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How Do You Prefer to Communicate? 
 
Read each comment and choose the answer that most closely describes how you act or feel AT WORK.  Please 
choose only one answer for each question.  If more than one answer accurately describes you, go with your 
first instinct.  Record your answers on the answer sheet at the end of the quiz by circling the letter of each 
question’s response.    
 
 
1. When I start something new at work I 

a. Make a list of all the things I need to do 
b. Ask someone else for suggestions 
c. Brainstorm some ideas of how to do it 
d. Decide on the quickest way to get it done. 

 
2. When I have to tell someone bad news I 

a. Tell them 
b. Tell them to look at the bright side and I point out the positives 
c. I worry how the other person will feel about the bad news so I talk it over with someone else to 

help me prepare 
d. Carefully explain all the reasons so they can understand the logic behind the news 

 
3. When I’m working with a group of people I 

a. Keep things on track so there are no delays 
b. Make sure that everyone gets included in the information so no one feels left out 
c. Suggest ways to keep people interested and enthusiastic 
d. Make sure that procedures are followed so nothing is missed 

 

4. When I show someone else how to do a task I 

a. Show them quickly so I can get back to my work 

b. Take the time to carefully and thoroughly explain each step in detail before going on to the next 

step in the process 

c. I get them excited about the task so they’ll want to do it 

d. Chat with them so they’re comfortable and then help them to learn the task at their own speed 

 

5. On Monday morning one of the first things I do is 

a. Ask how other people spent their weekend 

b. Tell people how I spent my weekend 

c. Look at my to-do list and plan my day 

d. Get to work 

 

6. If I’m mad at someone at work I 

a. Tell them 

b. Try to avoid them 

c. Smooth it over—I don’t like conflicts 

d. Do my best to control my anger but sometimes I just can’t help showing how upset I feel 

 

 

7. When I have to convince someone to do something I 

a. Wonder how I can excite them with my ideas 
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b. Try to understand their underlying concerns 

c. Tell them what they should do 

d. Gather all the relevant information for a thorough presentation of the facts. 

 

8. When I have a problem I 

a. Ask for help from my co-workers 

b. Look for information on how similar problems have been dealt with in the past so I can dtermin the 

next logical steps 

c. Decide the direction I want to go 

d. Try to come up with some creative new ideas 

 

9. In a meeting I usually 

a. Take charge 

b. Provide a little fun or humor 

c. Ask questions to make sure that the viewpoints of everyone are included 

d. Stick to the schedule to make sure we don’t miss any details 

 

10. If I don’t get something I need to do my job I 

a. Develop creative ways to get things done 

b. Tell my boss exactly what I need and make sure I get it 

c. Give a detailed list to my boss of what I need, when I need it and why I need it 

d. Do my best to get my work done even if I don’t have everything I need 

 

11. When my boss invites me out to lunch I 

a. Look forward to talking to my boss and getting to know him or her better 

b. Stick to business topics 

c. Think it will be fun 

d. Prepare an update of the details and progress of my current projects to review 

 

12. When someone makes a mistake I 

a. Try to motivate them to do better next time 

b. Try to make them feel better about it—after all everyone makes mistakes 

c. Tell them 

d. Carefully explain the details of the problem and take them step by step through the correct 

solution 

 

13. One of the things I really like about my job is that 

a. I can get things done quickly 

b. I take the time necessary to make sure that I don’t make any mistakes 

c. I get a chance to do many different and interesting things—it certainly isn’t boring 

d. I really like getting to know the people I work with – they’re so nice 

14. When employees have problems with their work I prefer that they 

a. Brainstorm some solutions with me 

b. Take the time to weigh in with other people 

c. Get all the background and details 
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d. Give me a quick summary with 1 or 2 top recommendations 

 

15. I prefer to communicate 

a. With brief emails or notes 

b. In person—it’s so much easier to convince someone in person 

c. With carefully planned emails or messages that include all the relevant information and back up 

d. In person—it’s easier to listen to someone and develop a relationship in person 

 

16. I like my workspace 

a. Decorated with things that show my individual accomplishments such as plaques or certificates 

b. Very neat with few distractions 

c. Comfortable—it has pictures of my family and friends 

d. Filled with fun pictures and interesting items that show who I am 

 

17. I don’t like to work with people that are 

a. Too pushy—I don’t like it when people appear to be rude and don’t seem to care about other 

people’s feelings 

b. Too slow—I don’t have time to waste 

c. Negative—After all, we spend a lot of hours at work so we should make ti enjoyable 

d. Disorganized—It’s hard to get the right answers I need to do my job correctly when I can’t get 

reliable information from people 

 

18. When my boss doesn’t notice I’m doing a good job I 

a. Hope he or she will notice—I don’t like to boast 

b. Let him or her know the great things I’ve done and the positive things other people say about me 

c. Send him or her detailed proof of all the hard work that I have accomplished 

d. Tell him or her directly 

 

19. I would describe myself as 

a. Enthusiastic 

b. Helpful 

c. Logical 

d. Direct 

 

20. I like to work with co-workers who are 

a. Nice 

b. Results oriented 

c. Fun 

d. Detail oriented 

 

 

SCORING 
 

Directions:  Transfer your answers from the survey to the table below by circling the correct letter.  Total the 
number of responses for each column.  (Your total across the bottom row should add up to 20.)   
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Question 
Number 

1. D  C B A 

2. A B C D 

3. A C B D 

4. A C D B 

5. D B A C 

6. A D C B 

7. C A B D 

8.  C D A B 

9.  A B C D 

10. B A D C 

11. B C A D 

12. C A B D 

13. A C D B 

14. D A B C 

15. A B D C 

16. A D C B 

17. B C A D 

18. D B A C 

19. D A B C 

20. B C A D 

TOTALS     

Circle the column 
with the highest 

score 

 
Column 1 
Directive 

 
Column 2 

Motivating 

 
Column 3 

Helpful 

 
Column 4 
Structured 

 
 
The highest score is your preferred communication mode.   

 
 


