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SECTION 1. ASSERTIVENESS TRAINING (4 Credit Hours)

Learning Objectives
Understand the importance of assertive behavior andthzam help you personally and
professionally.

How you interact with others can be a source of cenable stress in your life.
Assertiveness training can reduce that stress byibgagbu to stand up for your legitimate
rights, without bullying others or letting them bully you.

1. Assertiveness was initially described as a persgnedit by Andrew Salter in 1949.

2. It was thought that some people had it, and some pedplg glist like extroversion or
stinginess. But Wolpe (1958) and Lazarus (1966) redefined asgeds as “expressing
personal rights and feeling.” They found that nearlyyedy could be assertive in some
situations, and yet be totally ineffectual in otheffie goal of assertiveness training is to
increase the number and variety of situations in wagsertive behavior is possible, and
decrease occasions of passive collapse or hostile ugow

You are assertive when you stand up for your rights in aweay that the rights of others are
not violated. Beyond just demanding your rights, you cg@ness your personal likes and
interests spontaneously, you can talk about yourselbufitbeing self-conscious, you can
accept compliments comfortably, you can disagree witliesme openly, you can ask for
clarification, and you can say no. In short, whean soe an assertive person, you can be more
relaxed in interpersonal situations.

Some people think that assertiveness training turngeiople into irascible complainers or
calculating manipulators. Not so. It's your right toteat yourself when something seems
unfair. You are the one you best knows your discomfmaty@ur needs.

Investigators such as Jakubowski-Spector (1973) and Albericammons (1970)
discovered that people who show relatively little assebehavior do not believe that they
have a right to their feelings, beliefs, or opiniots.the deepest sense, they reject the idea
that we are created equal and are to treat others ds.edsaa result, they can't find grounds
for objecting to exploitation or mistreatment. Itikely that they learned as children
traditional assumptions that implied that their perceptiopinions, feelings, and wants were
less important or correct than those of others.yTnew up doubting themselves and looking
to others for validations and guidance.[1]

You did not have much choice about which traditional apsioms you were taught as
a child. Now, however, you have the option of decidihgtiver to continue behaving
according to assumptions that keep you from being an issadult. Each of these mistaken
assumptions violates one of your legitimate rights assclat:
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Mistaken Traditional Assumptions Your Legitimate Rights I

1. Itis selfish to put your needs before You have a riglput yourself
others’ needs. first sometimes.
2 It is shameful to make mistakes. You have a rightakenmistakes.

should have an appropriate response for
every occasion.

3. Ifyou can’'t convince others that your You have a righte the final judge
feelings are reasonable, then they must wf feelings and accept them as
be wrong, or maybe you are going crazy. legitimate.

4. You should respect the views of others, You have ataghave your
especially if they are in a position of own opinionsl @onvictions.
authority. Keep your differences of
opinion to yourself. Listen and learn.

5.  You should always try to be logical You have a righthtange your mind

and consistent. or decide on a different change of
course.

6.  You should be flexible and adjust. You have a right toéestainfair
Others have good reasons for their treatment orisntic
actions and it's not polite to question
them.

7. You should never interrupt people. You have a right torimperin order to
Asking questions reveals your stupidity ask for clarification
to others.

8.  Things could get even worse, don't rock You have a t@ghegotiate for

the boat. change.
9.  You shouldn’t take up others’ valuable You have a riglatstdor help or
time with your problems. emotional support.

10. People don't want to hear that you feel You have a right to feel and express
bad, so keep it to yourself. pain.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

When someone takes the time to give You have thetagghore the advice
You advice, you should take it very of others.
seriously. They are often right.

Knowing that you did something well You have a right teenres formal
is its own reward. People don't recognifmmyour work and
like show-offs. Successful people are achientsn

secretly disliked and envied.
Be modest when complimented.

You should always try to accommodate You have the tagsdy no.
others. If you don't, they won't be
there when you need them.

Don'’t be anti-social. People are going You have a tghie alone, even if
to think you don't like them if you say others would prefeur company.
you'd rather be alone instead of with

them.

You should always have a good reason You have a right hatve to justify
for what you feel and do. yourself to others.

When someone is in trouble, you should You have amghto take responsi-
help them. bility for someone else’s problem

You should be sensitive to the needs and You havetheot to have to
wishes of others, even when they are anticipatergitheeds and wishes.
unable to tell you what they want.

It's always a good policy to stay on You have a rigittta
people’s good side.

It's not nice to put people off. If You have a right tmalways worry
guestioned, give an answer. about the goodwill of others.
You will loose customers if you raise You have the rightaise prices just
your prices. like other businesses.

As you continue through this chapter, keep in mind thar&gs communication is

based on the assumption that you are the best judge ofhwughts, feelings, wants, and
behavior. Nobody is better informed than you regardow Your heredity, history, and
current circumstances have shaped you into a unique huimgn Génerefore, you are the
best advocate for expressing your position on imporssaes.

5
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Because of your unigueness, there are many times whediffer with significant people in
your life. Rather than overpower the meek or giv@ithe aggressive, you have the right to
express your position and try to negotiate your difference

Symptom Relief

Assertiveness training has been found to be effertidealing with depression, anger,
resentment, and interpersonal anxiety, especially whese symptoms have been
brought about by unfair circumstances. As you become @a&sertive, you begin to lay claim
to your right to relax and are able to take time farrgelf.

Time for Mastery

Some people master assertiveness skills sufficientlgyimptom relief with just a few
weeks of practice. For others, several months pfisyestep work are necessary to
experiencing significant change.

Instructions

1. Three Basic Interpersonal Styles

Assertiveness is a skin that can be learned, notsapaity trait that some are born
with and others are not. The first step in asseréigs training is to identify the three basic
styles of interpersonal behavior.[2]

Aggressive style. In this style, opinions, feelingg] avant are honestly stated, but at the
expense of someone else’s feelings. The underlyingagess “I'm superior and right, and
you're inferior and wrong.” The advantage of aggressal@bior is that people often give
aggressive individuals what they want in order to getfrithem. The disadvantage is that
aggressive individuals make enemies, and people who caict #em entirely may end up
behaving dishonestly toward them in order to avoid conétions.

Passive style. In this style, opinions, feelingsl wants are withheld altogether or
expressed indirectly and only in part. The underlying aggss “I'm weak and inferior, and
you're powerful and right.” The advantage of passive conwatian is that it minimizes
responsibility for making decisions and the risk of taldrngersonal stand on an issue. The
disadvantages are a sense of impotence, lowered ssfiesind having to live with the
decisions of others.

Assertive style. In this style, you clearly stateiyopinion, how you feel, and what
you want without violating the rights of others. The&eirlying assumption is “You and |
may have our differences, but we are equally entitlezkpoess ourselves to one another.”
The major advantages include active participation in ngakmportant decisions,
getting what you want without alienating others, the tenal and intellectual satisfaction of
respectfully exchanging feelings and ideas, and high delé®s
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To test your ability to distinguish interpersonal stylabel person A’s behavior in the
following scenes as aggressive, passive or assertive.

Scene 1
A: Is that a new dent | see in the car?

B: Look, | just got home, it was a wretched day, and | teant to talk about it
now.

