
COMMUNICATION
FLEXIBIL ITY

ENHANCE YOUR ABIL ITY TO
CONNECT AND COLLABORATE



CONTENTS

ADAPTING TO DIFFERENT STYLES 21

WHAT IS A COMMUNICATION STYLE? 4

UNDERSTANDING DIFFERENT STYLES 6

NOTES/IDEAS 25



WHAT IS A
COMMUNICATION
STYLE?

MODULE 1



COMMUNICATION FLEXIBIL ITY PAGE 4

A coworker approaches you for design assistance on a project related to auditing procedures. They

provide a brief overview of the project, and you, being detail-oriented, press for more information:

"What's the timeline for completing this project?" 

"Where will the design be implemented within our auditing process?" 

"What specific message or information should the design convey to stakeholders?"

However, your coworker seems less focused on these specifics and more concerned with the

overarching project goals. Despite your efforts to extract detailed information, they struggle to provide

the level of detail you're seeking. As a result, both of you leave the discussion feeling frustrated and

unsure about how to proceed effectively.
So, what went wrong? 

The problem might be a difference in communication styles. 

A communication style is the specific ways people
behave and express 

their preferences when they communicate with others. 
 

A communication style focuses on the unique ways individuals approach
and engage in communication. 

WHAT IS A COMMUNICATION STYLE?

MODULE 1  

NOTES

Communication styles vary among individuals due to factors such as personality, culture,
interpersonal abilities, and occupation. Challenges may arise when collaborating with
someone whose communication style differs from yours.  

Operating with different communication styles can feel like speaking different
languages—and messages can get lost in translation.
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COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

Instructions: 
Please select one from each pair of attributes by circling the number of the one that you

prefer most at this time. 

Make your choice as spontaneously as possible recognizing that at times you might have

chosen either one. 

You must make a choice from each of the pairs; no pairs should be left unanswered. 

There is no wrong answer. 

SOURCE:  Casse ,  P ier re  “T ra in ing for  the Cross-Cul tura l  Mind, ”  Wash ington ,  DC:S IETAR
Internat ional ,  1979 ,  pp.  125-132.
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COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

1 .   I  l i ke  act ion.

2.  I  deal  wi th  problems in  a  sys temat ic  way.

3 .  I  be l ieve that  teams are more effect ive  than ind iv iduals .

4 .  I  en joy  mot ivat ion very  much.

5.  I  am more interested in  the future  than in  the past .

6 .  I  en joy  work ing wi th  people .

7 .  I  l i ke  to  at tend wel l  o rganized group meet ings .

8 .  Deadl ines  are very  important  for  me.

9 .  I  cannot  s tand procrast inat ion.

10 .  I  be l ieve that  new ideas have to  be tested before being used.

1 1 .  I  en joy  the s t imulat ion of  in teract ion wi th  others .

12 .  I  am a lways  look ing for  new poss ib i l i t ies .

13 .  I  want  to  set  up my own object ives .

14 .  When I  s tar t  someth ing,  I  go through unt i l  the end.

15 .  I  bas ica l l y  t ry  to  understand other  people ' s  emot ions .

16 .  I  do chal lenge people around me.

17 .  I  look  forward to  receiv ing feedback on my performance.

18 .  I  f ind the s tep-by-step approach very  ef fect ive .

19 .  I  th ink  I  am good at  reading people .

20.  I  l i ke  creat ive  problem-so lv ing.

COMMUNICATION FLEXIBIL ITY PAGE 7



COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

21 .  I  ext rapolate and pro ject  a l l  the t ime.

22.  I  am sens i t i ve  to  others '  needs.

23.  P lann ing i s  the key  to  success .

24.  I  become impat ient  wi th  long del iberat ions .

25.  I  am cool  under  pressure .

26.  I  va lue exper ience very  much.

27.  I  l i s ten to  people .

28.  People say  that  I  am a fast  th inker .

29.  Cooperat ion i s  a  key  word for  me.

30.  I  use log ica l  methods to  test  a l ternat ives .

3 1 .  I  l i ke  to  handle  severa l  pro jects  at  the same t ime.

