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Gifts at
work...
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Twinsies!
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Romance at
work










Sleeping

YEAH IF YOU COULD STOP
FALLING ASLEEP AT WORK
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Pigeon in a
purse
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You’re going to pierce what at
work??

L d




=  #Poopgate



W
:‘...{,lv! 3

y B

f i%-lx

= AN~ v 7
el
o 7 itke iz




Why does this clause

AIIows adaptability in dynamic environments

Covers tasks that arise unexpectedly

Supports cross-functional collaboration
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When “other duties™ goes too
far...

Role creep and burnout
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Managing “other duties” Effectively

Be specific in job descrlptlons where

Communlcaf'e expectatlons

Monitor worl‘?f’(l)a%s and role

L 1allges. E
Document and %’ewew duties

regularty




Turning “other duties” into growth opportunities

Offer training and support
Recognize and reward flexibility

Use as a development tool




HR as a Strategic Partner

| Support managers in role
Advocate for clarity and _
| design
fairness

Ensure alignment with

organizational goals Take time to prepare



Non-empathetic language

“Nope. Can'tdo it.”

“l understand that.you'’re -
disappointed, but this is
the way it is.'

@ Sy

“How in the world can-'i ..

you..? | e

“Don’t worry about it.” -

"Are you angry?”

“You mean you didn’t know
‘| hate to tell you this, but

Empathetic language

“I'm so sorry that | won't be able to...”

“You must be disappointed...”
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VA -\ “I can understand why you feel
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1 t be feeling pretty frustrated...”

sorry to hear that...”

looks as if you are feeling...”

1is must come as a surprise...”
omething | need to tell you...”






Suggested conversation starters

‘obably heard that we lost a big contract...”

J

“I’d like to talk with you about your performance evaluation..

“I ném_a.h(or from you...”




Delivering difficult
messades

Be clear and specific, focus on the facts, and give examples Iif
possible

Be sincere, tell the truth, and provide accurate information

If you need more information about the situation, ask questions

Allow the other person to ask questions; answer them honestly and
briefly

olf you can'’t disclose something, explain why

Stay calm and use positive body language

Avoid distractions - don’t take calls, check email or send texts

Take responsibility when warranted

oDon’t blame others or try to justify your actions

Reframe the situation in a positive light, if appropriate, but don't lie




Clear

Eye contact

Focus

lgnore
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Listening and responding

Seek to understand
the persons
erspective on, and
|ings about the

situation

Be aware of tone

If you need to and body
encourage the language
person to go into
more depth, ask for
more information

Respect the
persons feeling and
point of view even
if you disagree

T Instead of saying
L e nain what you think th
help them c
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Tips & tricks

Avoid distracting non-verbal actions

Keep facial expressions as open

Sit up straight or lean forward slightly to demonstrate

e <7 o ?'a'b% the person to continue by saying ‘yes, | see’ or using
| ﬂé'l%"t I(e“é?)eaker regain their train of thought, if needed

) Avoid interrupting or jumping in too soon
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Coping with challenging responses

Angry
Tearful

Frustrate
d

Resi-stan
{

Passive




Explore alternatives and
@u‘tl%o%t?&mde# Eénsure all parties have the same’

e
understanding of the issue )
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} Try to see the issue from the other
persons point of view
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Closing the conversation

Avolid letting the
conversation drag out

Clarify next steps and
actions that each of you
agree to take

Look for ways to end on |

a positive note

e B W

Offer the person
chance to add anything
that may have been
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UILDING A CULTURE
OF WELLNESS
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Resources

HRDQ Navigating Difficult Conversations:
Deliver your message with poise, empathy and
resolve. 2013, 2014

Ratigan-Schmidt, Diane, SHRM-SCP;
Stop Sugarcoating: Civility is a
Leadership Competency. January 21,
Z@RAdstra, Jerry.Leadership Development: The
Critical Role of Self-Awareness. 12/1/25

Akanbi, Monigue and Moray, Joelle — Podcast
titled self-care for HR professionals from SHRM

Honest HR 2025







