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our success in your work search will depend largely on a realistic appraisal of yourself and what 
you have to offer – and you do have a lot to offer!  A positive self-image and assertive 
communication are the keys to your successful work search: they will enable you to make 

transitions and adapt to change and new environments.   
 
Assertive communication conveys your purpose and desired outcomes in a positive and confident way. 
Assertive does not means aggressive: assertive communication respects the needs, desires and purpose 
of everyone involved in the communication.  
 
 
Exercise 1 
 
Rewrite each of the following into an assertive statement. 
 
At least listen to what I have to offer. 
 
 
 
  
 
We don't really need to discuss that do we? I was simply going to show you my résumé.  
 
 
 
  
 
I can blow the rest of your staff right out of the water. I'm more qualified than anyone you currently have 
on your team.  
 
 
  
 
You probably see a lot of candidates/applicants who are far more skilled/qualified than I am, don't you? 
 
 
 
 
 I’ve only ever fixed cars.  I don’t know how to do anything else. 
 
 
 
 
I did help organize a fundraiser at my church, but that doesn’t count because I didn’t get paid for it. 
 
 
 
 
 
 
 

Y 
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Exercise 2 
 
Now that you are thinking in terms of assertive communication, write 3 to 5 assertive statements about 
yourself, your skills and your accomplishments.  Your statements should: 
 

 Be positive 
 Include a skill(s) from your skills checklists (functional, transferable, personal) 
 Be truthful 

 
 
 
 
 
 
 
 
Exercise 3 
 
Finally, try to think of how you can promote yourself in 50 words or less. Imagine are writing a press 
release or a brief commercial to "sell" yourself. What would you say? In order to help you complete this 
exercise, remember the following: 
 

 Your work target  
 The skills, traits, and characteristics employers in your field are seeking  
 Your strengths relative to the field in which you hope to work  
 Past accomplishments and past experiences that clearly demonstrate skills relative to the field in 

which you hope to work  
 The significant contributions you can make to an organization  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


