Chapter 8

Self-Assessment

How Good Are Your Communication Skills?

Read the following statements carefully. Select the number on the response scale that most closely reflects the degree to which each statement describes you. Review your total points and prepare a brief action plan for self-improvement. Be ready to report your score for tabulation across the entire group.

1. I understand the communication process, and I pay attention to every step within it every time I communicate.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
2. I recognize the value of 360-degree feedback and actively solicit it from my manager, my peers, and my employees.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
3. I am alert to the differences in situations and select a communication method to fit each one as best as I can.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
4. I am aware of the special demands of voice mail and adapt my approach to fit it.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
5. I find e-mail communication to be beneficial, and I carefully follow the guidelines for its proper use.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
6. I am careful to point out to my employees the shortcomings of the grapevine.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
7. I am confident that I demonstrate most of the characteristics of an effective listener.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
8. I feel very comfortable communicating upward to my boss regarding progress issues, controversial matters, morale problems, and constructive suggestions.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
9. I recognize the differences in communication preferences among my employees, and adjust my style to their visual, auditory, or kinesthetic preferences.

Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
10. I consciously try to minimize my use of commands, and prefer to seek voluntary cooperation through assertive requests.
Good Description

Poor Description

10     9     8     7     6     5     4     3      2     1
