
You feel awkward or

uncomfortable delivering

the message.
You have trouble clearly

framing or articulating
the issue.

You think the message

may upset the person
receiving it.

You fear a negative

reaction or personal attack

in response.

You're uncertain about

how the conversation will
unfold.

You worry about whether

the conversation will solve

anything or make things worse.

DIFFICULT
CONVERSATION

How to
Prepare

for a

Those stomach-flipping,
sweat-inducing talks that
cannot be avoided. Whether
it’s delivering feedback,
addressing tensions, or asking
for what you deserve, they can
be daunting. But how do you
get through them with grace?

WHAT MAKES A CONVERSATION DIFFICULT?
A conversation might be difficult because it’s…

DIFFICULT
TO SAY DIFFICULT

TO DESCRIBE 

DIFFICULT
TO HEAR 

DIFFICULT
TO DEFEND DIFFICULT TO

ANTICIPATE 

DIFFICULT
TO WIN 

HOW TO GET READY
FOR A DIFFICULT
CONVERSATION

CLARIFY YOUR MESSAGECLARIFY YOUR MESSAGE
Define your message and its importance.

If you're unsure… WAIT!

Use specific examples to illustrate your

point. If you don't have any… WAIT!

PREPARE CONCRETEPREPARE CONCRETE
EXAMPLESEXAMPLES

Understand your emotions and their

impact. If you're overwhelmed… WAIT!
INTERROGATE YOUR FEELINGS
INTERROGATE YOUR FEELINGS  

Challenge your assumptions and look for

positive interpretations. If you're not ready…

WAIT!

TEST YOUR STORYTEST YOUR STORY

Know what outcome you want. If you're

not sure what that is… WAIT!
WRITE A HAPPY ENDINGWRITE A HAPPY ENDING

Effective preparation can transform a difficult conversation
into an opportunity for growth and understanding. Make sure

you're ready for constructive dialogue to foster better
relationships and outcomes.

SET THE
SCENE

The secret to successfully tackling a difficult conversation
is preparation. These steps will help put you in the best
position to maximize the positive outcomes while
minimizing potential setbacks.

WHO?
Decide who
should be
present.

WHEN?

Choose an
appropriate

time.

WHERE?
Find a

suitable,
private

location.

HOW?
Consider
the best
medium.

(face-to-face,
video call, phone).
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