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GETTING YOUR MESSAGE ACROSS
(Reference: Adapted from “Getting Your Message Across.” Copyright Parlay International. Distributed under 
licensing agreement to BYU–Idaho employees.)

There’s more to getting your message across than simply stating it within hearing distance of
your listener. Here’s how you can improve the likelihood that you’ll be heard.

Create a Positive Atmosphere

< Show others they can trust you, that you won’t embarrass them or use their words
against them.

< Avoid judging people’s opinions unnecessarily.
< Give praise and positive feedback regularly.

Organize Your Thoughts

< Do your homework: Know the subject you’re presenting thoroughly (including its
pros and cons).

< Be as specific and accurate as possible when presenting ideas or information.

Adjust to the Listener

< Check out your assumptions about what the other person already knows.
< Avoid letting communication shut down because one person doesn’t understand the

other.
< Avoid jargon. Use appropriate language: Consider the person’s background, ability,

age, work experience, etc.
< Pick an appropriate time and place so the listener can hear and respond without being

distracted. If the subject is personal, find a private place.

Invite Response

< “What do you think of this?”
< “How do you feel about that?”
< “Tell me how you interpret what I just said.”

Be Aware of the Unspoken

< If tone and body language give a different message than your words, it can distort
your intent. Consider the unspoken messages that are communicated through tone of
voice and through body language.
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IDEAS FROM ZENGER-MILLER CO.
(Reference: Zenger-Miller, San Jose, California, 1986)

Winning Support from Others

< Establish mutual involvement in the situation.
< Explain how your recommendation benefits others, the organization, and yourself.
< Determine understanding and reactions.
< Address the other person’s concerns.
< Ask for the specific support you need.
< Agree on an action plan.

Confronting Issues with Your Manager and Peers

< Explain the problem as you see it.
< Describe the impact the problem is having on performance.
< Ask for the other person’s views.
< Agree on the problem that needs to be solved.
< Explore and discuss potential solutions.
< Agree on what each person will do to resolve the problem and set a follow-up date.

The Basic Principles 

< Focus on the situation, issue, or behavior, not on the person.
< Maintain the self-confidence and self-esteem of others.
< Maintain constructive relationships with your employees, peers, and managers.
< Take initiative to make things better.
< Lead by example.
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GIVING FEEDBACK – SCRIPTURAL INSIGHTS
(Reference: BYU–Idaho Human Resources, Effective Supervision, 2001)

Doctrine and Covenants 121:39-43

39. We have learned by sad experience that it is the nature and disposition of almost all
men, as soon as they get a little authority, as they suppose, they will immediately begin to
exercise unrighteous dominion.

40. Hence many are called, but few are chosen.

41. No power or influence can or ought to be maintained by virtue of the priesthood, only
by persuasion, by long-suffering, by gentleness and meekness, and by love unfeigned;

42. By kindness, and pure knowledge, which shall greatly enlarge the soul without
hypocrisy, and without guile – 

43. Reproving betimes with sharpness, when moved upon by the Holy Ghost; and then
showing forth afterwards an increase of love toward him whom thou hast reproved, lest
he esteem thee to be his enemy;

(Italics added to verses 39, 41, and 43)

Definitions to Consider

REPROVE: admonish, correct, advise, point out error

BETIMES: 

1. Early
2. Promptly

SHARPNESS: set forth with clarity (clear, unmistakable, plain, easy to understand);
i.e. specific feedback 

(Reference: Webster’s New World Dictionary, 1970)
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STEPS FOR GIVING FEEDBACK
(Reference: BYU–Idaho Human Resources, Effective Supervision, 2001)

 
1. Develop the Courage to Actually Say Something 

< Don’t assume that people will detect subtle cues.
< Don’t assume that people can “read your mind.”
< Think through what you are going to say; you’ll be less inclined to say something to

your detriment (or their detriment).
< If appropriate, consult with a trusted advisor on what to say.

2. Set Up an Appointment to Meet with the Person

< Meet with the person in private.
< Consider the timing of your approach.
< Be patient with the overall situation, even though you will most likely want to resolve

things quickly.
< Example of what to say: “I’ve got a concern that I would like to discuss with you.

Do you have a minute?”