A: This important to me, and we’re going to talk abounortv.

B: Have a heart.
A: Let’s decide now who is going to pay to have it fixethen, and where.
B: I'll take care of it. Now leave me alone, for ker’s sake!

A’s behavior is A. Aggressive B. Passive C. Ab#e

Scene 2
A You left me so by myself at that party. . . | rgddlit abandoned.

B: You were being a party pooper.

A: | didn’t know anybody---the least you could have donati®duce me to
some of your friends.

B: Listen, you're grown up. You can take care of yourskith tired of your
nagging to be taken care of all the time.

A: And I'm tired of your inconsiderateness.
B: Okay, I'll stick to you like glue next time.
A’s behavior is A. Aggressive B. Passive C. Abze

Scene 3
A: Would you mind helping me for a minute with this file?

B: I’'m busy with this report. Catch me later.

A: Well, I really hate to bother you, but it's importan

B: Look, | have a four o’clock deadline.
A: Okay, | understand. | know it’s hard to be interrupted.
7
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Scene 4
A: | got a letter from Mom this morning. She wantstime and spend two
weeks with us. I'd really like to see her.

B: Oh no, not your mother! And right on the heelsadrysister. When do we
get a little time to ourselves?

A: Well, I do want her to come, but | know you need tonsp®me time without
my in-laws underfoot. I'd like to invite her to conmea month, and instead of
two weeks, | think one week would be enough. What do yptostnat?

B: That’s a big relief to me.

A’s behavior is A. Aggressive B. Passive C. Abze

Scene 5
A: Boy, you're looking great today!

B: Who do you think you're kidding? My hair is a fright angl alothes aren’t
fit for the Goodwill box.

A: Have it your way.
B: And | feel just as bad as | look today.
A: Right. I've got to run now.

A’s behavior is A. Aggressive B. Passive C. Abze

Scene 6

(While at a party, A is telling a group of women how mshk enjoys being a
working mother. The group criticize her for not feglguilty about sending her son
in day care.

A: Not so. | feelit is good for me to get out of treuke and feel productive. |
also believe it is beneficial to my son to meet rfie@nds and learn new
things. | am fortunate to be able to work part time.

A’s behavior is A. Aggressive B. Passive C. Ab#e
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Now that you have labeled person A’s responses in 8&s®es as aggressive, passive,
or assertive, it may be useful to compare your assesswié ours:

Scene 1.Ais aggressive. A’s seemingly innocent question isalgtan accusation in
disguise. A’s insistence on immediate action withltdiszregard for B’s state of mind sets up
a polarized conflict in which B is likely t feel wrongjthdrawn, and defensive.

Scene 2.A is aggressive. The tone is accusing and blaming irBmediately placed on the
defensive and no one wins.

Scene 3.Ais passive. A’s timid opening line is followed by colete collapse. The file
problem must now be dealt with alone.

Scene 4.Ais assertive. The request is specific, non-hostile, open to negotiation.

Scene 5.Ais passive. A allows the compliment to be rebuffed surrenders to B’s rush of
negativity.

Scene 6.A is assertive. She stands up to the prevailing apwighe group and achieves a
clear, non threatening statement of her opinion.

2. The Assertiveness Questionnaire

Step two in assertiveness training is to identify éheituations in which you want to
be more effective. Having clarified the three intespeal styles, rate each situation if it
relates to you as follows.

1. Comfortable

2. Mildly uncomfortable

3. Moderately uncomfortable

4. Very Uncomfortable

5. Unbearably threatening.
(Note that the varying degrees of discomfort can beessged whether your inappropriate
reactions are hostile or passive.)
WHEN do youbehavenon-assertively?
Asking for help
Stating a difference in opinion

Receiving and expressing negative feelings

Receiving and expressing positive feelings
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Dealing with someone who refuses to cooperate
Speaking up about something that annoys you
Talking when all eyes are on you

Protesting a rip-off

Saying “no”

Responding to undeserved criticism

Making a request of authority figures
Negotiating for something you want

Having to take charge

Asking for cooperation

Proposing an idea

Taking charge

Asking questions

Dealing with attempt to make you feel guilty
Asking for service

Asking for a date or appointment

Asking for favors

Other

WHO are the people with whom you are non-assertive?
Parents

Fellow workers, classmates

Strangers

Old friends

10
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Spouse or mate

Employer

Relatives

Children

Acquaintances

Sales people, clerks, hired help

More than two or three people in a group

Other

WHAT do you want that you have been unable to achieveneithssertive styles?
Approval for things you have done well

To get help with certain tasks

More attention, or time with your mate

To be listened to and understood

To make boring or frustrating situations more satisfying

To not have to be nice all the time

Confidence in speaking up when something is important o yo
Greater comfort with strangers, store clerks, meckaand so on
Confidence in asking for contact with people you findaative

To get a new job, ask for interviews, raises, raigmgr own prices for services you offer, and
So on

Comfort with people who supervise you or work under you
To not feel angry and bitter a lot of the time
To overcome a feeling of helplessness and the seasedthing ever changes

To do something totally different and novel

11
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To have time by yourself

To do things that are fun or relaxing for you

Evaluating your responses.Examine your answers, analyze them for an overall
picture of what situations and people threaten you. Haeg don-assertive behavior
contribute to the specific items you checked on the tWisa? In constructing you own
assertiveness program, it will be initially useful éads on items you rated as falling in the 2-3
range. These are the situations that you will findeeas change. Items that are
uncomfortable or threatening can be tackled later.

3. Describing Your Problem Scenes

Step three in assertiveness training, according too8teard Gordon Bower, it to
describe your problem scenes. Select a mildly to mbeleracomfortable situation that
suggests itself from items on the Assertiveness Qunesstice. Write out a description of the
scene, being certain to includé&othe person involved isyhenit takes place if you are
assertive, and you goal. Always be specific! Gersatadins will make it difficult later on to
write a script that will make assertive behavior gaesn this situation. The following is an
example of a poor scene description.[3]

| have a lot of trouble persuading some of my friendsten to me for a change.
They never stop talking, and | never get a word in edgewigeuld be nice for me if |
could participate more in the conversation. | feef tima just letting them run over
me.

Notice that the description doesn’t speeyo the particular friend is, when this
problem is most likely to occunowthe non-assertive person acts, wiearsare involved in
being assertive, and a specific goal for increasedvieamnt in the conversation. The scene
might be rewritten as follows:

My friend Joan (who), when we meet for drink after kvGwhen), often goes on
nonstop about her marriage problems (what). | jusheie and try to be interested
(how). If I interrupt her, I'm afraid she’ll think ugt don’t care (fear). I'd like to be
able to change the subject and talk sometimes aboutvmyife (goal).

Here is a second poor scene description:
A lot of times | want to strike up a conversation warople, but | worry that maybe

they don’t want to be disturbed. Often I notice somew@ho seems interesting, but |
can’'t imagine how to get their attention.

