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Every Global Professional Should Understand

Decode workplace communication  •  Build trust  •  Communicate with confidence
For VAs, freelancers & global professionals working with American clients

WHY THIS MATTERS:American clients use polite, indirect language with hidden expectations. Catch the signal = build trust fast.

01 "Let's circle back on this."

MEANS Topic is paused, not cancelled. A follow-up is coming.

RISK
Assuming it's done and doing nothing - then getting
caught off guard.

SAY THIS
"Got it! I'll wait for your update. Should I flag this in
our next check-in?"

02 "This is just a quick question."

MEANS
One fast, direct answer only - not a paragraph
explanation.

RISK
Sending a long reply signals you misread their social
cues.

SAY THIS
"Sure! [One sentence answer.] Let me know if you
need more detail."

03 "Does that make sense?"

MEANS
Prove you understood by repeating the key point
back to them.

RISK
Saying only "Yes" with no follow-through looks
passive and unengaged.

SAY THIS "Yes! Just to confirm: [repeat key point]. Is that right?"

04 "Whenever you get a chance..."

MEANS
Do this today or tomorrow - not literally whenever you
feel like it.

RISK
Waiting a week to act - they will follow up feeling
ignored.

SAY THIS "Of course! I'll take care of that by [specific time]."

05 "I just wanted to follow up."

MEANS
They are wondering where the deliverable is. A polite
but real push.

RISK
Not responding immediately - silence reads as
forgetting or avoiding.

SAY THIS
"Thanks for checking in! [Status update + when it will
be done]."

06 "That's interesting."

MEANS
Often signals doubt or disagreement - rarely a
genuine compliment.

RISK
Moving forward assuming they loved it - then being
blindsided later.

SAY THIS
"Glad you think so! Any concerns or suggestions to
make it stronger?"

07 "Feel free to push back."

MEANS
A genuine invitation for your honest opinion - they
want your voice.

RISK
Staying silent and agreeing - you become invisible
and easily replaced.

SAY THIS
"I appreciate that. One thing I noticed: [concern].
Worth revisiting?"

08 "We need this ASAP."

MEANS
Stop everything else and do this now. Give a clear
timeline immediately.

RISK
Finishing your other tasks first - this destroys trust
very quickly.

SAY THIS
"On it! I can have this to you by [specific time]. Does
that work?"

09 "Just keeping you in the loop."

MEANS
They want acknowledgment - and sometimes expect
action from you too.

RISK
Not replying at all - silence feels dismissive even
when nothing is needed.

SAY THIS
"Thanks for the update! Is there anything you need
from my end?"

10 "No worries!"

MEANS
It is fine this once - but they will notice if the same
thing repeats.

RISK
Thinking there is no issue and letting the same
mistake happen again.

SAY THIS
"Thank you for understanding. I'll make sure this
doesn't happen again."
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Quick Reference  —  All 10 Phrases at a Glance
Print this page and keep it nearby during every client call or message

PHRASE WHAT IT REALLY MEANS WHAT TO SAY

"Let's circle back" Paused - not done. Follow-up is coming. "I'll flag it in our next check-in."

"Just a quick question" One sentence answer. Be fast and direct. "[Answer]. Let me know if you need more."

"Does that make sense?" Prove you understood. Repeat the key point. "To confirm: [key point]. Is that right?"

"Whenever you get a chance" Do it today or tomorrow - not literally whenever."I'll handle that by [time]."

"Just following up" Where is my deliverable? Gentle but real push."Here's the status: [update + timeline]."

"That's interesting" Often doubt or disagreement - not a compliment."Any concerns or ideas to improve it?"

"Feel free to push back" They want your honest opinion. Speak up. "One thing I noticed: [concern]. Worth a look?"

"We need this ASAP" Stop everything. Do this now. Give a timeline. "Done by [time]. Does that work for you?"

"Keeping you in the loop" Wants acknowledgment - action may be expected."Thanks! Do you need anything from my end?"

"No worries!" Fine this once - don't let it happen again. "I'll make sure this doesn't happen again."

Silence = confusion
In many cultures silence shows respect. In
American workspaces, silence after a
message reads as avoidance. Always
acknowledge - even briefly.

Indirectness is intentional
Americans soften demands to protect the
relationship. Read past the politeness and
act on the real request. That awareness is
your edge.

Confidence builds trust
Clients hire global talent for skill, not
location. Decode their language, respond
with clarity, and you become irreplaceable
- wherever you are.

Ready for the full toolkit?
75+ decoded phrases  •  50 ready-to-use scripts  •  100 AI prompts for global professionals

workplacefluency.com  →
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