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Communication & Assertiveness Training

Presented by Military & Family Life Counselors



2

2

Objectives

» Components of communication

» Verbal and nonverbal communication

» Communication guidelines

» Being an active listener

» Communicating long distance

» Roadblocks to communication

» Assertiveness and it’s importance in communication
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Components of Communication

» Verbal communication

» Nonverbal communication

» Listening skills

» Being assertive

Why is communication important to talk about? 
it’s constant
affects all aspects of daily life

Good communication means sending clear and consistent messages not just with 
words but with gestures, tone of voice and body language. Good communication 
also involves being a listener which will also be covered more in depth later. 
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Verbal Communication

» Chosen words

» Listening Skills

» Voice quality

» Clarity of the words

» Pace and rhythm of the words
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Nonverbal Communication

» 90% of communication is nonverbal 

» If nonverbal communication does not match verbal 
language, miscommunication can happen

» People make assumptions based on nonverbal 
communication
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Nonverbal Communication

» Tone of Voice- urgency, hesitancy, belligerence 

» Body Language- arms folded, fidgeting, leaning 
forward 

» Facial Expressions: looking uninterested, 
apprehensive

You can send positive messages just by having appropriate body language and tone 
of voice. 
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Communication Guidelines

» Own your feelings by using “I” statements.

» Avoid generalizations like always, never, everyone.

» Take responsibility for how you feel.

» Describe a behavior or situation rather than being 
judgmental.

» Be specific rather than general.

“I” statements: puts you in control of your thoughts, feelings and statements.
Generalizations: there are always exceptions- nothing is 100%
Describe a behavior rather than judgment: You are not asking a person to defend 
themselves. 
Be specific rather than general: example: “You interrupted me” rather than: “You 
don’t care about me”
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Communication Guidelines

» Be tentative rather than absolute.

» Inform instead of order.

» Don’t assume that people can read your mind or 
know how you feel.

» Listen with your full attention or set up another time 
to talk.

» Practice communication of your thoughts and 
feelings. It will come easier with practice.
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What Makes a Good Listener

A good listener:

» Pays attention

» Thinks about how the speaker feels

» Is patient

» Responds without judgment 

People are more likely to turn to someone who

is a good listener.

Give your full attention to the person speaking. Make sure you are focused on them 
and not looking out the window etc. 
Let yourself finish listening before responding. Many times you are already thinking 
about a response and the person has not finished their thought or sentence. 
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Active & Reflective Listening

» Ask for clarification

» Ask open-ended questions

» Search for specifics

» Restate key concepts

» Minimize distractions

» Make the decision to want to listen
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Careful Listening Checklist

Eliminate distractions

Look at the speaker

Don’t interrupt 

Nod or give nonverbal signal that you are paying 
attention

Repeat what you think is being said
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Communicating Long Distance

» Share daily happenings

» Be honest about your feelings

» Keep emails and letters positive

» Be realistic about the communication

Share daily happenings: describe the events of your day- even though it may be un-eventful to you, it 
is important for the other to know what you are doing.
Be honest about your feelings: Let your partner know how much you miss them- but reassure them 
you are handling things well despite the separation.

Keep emails/letters positive: if you write about something unpleasant, let them know how the 
situation was resolved to keep them from feeling helpless.

Be realistic about communication: sometime you may get voice mail or it may not be a time when 
the service member can talk. 

Let your service member know how much you appreciate the call, email or letter. 

Don’t read between the lines- try not to make assumptions based on a single line in a letter/email or 
the tone of the email. If you aren’t sure about the meaning of something- don’t be afraid to ask- it’s 
better than coming to the wrong conclusions.

Be creative in sending messages: send an audio cassette, CD or DVD, create a family webpage the 
service member can visit. 
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Roadblocks to Good Communication

» Blaming

» Lecturing

» Name-calling

» Analyzing

» Sarcasm
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Communication and Assertiveness

Why is learning to be assertive important in 
communication?

Being assertive increases the ability to express positive 
and negative ideas and feelings in an open, honest and 
direct way.

It is important to learn how to be assertive and not aggressive in your 
communication style. 
The receiver of the message is always making interpretations about what you are 
saying. It is important to restate and ask for clarification if you are unclear as to the 
message being sent. 
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Assertiveness

» Assertiveness is not being selfish, destructive or 
aggressive.

» Being assertive will not always get you what you 
want. However, not being assertive, will almost 
always cause additional problems in communication 
with others. 

» Being assertive means standing up for your rights 
without violating the rights of others.

