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Effective 
Communication



1. Your Communication Style 
• MBTI – Self assessment 

2. Working collaboratively
• How collaborative are you? 
• Managing relationships 

3. Communication Skills 
• Push v Pull 
• Listening & questioning skills 
• Assertive communication
• Giving feedback  

Agenda – Working at VGC



VGC Values and behaviours



Sign your name 



The four pairs of preferences

How do you direct and receive energy?

EXTRAVERSION INTROVERSION

How do you take in information?

SENSING INTUITION

How do you decide and come to conclusions?

THINKING FEELING

How do you approach the outside world?

JUDGING PERCEIVING



The four pairs of preferences

How do you direct and receive energy?

EXTRAVERSION INTROVERSION



EI characteristics

Tend to act before thinking
Prefer to take action quickly

Talk things through
Are more expressive when interacting

Gain energy from interaction
Have a breadth of interests

Tend to think before acting
Prefer to spend time on reflection
Think things through
Are more contained when interacting
Gain energy from concentration
Have a depth of interests

Remember, E–I is not about sociability or social confidence



Analogy

E I



Activity  – EI 

Firstly agree who will be your spokesperson to feedback a 
summary of your discussion to the group. 

Your task is to discuss two things:
1. Celebrate your type with your fellow Es or Is

What do you love about your type? 
2.   Irritants about your opposite E or I type

What irritates you about your opposite type? 

You will have 10 minutes 



Preferred working environment



Self assessment & reflection 
Consider which preference is more you?

• Where does your preference for Extraversion/Introversion serve you 
well?

• When do you find you use the opposite preference?
• How could you further develop either of these preferences? 



The four pairs of preferences

How do you take in information?

SENSING INTUITION



SN characteristics

Want to know the facts
Look at the specifics

Adopt a realistic approach
Focus on the here and now

Ensure things work in practice
Collect observations

Seek out new ideas
Look at the bigger picture
Adopt an imaginative approach
Anticipate the future
Ensure things work in theory
Use conceptual frameworks

Remember, Sensing isn’t ‘sensitive’ and iNtuition isn’t ‘gut feel’



Analogy 

Ensures individual data is accurate
May overlook the patterns

Ensures patterns are understood
May overlook the accuracy of the detail

S N



Activity  – SN 
Firstly agree who will be your spokesperson to feedback a summary of 
your discussion to the group. 

Your task is to discuss and capture the information you took 
from the picture you are about to see. 

You need a scribe as well as a spokesperson for this activity to record 
the group response as you discuss. 

You will have 10 minutes 



Insert first picture here



Looking at a picture 



Self assessment & reflection 

Consider which preference is more you?

• Where does your preference for Sensing/Intuition 
serve you well?

• When do you find you use the opposite preference?
• How could you further develop either of these 

preferences? 



The four pairs of preferences

How do you decide and come to conclusions?

THINKING FEELING



TF characteristics

Apply logical reasoning 
Use cause and effect analysis   

Seek objective truth
Decide using impersonal criteria

Focus on tasks
Provide a critique

• Apply individual values
• Understand others’ viewpoints 
• Seek harmony
• Decide by personal circumstances
• Focus on relationships
• Offer praise

Remember, Thinking types can feel and Feeling types can think



Illustration 

Makes decisions by stepping 
out of the problem to be 

objective
Makes decisions by stepping 

into the problem to be 
compassionate

T F



Activity  – TF 
Firstly agree who will be your spokesperson to feedback a summary of 
your discussion to the group. 

Your task is to discuss the following:
• Describe CONFLICT 

You will have 10 minutes 



Recognition or appreciation



Self assessment & reflection 

Consider which preference is more you?

• Where does your preference for Thinking/Feeling 
serve you well?

• When do you find you use the opposite preference?
• How could you further develop either of these 

preferences? 



The four pairs of preferences

How do you approach the outside world?

JUDGING PERCEIVING



JP characteristics

Like to come to closure
Make plans

Act in a controlled way
Prefer to act within a structure

Prefer to schedule activities

Keep a range of choices available
Remain flexible
Respond to emerging information
Prefer to go with the flow
Prefer to be spontaneous

Remember, Judging isn’t ‘judgmental’ and Perceiving isn’t ‘perceptive’



Illustration

J P



Activity  – JP 
Firstly agree who will be your spokesperson to feedback a summary of 
your discussion to the main room. 

Your task is to plan your approach to buying and building some 
IKEA flat pack furniture.
• Explore your different approaches to this activity
• How do your approaches relate to the J and P preference
• Summarise the two different approaches – J versus P

You will have 10 minutes 



Work V Play 



Self assessment & reflection 

Consider which preference is more you?

• Where does your preference for Judging/Perceiving 
serve you well?

• When do you find you use the opposite preference?
• How could you further develop either of these 

preferences? 