12

PDF Created with deskPDF PDF Writer - Trial :: http://www.docudesk.com



Once again there is a lack of detail. No clear statémanade as tashothese people
are,whenthe experience takes plat®wthe non-assertive person behaves, or the specific
goal. The described scene will become much more usefalchyding these elements:

There is an attractive man who always brings a baghl(nwho) and often sits at my
table in the cafeteria (when). | would like to stgta conversation by asking about
his boss, who has a very hard to get along with reput&tvhat), but he looks so
intent on his book I'm afraid he would be put out if keirupted (how, fear). I'd like
to start a conversation with him tomorrow (goal).

Write three or four problem scenes, and for each drgie relive your thoughts and
feelings when you were actually experiencing it. You inmgitice, for example, that in each
problem scene you gun yourself down with negative thoudhitean’t do it, I'm blowing it
again, boy do I look stupid,” and so on), or you usuallytézese in the stomach and seem to
be breathing way up in your chest. This exercisehelfy you cope with habitual thoughts
and physical reactions that make you uncomfortable wberact assertively, by making you
more aware of your responses. Once you recognize &veeggaction you can come up with
strategies to overcome them. For example if you has@nstant fear of speaking in front of a
group and it is necessary to your job performance td extas area you could take steps to
become a better public speaker. If you fear speakingmh éfoa group that includes a certain
person, you would need to identify what about that perstkesyou uncomfortable being an
assertive speaker. Coping skills training, deep muscheatala, breathing exercises and so
on should all be useful with these uncomfortable thougindsfeelings. At this point however
we will concern ourselves with behavior-changing yaabitual way of dealing with these
problem situations.

4. Your Script for Change

The fourth step in assertiveness training is writingrysxript for change. A script is a
working plan for dealing with the problem scene assdytivEhere are six elements in a
script.[4]

1. Look at your rights, what you want, what you need, and your feglgs about
the situation. Let go of blame, the desire to hurt, and self pity. in@eyour goal and keep it
in mind when you negotiate for change.

2. Arrange a time and place to discuss your problem that is convent for you
and the other person. This step may be excluded when dealing with the spontaneous

situations in which you choose to be assertive, ssetthen the person cuts ahead of you in
line.

13
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3. Define the problem situation as specifically as possiblelhis is essential for
focusing the discussion. Here is your opportunity to stetdacts as you see them and share
your opinion and beliefs. For example: “It's time taka a decision about where we’re going
to eat tonight. | know you love Mexican food, but wedagen a Tijuana Joe’s the last three
times we’ve gone out for dinner. We’'re in a rut!”

4. Describe your feelings so that the other person has a bettenderstanding of
how important an issue is to you.Once they are expressed, your feelings can often play a
major role in helping you get what you want, especialigmvyour opinion differs markedly
from that of your listener. If nothing else, theédiser may be able to relate to and understand
your feelings about an issue even when he totally disagvéh your perspective. When you
share your feelings, you become less of an adversary.

There are three important rules to remember whemtagbeexpressing your feelings:

1. Do not substitute on opinion for a feeling. (“llfgeat Mexican food should be
abolished!”). The more accurate feeling statemefithate Mexican food!

2. Use “l messages” that express your feelings withealtiating or blaming others.
Rather than saying “You are inconsiderate” or “You Imet” the | message would be
“I feel hurt.”

3. “l messages” connect the feeling statement withifgpbehaviors of the other
person. For example, “I feel hurt when you ignore nghes about where we eat.”
Contrast the clarity of this message with the vagameélstatement, “I feel hurt
because you are inconsiderate.”

5. Express your request in one or two easy-to-understand sentes. Be specific
and firm! Instead of expecting others to read your mntiraagically meet your needs, as in
the case of the passive individual, you state cleady washes and needs. Rather than
assuming that you are always right and entitled to gegting way, as an aggressive person
might, you state your wants and preferences, commaradsexgmple: “l would really like to
go to a French restaurant tonight.”

6. Reinforce the other person to give you what you wantThe best reinforcement
is to describe positive consequences. “We'll save snan@/e’ll have more time
together...I'll give you a backrub... My mother will gigtay a week... I'll be less tired and
more fun to be with.. I'll be able to get my work in tme... Little Julia will do better in
school, “ and so on.

14
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In some cases, positive reinforcement may be inaféecif the person you're dealing with
seems resistant or you feel that you're having tromfal8vating him or her to cooperate with
you, consider describing some negative consequencedldoe ta cooperate. The most
effective negative consequences are description oftdraative way you will take care of
yourself if your wishes aren’t accommodated.

If we can't leave on time, I'll have to leave witltoyou. Then you’ll have to drive
over later on your own.

If you can'’t clean the bathroom, I'll hire someopedb it once a week add it to your
rent.

If you keep talking in this loud attacking voice, I'll leav@/e can talk again
tomorrow.

If your check bounces again, we’ll have to work on & dessis only.

Notice that these examples are different from thre@itee consequences of
non-cooperation is that the speaker takes care of hisranterests. The consequences are
not designed to hurt, merely to protect. Threats usdaiit work because they make people
so angry. If you do make a threat (“You won't go to msyes’s wedding? | won't go to your
family reunion”), make sure you are willing and able &clbit up. Even then it will often do
more harm than good.

The first letters of each script element combinsgell “LADDER.” You may find
this a useful mnemonic device to recall the steps tassertive behavior. The LADDER
script can be used to rewrite your problem scenes $gdhacan assert what you want.
Initially, LADDER scripts should be written out and pieetl well in advance of the problem
situation for which they are created. Writing thamdorces you to clarify your needs and
increases your confidence in success.

As an example of a LADDER script, let's say that llerveants to assert her right to
half an hour each day of uninterrupted peace and quiet durgnied hour while she does
relaxation exercises. Kelly often interrupts with dises and attention-getting maneuvers.
Jenelle’s script goes like this:

Look at your rights, what you want and what you need.

It's my responsibility to make sure that Kelly respects mgs)yend | am certainly
entitled to some time to myself.

Arrange a time and place to discuss the situation.

I'll ask her is she’s willing to discuss this problem when shetget®rk tomorrow.
she isn’t, we'll set a time and place to talk about it in the daytor two.

15
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Define the problem specifically.

At least once, and sometimes more often, I’'m interrupted during nty tueak while
I’'m in the middle of my relaxation exercises----even though Hué the door and
asked for some time to myself. My concentration is broken anditnlescharder to
achieve the relaxation.

Describe your feelings using “I messages.”

| feel angry when my time alone is broken into and frustrated that éneises are
then made more difficult.

Express your request simply and firmly.

| would like not to be interrupted when my door is closed, except imargency. As
long as it is closed, assume that | am still doing the exercisesartdavbe alone.

Reinforce the possibility of getting what you want.
If ’'m not interrupted, | ‘Il come in afterward and chat with you.l #m interrupted,

it will increase the time | take doing the exs&sj and | won't have time to chat
during lunch break.

In another example, Sheila has felt very reluctamstporoach her boss to find out why
she was turned down for a promotion. She’s receivddetback about the reasons for the
decision, and Sheila is now feeling somewhat negatiwaitd the company, and her boss in
particular. Sheila’s script is as follows:

Look at: Resentment won't solve this. | need to asegntight to
reasonable feedback from my employer.

Arrange: I'll send her a memo tomorrow morning askingifoe to
discuss this problem.

