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Introduction:
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Understanding workplace culture is a crucial step toward thriving in any professional
environment. For immigrant women transitioning into the Canadian workforce, adapting to
workplace norms can be both a learning experience and a significant career milestone.

 Canadian workplaces are known for their emphasis on inclusivity, teamwork, and respect for
diversity. However, there are unique cultural expectations that may differ from those in your
home country, such as the importance of time management, workplace communication, and a
focus on collaboration. This guide provides a comprehensive overview of key aspects of
Canadian workplace culture, helping you integrate effectively and confidently.

www.ciiservices.ca

Guide to Canadian workplace culture
and norms
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Action Steps:

Embrace your cultural identity and share your perspective when appropriate, as it

can enrich workplace discussions.

Participate in diversity initiatives or cultural celebrations at work to foster

inclusion.

Canada is celebrated for its
multicultural society, and workplaces
often reflect this diversity. Inclusivity
is a core value, and organizations
strive to create environments where
employees from all backgrounds feel
valued and respected.

It’s common for workplaces to
acknowledge cultural differences and
encourage employees to bring their
unique perspectives to the table.
However, this inclusivity also requires
employees to respect different
customs, practices, and viewpoints.

Examples of Inclusivity Practices:
Acknowledgment of cultural holidays
(e.g., Lunar New Year, Eid, or Diwali).

Open discussions about equity,
diversity, and inclusion during team
meetings.

www.ciiservices.ca

1. Inclusivity and Diversity

Key Aspects of Canadian Workplace Culture
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Action Steps:

Use tools like Google Calendar, Trello, or Microsoft Outlook to organize your

schedule and set reminders.

Notify your supervisor or team immediately if you anticipate delays, and

propose an alternative plan to meet your commitments.

Time is highly valued in Canadian

workplaces. Being punctual for meetings,

deadlines, and appointments is not only a

sign of professionalism but also a mark of

respect for others’ time. Employees are

expected to prioritize tasks effectively

and meet deadlines consistently.

Flexibility in work hours may exist,

especially in hybrid or remote work

environments, but it’s crucial to

communicate clearly if you’ll be late or

need an extension on a task.

Example Expectations:

Arriving 5–10 minutes early for meetings.

Giving advance notice if you’re running

late or unable to meet a deadline.

2. Time Management and Punctuality

www.ciiservices.ca
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3. Professionalism in Workplace Communication

Canadian workplaces emphasize

respectful and polite communication.

Employees are encouraged to express

their ideas and concerns clearly, while

remaining considerate of others’

perspectives.

Communication often follows a

professional yet friendly tone, with an

emphasis on collaboration rather than

competition. Interrupting others during

meetings or being overly assertive

without considering others' input can be

perceived negatively.

Key Points of Communication:

Use polite language, such as “please”

and “thank you,” even in informal

exchanges.

Maintain a balance between confidence

and humility in your tone.

Actively listen during

conversations and meetings,

allowing others to finish

speaking before you respond.

Practice expressing

disagreements respectfully by

focusing on the idea, not the

person (e.g., “I see your point,

but I’d like to suggest another

approach…”).

Action Steps:
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Collaboration is a cornerstone of

Canadian workplace culture.

Employees are often expected to work

as part of a team and contribute to

collective goals. Teamwork is not just

about completing tasks—it’s about

supporting your colleagues, sharing

knowledge, and building strong working

relationships.

Managers in Canada often encourage

open communication within teams and

value input from all members,

regardless of seniority. It’s common for

decisions to be made collectively rather

than unilaterally by a supervisor.

Example Collaborative Practices:

Team brainstorming sessions where

everyone’s ideas are welcomed.

Rotating responsibilities, such as

leading team meetings or presenting

updates.
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4. Teamwork and Collaboration

Action Steps:

Be proactive in contributing to team discussions, even if it’s to ask clarifying

questions.

Acknowledge the contributions of your teammates to build trust and

camaraderie.



5. Work-Life Balance
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Action Steps:

Respect your own work-life balance by setting boundaries, such as not checking

emails after work hours unless it’s an emergency.

Utilize employee assistance programs (EAPs) or wellness resources if offered by

your organization.

