
 
 

 
 

© 2015 Shared Results International         |    941.355.2092     |     www.SharedResults.com 
 

 
 

 
 

 
Seven “Must Use” Words and Phrases 

That Can Change Your World 
 

Shifting Your Communication Style  
For Greater Success 

 
 
 
 
 
 
 
 
 
 
 

by: 
Linda Keefe 

Shared Results International 
 
 
 
 
 
 

6858 Sagebrush Circle 
Sarasota, FL 34243 

941-355-2092 
LindaKeefe@SharedResults.com 

www.SharedResults.com  



 
 

 
 

© 2015 Shared Results International         |    941.355.2092     |     www.SharedResults.com 
 

Communication: A Shared Responsibility 
 
 

Hi, 

 

Did you ever think that effective 

communication could be a shared 

responsibility? 

 

Whether you’re a sender of information or 

the recipient of the news, I think there is an 

obligation on both sides.  

 

For instance, we all have a responsibility to process information that comes to 

us, responding when appropriate and passing it on as needed. 

 

And no one has a crystal ball … so there will be many times when it is 

necessary to ASK for communication.  You can’t assume that the people who 

are in the know don’t want you to have it!  Usually, they just didn’t think about 

sharing, or they thought you might not want to be inundated with stuff that 

may not directly affect you.   

 

In those situation where you want to be in on the communications loop, 

remember, the people who have it, may not have thought of it.  Just ask! 

 

People appreciate learning that others want to be kept in-the-know.  When 

both parties take on the shared responsibility for creating a vibrant 

communications environment, everyone wins! 

 

Here are seven magical, transformative words and phrases (techniques you 

can use) to shift your communication style for greater success. 

 

To your communicating with power and flair, 

 

 

Linda L. Keefe 



 
 

 
 

“On a Scale of 1 to 10…” 
 
 

Have you ever wished you could know how 

strongly someone felt about an idea you offered? 

 

For instance, you may have suggested a guest 

speaker come speak to your group … or that you 

want to paint the new room blue … or you’d like to 

wait another month before launching a new 

initiative. 

 

Certainly you’ll get feedback, but if you want to 

really know where others stand on the topic, ask, 

“On a scale of 1 to 10, how much do you like this idea?”  (“How strongly can 

you support this suggestion?” or “How do you feel about this proposal?”) 

 

Then give examples of what the numbers could mean such as, “10 means 

you absolutely love the idea and wish you had thought of it yourself.” (You 

can be a little over the top with these as it’s easier for others to give you a 

number) … Followed by, “And a “1” means you wouldn’t touch it with a ten-

foot pole; “5” means you don’t care either way.” 

 

Giving these examples not only puts the numbers in perspective, but offers 

the individual time to select one. 

 

When you get a numerical answer, you will really know the magnitude of the 

support or opposition that you have … and can work from there. 

 



 
 

 
“Fair and Reasonable” 

 
 

If you have ever been in a somewhat 

controversial situation where you wanted to 

come to an agreement, there are three words 

(that when said together) always work.  They 

are “fair and reasonable”.   

 

You can use them in a question such as, 

“What would be a fair and reasonable approach?”  “What do you say a fair 

and reasonable price would be?”  “What do you think a fair and reasonable 

solution is?” 

 

You can also use it in a statement to prevent controversy when offering an 

idea.  Examples would be: “June 7th would be a fair and reasonable 

deadline.”  “I think it is a fair and reasonable idea for all ten of us to work 

together.”   “We think $100 is a fair and reasonable price for a ticket to the 

gala.” 

 

 
 



 
 

Use “And” Instead of “But 
 
 

How many times in a conversation (or in writing) do you 

start a sentence with the word “But“?  We often use it to 

interject a new idea. 

 

Try using the word “and” instead … even if you do mean 

“but” (as you are disagreeing with someone’s thought).  

 

You’ll find that it softens the interjection so your words will be treated with 

more receptivity.  Be on the lookout for your “buts”, convert them to “and” or 

“so”. 

 

 

Listening: Repeat First 
 
 

If you’ve ever been in a tense situation with 

someone, and you’re talking about a problem, 

an issue, a concern … try this technique:  repeat 

(or closely paraphrase) what you just heard the 

other person say, before responding.   

 

Whether you’re talking to an agitated colleague, 

a boss or a friend, you will always gain trust, 

time and insight by simply repeating what was 

said (or asked).   

 

Why?  Because it shows you’ve listened.  You’ve heard.  You 

“understand”.  This makes the other individual feel more comfortable with you 

… and more willing to hear what you have to say. 

 

By the way, this technique works in casual conversations too.  Try it … you’ll 

see! 
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“Thank you… What makes you say that?” 
 

 

If you've even been given a compliment, you know how great that makes you 

feel.  However, here's a clever phrase that will give you even greater insight 

and even more joy.   

 

No matter what you think the compliment meant (or why it 

was said), when you first say "thank you" and follow it with 

an ever-so-slight pause and the words (casually said) 

"What makes you say that?" -- you'll be guaranteed to 

hear specifics that will make you smile and give you much 

better information. 

 

For example, if at work, your boss says, "Great job".  You're pleased. But you 

don't know what caused him / her to make that declaration.  You may have 

thought it was because you were on time and presented thorough 

information.  He / She may have been really impressed with the insight you 

came up with.  You'll never know, unless you ask.   

 

This phrase (Thank you ... what makes you say that?) will enlighten you every 

time. 

 

These words also work wonders in any discussion.  If you want someone to 

open up about what they are really thinking, try (in a gentle way) saying, 

"What makes you say that?" 

 

 



 
 

Write Less Than 17 
 

 
Have you ever counted the number of words in your 

sentences?   

 

Try it.  Take a document and note how long each 

sentence is.  Literally pencil the total above each one.   

 

Then calculate the average word count. 

 

Your goal, to be an effective writer, is to have the average be 17 words or 

less.  What is your current score?  Can you benefit from breaking longer 

sentences into two or three? 

 

 

 

Talk “With” Your Audience, Not “At” them 
 

 

You’re in front of executives, a group of 

patrons or a room full of parents.  You 

have a presentation on the 

screen.  You’ve created a list of 

important thoughts, one for each bullet. 

 

Don’t read your slides word for 

word.  Yes, you can use them as a guide 

and even read most of the text … as 

long as you insert extra words, 

parenthetical comments, or slight variations. That will keep your audience 

listening … and you on track. 

 

So, even if what you want to say is almost word for word on the screen, add 

some “conversational” components.  Talk “with” your audience, not “at” them! 

Would you like MORE useful ideas like these? 

Increase your effectiveness, productivity and knowledge with www.Tech-Talk.com – 

communicate better with your voice, writing and technology!  Learn more… 

www.SharedResults.com/WRNW 
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