 

The list could go on. You probably can add a bunch more to it.  

Speak Up and Do So Distinctly  

It's now reported that irrespective of age, one in five persons has some kind of a hearing 

problem. Previous thinking was that usually only the elderly had such problems. But now 

experts say that because so many people in their younger years listened to so much 

blaring, loud music, impaired hearing in this 21st century is now almost epidemic. 

Yes, twenty percent of people you talk to, no matter their ages, have difficulty hearing 

well.  

So, if you tend to mumble or talk too softly, many persons will have a problem in 

understanding you.  

But centuries ago, the Master, Shakespeare, beautifully described a woman’s voice. He 

said: “Her voice was ever so soft, gentle, and low, an excellent thing in a woman.”  But 

today, centuries later, a soft, low, gentle voice is not excellent, because egads, 20 percent 

of us can’t adequately hear it, much less understand it.  

And this results in crucial misunderstandings. For example, as discussed in the Listen 

Well-Respond Well segment, a listener may consider a “doesn't,” a “does,” or miss a 

crucial-tiny word like a “no,” or a “not.”   Remember the Samantha and Lisa sketch, 

where it cost someone a job?  

Furthermore, if someone cannot hear you well enough to fully understand your words, 



you could fail to persuade this person about something vitally important. And you will 

never know that it was because you did not speak loud and clear enough. 

As to this, I can't count the number of times in court, I have had to interrupt a witness' 

testimony on the witness stand, and tell her or him to speak up. I would do this, because I 

would see jurors leaning their heads toward the witness like they were straining to hear.  

In conclusion, as basic courtesy and consideration for those you talk to, speak up and do 

so distinctly. 

Communicate Clearly 

That is, try to say things in abundantly clear ways that don’t burden listeners with having 

to question you to understand you.    

For example, some of us will often refer to persons or things with pronouns like “he,” 

“she,” or “it.” But listeners will not be able to tell from the context about whom or what 

we’re talking.  So, they have to ask us. 

Here’s an over-simplified illustration: 

Margo:    
“On Monday, Tony, Bill, and I were talking after the class, when all a sudden, he 

gets furious and walks out the room.” 

Lyle:  

“Who walked out, Tony or Bill?”      

Margo: 

“Tony.” 

Obviously, Margo could have prevented Lyle’s befuddlement by simply using the noun, 

“Tony” instead of the pronoun, “he.” 

Then there’s this rather common way of unclearly communicating. It’s to not provide 

adequate details or specificity to what you’re saying.  As a result, you force listeners to 

probe you for further information:  

Sandy: 

“Hey, Dad, I’m at HEB Nursery.  They have small Junipers that are terrific buys.” 

This, of course, makes Dad have to ask Sandy, how small is small, and what is a terrific 



buy.   

But let’s revise Sandy’s call and save Dad the bother:   

Sandy:    

“Hey, Dad, I’m at HEB Nursery. They have three foot Junipers that are terrific 

buys at $10.” 

Final word on this:  Put yourself in listeners’ shoes.  In one fell swoop, what do you need 

to say, and how should you say it, for them to understand exactly what you mean.  

Contentiousness 

Don't be a nitpicker about things de minimis  (too trivial to be concerned about). Instead, 

if at all possible, when someone states an unimportant opinion, look for something about 

it with which you can agree.  

And for sure, don't do what Marisol does in this scene:  

She and Brady are in a car waiting for a red light to change to green: 

Brady: 

“Gosh, this is the longest darn light.” 

Marisol: 

“Come on, I've seen a lot worse.” 

Now, what does Marisol accomplish with that comment? Actually, she does nothing but 

deal Brady a MakeFeelBad, mild though it be. Why in the blazes couldn't she say 

something as simple as, “Yeah, it's a humdinger!”? 

Doing that, makes use of such an easy people skill. Marisol needs to wise-up, just like 

many of us need to do. Yes, some of us have to find some flaw in almost everything that's 

said. Let's try to stay out of that crowd.  

So, as a response to a matter that doesn't mean a hill of beans, again, all you have to say 

is something harmless like, “Hey, how about that!  That's something.” Or, just one word, 

“Amen!”  And if you can't do that, then mum's the word.  

But Say You Have to Disagree 

But if you just have to disagree about something, do so as pleasantly as possible. And for 



sure, avoid something like this:  Scowling or grimacing, Candy says: “Gosh, Josh, that 

doesn't make sense!  Come off that!   Don't . . . .”  

Contrast that with this:  

“Josh, I understand where you're coming from. Were I you, I'd feel exactly 

as you do. That's because I'd be disadvantaged in not having all the 

information. And that's what you're up against. That's not fair to you, 

Josh. For example, you should know that . . . .” 

Candy's first approach is clearly a turnoff. There's no excuse for it. While in sharp 

contrast, the second method is a tactful, courteous way to differ with someone.  

An Outstanding Way to Show Considerateness! 

Janice tells Jeannene:  

“As soon as I hear from Bob as to when we're going to meet tomorrow, I'll 

give you a call. He promised he'd call this afternoon and let me know.”  

