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[FOUR STEPS TO IMPROVE YOUR PERSONAL EFFECTIVENESS]
3. Know Others

The next step toward working
more
effectively with others
is to identify their
SOCIAL STYLE. Do this
by observing what
they “say” and “do” in different
work situations
over a period of time.
By observing people
in different situations,
you will gain clues
about their behaviora
l preferences under
different levels of tension.
Since people
sometimes act in ways
that are characteristic
of different Styles, you
need to make enough
observations to establish
a pattern of behavior.

TIP: Observing Behavi
ors Via
E-mail
By its nature, e-mail
provides less
information about a
person’s behavioral
Style than face-to-fa
ce interactions.
This can be a problem,
especially
when exchanging e-mails
someone you don’t know with
well, and
with whose Style you
are unfamiliar.
One study found that
e-mails are
correctly interpreted
by recipients only
about 50% of the time1
. Despite this
potential for misunder
standing and
reduced effectiveness,
there is recent
evidence that e-mails
can provide key
Style-related informati
on to help you
determine a sender’s
Style.
You may be able to determin
e a person’s
Style through e-mails
by
attention to certain key paying
indicators, many
of which are similar
to what you observe
in face-to-face interactio
ns. For example,
the length of e-mail
messages is related
to Style. Driving Style
people tend to write
more brief and pointed
e–mails, whereas
other Styles tend to be
wordier. Another
clue is the content itself.
and Driving Style people Analytical
tend to focus
on facts or results whereas
Amiable
and Expressive Style
individuals tend
to discuss opinions and
people more
often. Yet another clue
is the formality
of a message. An Analytica
is likely to open an e-mail l Style person
formally,
whereas an Amiable
Style person will
start off in a “friendly”
way. Using these
and other indicators,
one study found
that e-mail commun
ication styles are
highly related to SOCIAL
STYLE2.

Follow these five steps
to identify the
SOCIAL STYLE of a co-worke
r:
1. Using the Assertive
ness and
Responsiveness scales,
identify those
verbal and non-verbal
behaviors that
you observe the individua
l exhibiting
most frequently. As you
make your
observations, follow the
Rules for
Observing Behaviors.

This highly tactical
reference Guide adds
tremendous value to
any SOCIAL STYLE
& Versatility product.
Use as a take-away
or incorporate into
your own program to
enhance your employees’ ability to apply these essential interpersonal skills
concepts. Appropriate for a beginning self-perception course or our most
complete, two-day course.
2. After making a sufficient
number of
observations, you should
see a pattern
of behaviors emerge.

3. Plot your co-worke
r’s SOCIAL STYLE
by identifying in which
quadrant most
behaviors occur when
the scales are
intersected.

4. Consider your initial
identifica
Style as tentative. Accuratel tions of
y identifying
another person’s Style
takes practice.

5. Verify your tentative
Style identification
over time through ongoing
observation.
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PRODUCT DESCRIPTION
The Improving Personal Effectiveness with Versatility Applications Guide
is a thorough reference Guide allowing participants to take the concepts
of SOCIAL STYLE & Versatility to another level. Our respected ABC model
is available in this Guide offering detailed information on Actions Toward
Others, Best Use of Time, and Customary Approach to Decision Making for
each SOCIAL STYLE, Throughout the guide, participants will also find specific
action steps to take that are highly relevant to today’s workplace. Tables within
the guide lay out tips and guidelines for participants to follow and refer back
to when considering the SOCIAL STYLE of the individual with whom they
are leaving a voicemail, sending an email, or simply working to effectively
communicate and work.
This Applications Guide is an excellent tool for employees of all levels and
positions. It is the most comprehensive application-focused resource on
SOCIAL STYLE & Versatility available. Developed to allow easy access to quick
tips on each SOCIAL STYLE and under various circumstances, the Improving
Personal Effectiveness with Versatility Applications Guide will help employees
take action on the concepts they learn in class.
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Research conducted by The
TRACOM GROUP reveals that
training program participants
feel there is an acute need
for interpersonal skills
training at work and SOCIAL
STYLE meets that need.
• 88% said that Style
differences at work cause
Communication Breakdowns.
• 87% reported that Conflict was
due to Style differences at work.
• 63% believed that Low Morale
was caused by Style differences.
• 80% said that SOCIAL STYLE
training has helped them have
a more effective relationship
with their co-workers or team.

VERSATILITY
Versatility is a measure of a
person’s Image, Presentation,
Competence, and Feedback, the
areas that contribute to a person’s
interpersonal skills. Versatility
is a significant component of
overall success, comparable
to intelligence, previous work
experience, and personality.

BENEFITS
Participants will learn to:
• Continually apply the concepts
of SOCIAL STYLE® throughout
their workday.

Improving Personal Effectiveness
with Versatility
™

• Understand their SOCIAL
STYLE and its effect on
interactions with others.

Contents
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of others.
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• Support the Style needs of
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co-workers, creating more
productive relationships.

• Why Learn to Become Highly Versatile?

• Increase their Versatility, which
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• Gain more cooperation, support,
and respect from others.

• Versatility

• More effectively listen to and
communicate with others,
influence decisions, and present
and gain commitment for ideas.
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• ABC Model for each Style
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• More effectively resolve, or
even avert, unnecessary conflict
caused by “interpersonal friction.”

• Know Yourself

• Leave voicemails appropriate
to each SOCIAL STYLE.

• Know Others

• Create emails to which
each SOCIAL STYLE will
be most receptive.

• Control Yourself
• Do Something for Others
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Work Situations and Style
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