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10
QUESTIONS

How to have perfect people skills
Quickly improve your people skills to maximise relationships.

Do you find that you miss opportunities, that your relationships lack depth, that
you are misunderstood, and your relationships seem brittle cracking under
pressure?

People skills matter, they give you the edge in business Ð with customers, suppliers, work
colleagues and team members.  People skills give you deeper satisfaction in your work and help
you build a successful career.  People Skills are essential to long term business reputation

Skills with people is an art not a science.  It needs to be learnt through experience: reflecting on
what went well or not  well and then being prepared to make changes to your behaviour and
communication to get better results.  How are your people skills currently?  Think about each
statement overleaf and answer as honestly as possible.

ÒThere are no difficult people Ð just limits to our patience and our people skills.
There are no irrational people Ð just limits to our understanding.Ó

Andrew Floyer Acland Ð Perfect People Skills
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I make confident eye contact with people and smile.1

I proactively make time and space for conversation and discussion.2

I use well-judged humour to help oil the wheels in a relationship.3

In conversation, I actively listen without interrupting.4

I consciously control my emotions when working with others.5

I am clear, honest and sensitive in my conversations with people.6

I use my voice tone to show interest and understanding of others.7

I like to share ideas, information and experiences with people through give and take.8

I consciously manage an environment to aid effective communication with others.9

I cultivate the right visual image of myself because it is important to successful business.10

Score

Interpreting the result

10 -17:   Your people skills need work.  Start by thinking about your attitude to people, your confidence levels and the time you give to
getting things done through people.

18 -25:   You have strengths and weaknesses in your people skills. Start by reviewing your lower scores and find new behaviors and
ways of communicating that you can practice and gradually improve your habits.

26 -30:   You have high level people skills.  To give your assessment more strength, ask some key people to complete the
questionnaire on you and to give you some useful feedback.

Add up your total score here

Think about how your people skills. Score each statement: 1= no, not much  2 = sometimes I do  3 = yes, I do this.
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Transactional analysis

Transactional Analysis gives us a picture of how people are structured psychologically.  It helps us understand how people express their
personality through their behaviour and communication.  It enables us to analyse and understand peopleÕs behaviour and
communication.  Once we know Ôwhere they are coming fromÕ we can adapt our style to get the best from the situation and avoid the
traps of a dysfunctional conversation or relationship.

1
Parent / adult / child (PAC)
The PAC model informs us that peopleÕs behaviour and communication is conveyed in three distinct ways or ego-states.

á The parent form of communication and behaviour is primarily belief driven.  This is when people behave as if one of their
parents.  It is divided into two: critical parent and nurturing parent

á The child form of communication and behaviour is feelings driven.  This is when people behave as if a child again.  It is
divided into two: adaptive child and free child.

á The adult form of communication and behaviour is thought driven.  This is when we are in touch with the present and using
all our resources as a grown up person to achieve our aims and objectives.

When communicating in critical parent mode people will typically be overbearing and dictatorial.  They will be judgemental and telling
people what to do based upon their own beliefs.

When communicating in nurturing parent mode people will be supportive in a sympathetic way.  Their approach is well intentioned but
patronising and condescending if directed to another adult.

When communicating in free child mode people are spontaneous, fun-loving and uninhibited.  Their approach is to seek attention
through being energetic, excitable and loud.

When communicating in adaptive child mode people are sulking, moaning or passive.  Their approach will be to seek attention by
playing the victim.

When communicating in adult mode people are listening, understanding and thoughtful.  They will want to concentrate on facts,
information and options in a level-headed, empathetic way.

2

Transactional Analysis helps us understand where people are coming from and that their emotions are packaging for the
message within.  By taking a constructive adult approach and not getting drawn in, we can gradually understand the message
and begin to relate to their feelings about it.  This enables us to have a constructive dialogue and relationship with them.
Also, by consistently demonstrating an adult approach most people will begin to behave in kind Ð again aiding a constructive,
functional relationship.