Define: | haven't gotten any feedback about the promotibime
position | applied for has been filled by someone elsd,
that’s all I know.

Describe: | felt uncomfortable not knowing at all whyidn't get it and
how the decision was made.

Express: So I'd like to get some feedback from you aboutingw
performance is seen, and what went into the decision.

Reinforce: | think your feedback will help me do a betod. |

16
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These scripts, like the problem scenes earlier, afisgand detailed. The statement
of the problem is clear and to the point, without bfegnaccusing, or being passive. The
feelings are expressed with “I messages” and are linkegddaific events or behaviors, not to
evaluation of Jenelle’s co-worker or Sheila’s ba$snessages” provide a tremendous
amount of safety for the assertive individual becauseg tisually keep the other person from
getting defensive and angry. You are not accusing anyidreing a bad person, you are
merely stating what you want and feel entitled to.

Successful LADDER scripts do the following:

1. When appropriate, establish a mutually agreeableaimuiglace to assert your
needs.

2. Describe behavior objectively, without judging or deng.
3. Describe clearly, using specific references to,tpface and frequency.
4. Express feelings calmly and directly

5. Confine your feeling response to the specific proltdlehavior, not the whole
person.

6. Avoid delivering put-downs disguised as “honest feelings.”

7. Ask for changes that are reasonably possible, aalflesmough not to incur a lot of
resistance.

8. Ask for no more than one or two very specific ¢gesnat a time.

9. Make the reinforcements explicit, offering somegtimat is really desirable to the
other person.

10. Avoid threats or negative consequenceydhere not willing or able to do.

11. Keep your mind on your rights and goals videang assertive.
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Using these rules, we can now distinguish between gootaxhdcripts. For example,
for two months, Julie has wanted to take a continuingagaucworkshop in advanced skin
care. Twice, her husband has an excuse for why eveatich the children on the day the
workshop is offered. Julie’s script:

L I’'m sick of being bossed around,

A so I'm going to tell him tonight.

D A few months is long enough to wait.

D He’s too selfish to help

E but he’s just going to have to suffer through one day
R If he doesn't like it, he can just kiss this marriagedjbye.

Julie has violated these rules for a good script:

1. By not getting agreement on the time and place fodifoeission

2. By using non-specific and accusing phrases such as “basaat”
3. By failing to specify exactly what the problem is.

4. By describing her husband as selfish, rather tharessing her own

feelings about specific behaviors.

5. By not specifying times, or duration she has waite@dke the course.
6. By threatening negative consequences that she idinigvar able to
carry out.
18
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Julie’s script could be successfully rewritten as follows

L It is vital for me to have time to pursue interesigttwill increase my
income
A I'll ask him to discuss it after breakfast Saturday mmaynor as soon as

possible afterwards.

D I've missed two previous workshops because you wereailasle for
watching the children on course dates. I've waitednwaths.

D | feel frustrated that | haven’t been able to expkmething that
really excites me. | also feel hurt when you do othigs rather than
help me take the course.

E I'd like you to look after the children on Saturday mognbetween
8:00 am and 6:00 pm. The class is an 8 hour workshop.

R If you're willing, I'll take you to your favorite restmant for dinner
next Saturday night, but if your not, we’ll have the exgeeof a
babysitter.

The described problem behavior has become specifiexhressed feelings non
threatening. Julie’s reinforcements are realistit @xplicit. It should be noted that negative
reinforcement is often not necessary, and that pesiinforcement may require no more
than the assurance that you will feel good if certalmabior change is made. Elaborate
promised can usually be avoided.

You can now write your own LADDER scripts. Using youiitten scripts, rehearse
in front of a mirror. If possible, tape-record younearsals to further refine your assertive
style. It is helpful to rehearse scripts with a fiieand get immediate feedback. Let yourself
imagine, or better yet, act out, the worst possildpaase that could be made to your
assertive request. Get desensitized to the “nightrnasgbnse by facing it, and then
preparing your own countermeasures.
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Short Form Assertiveness Technique

The short form assertiveness technique is designeduatisns where you lack the
time or energy to prepare an entire LADDER script. eftdgeness can be condensed to three
basic statements:

1. Your thoughts about the problematic situation. ‘& mon-blaming,
non-pejorative description of the problem as you se¥atu stick as closely as possible to
objective facts, making no inferences about the metiveeelings of others.

2. Your feelings. These are “I statements” about youwtional reaction to the
problem. Try to avoid the implication that you're halglthe other person responsible for
your feelings. You're angry, sad, hurt or disappointed. yBut main message should be
that you are trying to solve a problem, not blameatier person wrong.

3. Your wants. As in the LADDER script, make your retjgpgcific and behavioral.
Don't ask your tardy client to be more “consideratBéquest specifically that he or she call if
more than 15 minutes late.

Whenever you're in a situation that requires an assemtiquest response, quickly run
through the three short form components in your mind.

| think...we’ve been working every night for two weeks on @lors remodel.
| feel..tired, grumpy, and pressured by your desire that it be iday@e month'’s time.
| want..not to work more than three nights without one naght

Make sure you've developed some idea of what you thinkafekivant before
starting to speak. Try to express each component ofagsartive statement in order. Finish
one part before going on to the next.

Make the greatest effort to follow the rules about dp@on-blaming and making “I”
statements. If you stick to these two, simple rules;Iyind the other person far less
defensive and far more cooperative. Stay away froemgtts to prove that your needs are
more important or legitimate than the other persodisst keep on track with a statement of
facts, feelings, and a specific request for change.

Now keep practicing. Think of at least three situatiwhere you'd like to be more
assertive. As you recall each one, pretend you alig tieere and have to make some
response. Quickly go over the three parts of your agsatatement, then say it out load.
Listen to how it sounds. Is it blaming? Is your reqeesicific enough? Are you saying
clearly what you want? Are you criticizing the otperson’s motives or feelings? Correct
what doesn’t sound right and try saying it again.
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5. Assertive Body Language

The fifth step in assertive training is to develop @s&ebody language. Practice with
the mirror will help you follow these five basic rules

Maintain direct eye contact.

Maintain an erect body posture.

Speak clearly, audibly and firmly.

Don’t whine or use an apologetic tone of voice.

Make use of gestures and facial expression for emphasis

abrwbhpE

6. Avoiding Manipulation

The sixth and final step to becoming an assertive passearning how to avoid
manipulation. Inevitably, you will encounter blocking dais from those who seek to ignore
your assertive request3he following techniquesre proven ways of overcoming the
standard blocking gambits.

Broken record. When you find that you are dealing with someone who twake

no for an answer or refuses t grant you a reasonadpeest, you can carefully choose

a concise sentence to use as your broken record anddsay and over

again. You could say to your insistent four year oldafiglen, | am not going to give

you any more candy.” You might say to the client wisists she must have her

money back, “Barbara, our policy is no returns on eggmwoduct packages.” Briefly
acknowledge that you have heard the other person’s poititthen calmly repeat you

Broken Record without getting sidetracked by irrelevanigiss “Yes, but...Yes, |

know, but my point is...| agree, but...Yes, but | wasnspyRight, but I'm still not

interested.”

