CONSTRUCTIVE CONVERSATIONS
MASTERING FEEDBACK & CONFLICT RESOLUTION

CHEAT SHEET

Why constructive conversations matter

Clear and respectful communication builds trust and

enhances teamwork, while a structured approach helps
de-escalate conflicts and find common ground, ultimately fostering
personal growth through open feedback and continuous learning.

Best practices Q Avoid these pitfalls

* Prepare yourself: 4 o Giving feedback too late:

Think about your goal and ‘ Timely feedback is most

key points before the conversation. effective.

Active listening: Personal attacks:

Repeat and confirm what you've Focus on behaviors,

heard to avoid misunderstandings. not personalities.

"i" statements: Focus on your own Vague messages:
perspective, not blaming others. Be clear and specific to avoid
Solution-orientation: Focus on misunderstandings.

solutions, not problems.

Practical steps for conflict resolution Get feedback

Non-violent communication (NVC) o Listen actively and
Observation: Describe the situation without judgment ask clarifying
(“I noticed that...”). questions.
Feeling: Express how you feel about it (“/ feel...”). Manage emotions
Need: Explain what need is behind your feeling and avoid being
(“It’s important to me that...”). defensive.

Request: Make a clear and positive Reflect and define
K

request (“Could you please...?”). @ é concrete next
—_— “ steps.

SBI model: @ g
« Situation: Describe the specific situation. (i
« Behavior: Explain the observed behavior.
o Impact: Highlight the impact on the team or work.
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