32.  I  a lways  quest ion myse l f .

33.  I  learn  by  doing.

34.  I  be l ieve that  my head ru les  my heart .

35.  I  can predict  how others  may react  to  a cer ta in  act ion.

36.  I  do not  l i ke  deta i l s .

37 .  Analys i s  shou ld a lways  precede act ion.

38.  I  am able  to  assess  the c l imate of  a  group.

39.  I  have a tendency to  s tar t  th ings  and not  f in i sh  them.

40.  I  perce ive myse l f  as  decis i ve .
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COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

41 .  I  search for  chal lenging tasks .

42.  I  re ly  on observat ion and data.

43.  I  can express  my fee l ings  openly .

44.  I  l i ke  to  des ign new pro jects .

45.  I  en joy  reading very  much.

46.  I  perce ive myse l f  as  a  fac i l i tator .

47.  I  l i ke  to  focus  on one i ssue at  a  t ime.

48.  I  l i ke  to  ach ieve.

49.  I  en joy  learn ing about  others .

50.  I  l i ke  var iety .

5 1 .  Facts  speak for  themselves .

52.  I  use my imaginat ion as  much as  poss ib le .

53.  I  am impat ient  wi th  long,  s low ass ignments .

54.  My mind never  s tops  work ing.

55.  Key  decis ions  have to  be made in  a  caut ious  way.

56.  I  s t rongly  be l ieve that  people need each other  to  get  work  done.

57.  I  usua l l y  make decis ions  wi thout  th ink ing too much.

58.  Emot ions  create problems.

59.  I  l i ke  to  be l i ked by  others .

60.  I  can put  two and two together  very  qu ick ly .
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COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

61 .  I  t r y  out  my new ideas on people .

62.  I  be l ieve in  the sc ient i f ic  approach.

63.  I  l i ke  to  get  th ings  done.

64.  Good re lat ionsh ips  are essent ia l .

65.  I  am impuls ive .

66.  I  accept  d i f ferences  in  people .

67 .  Communicat ing wi th  people i s  an end in  i t se l f .

68.  I  l i ke  to  be inte l lectua l l y  s t imulated.

69.  I  l i ke  to  organize.

70.  I  usua l l y  jump f rom one task  to  another .

7 1 .  Ta lk ing and work ing wi th  people i s  a  creat ive  act .

72.  Se l f-actual izat ion i s  a  key  word for  me.

73.  I  en joy  p lay ing wi th  ideas .

74.  I  d i s l i ke  to  waste t ime.

75.  I  en joy  doing what  I  am good at .
76 .  I  learn  by  in teract ing wi th  others

77.  I  f ind abst ract ions  in terest ing and en joyable .

78.  I  am pat ient  wi th  deta i l s .

79 .  I  l i ke  br ief ,  to  the point  s tatements .

80.  I  fee l  conf ident  in  myse l f .
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COMMUNICATION STYLES
A SELF-ASSESSMENT EXERCISE

MODULE 2

Scoring: 
In each of the 80 pairs, you circled the one response you most preferred. 

Now, circle the number below that corresponds to each of the answers you selected (from

the previous 80 pairs) – that means that if you circled #2 on the survey form, you find where

the #2 is located (in this case, it is in “STYLE 2” and circle it. 

Continue doing the same with each of the numbers you circled on the form. Then add up

the total number of items you circled in each of the four different STYLE categories and

write it in the space provided at the right for each style. 

NOTE: The maximum total number of circled items is "20" per style and your grand total for

the four styles should add up to 40.

STYLE 1 :  ACTION
1  -  8  -  9  -  13  -  17  -  24 -  26 -  3 1  -  33 -  40 -  41  -  48 -  50 -  53 -  57 -  63 -  65 -  70 -  74 -  79
TOTAL NUMBER OF ITEMS CIRCLED FOR STYLE 1  (A)  =  
 

STYLE 2:  PROCESS OR FACT
2 -  7  -  10  -  14  -  18  -  23 -  25 -  30 -  34 -  37  -  42 -  47 -  5 1  -  55 -  58 -  62 -  66 -  69 -  75 –  78
TOTAL NUMBER OF ITEMS CIRCLED FOR STYLE 2 (PR)  =  