Collaborative Relationships 

VGC value – “We look after each other”

1.What examples do you have of collaborative 
behaviour at work?

2.What actions do you think would help build 
more collaborative relationships? 



Communication style 
2022

Understand their Agenda 
Ask questions and listen empathetically
Find common ground and a shared vision 

Be clear about your agenda
Assert your needs and wants 
Explain your logical argument  



DELETE DISTORT

GENERALISE ASSUMPTIONS 

Listening through filters



Seek first to understand, then to be 
understood
This requires a deep shift, we typically seek first to be understood. Most people do not listen to understand 
they typically listen with the intent to reply. We jump very quickly to I went through the same thing let me 
tell you about my experience.

We listen at five different levels:
• Ignoring – not really listening at all, our mind has wandered.
• Pretending – we may nod and say “yeah” “right” “Uh-huh”
• Selective Listening – we hear bits of the conversation that we want to hear and filter out the rest.
• Active or attentive listening – paying attention, making eye contact, nodding and focusing energy on 

the words. Skills based listening 
• Empathetic – this is the level where you listen to understand from the other person’s perspective what 

is going on. You want to understand how they feel and think. You listen with your ears and your eyes. 
You listen for feeling, for meaning. You are really curious about the other person. 



Listening levels

TO HEAR –
WHAT I NEED 
TO HEAR 

TO RESPOND  
– WHAT I 
WANT TO SAY 

TO 
UNDERSTAND 
– WHAT IS 
HAPPENING 
FOR YOU 



Listening levels - FEC

FOCUS
• LISTEN AT THE EMPATHETIC LEVEL
• NOTICE BODY LANGUAGE, VOICE TONE, HESITATION

ECHO
• USE COACHES WORDS  “WHAT IS IT THAT LOVE ABOUT?…......”

CURIOUS
• BE CURIOUS PROBE WITH MORE QUESTIONS 

” WHEN YOU SAY CHALLENGING WHAT DO YOU MEAN?” 



Getting on your wavelength



THE QUESTIONER HAS TO STAY ON OTHER PERSON’S WAVELENGTH AND REMAINING NEUTRAL

Questioning & listening techniques

THEY CAN
You can ask open questions
You can summarise and reflect back
You are aiming to travel to the core of the 
issue by probing

THEY CAN’T 
You can’t give opinions or advice
You can’t lead the conversation to your 
agenda
You can’t ask closed questions – will get a 
yes/no answer 

chooses a topic that 
they are passionate 
about. something 
they feel strongly 
about and are 
happy to discuss. 
controversial topics 
are good! 

SPEAKER
asks neutral 
questions to 
understand the 
speakers
perspective and 
stay on their 
wavelength. 
following the rules 
below:

QUESTIONER
observes the 
questioner and 
interjects if they are 
asking leading 
questions taking 
the speaker onto 
another branch, 
tree or into another 
forest too quickly. 

OBSERVER



Beliefs & Values

Small Talk

Facts
Information

Ideas
Judgments

Emotions
Feelings

Source: Barnes, P & University of Strathclyde 
(1997)

Trust

The Rapport Ladder
Questions ignite the mind …. Risk 



Assertive Communication

I’m NOT Ok
You’re OK

PASSIVE  

I’m NOT OK
You’re NOT OK

PASSIVE
AGGRESSIVE 

I’m OK
You’re NOT OK

AGGRESSIVE

I’m OK 
You’re OK 

ASSERTIVE



BIFF feedback

BEHAVIOUR 

IMPACT

FEELING 

FUTURE 



Feedback or criticism 

A structure which can be used to deliver constructive 
feedback is BIFF

Behaviour – describe the specific behaviour with 
examples

Impact – explain the impact of the behaviour

Feeling – share how this behaviour makes you feel e.g
concerned, frustrated

Future – explore how this behaviour could be modified in 
the future 



Johari’s window 

OPEN BLIND

HIDDEN UNKNOWN

Known to self Not Known to self 

Known to Others  

Not Known to 
Others  



Johari’s window 

OPEN BLIND

HIDDEN UNKNOWN

Known to self Not Known to self 

Known to Others  

Not Known to 
Others  

Feedback 

Se
lf-

D
is

cl
os

ur
e 



Johari’s Window 
Known to self and others – Open area

How open is this window for you?

Not known to self but known to others – Blind spot 
In what areas do you need to seek more feedback?
How do you respond when people offer you feedback?

Known to self but not to others – Hidden 
Where do you feel vulnerable?
Could you disclose more about yourself to help the team understand you?

Unknown to either self or others 
Large unknown areas would typically be expected in younger people or people     
who lack experience or self-belief. 
Are you limiting yourself? 
Could you be seeking fresh opportunities outside of your comfort zone?



Action Plans 

What should I stop doing?

What should I start doing?

What should I continue doing?
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