At 5:30, Janice calls Jeannene:  

“Gee, Bob didn't call me like he said he would. So, I'm trying to find him. I'll 

get back with you tonight, and let you know if I had any luck.” 

Unfortunately, in this world, many a person in Janice's shoes would not make that 5:30 

call to Jeannene. That person would think, “Well, I didn't hear from Bob. I only said I'd 

call her IF I heard from him.”  And, technically, that's right. 

But it's the wrong way to be right. It's like being dead right in the cemetery. And it's 

being inconsiderate. We all know how unnerving it is to be waiting for a phone call that 

doesn't come. You wonder and wonder. 

So, consider the anxiousness on other persons' parts, how it feels, and always report 

back to those who are expecting to have information by a certain time. Hearing 

something, though not fulfilling, is better than hearing nothing. You at least eliminate 

the thought that the matter has been overlooked, or that someone doesn't give a hoot.  

This people skill is nothing but common-sense courtesy.  



“Humiliaters” 

Criticism, under any circumstances, no matter how delicately and tactfully it's given, is 

always hard to stomach. But when it's done within earshot of others, it can be just plain 

mortifying.  

For example, Sean every now and then berates his wife in a public place. What follows is 

typical of how and where he'll usually do it: 

He and Meredith are checking out at their local supermarket. Within earshot of them, 

are the cashier, a teenager who bags the groceries, and three other customers in line. 

While Sean is standing idly by, skimming a magazine from a nearby rack, and without 

lifting a finger to help Meredith while she toils with unloading of their cart, he says:  

“Hey....keep the dairy stuff together. Don't put the Windex next to the food. 

Now, why are ya putting bread next to the canned stuff? It'll get crushed. 

Geez, careful where you put things.”   

As you can imagine, Meredith's face turns beet red. She is so humiliated she even tears a 

bit. And she feels an overwhelming urge to shout obscenities at Sean and run out of the 

store, screaming.  

But, as usual, she bites her lip and then in the pits of her humiliation she tries to keep her 

eyes from meeting anyone else's.  

And after the two are in their car with its doors closed, she lets Sean have it. And well she 

should. But woe's her, other than being cathartic, chewing him out avails her nothing. 

Because shortly down the pike, he'll do something similar again, equally humiliating.  

For example, how about this bummer that happens just a few weeks later:   

The doorbell rings and Meredith, with Sean following her, answers it. It's the mailman 

with a certified mail letter. On the front porch he asks her to sign. Since she doesn't have 

a pen, the mailman hands her one. At the same time Sean is trying to give her one. But to 

be courteous to the mailman, she uses the one he gave her. To that, Sean, slams his pen 

down on the concrete porch, so hard, it breaks in two. He then abruptly turns back into 

the house. The mailman's eyes palpably widen, as if to say “Wow!” 

In sum, that's just another day at the office for Sean. He'll never change.  

But the message for the rest of us is: that barring urgencies or exceptional 



circumstances, it should be an absolute: In the view or earshot of others, never should 

we express displeasure with persons, that is, criticize them, nitpick them, or even make 

touchy suggestions to them. 

Making Fun of, Mocking 

When in a group, don't take part in poking fun at or mocking one member under the 

guise of, “We're just kidding or having some fun.”  Few things are more mortifying.  

Sure, to some, it might seem great amusement at the time, but it's costly in feelings. The 

game is not worth the candle. 

And sometimes on the surface the situation can be highly misleading. To save face, 

victims can appear to be going along with the “fun,” and even laughing too. That's 

because they don't know what else to do. Inside they're humiliated, embarrassed, and so 

hurt. But usually their flushed faces and ill at ease demeanors will give them away.  

Good Samaritan Needed 

In any case, because mocking or ridiculing can be so wrong, you should even consider 

rising to the defense of someone. You could say: “Gee, Ladies, let's lay off this kind of 

stuff.” 

But if you feel you can't go that far, at least, in some way show that you want no part of 

the “fun” and do not approve of it. And one indirect way to skillfully and effectively do 

this and end the misbehavior, is to abruptly change the subject:   

“Guys, hold on, I've been dying to ask you, what do you all think of those 

last two minutes of the Bears-Giants game, Sunday? Did the ball really 

break the plane on that last Bear TD?” 

Taking either of those Good Samaritan measures, at least doing something, will make 

you stand tall with the person being ridiculed.  

Blatant Inconsiderateness! 

Imagine this: You've toiled all morning and early afternoon preparing, cooking, and 

serving a sumptuous Sunday dinner for your brother-in-law, Steven, and his wife, Shelly: 

Steven: 

(while smacking a morsel of your baked potato) “Boy, let me tell ya, Shelly 



can really cook up a super-baked potato. Man, she really knows how!”  

(Translation: “You don't.”) 

Shortly thereafter, Shelly, while picking out pieces of tomato from her salad:  “I don't 

like tomatoes in my salad.” 

Well, the words of those two say it all.  So, no comment.  

Add This One! 

The following scene happens often. It is somewhat like the situation discussed above 

where José is talking to Noah and Carmen, and only makes eye-contact with Noah. And 

how this makes Carmen feel like a fifth wheel.  