3. Start on a Positive Note 

< Point out positives about the person and the situation.
< Positive reinforcement gives reassurance that your intent is honorable. As this

happens, the person will be less inclined to retaliate and more inclined to change.
< Quote: “A spoonful of sugar makes the medicine go down.” 

(Reference: Mary Poppins, from the movie Mary Poppins)

4. Define the Problem 

< Be honest (but remember, the goal is to build people).
< Being honest does not imply being careless or hurtful.
< Don’t get emotionally “carried away.”
< When expressing the problem, be careful not to exaggerate.
< Example of what to say: “I’ve got a concern with.... Here is what I have seen and

how it makes me feel....”

5. Explain How You Would Like the Situation Altered

< In preparation, ask yourself “How do I want the person to behave?” and “What
specifically do I want to see happen?

< Example of what to say: “This is what I would like to see happen....”
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6. Solicit a Response 

< Let the person express himself/herself.
< Let the person defend himself/herself. You may not possess all the facts or be seeing

the situation correctly.
< Defend your position where necessary.
< Example of what to say: “What do you think?” 

7. Negotiate

< Be flexible.
< Be open-minded. Realize that you may be at fault, or partly at fault.
< Compromise where appropriate.
< Reiterate your point and your ideas for a positive resolution.

8. End on a Positive Note 

< Help the person maintain his/her dignity. Allow the person to “save face,” so to speak.
< Remember that you will probably be associating with this person in the  future. Don’t

destroy the relationship.
< If you embarrass or humiliate the person, the odds are much greater that he/she will

retaliate and that the situation will be more destructive.
< Example of what to say: “I apologize if this has created any undo stress. I

appreciate the opportunity of working with you. Thank you for taking the time
with me.”

9. Follow Up

< Continue to address the situation where appropriate.
< Be committed to working through the problem, even if it takes a few weeks or months

to resolve.
< Your relationship with that person may be a little awkward and uncomfortable for a

time, but be patient. Invest in the relationship and remember that strong and
rewarding relationships take time and effort.

< Repeat steps 1-8 if necessary.

10. Keep the Situation Confidential

< Don’t gossip or “talk behind the other person’s back.” (The ultimate test of charity is
compassion “in absentia.”)

< Don’t destroy the person’s reputation and good name.
< Broach the subject only with trusted advisors.
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FIGHT FAIR: RESOLVING PROBLEMS WITHIN A RELATIONSHIP
(Reference: Adapted from “Fight Fair.” Copyright Parlay International. Distributed under licensing agreement to
BYU–Idaho employees.)

Disagreements are part of the territory of close relationships. Because nothing destroys a
relationship faster than the hurtful things people say to each other when discussing a problem, it
is crucial that people learn the following skills to "fighting" fair.

< Be honest.
(Honesty, with compassion, builds trust and understanding.)

< Admit your mistakes.
(Be more willing to admit to a mistake.)

< Refrain from blaming or shaming.
(Focus on how the situation makes you feel, instead of blaming the other person.)

< Assume the other person wants you to be happy.
(Assume the best in the other person. He or she, most likely, is not intending to hurt
you.)

< Put yourself "in the other person's shoes."
(Made a bigger effort to see the other person's point of view.)

< Take a “time out” if things get too intense.
(Don't allow things to get out of control.)

< Spend as much time listening as you do talking.
(Spent more time listening, and accept responsibility when you see your own mistakes
in the situation.)

< Apologize.
(Apologize for your wrongs in the situation. Apologizing is an expression of love and
respect.)

< Work toward resolution.
(Try to find a way to resolve the problem in a way that is mutually acceptable.)

< When the discussion is over, do something to mend emotional wounds.
(Focus on building trust and love.)
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TIPS FOR EFFECTIVE COMMUNICATION
(Reference: BYU–Idaho Human Resources)

10 Items that Enhance Communication

< Open and non-threatening style
< Approachable manner
< Supportive and encouraging statements
< Active and empathetic listening
< Clarity
< Patience (not being quick to react or judge)
< Compassionate responding
< Apologizing when appropriate
< Humility
< Courage

10 Items that Discourage Communication

< Closed body language
< Cold and unapproachable style
< Condescending words or tone
< Punishment tactics
< Excess silence
< Curtness (brevity to the point of rudeness)
< Making others feel uncomfortable
< Insensitivity to the feelings of others
< Dominating approach
< Rudeness
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