Content-to-process shift. Shift the focus of the discussion form the topicrio a
analysis of what is going on between the two of yoMve're getting off the point
now.” “We’ve been derailed into talking about old issué€¥du appear to be angry
with me.”)

Defusing. Ignore the content of someone’s anger, and put offdudiscussion until
he has calmed down. (“l can see that you are very apseangry right now. Let's
discuss it later this afternoon.”)

Assertive delay. Put off a response to a challenging statement untibye calm,
have more information, or know exactly how you wanté¢spond. (“Yes...very

interesting point...I'll have to reserve judgment or.thadon’t want to talk about it
at this time.”)
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Assertive agreement. Acknowledge criticism with which you agree. You doréed
to give an explanation unless you wish to. (“You'retigioss, | am half an hour
late...my care broke down.”)

Clouding. When someone is putting you down in person, acknowlexigething in
the criticism with which you can agree, and ignorerést. Agree in part: “You're
right. |1 am late getting to my next client.” Agreetie probability: “ You may be
right that | am often late.” Agree in the principlgi@eing with the logic without
agreeing with the premise). “If | were late as ofisryou say, it certainly would be a
problem.” When clouding, rephrase the critic’s wordshst you can honestly
concur. By giving the appearance of agreeing without pnaognie change, you soon
deplete the critic of any reason to criticize you.

It is helpful to prepare yourself against a number of afuocking gambitshat will
be used to attack and derail your assertive requests. &@dhemost troublesome blocking
gambits include:

Assertive inquiry. Prompt criticism in order to find out what is reddlythering the
other person. (“l understand you don't like the way dl ldge meeting last night.
What is it about my speaking out that bothers you?”)

Laughing it off. Your assertion is responded to with a joke. (“Onte¢hweeks
late? I've got to work on being less punctual!”) Use ¢ontent-process shift
("Humor is getting us off the point”) and the Broken Rec@Yes, but....”).

Accusing gambit. You are blamed for the problem. (*You're alwaysate Igetting
finished with work, I'm too tired to clean the receptiarea.”) Use clouding (“That
may be so, but you are still not doing your job.”) @n@y disagree (“Six o’clock is
not too late to finish work”).

The beat-up. Your assertion is responded to with a personal atsack as, “Who
are you to worry about being interrupted, you're the bigipestmouth around here.”
The best strategies to use are assertive irony (K'yam”) in conjunction with the
broken record or defusing (“I can see you’re angry right,ret’s talk about it after
the meeting”).

Delaying gambit Your assertion is net with, “Not now, I'm toodd@” or “Another
time, maybe.” Use the broken record, or insist dtirgea specific time when the
problem can be discussed.

Why gambit. Every assertive statement is blocked with a sefi€svhy” questions,
such as, “Why do you feel that way... | still don’t knaxuy you wont do that...Why
did you change your mind?” The best response is to usmtitent-to-process shift.
("Why isn’t the point. The issue is that I'm not Mag to do to that”) or the broken

record.
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Self-pity gambit. Your assertion is met with tears and the coversagsthat you
are being sadistic. Try to keep going through your scripgusssertive agreement
(“ know this is causing you pain, but | need to get tesoived”).

Quibbling. The other person wants to debate with you abouttignhacy of what
you feel, or the magnitude of the problem, and so ore this content-to-process shift
("We’'re quibbling now, and have gotten off the main anf) with the assertion of
your right to feel the way you do.

Threats. You are threatened with statements like, “If you Kemping at me like
this, you're going to need a new sales representatiee assertive inquiry

("What is it about my requests that bother you?”) Ad a®content-to-process shift
(“This seems to be a threat”) or defusing.

Denial. You are told, “I didn’t do that” or “You’ve really misiatpreted me.” Assert
what you have observed and experienced, and use cloudimgaf/iseem that way to
you, but I've observed...”)
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SECTION 2. BUSINESS BUILING ON A BUDGET
(4 Credit Hours)

Learning Objective
Learn strategies that will help anyone build a busingtsvery little money.

We've all heard the phrase, “It takes money to makeemtdmut is that always true? Is
starting or building a significant salon, nail boutiqueesthetic practice reserved for those that
already have deep coffers? Must you have millions irb#imk to get your idea off the ground?
Not necessarily.

In this course, we will take a look at how you cantsadrsusiness on a very low budget.
Commonly referred to as “bootstrapping,” starting a @ssrwith very little capital is not only
possible, it can be extremely rewarditNpt only do you have the chance to earn a significant
return on a minimal capital investment, the procedauwfching a business from nothing can
give you what it takes to be a successful entreprenearkiidwledge and experience you

gain can propel you into other, bigger ventures. Multombiire CEOs don’t start out that

way. You need to hone your skills as an entrepreneuragedoin progressively more difficult
challenges.

Starting a cosmetology related business on a shoebtrdggt is a lot like starting any kind of
business. You still need to master the essential stgganning and executing on your
business idea. However, you need to know more. You neambte how to tackle each of
these challenges with a minimum of outside resources amakimum of creativity and
entrepreneurial spirit. That is the focus of this course

Bootstrapping Basics
In order to start a business on a shoestring budget, you'll ne

» Harness your talents and creativity and direct thetheatight kind of challenge.
What is it that you are good at, excel at and love attmutosmetology industry?

* Analyze your business opportunity on the cheap by doingctost market and
industry research.

* Use inexpensive means to learn about your customercamccgmpetition.
» Develop a solid brand identity...on a budget.
» Become a genius at getting cash in the door before yauleout the window.

* Run your business as a well-oiled machine, eliminatiagt&vand keeping costs in
check.

* Prepare to take your business and yourself to the nelt le
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1: What it Takes to Make Something Out of (Almost) Nothing

Do You Have What it Takes?

The hard work of entrepreneurship isn’t for everybody.c8ssful entrepreneurs share some
common traits that help them navigate the challengbailding business. In addition, it is
simply not possible to start every kind of business badget. Some ideas are more suited to
bootstrapping than others. In this section of the @wre’ll take a look at what kind of
people, and what kind of ideas, are best suited for starting a business orsaisgdg]

Deciding What Kind of Business to Start

When it comes to starting a business on a shoestian@ll business ideas are created equal.
Choosing an endeavor well suited to your budget is a keynaiaat of your chances of
success. So, what makes a business idea worth congifterthe frugal entrepreneur?

e Home-based. As a cosmetologist, esthetician oreahiologist you can operate a
licensed salon ajacent to your home if you followestadard rules for a residential
salon. It must be completely separate from the hoamexample, you must have a
separate entrance to the salon. But it is a lowstr possibility in some cases. As a
licensed professional, you could work out of your home sees representative for
cosmetic manufacturers with as little as a persomapoter, fax machine and
telephone line. Think about starting up a business thatg® able to run out of your
home or home-office. Not only are the costs assediwith establishing a separate
location (such as rent or purchase price, furnishingestand so on) considerable,
but they must be incurred even before you make yourstist The cash-strapped
entrepreneur would have a hard time covering those ap8stant.

e Not capital-intensive. Some businesses simply requindyspend a lot of money
before you open your doors. Building a large salon or &paywhich you would need
to acquire a large standing inventory are one exampleyddutould start with one
chair and expand as you go.

e Cash-generating products. One way to quickly get cash mabeis to, start with
products or services that have short sales cyclesrarehay to deliver. Selling
products that give you immediate cash and help you breakeeneiy is one strategy
for the entrepreneur on a budget. It's easier and fastgou to get payment for a
bottle of shampoo or nail polish than it is for youget paid brokering a complex
property transaction.

e High-value services. Another strategy for the frugalegeneur is to focus on a
business for which each sale generates a high volunexeriue. This helps keep your
cost of sales low and allows you to focus on executf @roject. The less you
overhead you have the higher profit margin. Just begausget a million dollar loan
and open a beautiful Spa, doesn’'t mean you will be maklioigad money if you have
to pay a large lease and have a huge marketing budget.
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Prudent Points

"When you are starting a business on a shoestring,
it's more important than ever to set realistic goals
for yourself and your business. You need to be

of what you're getting into."