In this scenario, Carlos, Juan, and Melinda are lunching. Almost as soon as the three 

arrive, Carlos and Melinda enter into an extensive, intense conversation about a problem 

at the office where they both work. And in no way is the matter an urgent, necessary 

discussion, which if it were, they could ask for Juan's indulgence.  

Since Juan doesn't work there, he, of course, knows nothing about the matter. Thus, he 

feels left out, like a stranger sitting at a different table.  

Now, other than making such private conversations taboo, is there a people skills way of 

handling this situation? Yes. If an outsider could understand Carlos and Melinda’s 

subject in any possible way, they should have Juan participate in the discussion. They 

should explain the problem to him. Then, the three should exchange opinions.  

Often an impartial outsider can see things that insiders cannot. This can make a lively 

conversation. And Carlos and Melinda, indirectly, will be saying to Juan:  “We respect 

you and value your presence.” 

A Maddening Discourtesy! 

You might think this one belongs in the Gratitude section. But because it's such a breach 

of people skills that breeds so much ill will, it also belongs here. 

It comes into play when people can't be bothered to write personal-thank you notes.  

A good example is wedding gifts. At considerable expense, you attend an out-of-town 

wedding of your business associate's daughter. You really do not know her or her 

husband-to-be. You're attending as a courtesy to your associate.  



You also send the couple a lovely gift. It costs you a bundle.  

Other than a mechanical, “Hi, thanks for coming,” your associate shows little or no 

appreciation for your attendance. He should, however, realize the expense and 

inconvenience you incurred.  

And do the newlyweds pen you a note for the costly gift you gave them? You can guess the 

answer to that, it's no! 

Fortunately, however, most newlyweds do the right thing. They do send thank-you notes 

for wedding gifts. But inexcusably, a sizable percentage does not.  

In the example above, should you pardon the couple because of their youth? Should you 

excuse them because they really don't know you?  

Obviously, no, is the answer to both questions. If this couple is old enough to get 

married, they're adults. Even four year olds know how to say thank you.  

And what about your associate? Should he be excused because, technically, it was the 

daughter's responsibility to send thanks? No, that doesn't wash either. Why? Well, 

because, as an obligation and courtesy to you, the associate should have made sure that 

his daughter did the proper thing. 

So, in no way can your associate's oversight be defended. It's a blatant discourtesy. 

Arguably, he used you to get a wedding gift for his daughter.  And the ingratitude that 

both show is relationship damaging. 

It's needless harm that could be easily prevented with a postage stamp and five minutes 

of time. An email would be better than nothing, but a hand written note sent by U.S. Mail 

would be best. 

The Brush-Off 

Miranda: 

“Pamela, I am wondering if you and I shouldn't talk about that 

commission clause in our agreement. I hope you don't think I'm being 

unfair with it.”  

Pamela: 

“Don't worry about it.”  



That phrase often is used to brush someone off, avoid a touchy subject. And needless to 

say, it's not exactly a congenial thing to do.  

For Pamela, her commissions are a sensitive, thorny matter. And by using that phrase, 

she is throwing a bit of a curve at Miranda and being less than up front. At best, Pamela's 

response is ambiguous. Miranda could take it that:  

(1) Pamela thinks Miranda's commission clause is unfair, and that she, Pamela, has 

no choice but to accept it, or  

(2) she has no problem with it, and the two of them should not waste time talking 

about the matter.  

So, in reality, Pamela is being inconsiderate and, arguably, rude in leaving Miranda 

twisting in the wind, as to how, she, Pamela, truly feels. Hence, just about any way you 

look at it, her “Don't worry about it” answer is a brush-off that's counterproductive.  

The only one who knows the score, is Pamela. And her unwillingness to communicate it, 

is hurtful to her relationship with Miranda.  

Now, let's remedy the problem. We change the story to have Pamela use some people 

skills. She replies differently when Miranda broaches the ticklish subject. This time 

Pamela confronts the matter. 

“Miranda, it's not that I think that you're unfair, it's just that the whole 

situation is not what it could be. And I don't see why you, alone, should be 

blamed for that. Now here's what I think we should do to make it fair to 

each side. This could help you in the future with someone else . . . .” 

But if Pamela would feel uncomfortable saying something like that, or she's not sure how 

she feels about the matter, she could say:   

“Miranda, can we take this up later? I'd really like to give this more 

thought before I say anything.” 

With either of those two reactions, Pamela is not discourteously brushing-off Miranda 

with a puzzling reply that might deliver a negative message. And too often that's exactly 

what gets delivered when that phrase: “Don't worry about it” is used. 

Ahead, we'll discuss some further aspects of this murky phrase.  



Walk in the Moccasins of Others 

Finally here, as a basic people skill, try to put yourself in shoes of the other person. 

Decide were you she or he, what courtesies and considerations would you like to be 

afforded. In other words practice the Golden Rule, “Do onto others what you would 

rather they do onto you.”  

That immortal touchstone combined with the various people skills suggestions that 

you've read above, will help you determine what changes you need to make in your 

conduct so that as much as possible you can be more courteous and considerate to 

others. 