STYLE 3:  RELATIONSHIPS OR PEOPLE
3 -  6  -  1 1  -  15  -  19  -  22 -  27 -  29 -  35 -  38 -  43 -  46 -  49 -  56 -  59 -  64 -  67  -  7 1  -  76  -  80
TOTAL NUMBER OF ITEMS CIRCLED FOR STYLE 3  (PE)  =  

STYLE 4:  IDEA
4 -  5  -  12  -  16  -  20 -  21  -  28 -  32 -  36 -  39 -  44 -  45 -  52 -  54 -  60 -  6 1  -  68 -  72 -  73 -  77
TOTAL NUMBER OF ITEMS CIRCLED FOR STYLE 4 ( I )  =  
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ACTION BASED COMMUNICATION STYLE

MODULE 2

An action-based communication style is characterized by a focus on tangible steps and

strategies to achieve desired outcomes. Individuals with this style prioritize discussing

actionable steps and methods for achieving results. They are proactive in assigning roles and

responsibilities and delegating tasks to ensure efficient progress toward goals. They prefer

straightforward and concise communication that emphasizes practical solutions and

measurable results.

Resu l ts  

Respons ib i l i t y

Object ives  

Feedback

Product iv i ty  

Chal lenges

Eff ic iency  

Achievements

Change

Decis ions

Pragmat ic  (down to  earth)  

D i rect  ( to  the point )  

Impat ient

Decis ive

Quick  Analys i s  (moves  f rom

one idea to  another )

Energet ic  /  conf rontat ional  

Content Process
Communication Focus Communication Behavior

Common phrases  of  th i s  communicat ion s ty le  inc lude:

“ I  need you to  . . . ”

“Here ’s  our  p lan.”

“The deadl ine i s  …”

“What ’ s  our  implementat ion s t rategy?”

The What
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ACTION BASED COMMUNICATION STYLE

MODULE 2
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Character ist ics :  

Act ion-or iented communicators  focus  on gett ing th ings  done.  They  are

di rect ,  resu l ts-dr iven ,  and prefer  concise communicat ion.  They  pr ior i t i ze

eff ic iency  and pract ica l i ty .

Preferences:  

They  va lue c lear  ins t ruct ions ,  concrete examples ,  and tangib le  outcomes.

They may become impat ient  wi th  lengthy  d iscuss ions  or  theoret ica l

debates .

Communication Traits:  

They  tend to  use asser t i ve  language,  make qu ick  decis ions ,  and emphas ize

pract ica l  so lut ions .  They  may prefer  face-to-face communicat ion or

concise wr i t ten messages.

Strengths:  

Act ion-or iented ind iv iduals  excel  in  fast-paced env i ronments  where

decis iveness  and eff ic iency  are va lued.  They  are effect ive  at  dr i v ing

pro jects  forward and overcoming obstac les .

Potent ial  Chal lenges:  

They  may come across  as  b lunt  or  impat ient ,  and they  might  over look  the

need for  thorough analys i s  or  cons iderat ion of  a l ternat ives .

NOTES



PROCESS(FACT)  BASED COMMUNICATION STYLE

MODULE 2

A process or fact-based communication style places a high value on precision, details, and

logical reasoning. Individuals who adopt this style approach information in a pragmatic,

systematic, or even scientific manner. They prioritize accuracy and reliability, often delving

into meticulous analysis to ensure that their communication is grounded in factual evidence.

These individuals tend to exhibit a serious or cautious demeanor in their work, as they are

deeply committed to ensuring the accuracy and validity of the information they convey. They

are inclined to ask probing questions and critically evaluate information to ascertain its

credibility and relevance.

Facts   

P rocedures

Analys i s  

P lann ing

Observat ions

Factual

Organiz ing 

Deta i l s  

Test ing

Systemat ic

Logica l

Factual

Caut ious

Pat ient

Unemot ional  

Content Process

Communication Focus Communication Behavior

Common phrases  of  th i s  communicat ion s ty le  inc lude:

“What  does the data say?”

“How did you reach that  conc lus ion?”