Canadian workplaces prioritize work-

life balance, and it’s common for

employees to take regular breaks,

use their vacation days, and

disconnect from work after hours.

Many organizations discourage

excessive overtime and emphasize

the importance of maintaining mental

and physical well-being.

Employers often offer flexible work

arrangements, such as remote work

or adjustable hours, to help

employees balance their professional

and personal responsibilities.

Example Practices:

Employees taking lunch breaks away

from their desks.

Encouragement to use paid time off

to recharge and avoid burnout,

especially during the summer

months.

www.ciiservices.ca



Adapting to Canadian workplace culture and norms can feel challenging at first, but

understanding these key aspects will help you integrate seamlessly and contribute

effectively to your team. Embrace inclusivity, manage your time efficiently,

communicate professionally, and collaborate openly to build strong working

relationships. Remember, Canadian workplaces value respect, collaboration, and a

positive attitude. As you navigate these cultural norms, you’ll find yourself not only

adapting but thriving in your new professional environment.

6. Workplace Hierarchy
06

Canadian workplaces tend to have a

relatively flat hierarchy compared to

those in many other countries. While

managers hold decision-making

power, they often foster open-door

policies and encourage employees to

share their ideas and concerns freely.

Titles are respected, but employees

are generally addressed by their first

names, regardless of their position in

the organization.

Example Dynamics:

Managers seeking input from team

members before making decisions.

Employees addressing supervisors

by their first names during

conversations.

www.ciiservices.ca

Conclusion
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Introduction:
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Clear and professional communicaion is a cornerstone of workplace success, especially in
Canada, where email and meetings are primary modes of interaction. Mastering email and
meeting etiquette is not just about conveying information, it’s about building relationships,
maintaining professionalism, and fostering collaboration. This section provides actionable
guidelines, examples, and tips for crafting effective emails and navigating meetings with
confidence and professionalism in a Canadian work environment.

Email and Meeting Etiquette Examples
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Action Steps:
Avoid overly casual language like

“Hey” or emojis in professional

emails.

Use a clear subject line to help the

recipient understand the purpose of

your email at a glance.

Emails in Canadian workplaces are generally polite, concise, and professional. Even

when addressing colleagues informally, maintaining a respectful tone is key.

Structure your email with a clear subject line, a polite salutation, a well-organized

body, and a professional closing.

Example Email Structure:

Subject Line: Project Update: Milestone 2 Achieved

Greeting: "Dear [Name]" or "Hi [Name]" (depending on formality).

Body: Briefly introduce the purpose of the email, provide the necessary details, and

end with a clear call to action if applicable.

Closing: Use phrases like “Best regards,” “Kind regards,” or “Thanks,” followed by

your name.

Email Etiquette

www.ciiservices.ca

1. Use a Professional Tone and Structure
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2. Keep It Concise and Action-Oriented
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Action Steps:

Use bullet points or numbered

lists for clarity when addressing

multiple points.

End your email with a clear

request or next step (e.g.,

“Please confirm by Friday if this

works for you.”).

Long-winded emails can be overwhelming

and may cause the recipient to overlook

key points. Keep your message focused

and include actionable steps when

necessary. For example:

Instead of: “I’m just following up to

check if you’ve had the chance to

review the document I sent over last

week and if you have any feedback for

me so I can move forward with the

project.”

Write: “I’m following up on the

document I sent last week. Please let

me know if you have any feedback by

[date] so I can proceed with the next

steps.”

3. Proofread Before
Sending

Errors in your emails can give an

impression of carelessness. Always

review your email for typos,

grammatical mistakes, and clarity

before hitting "Send."

Example Checklist:

Have you addressed the email to the

correct recipient(s)?

Is the tone professional and polite?

Have you included any necessary

attachments?

Action Steps:

Use tools like Grammarly to

catch spelling and grammar

issues.

Double-check that all

attachments are included before

sending.
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1. Be Punctual
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Action Steps:
Use calendar tools like Google

Calendar or Outlook to set

reminders for upcoming

meetings.

Test your internet connection,

camera, and microphone for

virtual meetings at least 5–10

minutes before the meeting

starts.

Punctuality is highly valued in Canada.

