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Kind Assertion of Ideas and 

Opinions

• Tact and diplomacy are methods used to aid 

effective communication, especially during 

negotiation and when attempting to be persuasive 

or assertive.

Using tact and diplomacy appropriately can lead to 

improved relationships with other people and are a 

way to build and develop mutual respect, which in 

turn can lead to more successful outcomes and 

less difficult or stressful communications.



Tact and Diplomacy

• Tact is the art of making a point without 

making an enemy. - Isaac Newton

•

Diplomacy is the art of letting somebody 

else have your way. - David Frost

•



Elements of Tact and Diplomacy

• Attentive Listening

• Emotional Intelligence

• Showing Empathy

• Assertiveness

• Rapport

• Politeness



Elements of Tact and Diplomacy

• Attentive Listening: listen to not just what is being 

said but also how it is being said in order to 

understand, and react appropriately 

• Emotional Intelligence:  People with higher 

emotional intelligence can usually use tact and 

diplomacy more naturally in communication.  Emotional 

intelligence is a measure of how well we understand 

our own emotions and the emotions of others. 



Elements of Tact and Diplomacy

• Showing Empathy: As an extension to emotional 

intelligence, empathy is your ability to see the world 

from another person’s perspective. 

• Assertiveness: The reason for using tact and 

diplomacy is very often to persuade or influence others 

to think or behave in a certain way.  Assertiveness is 

fundamental to this process and a skill that many 

people lack. (Not to be confused with bullying)



Elements of Tact and Diplomacy

• Rapport: Rapport is closely linked to tact and 

diplomacy as well as emotional intelligence and good 

manners. 

• Politeness: Being polite and courteous, respecting 

other people’s view-points and cultural differences is 

important in many interpersonal relationships.  



Handling Difficult Conversations

• Planned Difficult Conversations: occur when 

the subject has been given thought, they are 

planned as the time, place and other 

circumstances have been arranged or are 

chosen for a reason.

• Unplanned Difficult Conversations: take 

place on the spur of the moment; these are 

often fueled by anger which can, in extreme 

cases, lead to aggression.



Two Factors of Difficult

Conversations

• Emotion - Emotions are, a natural response to 

situations that we find ourselves in. Emotions are 

therefore not positive or negative but appropriate or 

inappropriate. 

• Change - If possible it is beneficial to think about the 

positive side of the change and the potential 

opportunities that it may bring. 



Preparation and Implementation

• Information gathering – have facts straight

• Listen – relax; use clarification and reflection techniques

• Be assertive – communicate clearly and effectively

• Be empathetic – understand the other person’s viewpoint

• Be prepared to negotiate – aim for win/win

• Use appropriate verbal and non-verbal language

– Make eye contact, avoid confrontational approach,

– Avoid jargon

• Stay calm and focused – maintain proper breathing, 

take time to be effective



Additional Strategies
• Consider and write down possible objections

• Listen to what the other person has to say

• Negotiate – (Do not enter negotiations in angry or 

stressed way)

• Strengthen your argument by offering time-scales 

of when you foresee the benefit of your proposals 

being reached.



Additional Strategies

• If possible turn statements into questions.  
– Rather than directly voicing your opinion, turn your 

statement into a question for the other person to think 

about.

• If the conversation gets heated, try to give 

yourself room to respond in ways that help 

rather than inflame a situation, including 

taking a short break.

• Keep an eye on the prize.