“Let ’ s  rev iew the s t rengths  and weaknesses  of  each.”

The How
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PROCESS BASED COMMUNICATION STYLE

MODULE 2
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Character ist ics:  

P rocess-or iented communicators  are sys temat ic ,  deta i l -or iented,  and

organized.  They  focus  on s t ructure ,  procedures ,  and eff ic iency  in

communicat ion and decis ion-mak ing.

Preferences:  

They  va lue c lar i ty ,  accuracy ,  and adherence to  establ i shed processes  or

protocols .  They  prefer  wel l -def ined ro les ,  c lear  expectat ions ,  and

systemat ic  approaches.

Communication Traits:  

They  use language that  i s  prec ise ,  log ica l ,  and s t ructured.  They  emphas ize

step-by-step explanat ions ,  deta i led p lans ,  and adherence to  deadl ines .

Strengths:  

P rocess-or iented ind iv iduals  excel  in  ro les  that  requi re  at tent ion to  deta i l ,

p lann ing,  and implementat ion of  sys temat ic  approaches.  They  ensure tasks

are executed eff ic ient ly  and accurate ly .

Potent ial  Chal lenges:  

They  may res i s t  change or  spontanei ty ,  prefer r ing fami l iar  rout ines  and

establ i shed procedures .  They  might  a lso  become over ly  focused on process

compl iance at  the expense of  f lex ib i l i t y  or  innovat ion.

NOTES



IDEA BASED COMMUNICATION STYLE

MODULE 2

Individuals who embrace an idea-focused communication style gravitate towards discussing
concepts, visions, and overarching themes rather than getting bogged down in details. They
thrive in brainstorming sessions, where they can freely explore possibilities, make connections
between concepts, and cultivate innovative ideas. Their communication tends to be
characterized by a focus on the "big picture" rather than the nitty-gritty of implementation.
These individuals excel at articulating abstract concepts and envisioning future possibilities.
They are adept at generating creative solutions and inspiring others with their visionary thinking.

Concepts

Innovat ion

Creat iv i ty

Opportun i t ies

Poss ib i l i t ies

I ssues

Improvement

Al ternat ives

Potent ia l

Problems

Char ismat ic

Creat ive

Imaginat ive

Unreal i s t ic

Focus  on se l f  not  team

Content Process
Communication Focus Communication Behavior

Common phrases  of  th i s  communicat ion s ty le  inc lude:

“ I ’ ve  deve loped an overv iew/out l ine of  . . . ”

“The b ig p icture  i s  . . . ”

“Here ’s  the v i s ion . ”

“ Imagine …”

The Why
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IDEA BASED COMMUNICATION STYLE

MODULE 2
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Character ist ics:  

Idea-or iented communicators  are creat ive ,  v i s ionary ,  and abst ract

th inkers .  They  en joy  exp lor ing concepts ,  generat ing new ideas ,  and

discuss ing poss ib i l i t ies .

Preferences:  

They  thr i ve  on inte l lectua l  s t imulat ion ,  bra instorming sess ions ,  and open-

ended d iscuss ions .  They  va lue innovat ive  th ink ing and inte l lectua l

exchange.

Communication Traits:  

They  use language that  i s  imaginat ive ,  exp loratory ,  and conceptual .  They

enjoy  debat ing ideas and may apprec iate ph i losophica l  or  theoret ica l

d iscuss ions .

Strengths:  

Idea-or iented ind iv iduals  are  adept  at  th ink ing outs ide the box ,

env is ion ing future  poss ib i l i t ies ,  and foster ing innovat ion.  They  br ing f resh

perspect ives  to  problem-so lv ing.

Potent ial  Chal lenges:  

They may s t ruggle  wi th  pract ica l  implementat ion or  focus ing on concrete

deta i l s .  They  might  a lso  get  lost  in  abst ract  th ink ing ,  leading to

di f f icu l t ies  in  decis ion-mak ing.