Arriving late for a meeting can be

perceived as disrespectful. If you’re

joining a virtual meeting, log in a few

minutes early to ensure your

technology is working properly.

Example Scenario: If you anticipate

being late, send a message to the

organizer in advance to let them know.

2. Be Prepared
Whether you’re attending in-person

or virtual meetings, come prepared

with all necessary materials and a

clear understanding of the meeting

agenda. If you’re expected to

present or contribute, review your

talking points in advance.

Example Preparation:

Read through the meeting agenda

and prepare notes or questions.

Have relevant documents open or

printed for quick reference during the

meeting.

Action Steps:
Ask the meeting organizer in

advance if an agenda will be

provided.

Prepare a few key points or updates

to share, especially if it’s a team

meeting.

Meeting Etiquette



In virtual meetings, there are additional
considerations, such as muting yourself
when not speaking and maintaining
professional body language on camera.
Avoid multitasking, as it may appear
disengaged or disrespectful.

Example Practices:
Keep your camera on (if required), as
this helps build rapport and
engagement.

Use the chat function for questions if the
meeting has many participants.

3. Follow Virtual Meeting Protocols
10

Canadian meetings are typically

structured around a clear agenda, and

participants are expected to stay on

topic. Avoid dominating the conversation

or veering into unrelated discussions.

Example Scenario:

If you have additional points to discuss

that aren’t on the agenda, wait until the

end of the meeting or suggest scheduling

a separate follow-up.

Action Steps:
Position your camera at eye

level and ensure your

background is neat and free of

distractions.

Use headphones or a headset

to minimize background noise.

www.ciiservices.ca

4. Respect the Agenda
and Time

Action Steps:
Stick to the agenda and ensure

your contributions are concise

and relevant.

Respect the allocated meeting

time, and don’t extend

discussions unnecessarily.
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5. Follow Up After the Meeting

Sending a follow-up email after a meeting demonstrates professionalism and ensures

everyone is aligned on next steps. Include a brief summary of the meeting and any

action items assigned to you or others.

Example Follow-Up Email:

Subject Line: Follow-Up: Project Planning Meeting

Body: “Dear [Name], Thank you for a productive meeting today. As discussed, I will

[action item] by [date]. Please let me know if there are any updates or additional items

I should address.

      Thakns,

      [Your Name].”

Take notes during the meeting and use them to draft your follow-up email.

Confirm deadlines and deliverables in your email to avoid

misunderstandings.

Action Steps:

Conclusion
Mastering email and meeting etiquette is a vital component of effective communication in
Canadian workplaces. By crafting clear, concise emails and adhering to meeting protocols,
you can convey professionalism and build strong working relationships. Remember,
communication is not just about what you say but how you say it, whether in writing or in
person. As American entrepreneur and author Jim Rohn once said, “Effective
communication is 20% what you know and 80% how you feel about what you know.”
Approach each interaction with confidence and respect, and you’ll create a lasting positive
impression.
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Tips on Navigating Hierarchy and
Building Relationships

In Canadian workplaces, the concept of hierarchy is often less rigid than in other cultures.

While managers and executives are respected for their roles, employees at all levels are

encouraged to share ideas, provide feedback, and collaborate. Building relationships, both

within and beyond your immediate team, is essential for professional growth and creating a

supportive network. This section offers actionable tips to help you navigate workplace

hierarchy effectively and build meaningful relationships with colleagues, managers, and

other stakeholders.

Introduction:
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Navigating Workplace Hierarchy

Canadian workplaces often have flatter

hierarchies, meaning that while there

are clear levels of responsibility,

collaboration and input from all levels

are valued. Titles such as “manager” or

“director” indicate roles, but they do not

necessarily signify rigid authority or

inaccessibility.

Example Scenario: A team member may

feel comfortable addressing a manager

by their first name, provided it’s the

workplace norm.

Request or review an

organizational chart to understand

reporting lines and team

structures.

Observe how colleagues interact

with supervisors to gauge the

formality of relationships in your

workplace.

Action Steps:

1. Understand the Organizational Structure

Addressing colleagues and supervisors

appropriately demonstrates respect

while fostering connection. In Canadian

workplaces, first names are often used,

but it’s best to follow the lead of your

team.

