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Question
Not at 

all
Rarely

Some-

times
Often

Very 

often

1.  Are the tasks you work on during the day the ones with 

the highest priority?
1 2 3 4 5

2.  Do you fi nd yourself completing tasks at the last minute, 

or asking for extensions?
1 2 3 4 5

3.  Do you set aside time for planning and scheduling? 1 2 3 4 5

4.  Do you know how much time you are spending on vari-

ous jobs you do?
1 2 3 4 5

5.  How often do you fi nd yourself dealing with interrup-

tions?
1 2 3 4 5

6.  Do you use goal setting to decide what tasks and activi-

ties you should work on?
1 2 3 4 5

7.  Do you leave contingency time in your schedule to deal 

with “the unexpected”?
1 2 3 4 5

8.  Do you know whether the tasks you are working on are 

high, medium or low value?
1 2 3 4 5

9.  When you are given a new assignment, do you analyse 

it for importance and prioritise it accordingly?
1 2 3 4 5

10.  Are you stressed about deadlines and commitments? 1 2 3 4 5

11.  Do distractions often keep you from working on critical 

tasks?
1 2 3 4 5

12.  Do you fi nd you have to take work home, in order to 

get it done?
1 2 3 4 5

13.  Do you prioritise your “To Do List” or Action Program? 1 2 3 4 5

14.  Do you regularly confi rm your priorities with your boss? 1 2 3 4 5

15.  Before you take on a task, do you check that the re-

sults will be worth the time put in?
1 2 3 4 5
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BLUE

• Slow with pauses

• Monotone

• Quiet

• Deliberate

• Asking for evidence

• Thinks before answering

RED

• Quick pace

• Economic with words

• Staccato

• Task/tell

• Harsh and abrasive

• Responds quickly

GREEN

• Soft tone

• Slower pace

• People talk

• Soothing

• Diplomatic

• Emotive

YELLOW

• Fast pace

• Interrupts

• Energetic

• People talk

• Descriptive

• Variable tone

BLUE

• Saab/Volvo

• Grey/black suit

• Conservative dress

• No loud ties

• Little facial expression

• Little body movement/self-contained

• Polished shoes

• Behind the desk

• More formal

• Less eye contact

• Brief handshake

RED

• Merc/Jag/BMW

• Bow tie

• Business-like dress

• Upright

• Quick pace

• Flash watch

• Sparse clean o�  ce

• Behind the desk

• No physical contact

• Direct eye contact

• Firm handshake

GREEN

• Citroen/people carrier

• Sports jacket

• Comfy shoes/sandals

• Tactile greeting

• Warm facial expressions

• Warm handshake

• Relaxed posture and open gestures

• No desk

YELLOW

• MG/Golf

• Loud clothes

• Designer label

• Confi dent posture

• Bag not briefcase

• Friendly open expressions

• Firm handshake

• Eye contact but not scanning
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BLUE

• Will discuss facts, speak quietly

• Deliberate

• Lots of questions, uses technical language

• Deal with them by:

• Being structured in the decision

• Presenting data

• Mirror voice, tone and volume

RED

• Loud, uses ‘I’ a lot when speaking

• Can be abrupt in their speech and

dominate the conversation

• Arrogant and dismissive

• Deal with them by:

• Being precise, no wa�  ing

• Be factual

• Be assertive

GREEN

• Use ‘we’ a lot in conversation

• Will want to discuss your well-being too

• Hot on work-life balance

• Warm and non-directive

• Deal with them by:

• Being informal

• Building rapport and putting people issues 

fi rst

• Do not be threatening

YELLOW

• ‘Me, me, me, me, me, me’

• Will speak quickly and deal with

social aspects fi rst

• Will interrupt and fl it from subject to subject

• Can be distracting

• Deal with them by:

• Boost their ego

• Speak about social things

• Try to get conversation to the point without 

stemming their fl ow

BLUE

• Collar and tie

• Tidy organised desk

• Interested in clinical papers/theory

• Lots of text books

• Computer-literate

• Enjoys educational meetings

RED

• Sparse o�  ce (could be anyone’s)

• Computerised

• Time-saving devices

• Clocks

• Receptionist

• Tidy desk

• Executive toys

• Often in meetings

GREEN

• Family photos

• Comfortable o�  ce

• Plants

• Personal items on show

• Running late

• Patient focused

• Co� ee mugs

YELLOW

• Messy desk

• Group photos bright décor

• Flamboyant dress

• Unstructured

• People coming in and out

• Usually not in own o�  ce
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DOs DON’Ts

• Give it to me straight – and quickly

• Flatter my self-image – lovely car!

• Give me the bottom line

• Say what’s in it for me

• Discuss audits/projects/time & money-savers

• Let me have the most recent information

• Ask for my opinion

• Let me know how clever I am

• Close early

• Emphasise relevant positive benefi ts

• Tell me what I am going to achieve

• Be strong and confi dent

• Waste time

• Patronise

• Talk individuals/feelings/emotions

• Tell me

• Oversell

• Bore me

• Run down other initiatives

• Be too ‘fl u� y’

• Over-use adjectives

• Be too timid

• Procrastinate

• Tell me what to do

DOs DON’Ts

• Be precise with information

• Be well-informed

• Be prepared and have a clear objective

• Structure discussions and stay focussed

• Challenge intellectually

• Concentrate on facts and fi gures

• Speak in a measured tone (pace/volume)

• Give me time to think and process information

• Ask for and value my opinion

• Know your stu� 

• Follow up on information

• Be accurate

• Waste time

• Appear disorganised

• Try and wing it

• Try to persuade using emotive language

• Challenge me personally

• Be loud or touchy-feely

• Invade my personal space

• Rush answers or force quick decisions

• Be late

• Promise what you can’t deliver

• Wa�  e

• Say things that later prove to be wrong
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DOs DON’Ts

• Set out your aim at the start

• Be interested in ME

• Have a sense of humour

• Be animated

• Give ‘chunks’ of information

• Keep good eye contact

• Keep on track

• Make me feel important

• Ask for commitments

• Relationship-build/socialise

• Listen

• Ask for my opinion

• Just discuss facts

• Speak in a monotone

• Speak slowly

• Bore me

• Become aggressive

• Bog me down in detail

• Have no time for small-talk

• Appear impersonal

DOs DON’Ts

• Discuss benefi ts to people

• Talk about people aspects

• Ask open questions

• Take time to talk

• Have a relaxed/open posture

• Discover what’s important to me (e.g. family)

• Make small-talk

• Build rapport

• Respect my opinion

• Say thank you

• Follow through with what you say you will do

• Keep in regular contact

• Be overpowering

• Rush me into a decision

• Be abrupt

• Be impersonal

• Be uncaring

• Be judgemental

• Take advantage of my good nature

• Let me down

• Be impatient

• Assume that because I’m quieter I am less

important
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