NOTES



RELATTIONSHIP OR PEOPLE BASED COMMUNICATION STYLE

MODULE 2

Individuals who embody a relationship or people-focused communication style prioritize
building and nurturing relationships, providing support, and empathizing with the thoughts and
emotions of others. They are inherently social, personable, and deeply attuned to the human
aspect of interactions. In their communication, they take a collaborative approach, valuing
open dialogue and the exchange of ideas. They thrive in environments where teamwork is
encouraged, relishing opportunities to engage in meaningful conversations and work through
challenges together.

People

Needs

Mot ivat ions

Feel ings

Understanding

Team sp i r i t

Teamwork

Harmony

Connect ion

Spontaneous

Empathet ic

Warm

Percept ive

Sens i t i ve

Subject ive

Emot ional

Content Process
Communication Focus Communication Behavior

Common phrases  of  th i s  communicat ion s ty le  inc lude:

“How do you fee l  about  …”

“ I  rea l l y  apprec iate your  . . . ”

“ I ’d  love to  get  your  thoughts  on . . . ”

“F rom a customer ’ s  perspect ive  . . . ”

The Who
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PEOPLE BASED COMMUNICATION STYLE

MODULE 2

COMMUNICATION FLEXIBIL ITY PAGE 19

Character ist ics:  

People-or iented communicators  are empathet ic ,  soc iable ,  and

re lat ionsh ip-focused.  They  pr ior i t i ze  bu i ld ing connect ions ,  understanding

others '  emot ions ,  and foster ing harmony.

Preferences:  

They  va lue interpersonal  re lat ionsh ips ,  co l laborat ion ,  and emot ional

support .  They  prefer  open communicat ion ,  act ive  l i s ten ing,  and consensus-

bu i ld ing.

Communication Traits:  

They  use language that  i s  empathet ic ,  support i ve ,  and inc lus ive .  They

focus  on bu i ld ing rapport ,  seek ing common ground,  and address ing

emot ional  needs.

Strengths:  

People-or iented ind iv iduals  excel  in  team env i ronments ,  where

col laborat ion and interpersonal  dynamics  are cruc ia l .  They  are sk i l led at

mediat ing conf l ic ts  and bu i ld ing s t rong re lat ionsh ips .

Potent ial  Chal lenges:  

They  may avo id conf rontat ion or  d i f f icu l t  conversat ions  to  mainta in

harmony ,  which cou ld h inder  progress  or  reso lut ion of  i ssues .  They  might

a lso pr ior i t i ze  re lat ionsh ips  over  task  complet ion.

NOTES



ADAPTING TO
DIFFERENT STYLES

MODULE 3



ADAPTING YOUR STYLE

MODULE 3

NOTES

Adapting to  Different  Communication Sty les:  
F lex ib i l i t y  i s  key  when interact ing wi th  co l leagues who have d i f fer ing

communicat ion preferences .  Whether  someone prefers  d i rect  and

asser t i ve  communicat ion or  va lues  a more d ip lomat ic  and co l laborat ive

approach,  adapt ing our  communicat ion s ty le  accord ing ly  can he lp

br idge any gaps and fac i l i tate smoother  in teract ions .

Tai lor ing Communication to  Specif ic  Work Situat ions :  

D i f ferent  work  contexts  may requi re  vary ing communicat ion s t rategies .

Whether  i t ' s  communicat ing wi th  c l ients ,  co l laborat ing wi th in  cross-

funct ional  teams,  or  leading presentat ions ,  understanding the demands

of  each s i tuat ion enables  us  to  ta i lo r  our  communicat ion s ty le  for

opt imal  ef fect iveness .

On the next few pages let's take a look at some practical tips for adapting to each

communication style. 
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By embracing the d ivers i ty  of  communicat ion s ty les  and equipping ourse lves

wi th  the knowledge and sk i l l s  to  adapt  to  d i f ferent  work  s i tuat ions ,  we can

foster  s t ronger  re lat ionsh ips ,  enhance teamwork ,  and dr ive  greater  success

in  ach iev ing our  co l lect ive  goals .



ADAPTING YOUR STYLE

MODULE 3

Do: Communicate action items and how they will produce results. 

Don’t: Take blunt feedback personally or waffle on decisions. 

Focus  on the resu l t  f i r s t ;  s tate the conc lus ion at  the outset .

State your  best  recommendat ion;  do not  offer  many a l ternat ives .