Example Practices:

If in doubt, start with a formal address

(e.g., Mr., Ms., or Dr.) and shift to a

first-name basis if invited.

Show respect by acknowledging

colleagues’ contributions during

meetings and conversations.

When meeting a supervisor or

manager for the first time, ask,

“How would you like me to

address you?”

Use respectful language,

particularly when offering

suggestions or differing opinions

(e.g., “I see your point. Could we

also consider…?”).

Action Steps:

2. Show Respect While
Building Rapport
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3. Be Proactive in Seeking Guidance

Managers in Canada often appreciate

initiative. If you’re unsure about a task

or need clarification, don’t hesitate to

ask. Supervisors value employees who

seek guidance rather than making

assumptions that could lead to

mistakes.

Example Scenario: After being assigned

a project, you could ask, “Could you

clarify the key priorities for this task? I

want to ensure I’m aligned with your

expectations.”

Prepare specific questions when

seeking guidance to show that

you’ve thought through the task.

Schedule regular check-ins with

your manager to discuss progress

and seek feedback.

Action Steps:



Networking beyond your immediate team

broadens your understanding of the

organization and increases your visibility.

Cross-departmental relationships can

also create opportunities for collaboration

and career advancement.

Example Practices:

Participate in company-wide events or

initiatives where you can meet

colleagues from other teams.

When working on interdepartmental

projects, introduce yourself and take an

interest in others’ roles.

www.ciiservices.ca

1. Foster Positive Relationships with Colleagues
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Action Steps:
Look for opportunities to join

workplace committees or

informal groups (e.g., a book

club or sports team).

Offer genuine compliments or

acknowledgments, such as,

“You did an excellent job

presenting that report!”

Building rapport with colleagues creates
a supportive work environment and
strengthens team collaboration. Engage
in small talk, participate in team
activities, and offer to help when
someone needs assistance.

Example Practices:
Join coworkers for coffee or lunch when
invited to strengthen connections.

Celebrate milestones like birthdays,
work anniversaries, or project
completions as a team.

2. Build Relationships

Across Departments

Building Relationships

Action Steps:
Attend all-hands meetings or

company town halls to gain

insights into the broader

organization.

After completing a

collaborative project, send a

thank-you note to team

members from other

departments.
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Mentorship is a valuable way to learn

from experienced professionals and gain

insights into workplace dynamics. Many

organizations have formal mentorship

programs, but you can also identify a

mentor informally by building rapport with

a senior colleague.

Example Scenario: If you admire

someone’s career path, you might say,

“I’ve noticed your success in [area]. I’d

love to hear about your experiences and

any advice you could share.”

Action Steps:

Ask your HR department about

formal mentorship programs.

Reach out to potential mentors

with a specific request, such

as a one-on-one coffee chat to

discuss their career journey.

www.ciiservices.ca

3. Seek Out Mentorship

Opportunities

4. Be a Team Player

Contributing to team success is one of

the best ways to build strong

relationships. Be reliable, offer

assistance when needed, and recognize

the contributions of others. A

collaborative attitude helps build trust

and establishes you as a valued team

member.

Example Practices:

Volunteer for tasks that align with your

skills but also challenge you to grow.

Avoid workplace gossip and focus on

fostering positivity.

Action Steps:

When working on group

projects, ensure your

contributions are on time and

align with team expectations.

Offer help to a colleague who

may be struggling with a

workload (e.g., “Let me know if

there’s anything I can assist

you with.”).
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5. Leverage Social Events for Relationship Building
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Action Steps:
Attend at least one company

event per quarter, whether

virtual or in-person.

Use these events to network

with colleagues you don’t

regularly interact with,

introducing yourself and

learning about their roles.

Social events, both formal and informal,
are excellent opportunities to connect
with colleagues in a relaxed setting.
Company gatherings, team lunches, or
even virtual coffee chats help you build
rapport and show your personality.

Example Practices:
Attend office events such as holiday
parties, team outings, or charity drives.

Engage in light conversations about
shared interests to connect on a
personal level.