Traits of the Successful Esthetic Related Entrepreneur

Just as not every idea is well suited for a shoesttartrgp, not every person is well suited to
be a bootstrapping entrepreneur. Successful entreprenacesssime common traits that help
them meet the particular challenges starting a bugmgssefore them.

Bootstrapping Basics
Successful entrepreneurs are:

* Passionate
* Tenacious
* Persistent
* Self-reliant
* Risk-takers
* Focused

e Curious

When it comes to starting a business on a shoestuimhgel, two of these traits are especially
important. An entrepreneur must be passionate aboutahisup business. It can be long time
before you really start reaping the rewards of your legsinand it can be easy to let other
endeavors distract you. Your passion is what will keepfgoused on moving your idea
forward.

A bootstrapping entrepreneur must also be somethingisK gaker. You must be willing to

experiment. If the first thing you try isn’t working, ydave to be able redirect your efforts

and try another approach. Too much caution can stahé way of a successful start-up.
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2: Market Research for the Budget Minded

Will the Customers Come?

Great. You've thought of a shoestring-friendly start-ugided you've determined that
you've got what it takes to see it through. What now& yau ready to hang your shingle and
start peddling your services?

Not by a long shot. Every entrepreneur can benefih fraking a disciplined approach to
planning her business. For even a simple idea, you'lt teafirst figure out who you plan to

sell your product or service to, then learn all that gan about the purchasing habits of those
individuals. For the cost-conscious entrepreneur, of epymi want to do that as
inexpensively as possible. In-depth knowledge of your mdndips you better develop your
product or service, allows you to estimate your reveane helps you devise a marketing
plan. We're next going to take a look at getting to knowryoarket, on the cheap.

Validate your Market
Getting to Know Your Customers

“If you build it, they will come,” simply doesn’t work feentrepreneurs. Nobody is going to
build a winning business—Ilarge or small—unless there israde for the product or service
being offered and the entrepreneur knows how to let cestokmow about it. To discover
whether it’s worth your time to launch a businessy geed to take the time to research and
learn about your market.

The first step is to figure out exactly what kinds of peoplill be likely to buy your product
or service. These potential customers are your targetain ldentifying your target consumer
will help you understand whether or not there is a mddtetour product or service.

Researching and analyzing your target market helps youathiiags. First, it helps you gear
your product and service menu development and marketinggsttatgour most likely
“typical” customer.For example, imagine you intend launch a salon for kids dinkhrough
your market research, you discover that the area yomtareling on opening your kids cuts
salon has a high senior citizen to young adults witkdrem ratio you might think about
opening your business in another area.

Second, your market research will start to give yowaa df how many customers you might
have, and how much money they might spend on your producexample, if you are
thinking about offering high end facials you will do beitea higher socio-economic area,
where the majority of households can afford your sesvidn order to estimate potential
revenues for your business, you must first understandzgnefsyour market opportunity. As
an entrepreneur heading a cash-strapped start-up businessysobe especially confident in
your revenue projections. You simply won'’t have the ¢asffloat” the business for very long
while you wait for sales to materialize.
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You can define and describe a target market according to:

 Demographic factors (such as their age, income, sex, etc.) thatdhelmgerstand
their abilities needs, and interests.

¢ Psychographic factors (such as their political leanings, habits, sociatenmetes,
etc.) that describe your target market’s beliefs, emotions, budes.

e Behavioristic factors (such as price, brand name, customer seet@gthat reflect
the key things that matter to your target market when they make a peirchas

As an entrepreneur, remember that you can design your target marketsintaig a market
segment that is already buying competing products. For example, existiegumaktists
might be targeting high end weddings. You might find a niche with middle ddakrbake
up and target people who had never considered using a professional make up antest bef
The key benefits could be that you will actually save the wedding hmsty mhile making
the endeavor more time efficient for the bride.

Learn About Your Market on the Cheap

Not everyone needs to hire an expensive researchdiget information about their market.
It's possible to get quality information without spending imuch of your valuable money or
time. The key is to identify the really important quassi you want to answer so that you
don’'t waste money or time acquiring information that yion’t really needBefore you start
conducting research, make sure you know what information you're looking for.

Bootstrapping Basics
Consider the following inexpensive strategies when researching yourtmarke

* Review newspapers and yellow pages for competing businesses
* Interview customers of similar businesses.
* Use libraries and librarians to help you gather fré@mation about your industry.

* Check for freely available information on the Intetrn

Gather the opinions of your friends, relatives, carggers on your idea.
» Talk to suppliers to get their insight on the market.
» Consider low-cost test advertising to gauge interesbum ea.

» Consult with your local Small Business Association.
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Tipsfor Conducting Market Research:

* Define your target market specifically.

* Ensure that there is a demand for your product or service.

* Identify the information you need before you start condgaesearch.

* Take advantage of free information sources such astéenét and
libraries.

* Use your family, friends, and network.

* Consult your suppliers.

* Quantify the demand for your product or service.

3: Customer and Competition for the Cost Conscious

Is There Room for You?

You've taken an initial pass at figuring out who will Bely to purchase your product or
service. Now you have to get to know them even betteid-efut what makes them tick and
why they decide to buy what they do. As a small-tinagtsip, you have a built-in opportunity
to create an advantage by knowing and serving your custowaly, really well.

In addition, you have to identify all the other optigosir customers have. Even if you've
established that there is a demand for your product vicegyou have to see if there are
competitors who could satisfy that demand as well debétan you do.

You can't afford to get this part of your business plagminong. Starting a business on a
shoestring budget means that you must have as much geasinossible that you have
chosen a winning competitive strategy. In this sectiggill take a look at how to get the
information you need to succeed without breaking the bank.
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Why You Must Know Your Customer

There is one thing that might be actually easiererantrepreneur starting a very small
business on a shoestring—qgetting to know his or her cest@@astomer knowledge is never
more critical than it is for the bootstrapping entreere. In fact, your proximity to your
customer can give you a real competitive advantage.