Be as  br ief  as  poss ib le .

Emphas ize the pract ica l i ty  of  your  ideas .

Use v i sua l  a ids .

Make your  communicat ions  task-base and act ion-or iented.  

Approach communicat ions  f rom the perspect ive  of  the pract ica l  s teps  of

who,  what ,  when,  where ,  and how to ach ieve set  object ives .  

ADAPTING TO AN ACTION-BASED STYLE COMMUNICATOR OR SITUATION
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Do: Provide concrete examples, evidence, and explanations. 

Don’t: Ask for an opinion or recommendation without giving them time to
research. Don’t be idealistic or emotional.

Analyze ideas cr i t ica l l y  and f rom a l l  angles .  

Bu i ld  in  ext ra  t ime for  ref lect ion.

A l low them to gather  the i r  thoughts ,  or  deve lop a p lan.  

They  may prefer  to  work  on a problem independent ly .  

B reak down recommendat ions .  

ADAPTING TO AN PROCESS-BASED STYLE COMMUNICATOR OR SITUATION



ADAPTING YOUR STYLE
MODULE 3

Do: Set up meetings to share progress, work together, or discuss ideas. 

Don’t: Be too blunt, curt, or aggressive. Don’t confine their ability to express
themselves. 

Plan p lenty  of  meet ings  to  co l laborate and d iscuss  ideas ,  fee l ings ,  and

opin ions  wi th  re levant  members  of  the team.  

Frame pro jects  by  the i r  impact  on people .  

A l low t ime for  smal l  ta lk .

Check in  of ten to  see how th is  person i s  fee l ing and learn  how to better

support  one another .  

A l low emot ional  express ion as  long as  i t  i s  not  to  the det r iment  of  the

team.
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ADAPTING TO AN PEOPLE-BASED STYLE COMMUNICATOR OR SITUATION

Do: Spend more time discussing what and why.
 

Don’t: Weigh down communications with the small details; a simple outline or
summary is ideal. 

Don’ t  hes i tate to  dream big and th ink  out-of-the-box.

Focus  your  communicat ions  on the v i s ion ,  miss ion ,  overa l l  p icture ,  or  b ig

ideas.

Communicate informat ion through summar ies ,  out l ines ,  and h igh- leve l

overv iews ,  and share how tasks  f i t  in to  the greater  object ives  of  the

team or  company.  

Mot ivate someone wi th  an idea-based communicat ion s ty le  by  focus ing

on the b ig idea and let t ing them run wi th  i t  f rom there.  

.

ADAPTING TO AN IDEA-BASED STYLE COMMUNICATOR OR SITUATION



APPLICATION EXERCISE

MODULE 4

Instructions:

For each situation, select the communication style(s) that you believe would be most effective for

each situation: action, process(fact), idea, or relationship(people).

1.

COMMUNICATION FLEXIBIL ITY

Situat ions Communication Sty le(s )

Situat ion 1 :

The audi t  team is  conduct ing a rev iew of  f inancia l

records  to  ident i fy  d iscrepancies  in  the un ivers i ty ' s

budget  a l locat ion.

Situat ion 2:

The audi t  team needs to  present  f ind ings  f rom a

recent  audi t  to  un ivers i ty  admin is t rators  in  a  formal

meet ing.

Situat ion 3:

The audi t  team is  co l laborat ing wi th  var ious

departments  to  s t reaml ine interna l  processes  and

improve eff ic iency .

Situat ion 4:

Dur ing an audi t ,  the team encounters  res i s tance

from facu l ty  members  who are re luctant  to  prov ide

requested documentat ion.

Situat ion 5:

The audi t  team is  tasked wi th  assess ing compl iance

with  government  regu lat ions  regard ing campus

safety  protocols .

Situat ion 6:

The audi t  team is  conduct ing interv iews wi th

un ivers i ty  s taff  to  gather  informat ion about

potent ia l  areas  of  concern .

Situat ion 7:

The audi t  team is  tasked wi th  deve loping a

comprehens ive report  summar iz ing f ind ings  and

recommendat ions  for  improvement .

Action,  Process,  Idea,  or  Relat ionship
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