Navigating workplace hierarchy and building relationships are essential skills for
professional growth in Canada. By understanding workplace structures, showing
respect, and fostering genuine connections with colleagues and managers, you can
create a supportive and collaborative work environment. Remember, successful
relationships at work are built on trust, mutual respect, and open communication. As
leadership expert John C. Maxwell said, “People don’t care how much you know until
they know how much you care.” Take the time to invest in your relationships, and you’ll
create a strong foundation for career success.

Conclusion
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Communication Styles and Conflict
Resolution Tips

18

Effective communication is a cornerstone of success in any workplace. In Canadian
workplaces, communication styles tend to be collaborative, polite, and inclusive. Being
able to adapt your communication style and resolve conflicts constructively are essential
skills for building relationships and maintaining a positive work environment. For
immigrant women navigating a new professional landscape, understanding how to
communicate effectively and handle workplace disagreements respectfully can boost
confidence and foster stronger connections. This section provides actionable strategies
to adapt to Canadian communication styles and resolve conflicts professionally.

Introduction



Communication Styles in Canadian
Workplaces
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Action Steps:
Use polite language in all

communications, including

emails, meetings, and informal

discussions.

Acknowledge others'

contributions before sharing

your thoughts (e.g., “That’s a

great point. Building on

that…”).

Canadian workplace communication is
generally polite and professional, even
in informal conversations. Phrases like
"please," "thank you," and "I appreciate
your time" are commonly used to show
respect and maintain a positive tone.

Interrupting others or speaking too
bluntly may be perceived as
disrespectful. Instead, focus on active
listening and offering thoughtful
responses.

Example Practices:
Instead of saying, "You’re wrong about
this," reframe it as, "I see where you’re
coming from, but I’d like to propose an
alternative perspective."

www.ciiservices.ca

1. Politeness and Professionalism

2. Indirect Feedback
and Nuance

Canadian workplace communication is
generally polite and professional, even in
informal conversations. Phrases like
"please," "thank you," and "I appreciate your
time" are commonly used to show respect
and maintain a positive tone.

Interrupting others or speaking too bluntly
may be perceived as disrespectful. Instead,
focus on active listening and offering
thoughtful responses.

Example Practices:
Instead of saying, "You’re wrong about
this," reframe it as, "I see where you’re
coming from, but I’d like to propose an
alternative perspective."

Action Steps:
Practice the sandwich

feedback method when

offering constructive criticism.

When receiving feedback,

focus on the key message

rather than any perceived

criticism.



3. Inclusivity and Collaboration
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Action Steps:
Use inclusive language that acknowledges team contributions (e.g., “Our team

has made significant progress on this project” instead of “I have made significant

progress”).

Actively encourage quieter team members to share their ideas.

Communication in Canadian workplaces
tends to be inclusive and collaborative.
Team members are encouraged to
contribute ideas and work together
toward common goals. Speaking up is
valued, but it’s equally important to
create space for others to share their
perspectives.

Example Practices:
During meetings, say, "I’d love to hear
your thoughts on this," to invite others to
participate.

Avoid dominating discussions or cutting
others off.

www.ciiservices.ca
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Action Steps:
Identify the root cause of the conflict before initiating a conversation.

Focus on the issue, not the person, when discussing the problem.

Workplace conflicts often escalate when

ignored. Addressing issues promptly can

prevent misunderstandings and build

trust. Approach the situation calmly and

focus on finding a solution rather than

assigning blame.

Example:

If a colleague missed a deadline that

impacted your work, say, "I noticed the

report was delayed, and it affected my

timeline. Can we discuss how to avoid

this in the future?"

Conflict Resolution Tips

www.ciiservices.ca

1. Address Issues Early

When discussing conflicts, using “I”

statements can help you express your

perspective without sounding accusatory.

For example:

Instead of: "You didn’t explain the task

clearly."

Say: "I felt unclear about the task and

would appreciate more details in the

future."

Action Steps:

Practice framing concerns

with “I” statements to keep

the conversation

constructive.

Prepare specific examples to

illustrate your point without

making it personal.

2. Use "I" Statements
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3. Seek to Understand
Before Reacting

Misunderstandings often arise from

differing perspectives or communication

styles. Take the time to listen and

understand the other person’s viewpoint

before responding. This approach

demonstrates empathy and a

willingness to collaborate.

