
 

 

Assertiveness    
Knowing and believing in yourself 
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Assertiveness and you 

It is easy for self-beliefs to become self-fulfilling prophesies. If you 
believe that other peoples’ needs are more important than your 
own, it is likely you will say ‘yes’ to their requests or demands at the 
cost of your own time, energy or values. 

You may feel that if you say ‘no’ to someone, you will be letting 
them down and they may get upset or be angry with you. 

You are not responsible for the thoughts, feelings or actions of 
other people. You are only responsible for your own, and they 

must take responsibility for theirs. 

You are important too! You don’t have to give lengthy and elaborate 
excuses for turning someone’s request down. You don’t need to 
spend precious time and energy hoping others ‘will know’ what you 
really want. 

Usually the result of becoming more assertive is improved self-
confidence in yourself and greater respect from others. Some 
people may be surprised when you become more assertive, and 
they may need some time to get used to the ‘new you’. 

For problems at work 

 
If you would like help with work-related difficulties, contact us: 
 
 

EAP: take a step forward 
01225 825960 
 01225 824484 

 

 
 
 
 

 
 
 

Employee  Ass i s tance Programme 



At some point in our lives we all find it difficult to deal with certain 
situations. We find ourselves saying ‘Yes’ instead of ‘No’ and then 
wonder why we feel like a doormat. Difficulties with assertiveness 
often start before we open our mouths, as the most difficult 
relationship to handle is the one we have with ourselves. 

What is assertiveness? 

Assertiveness is a way of relating to others and to yourself with a 
positive attitude, believing that you matter as much as they do. It 
does not mean you are being selfish, but that you are respecting 
yourself and others. Being assertive means: 
 

 You can say ‘Yes’ when you mean ‘Yes’ and ‘No’ when you 
mean ‘No’ 

 
 You feel confident about yourself 

 
 You feel entitled to be who you are  

 
 You express how you feel clearly and calmly 

 
 You genuinely believe you are valuable and your time is 

valuable 
 

When you cannot be assertive, you may find yourself feeling: taken 
advantage of, having no control over your life, resenting others and 
perhaps becoming aggressive towards them, angry with yourself for 
not dealing with your difficulties, anxious and avoiding certain 
situations and people, and frequently stressed. All of these feelings 
can feed and maintain low self-esteem and unhappiness. 
 
 

Your assertive rights 

When you are aware of your own rights and if you respect that other 
people also have these rights, you can begin to communicate 
assertively. 
 

 You have the right to express your feelings, opinions and 
values 

 
 You have the right to say ‘Yes’ and ‘No’ 
 
 You have the right to change your mind  

 
 You have the right to make mistakes 

 
 You have the right to ask for what you need and want 

 
 You have the right to be treated with respect as a capable, 

intelligent and equal human being 
 

 You have the right to say ‘I don’t understand’ 
 

 You have the right to ask for ‘thinking time’, especially when 
someone wants you to say ‘yes’ but you feel you want to say 
‘no’ 

Being assertive helps you to stop under-rating yourself and to 

have a happier and more honest relationship with yourself. 

Assertiveness gives you a much better chance of success and 

more control over your life. 

 


