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1. Always start out on the same page. 

Start off on the same page. Begin by clarifying your respect as well 

as your intent to achieve mutual goals. “We live in a culture where 

people don’t confront each other. It’s fight or flight,” says Maxfield. 

“When we’re concerned, we often go to silence and then the problem 

builds up. When we do speak up, we speak with anger.” 

You have the first 30 seconds to make your case and turn it from a monologue into a dialogue. If you drone on 

more than 30 seconds, you’re dead. 

Avoid this by communicating early, remembering that everyone involved has a common purpose. Remind 

others that you’re not standing between them and their goal. Be obvious about your motive, and ask if you can 

share your ideas. “Lead from heart, not from head,” says Maxfield. 

2. Lead with the facts. 

Don’t lead with your judgments about someone’s age or your assumptions about why they behaved the way 

they did. “Stick to the facts, not that you think the guy is a lazy, disrespectful jerk,” says Maxfield. Be as 

specific as possible. Tell the person what you expected to see and what you actually saw, describing the gap. 

Maybe the gap is there because you didn’t have the same expectations? Or maybe what you observed isn’t what 

they thought they were doing? 

3. Don’t pile on criticism. 

Once you’ve stated the facts as you see them, you’ve hit the “hazardous half-minute,” says Maxfield. “You 

have the first 30 seconds to make your case and turn it from a monologue into a dialogue. If you drone on more 

than 30 seconds, you’re dead.” If your colleague becomes defensive, pause for a moment and check in. 

Reassure him or her of your positive intentions. 

4. Invite a response. 

Finally, after sharing your concerns, encourage your colleague to respond and share his or her perspective. Be 

willing to listen, remembering that you’re on the same team. 

“Inviting a dialogue will result in greater openness,” says Maxfield, “especially if the person has less authority, 

power, or age than you do.” 