Example Practices:

During conflicts, say, "Can you help me

understand your perspective?" to open

the dialogue.

Avoid reacting emotionally or

interrupting the other person while

they’re speaking.

22

Pause and take a deep breath

before responding to a conflict

situation.

Ask clarifying questions to ensure

you fully understand the issue.

Action Steps:

Resolving conflicts is not about

“winning” but finding a solution that

works for everyone. In Canadian

workplaces, collaboration is key to

conflict resolution. Focus on shared

goals and work together to develop a

mutually beneficial outcome.

Example Practices:

If you disagree with a colleague’s

approach, say, "How can we combine

our ideas to achieve the best result?"

Avoid insisting on your way; instead,

be open to compromise.

Propose solutions that address

both parties’ concerns.

Document agreed-upon actions to

ensure accountability.

Action Steps:

4. Collaborate on
Solutions
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If a conflict cannot be resolved between

the parties involved, it may be

appropriate to involve a neutral third

party, such as a manager or HR

representative. Mediators can provide

an objective perspective and facilitate

productive discussions.

Example Scenario:

If repeated attempts to resolve an issue

with a colleague fail, approach your

manager and explain the situation

objectively (e.g., "We’ve had some

challenges aligning on this project. I’d

appreciate your guidance on how to

move forward.").

23
5. Involve a Mediator When Necessary

Action Steps:

Document the conflict and your

attempts to resolve it before

involving a mediator.

Approach the mediator with a

solution-focused mindset.

Effective communication and conflict resolution are vital skills for navigating Canadian
workplaces. By adopting a polite and inclusive communication style, addressing conflicts
early, and focusing on collaboration, you can foster a positive and productive work
environment. Remember, conflicts are not inherently negative—they are opportunities to
improve understanding and strengthen relationships. As leadership expert Stephen Covey
said, “Seek first to understand, then to be understood.” With patience and empathy, you
can turn communication challenges into opportunities for growth.

Conclusion
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Assertiveness is the ability to express your thoughts, needs, and boundaries confidently while
respecting others. In Canadian workplaces, assertiveness is valued because it fosters open
communication and prevents misunderstandings. Similarly, delivering and receiving feedback is
an integral part of professional growth. When done effectively, feedback builds trust, enhances
performance, and strengthens workplace relationships. This section provides actionable
strategies for balancing assertiveness with professionalism and mastering the art of giving and
receiving constructive feedback.

www.ciiservices.ca

Assertiveness and Feedback Delivery

Introduction
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Assertiveness is about finding a balance between passiveness (failing to express your
needs) and aggressiveness (expressing them in a way that disregards others). Canadian
workplaces value assertiveness that is calm, respectful, and solution-focused.

Example Comparison:
Passive: “It’s okay if I don’t get credit for the project.”

Aggressive: “I deserve all the credit for this project, not my team.”

Assertive: “I would like to ensure my contributions to this project are acknowledged
alongside the team’s efforts.”

www.ciiservices.ca

Being Assertive in the Workplace

1. Assertiveness, Passiveness, and
Aggressiveness

Action Steps:

Practice identifying and expressing

your needs without undermining

others.

Use neutral and respectful

language to convey your points.
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“I” statements are a powerful tool for
assertive communication. They allow you to
express your feelings or needs without
assigning blame, reducing the likelihood of
conflict.

Example Scenarios:
Requesting Support: “I feel overwhelmed
with my current workload and would
appreciate some assistance with this
project.”

Setting Boundaries: “I need to focus on my
tasks right now, so I won’t be able to take
on additional responsibilities.”

www.ciiservices.ca

Being Assertive in the Workplace

2. Use “I” Statements to Express Yourself

Reframe statements to focus on

your feelings and needs (e.g., “I

feel,” “I need”) rather than making

accusations.

Practice using “I” statements in

everyday conversations to build

confidence.

Action Steps:

3. Set Boundaries
Respectfully

Being assertive often involves setting
boundaries to ensure your workload
remains manageable and your time is
respected. In Canadian workplaces,
setting boundaries is viewed as a sign of
self-respect and professionalism.