Assertiveness brings self confidence and will also help you gain respect with others. 
Assertiveness keeps the lines of communication open with others.
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Different Types of Interpersonal Styles

Aggressive style: fighting, accusing, threatening, no 
regard for others feelings.

The advantage: people don’t push aggressive people 
around.

The disadvantage: people don’t want to be around 
aggressive people.

An aggressive person become physically and emotionally forceful so the rights of 
others are not allowed to be heard or considered. 
The main goal of an aggressive person is to dominate others. 
An aggressive person humiliates others and others lose respect for that person. In 
the end, the aggressive person ends up not having many friends. 
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Different Types of Interpersonal Styles

Passive style: lets others push him/her around. Does not 
stand up for his/her beliefs.

The advantage: rarely experience direct rejection.

The disadvantage: store up resentment and anger.

A passive person allows the opinion of others to be more important than theirs. 
The passive person is more likely to become anxious, feel hurt or angry at them self 
and others. 
The passive person is afraid of conflict and afraid of social rejection. 
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Different Types of Interpersonal Styles

Assertive style: stands up for him/herself, expresses true 
feelings and is considerate of other’s feelings.

The advantage: get what you want without making 
others mad. You can act in your best interest without 
feeling guilty about it.

Being aggressive or timid is no longer needed if you learn how to assertive. As you 
learn to be more assertive, you will reduce the stress of either the energy it takes to 
be aggressive or the frustration of having other’s push you around. 
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Interpersonal Styles

Discussion: 

» Someone is waiting for a parking spot and someone 
pulls in front of him/her and takes his/her spot.

» What are the different types of interpersonal style 
responses? 
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Interpersonal Styles

Aggressive response: Get out of his/her car and start 
pounding on the hood of the car.
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Interpersonal Styles

Aggressive response: Get out of his/her car and start 
pounding on the hood of the car.

Passive response: Say or do nothing and let it bother 
you all day.  
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Interpersonal Styles

Aggressive response: Get out of his/her car and start 
pounding on the hood of the car.

Passive response: Say or do nothing and let it bother 
you all day.

Passive/Aggressive response: Wait until the person goes 
into the store and let the air out of their tires.
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Interpersonal Styles

Aggressive response: Get out of his/her car and start pounding on 
the hood of the car.

Passive response: Say or do nothing and let it bother you all day.

Passive/Aggressive response: Wait until the person goes into the 
store and let the air out of their tires.

Assertive response: Get out of your car and explain to the person 
that you were there first and had been waiting for that parking 
spot.
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You Have Rights

Before you can be comfortable expressing your needs, 
you must feel that you have certain rights.

Assertive communication is based on the assumption that you are the best judge of 
your thoughts and feelings and wants. You are the best advocate for expressing your 
position on different issues. You have the right to communicate to others those 
differences, wants, needs etc. 
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These Rights Are…

» The right to decide how to live your life.

» The right to your own values, opinions and beliefs.

» The right to not justify or explain your action to 
others.

» The right to express yourself and say “No” or “I don’t 
know” or even “I don’t care”.

» The right to tell others how you wish to be treated. 
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Tips for Being Assertive…

» Be specific and clear about how you feel, think and 
what you want.

» Be direct. 

» Own your message. Personalize it with “I” statement. 

» Ask for feedback. 

Be direct: talk directly to a specific person- if a comment is meant for one person 
and you are talking to a group, address that person by name. 
Own your message- you are not telling others they are wrong- you are just stating 
your opinion or viewpoint. 
Ask for feedback: “Am I being clear?”. This encourages others to correct any 
misinterpretations that may be taking place.
Don’t forget that being assertive includes: tone of voice, eye contact, posture etc. 
that will influence how others react to you as well. 
Learning how to be more assertive takes practice and for some may feel 
uncomfortable at first. 
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To Be A Good Communicator

» Acknowledge others communicating with you both 
verbally and nonverbally.

» Rephrase what’s being said to clarify your 
understanding.

» Maintain a positive attitude when you speak.

» Listen actively to those that are speaking.
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Questions
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Resources

» Family Services Center

» Chaplains and Local Clergy

» Military One Source (800) 342-9647

» TRICARE: www.tricare.osd.mil

» Behavioral Health Services

» Troop and Family Counseling Services: 888-755-
9355
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References

» www.uvm.edu

» http://www.csusm.edu/caps/Assertiveness

» Walter Reed Army Institute of Research

» www.militaryonesource.com

» www.slincs.coe.utk.edu