Taking the time to get to know your customer means thatcan tailor and customize your
product or service to them. This is a major trend enabsmetology market. You can
discover additional un-met or under-met needs that you rmghble to satisfy. Continually
growing your customer knowledge can help you choose thelnawative market niche to
pursue. In addition, by creating a detailed picture of yanget customer and what drives
their purchasing decisions, you can develop a very dificiad effective marketing plan.
Instead of casting a wide and costly net, you can ustaégic strike” to most directly reach
exactly those customers you want to attract.

Prudent Points
"You should know your target customer so well that
you could point to one walking down the stre

How to Get the Low-Down on Your Competition

The first step is to know your customers. Next, you nieachderstand your competition.
There might be a customer need for your product or selitef that need is being met by
one of your competitors, it doesn’t do you much good. Then&t be room for you in the
marketplace.

Your customer research will tell you what benefitsiamgortant to your customers when they
make purchasing decisions about your produce or servicactinybu should have identified
some key drivers—the one or two things about your produstmice that really compel
people to buy it. When you research your competitonsk #ibout how each competitor
stacks up in the minds of consumers in terms of providioge key driver benefits.

Your competitive research can give you some other irmppmformation. It can tell you
about the strengths and weaknesses of your competittigiv@nyou insight into their
operations. Try to answer questions about each comymisigess:

» What products/services do they offer?

* How big is the organization?

* What is their market share?

* How do they advertise?

* Who are their customers?

* Where do they do well? Where do they struggle?
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Once you have obtained and organized the informatiggooncompetitors, analyze how your
business measures up against the competition. Consider fdators that matter most to your
target market and think about how you compare to your catioyzein those areas. Many
businesses succeed by identifying a market niche—a partsaganent of the market
overlooked by the competition.

Bootstrapping Basics
Here are some inexpensive ways to get information or
competitors:

* Approach your competitor as a potential employee.
* Approach your competitor as a potential customer.
* Gather literature from your competitor.

* Review your competitor’'s advertisements.

* Talk to competitor customers.

* Examine your competitor’'s web site.

Tipsfor Researching Your Customer and Competition:

Make sure you know what information you want to obbafore you
start doing research.

¢ Create a competitive advantage by knowing your customer extremely
well.

e Use creative means to get information about your competitors.

* Find a market niche.
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4: Budget Branding

Make Your Company Look Big

Having a small budget is no reason to look like you doustomers are going to give you
their hard-earned money, they have to believe thattga real professional that will be there
now and in the future.

In this section of the course, we’ll see how you @amid looking like a fly-by-night
organization and use the few dollars you have to athrattretain quality customers.

Get Creative
Positioning your product or service in the marketplagesisas important for a bootstrapping
entrepreneur as it is for big business. When you hanitedl funds, you really need to use your
wits to help you accomplish this inexpensively.

Bootstrapping Basics

Here are some inexpensive ways to develop and distribute your

message:

* Sponsor a competition for student artists to create lyaand identity.
* Employ student writers to craft engaging copy.

* Think about powerful do-it-yourself campaigns, such as ssatiefliers that you
deliver to carefully-chosen locations.

* Use inexpensive web tools to build your brand.

Tipsfor Budget Branding:

* Focus on customer retention—roll out the red carpetdoh end every
customer.

* Make your esthetic practice, spa, salon or nail sd@ok“big.”

* Find creative ways to position your product and develop lgoand
identity.

* Plan and execute inexpensive marketing campaigns.
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5: Cash is King

Keeping Your Business Afloat

You've found some clients. You've scored some jobs. Nowhave to figure out if the
dollars and cents make sense. For the bootstrappingeteair, every penny counts. In
order to take control of your business, you must malseefiriancial tools required to manage
effectively. Running out of money will make you shut ydoors in a hurry. We're going to
look at some ways to avoid that scenario.

Painting Your Financial Picture

In essence, when you create financial assumptiongftorstart-up company, you are trying
to make the most accurate assumptions possible about:

Revenue: You need to estimate reasonable sales vohdnegenue growth over time.
Costs: There are three main types of costs to caraideinclude.

e Start-up costs: These are expenses that must be incurred before tiesbussarts
operating, such as real estate or equipment purchases.

¢ Fixed expenses: These are expenses that do not change, or vary, baseanoouthie
of sales, such as insurance or professional services.

e Variable expenses: These are expenses that fluctuate directiphaiblume of
business, such as labor or raw materials.

Tipsfor Counting on Cash:

* Spend as little as possible.

* Cut expenses as much as possible.

* Chase invoices as soon as they are late.

* Optimize your payment terms.

¢ Be lean and mean.
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6: Be Penny AND Pound Wise - Operating Frugally

Balancing Your Budget

At the end of the day, all that matters for the bivapping entrepreneur is whether he can pay
his bills (and, eventually, turn a profit). Running yousiness is where your real creativity
comes into play. It's time to rely on your wits amtificreative ways to keep expenses to a
minimum. In this section, we’ll look at a few waysdo that. Ultimately, though, it will all be

up to you to find the best solution for your business.

It's Your Money

As a bootstrapping entrepreneur you need to focus on opeeatightly as you can.
Remember that you're a sole business owner on a buglggything that you spend really
and truly comes out of your own pocket. Now is not time tio waste office supplies or make
unnecessary long distance phone calls.

When you choose to make a purchase, ask yourself hatetigou’re buying is going to
improve your bottom line. If you can’'t come up with a damswer to that question, don'’t
make the purchase. Every dollar in expense should belyliiedtto two dollars in income.
This not only increases your profits, but it keeps nadriat precious cash in your hands for
longer.

Keeping Costs Down

Tipsfor Operating Frugally:

* Grow your staff in phases: hire interns and part-tirbefere considering
full time employees.

* Instead of hiring high-price talent, seek “diamonds inrthegh.”

* Consider running your business out of your home.

* Save on fees by establishing a sole proprietorshipsiag a flat-fee
incorporation service, rather than hiring an attotieeycorporate.

* Lease equipment rather than buying it.
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* See if you can barter with customers or suppliers fedeé goods or
services.

* Limit or avoid inventory.

Getting Funding

Eventually, you might find that your bootstrapped darlingraving up. Your plans for the
future could include trying to obtain an influx of capitlaiow for expansion or significant
growth. What can you do now to best position yourselfiture financing? Let’s take a look.

What Will a Future Investor Look For?

Whether your future plans involve courting a lender oe@unty investor, there are things you
can do right now to improve your chances of obtainimgcipital you need in the future. As
you get your shoestring start-up off the ground and ovet'sesperations, protect and
cultivate these important items[6]:

¢ Credit history. Just like when you apply for consumer credit, a lenildook at
your past credit history to help determine if you are likely to niakely and
complete payments on a new debt. In the case of a small business |damgl¢nevill
look at both your personal credit history and at any business credit hisiarligve
established.

¢ Management skills. Because an investor or lender is relying on thessuatyour
business venture, he will look closely at your management experienskilésd

e Documentation. Before approaching a lender or investor, you must prepare a
proposal and a complete business plan. A lender or investor will usentiagseals
and the past performance of your company to evaluate the opportunity.

Prudent Points
"It's never too early to start developing relationships with bankers andpate
investors."