Example Practices:
Politely declining extra work: “Thank you
for considering me, but I’m unable to take
on additional tasks right now.”

Setting communication limits: “I’m happy
to discuss this during work hours, but I’d
like to keep evenings for personal time.”

Identify situations where you need

to set boundaries and prepare

polite, firm responses in advance.

Be consistent in enforcing your

boundaries while remaining open to

negotiation if necessary.

Action Steps:
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The sandwich method is a popular
approach in Canadian workplaces for
delivering feedback. It involves starting with
a positive comment, addressing the area for
improvement, and ending with
encouragement or another positive remark.

Example:
“You’ve been doing a great job managing
the team and keeping everyone motivated.
One area we could work on is meeting
deadlines more consistently, as it impacts
the rest of the team. I’m confident that with
your leadership, we can improve this
together.”

www.ciiservices.ca

Delivering Feedback

1. Use the Sandwich Method

Before giving feedback, identify

specific positives and areas for

improvement.

Frame feedback as an opportunity

for growth rather than criticism.

Action Steps:

2. Be Specific and
Constructive

Feedback is most effective when it is
specific, actionable, and tied to behaviors
rather than personal attributes. Avoid
vague comments like “You need to do
better” and focus on concrete examples
and solutions.

Example:
Instead of: “You’re not communicating
enough.”
Say: “I’ve noticed that project updates are
sometimes delayed. Providing regular
updates would help the team stay
aligned.”

Use specific examples to illustrate

your feedback.

Offer actionable suggestions for

improvement, focusing on solutions

rather than problems.

Action Steps:
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Feedback should address behaviors or
outcomes, not personal characteristics. This
approach ensures that feedback is seen as
constructive rather than personal criticism.

Example:
Instead of: “You’re careless with reports.”
Say: “There were a few errors in the last
report. Let’s review it together to ensure
accuracy moving forward.”

www.ciiservices.ca

3. Focus on the Behavior, Not the Person

Avoid language that sounds

accusatory or judgmental.

Emphasize the desired change

rather than dwelling on past

mistakes.

Action Steps:

Receiving Feedback

Receiving feedback requires an open
mindset. Avoid interrupting or defending
yourself while feedback is being given.
Instead, listen carefully and seek
clarification if needed.

Example Practices:
Acknowledge the feedback: “Thank you
for pointing that out. I’ll work on it.”

Ask for specifics: “Can you provide an
example so I can better understand how
to improve?”

Take notes during feedback

sessions to show your commitment

to improvement.

Reflect on the feedback and

identify actionable steps to address

it.

Action Steps:

1. Listen Actively
Without Defensiveness
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It’s natural to feel defensive when receiving
feedback, but it’s important to focus on the
content rather than interpreting it as a
personal attack. Remember, feedback is
meant to help you grow.

Example:
Instead of thinking, “They think I’m not good
at my job,” reframe it as, “They’re helping
me identify ways to improve.”
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2. Separate Feedback from Personal Criticism

Practice self-awareness and

remind yourself that feedback is

about the work, not your worth as a

person.

If you feel emotional, take a

moment to compose yourself

before responding.

Action Steps:

Demonstrating that you’ve acted on
feedback shows professionalism and a
commitment to growth. After implementing
changes, follow up with the person who
provided the feedback to discuss your
progress.

Example Follow-Up:
“I’ve been working on providing more
regular updates as you suggested. Have
you noticed an improvement?”

Create an action plan based on the

feedback and set measurable

goals.

Schedule a follow-up meeting to

discuss your progress and any

additional feedback.

Action Steps:
3. Follow Up and
Implement Changes
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Assertiveness and feedback delivery are critical skills for building strong workplace
relationships and advancing your career in Canada. By expressing yourself confidently, setting
boundaries respectfully, and mastering the art of giving and receiving feedback, you can foster
a collaborative and growth-oriented work environment. Remember, being assertive doesn’t
mean being aggressive, it’s about respecting yourself and others. As communication expert
Susan Scott said, “The conversation is the relationship.” By approaching conversations with
empathy and professionalism, you can create a foundation for mutual respect and success.
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Conclusion

Action Steps:


