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Course Summary 
 
 

Description 
 
Demonstrating assertive behavior is an essential interpersonal skill that opens the way for honest 
communication with others, and the possibilities of achieving effective mutually beneficial outcomes.  
 
Being assertive is the direct and appropriate expression of one’s feelings, beliefs and opinions; it means 
standing up for your legitimate rights in such a way that the rights of others are not violated.  Assertive 
behavior also involves recognizing one’s right to let others know how their behavior affects you and 
asking them to change that behavior. 
 
This workshop explores what it means to be assertive, and gives practical strategies on how to 
appropriately express assertive behavior in the workplace. 
 
Objectives 
 
After taking this course, students will be able to: 

 State the importance of demonstrating assertive behavior, 

 Describe the implications of their personal style in demonstrating assertive behavior, 

 State the differences between assertive, aggressive, passive-aggressive and passive behavior, 

 Describe six types of assertive approach to use when demonstrating assertive behavior, 

 Describe the key skills involved in demonstrating assertive behavior. 
 
Topics 
 

 Introduction to the Course 

 Assertiveness Is… 

 Personality and Assertiveness 

 Assertiveness and Power Dynamics 

 Six Types of Assertion  

 Key Skills in Being Assertive 

 Practical Application 

 Conclusion and Action Planning  
 
Audience 
 
This course is designed for those wanting to explore what it means to be assertive, and learn practical 
strategies on how to appropriately express assertive behavior in the workplace 
 
Prerequisites 
 
There are no prerequisites for this course. 
 
Duration 
 
One day 
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Course Outline 
 
I. Introduction to the Course 

A. Format: Interactive Discussion. 
B. Participants are introduced to the course, review the course outline, review the formal course 

objectives, and set their personal objectives for the course. 
 

II. Assertiveness Is… 
A. Format: Interactive Group Discussion & Practical Application Exercises. 
B. Participants define assertive behavior and explore how assertive behavior differs from 

aggressive and passive-aggressive behavior. Participants also explore and assess the benefits 
to themselves and others of demonstrating assertive behavior in the workplace. 
 

III. Personality and Assertiveness 
A. Format: Lecture and Group Discussion. 
B. Participants explore personality style differences and the connections between personality style 

and assertiveness. Included is a discussion about the role that emotions and emotionality play 
in assertiveness, and the role that one’s “inner dialogue” plays in behaving in an assertive 
manner. 
 

IV. Assertiveness and Power Dynamics 
A. Format: Interactive Group Discussion & Practical Application Exercises. 
B. Participants explore the role power dynamics play in demonstrating assertiveness and the role 

that personal safety plays. 
 

V. Six Types of Assertion  
A. Format: Interactive Group Discussion & Application Exercise. 
B. Participants explore six different ways to express assertiveness and when to use each. 

 
VI. Key Skills in Being Assertive 

A. Format: Application Exercise and Group Discussion 
B. Participants explore the skills essential to demonstrating assertiveness including saying no, 

identifying mutual benefits, giving feed-back, building rapport, and managing ones’ emotions 
(emotional intelligence). 
 

VII. Practical Application 
A. Format: Interactive Group Discussion, Role-Play and Case-Study. 
B. Participants explore various scenarios and identify opportunities to demonstrate assertiveness. 

Included is an opportunity to role-play and practice demonstrating assertive behavior, and to 
get feed-back on demonstrating assertive behavior. 
 

VIII. Conclusion and Action Planning  
A. Format: Group Discussion and Learning Review 
B. Participants review the topics covered in the day. Participants are also asked to state their key 

learnings from the course, and to reflect on and write down one new thing they intend to put 
into practice upon returning to their workplace. They are encouraged to share this “one thing” 
with an accountability partner in the class, and with their manager/supervisor. 


