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The Art of Saying 'NO'

There are times when it is important to recognise that if you accept more work on top of your existing
workload, either deadlines will be missed or you will end up working a lot of extra hours, which may
encroach into your personal time and cause you added stress. In this situation, it is better to politely and
assertively decline extra work rather than take it on and hope you will muddle through somehow. The

following is a technique called the Assertive Sentence, which works particularly well in this scenario.

The assertive sentence is a four-part structure, made effective by the fact that it starts by
acknowledging the other person’s view. This means that it sounds very reasonable and it is therefore

hard for the other person to contradict it or argue against it, because it includes their view.

It is important to avoid using the word ‘but, which suggests that what follows next will be unacceptable.
‘However' or ‘and’ sounds far more open and optimistic. By saying what you feel and what you want to
happen (which takes the other person's view into account), you are clearly defining your position and

the other person will know exactly where they stand with you.

If a mutually beneficial outcome is not achieved the first time, then repeat the sentence, changing
some words around and including the other person’s view again, which may have changed. Because

the structure is good, the sentence will eventually achieve the desired outcome, even when some

repetition is required. This is called the ‘broken record’ technique.
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The sentence is structured as follows:

Acknowledge the other person's view

e ‘however.'

Say what you feel

State what you want to happen.

Why are you still saying yes?

No is one of the shortest and simplest words in English, yet it causes stress for even the most confident
of people. Type A people suffer from a natural tendency to bite off more than they can chew. If you still

have this problem, you need to plan more effectively and should start using Things to do List.

Most Type B people, on the other hand, shrink from saying 'no’ because they would rather sacrifice
their time, energy and money than cause conflict or awkwardness, or experience feelings of guilt. If you
find that you are baulking at using the assertiveness sentence, and that you are still - although perhaps

now knowingly - taking on monkeys, you need to do some more work on yourself.

Learning to say 'no’ may take practice and patience - and a willingness to step out of your comfort

zone. If you have been taking on other people's problem tasks, ask yourself "\What caused this to

happen? And what caused that?' Ask yourself ‘How can | prevent this from happening again?’
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To help you learn to say ‘no’, here are nine points to consider.

1. Respect yourself

Develop a new respect for yourself. Revisit your personal boundaries and honour your commitments to

yourself. Once you begin to respect yourself fully, others around you will find it easy to respect you.

2. Get your priorities straight

What's most important to you? Write it down. Keep a copy with you at all times. Once you know what it

is you want for yourself, it will be easier to stop agreeing to things that will get in the way.

3. Take responsibility for yourself

When you realise that only you are responsible for yourself and for the tasks you take on, you'll
recognise that saying 'yes to things to which you really want to say 'no’ to is just a way of deferring

making your own decisions.

L. Get clarification

Assert your right to ask for clarification or more information. This will buy you time, and allow you to
weigh your options and your priorities. It will also make it clear to the other person that youre not

agreeing to their request straight away.

5. Don’t be so nice

Stop being invested in being nice. If you say 'yes so that you can be the nice guy, then the chances are

you'll follow through half-heartedly. This wont go down well with the person who asked you - and you

wont feel good about it yourself.
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6.Yes or no?

Remember that you do not have to say 'yes. You have the right to say 'no’ without giving a reason for

Yyour answer.

7. No is just no

Accept that saying 'no’ does not reject the person:; it simply refuses the request.

8. Be assertive

Dont give a long explanation and don't apologise for yourself. No more ‘I'm sorry, but...

9. Practice

Say 'no’ in the mirror; role play situations with your partner/friends/family, and practise in real life,

starting with smaller things and working your way up to saying 'no in more difficult situations.
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Book a clarity call

Email andree@afcconsultants.co.uk

On the call | will help you to get clarity about WHAT you WANT, WHEN you want it and HOW to get it.

Don't forget it's your time to SHINE, CONFIDENTLY and SUCCESSFULLY'!
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Hello

I'm Andrée Funnell and | help successful professional career
women who feel OVERWHELMED, UNDERVALUED and
FRUSTRATED to get clarity, confidence and impact to
skyrocket their career confidently and successfully. | was

one of those women 20 years ago.

Since 2002, | have re-dedicated my career to help hundreds
of women like YOU to; develop clarity, confidence and a
deeper understanding of themselves to achieve the success

they desire in their career and their lives, whilst maintaining

health and wellbeing. 'm passionate about helping others
and bring my deep held corporate experiences, empathic coaching and training skills together to

achieve your optimum goals and dreams.

My clients trust that | can help them to transform themselves and others to be highly competent and

confident in their careers and make their mark in life.

Want help to get clarity, confidence and Impact to skyrocket your career then..
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Andrée Funnell

The Confidence Coach
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