35

PDF Created with deskPDF PDF Writer - Trial :: http://www.docudesk.com



Planning for Growth

If you select a good idea, research your market, cust@mergompetitors, position your
product or service, and manage your cash well, the dayomg when you ameady to
expand your operation. Growing your business isn't somgtfou should do thoughtlessly,
however. Let’s take a look at some things you should keepnd when the opportunity to
expand is upon you.

Growing Your Business Strategically

You've successfully started a company on a shoestring baddeatreated a real entity. If
you're successful, you'll inevitably be faced with thmalenge of how to grow your
organization.

As you do so, bring the discipline and focus that got yahisopoint to begin with to the
table. Use those skills to evaluate new opportunitidsdatermine whether or not they are
worth making a calculated risk. The exact same skillsehabled you to make something out
of (almost) nothing can help you make something biggebattér.
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Self Assessment Question Sheet

Section 1. Assertiveness Training.

Select the best answer for each question (questionsdnédpark them on the answer sheet
found on pag@&9. For faster service complete your test online at
www.AdvancedAestheticSeminars.com

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

How you deal with people can be a considerable sofisteess in your life? T F

Assertiveness Training changes your personality aleésyou a bully. T F

. The goal of Assertiveness Training is to incresisess in your life. T F

You are assertive when you stand up for your rightsowttviolating the rights of others. T F
Assertive people are more comfortable in interpeissituations. T F
Mistaken Traditional Assumptions violate our LegitiemRights. T F

Assertiveness Training assumes that other peoptaatest judge of our thoughts, feelings, wants and
behavior. T F

Assertiveness Training has been helpful for trgadiepression and anger. T F
There are three basic interpersonal styles. T F
The first step in Assertiveness Training is torldeow to kick box your opponent. T F

Step two in assertiveness training is to idertifgé situations in which you want to be more effectiv
TF

Describing your problem scenes is useless in begomane assertive. T F

A script is a working plan for dealing with the problstene assertively. T F

Making threats are a good way to exhibit assertiwavder. T F

LADDER is a mnemonic device that stands for trst fetters in an assertiveness script. T F
Manipulation is good way to be assertive. T F

Defusing is one of many techniques that are usedanta® training. T F

A blocking gambit is used to attack or derail your &ésserequests. T F

Laughing it off is a description of a blocking gam@itF

If someone uses the “why gambit” the best respisrtseuse the content-to-process shift. T F
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Self Assessment Question Sheet

Section 2. Business Building on a Budget.
Select the best answer for each question (questions 2hrd0hark them on the answer sheet

found on pagé&9.

20.

21.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

39.

40.

The statement “It takes money to make moneydlways true T F
Bootstrapping is the term used to describe how tbastausiness with very little capital. T F

The focus of this section is to learn to tacklkalelnges with a minimum of outside resources and a
maximum of creativity. T F

In order to start a business on a shoestring budgell, yeed to take a second mortgage out on your
home. T F

It is possible to start any business on a budgét. T

Deciding what kind of business within your chosenl figlimportant when it comes to starting a business.
TF

Cash-generating products are one way to quickly getircdish door, because they have short sales cycles.
TF

A strategy for the frugal entrepreneur is to focud. @W-value services. T F

The lower your overhead, the higher your profit margirF

Setting realistic goals for yourself is an imporfgant of starting a business on a budget. T F

A few characteristics of a successful entrepremeur Rassionate, self-reliant and quick-tempered. T F
It is important to be a risk taker when it comelsdmtstrapping. T F

Market research can be done inexpensively and inaliedetoping your product, estimating revenue and
devising a market plan. T F

Unless there is a demand for the service or proéirg boffered and the entrepreneur knows how to let
people know about it, the business will failF T

The first step is to figure out exactly what kinds afgbe will be likely to buy your product or service.
TF

Hiring an expensive research firm is an essentialopaootstrapping. T F

It is important to look like a large company becatigesés your business credibility with the customer
and lets them know you are not a “fly-by-night§anization. T F

There are five main types of costs to considenwstarting a business. T F
You should hire your staff all at once to keep costsydor F

Investors look at credit history, management skilld documentation so it is important to protect and
cultivate these items. T F
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Licensee Information

Questions? Call us at 1-513-874-7546

Please fill in the form below. Mail this sheet kvgayment to:
Advanced Aesthetic Seminars, Ltd

8374 Princeton-Glendale Road, Suite 2

West Chester, Ohio 45069

If paying by money order or certified check, (sorry nospeal checks), make payable to Advanced Aesthetic
Seminars for $50. For faster service, specify your tredd information on this form and fax to
1-513-874-7546. For even faster service, we offer this tdisteowith instant grading and certificate issuance.
Please visit www.AdvancedAestheticSeminars.com. Tlypeveb address into the address bar and not the
search box.

Please print clearly in the areas below using blad¥u@ pen only:
First Name M.1. Last Name
Street Address

Suite/ Floor/ Apartment Number
City (do not abbreviate)
State
Zip Code
Telephone Number with area code
License Number (ID Number up to six numbers)
Payment Method (check one)

Cashiers check/ money order Enclosed $50

All major credit cards/ debit cards $50 will be chargedaoryaccount
Credit Card Expiration Date

CVV code (3 or 4 digit security code located on the badketard)
Signature

Answer SheetCircle True or False for each answer.

1 True/ False 11 True / False 21 True / False 31 Trusd Fa

2 True / False 12 True / False 22 True / False 32 Trued Fals
3 True / False 13 True / False 23 True / False 33 Trued Fals
4 True / False 14 True / False 24 True / False 34 Trueé Fals
5 True / False 15 True / False 25 True / False 35 Trued Fals
6 True / False 16 True / False 26 True / False 36 Trued Fals
7 True / False 17 True / False 27 True / False 37 Trued Fals
8 True / False 18 True / False 28 True / False 38 Trued Fals
9 True/ False 19 True/ False 29 True/ False 39 Trued Fals
10 True / False 20 True / False 30 True / False 40 True / False
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COURSE EVALUATION

This is the licensee’s evaluation of the continuing atlan course
Comments are appreciated.

Course Name 8 Hour Post Graduate CE Course. Assertivenesgihing & Business
Building on a Budget.

(circle one - 1 being Worst 5 being the Best)

| would rate this Course...........cccoeviviiiiinieiineeeeennn. 12345
The content of this course was up to my standards..3.4 2
The course material was easy to understand......1.2.345

The course material met the stated objective......1.23 45

| would recommend this course..............ccovveceeens 12345
| feel this course will help me in my career...........12345
Comments

| agree to allow Advanced Aesthetic Seminars, Posti@zt@ Education to use mgmments.
(check yes or no)

Yes _

No

We will not share your personal information. Yourditeare information is safe and our
website is an SSL Secure site for your protection.

Please remember to:

1) Clearly print your name and address on the answet. shee

2) Include your License Number.

3) Include your payment or credit card information. Sopersonal checks.

Thank you for choosing Advanced Aesthetic Seminars, Post Graduate Continuingdadlucati
Mailing Address: Advanced Aesthetic Seminars, Ltd, Posbraduate Education
8374 Princeton-Glendale Road, Suite 2 West Chester, Ohio 45011
Telephone: 1 (513) 875-7546
Website: www.AdvancedAestheticSeminars.com
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