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Course Summary 
 
 
 

Description 
 
Your professional image, how others perceive you, and your ability to get things done is strongly 
influenced by not only what you communicate, but by how you communicate. Being able to communicate 
with tact and diplomacy is an essential skill that will help you to advance your career and be better at 
influencing others, and while being a technical expert is important, it’s also about getting others to listen to 
you and work effectively with you. 
 
Objectives 
By the end of this course, students will: 
 

 Know how to communicate efficiently and 
tactfully with clients, direct reports, 
colleagues, their boss, and senior 
management 

 Know how to respond in a professional 
manner, even when they’re out of their 
comfort zone 

 Be able to strengthen overall communication 
effectiveness with active listening 

 Be able to elicit cooperation and respect by 
modeling effective communication behaviors 
using tact and diplomacy 

 Be able to improve their image through 
increased self-awareness 

 
Topics 
 

 Introduction to the Course 

 What Is Communicating With Tact And 
Diplomacy? 

 How Others Perceive You and Your 
Communication Style 

 Communication Style Differences 

 Effective and Powerful Communication 

 The Importance of Active Listening Skills 

 Diplomacy, Tact and Credibility 

 Conclusion and Commitment to Action 
 
Prerequisites 
 
There are no prerequisites for this course. 
 
Duration 
 
One day 
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Course Outline 
 

I. Introduction to the Course 

A. Participants are introduced to the topic and 
discuss the importance of, and benefit to 
themselves and their audience of, 
communicating with tact and diplomacy. 

B. Participants also receive an introduction to 
what will be covered in the course and 
information about how the course will be 
conducted. Participants describe their 
purpose for participating and their goals for 
attending the course. 

 
II. Topic: What is Ccommunicating with Tact 

and Diplomacy? 

Format: Group Workshop & Presentation 
A. Participants explore and create a definition 

of what it means to communicate effectively 
with tact and diplomacy, and explore the 
outcomes and benefits to them of 
communicating with tact and diplomacy. 

 
III. Topic: How Others Perceive You and Your 

Communication Style 

Format: Group Workshop & Presentation 
A. Participants discuss how perception and 

image can impact others’ perception of them 
and their performance, and explore the 
relationship between being known for 
communicating with diplomacy, tact and 
credibility and how this affects their overall 
effectiveness. 

 
IV. Topic: Communication Style Differences 

Format: Group Workshop & Presentation 
A. Participants begin this topic by completing 

their own confidential DiSC behaviour 
preferences self-assessment. The 
assessment debrief explores how to better 
understand how style preferences affect 
communication effectiveness, and 
participants discuss how style preferences 
affect the impression others have of them. 
Participants further discuss and explore the 
concept of flexing a preferred communication 
style to communicate with more diplomacy, 
tact and credibility. 

 

V. Topic: Effective and Powerful 
Communication 

Format: Group Workshop & Presentation 
A. Participants explore and discuss how to 

identify and remove roadblocks to effective 
and powerful communication including: 
1. How to positively use visual, verbal and 

vocal components of communication 
when communicating with tact and 
diplomacy 

2. Understanding nonverbal communication 
as a critical part of diplomatic and tactful 
communication 

 
VI. Topic: The Importance of Active Listening 

Skills 

Format: Group Workshop & Presentation 
A. Participants explore the importance of 

applying active listening skills in 
communicating with diplomacy and tact. 
Participants further explore barriers and 
obstacles to effective listening, and how to 
use good listening skills to build and improve 
their image. Lastly, participants explore the 
cost of ineffective listening to how others 
perceive them. 

 
VII. Topic: Diplomacy, Tact and Credibility 

Format: Group Workshop & Presentation 
A. Participants discuss and explore the five 

actions that make for credible 
communication and further explore the 
emotional side of communication. 
Specifically, how communicating with 
diplomacy, tact and credibility is affected by 
emotional “hot buttons” that can cause 
people to lose their diplomacy and tact, and 
credibility; and participants conclude by 
identifying strategies to help them be more 
aware of their “hot buttons,” and to better 
manage the emotional aspects of 
communicating with tact and diplomacy. 

 
VIII. Topic: Conclusion and Commitment to 

Action 

Format: Summary and Group Discussion 
A. Participants discuss what they intend on 

focusing on to build strength in 
communicating more effectively with tact and 
diplomacy, and how they can implement 
these changes in their daily work. 


