
   

Influencing styles 
 
There are several different influencing styles.  You are likely to have a preferred style.   
 
However, a particular influencing challenge may demand a particular style.  You need to be 
flexible – use the right style for the situation. 
 
We have drawn on these categories to develop the style guide below. 
 
 
First of all, identify your ‘natural’ style. 
 
 

Influencing style  

Style 1  

I like the rough and tumble of debate  

I like to take the lead  

I often put my views forward strongly  

I am dedicated to achieving my objectives  

I can sometimes seem bossy  

I am a determined person who will sometimes use the power of my 
position to achieve my goals 

 

I don’t suffer fools gladly  

TOTAL  

  

Style 2  

I often use humour and charm to make things work  

I help others to see the aims and objectives they have in common  

I am a good communicator  

I think my personality is one of my strongest assets in influencing  

I express my views vigorously and create an energised atmosphere which 
helps things go well 

 

I can sometimes inspire people   

TOTAL  

  

Style 3  

I will often win support by offering something in exchange  

I actively prefer win:win outcomes  

I usually go for a practical outcome  

I am probably tactical rather than strategic  

I bargain to get what I need  

I will hold my position until others are prepared to compromise  

I am aware of the games people play, and like to be ready to deal with 
their ploys 

 



   
TOTAL  

  

Style 4  

I like to be clear about aims, objectives and procedures  

I let people know immediately when they have not met my requirements   

I will take steps to ensure I have the formal authority I need to carry out 
plans 

 

I prefer to have transparent standards, so everyone knows where they are  

I like to take a step by step approach  

I believe that getting the process right can sometimes be as important as 
the outcome 

 

I feel strongly that it is best to play by the rules – for me that is linked to 
integrity. 

 

TOTAL  

  

Style 5  

I prefer to be open, and make my views and desires known to others  

I challenge views I disagree with  

I am calm, reasonable and rational in my approach  

I will always be clear about my intentions and motives  

I am brief, clear and uncluttered in the way I express my opinions  

I am quick to set out my ideas   

TOTAL  

  

Style 6  

I go out of my way to involve those who are not participating  

I defuse conflict, so that we can go forward  

I listen carefully  

I will often ask questions as a way of focusing on key issues  

I try to ensure the environment is right   

I tend to take a chairing role if there is no formal chair  

TOTAL  

 
 
 

 

Style 7  

I put the needs of others before my own  

I always try to create harmony  

I don’t like competitive situations, I’d rather give in gracefully!  

I prefer to listen to others rather than state my own preferences   

I like to keep myself open to other people’s ideas  

My role is often to be the glue that holds a group together  

TOTAL  

 
 

 



   
Style 8  

I will often suggest getting more information before reaching a decision  

I am often the person who names a problem   

I am level-headed, I have my feet firmly on the ground  

I don’t like to be rushed into making a decision  

I am often the person who asks the difficult questions  

I am wary of people who want to be inspired and dream dreams, it is 
better to be realistic 

 

TOTAL  

  

Style 9  

I like to hear what others have to say before putting forward my own 
views 

 

I like to build a rapport with others  

I prefer to share power  

I sometimes get frustrated when others fail to take responsibility  

I prefer to be open with information  

I like to work with others to find the right solution, even if that takes more 
time 

 

TOTAL  

  

 
  



   
Brief guide to influencing styles 
 
1.  Forceful  
People whose preferred style is forceful tend to be dominant (will often be ‘shapers’ in the 
Belbin team types).  This style can be useful in emergencies, and where you need simply to 
gain compliance (eg health and safety).  However, it is less effective long term in winning 
hearts and minds.  
 
2.  Charismatic 
Charismatic people tend to be good communicators and natural leaders, they create a buzz 
about them, and others are keen to please them.  They need to ensure that they have really 
taken people with them, and that the influence sticks, even when they are not around. 
 
3.  Negotiating 
Negotiators like the give and take of bargaining, and feel a compromise is a fair outcome.  
Can be useful when goals are less clear.  Negotiators need to ensure that they don’t 
compromise on their principles or get outmanoevered. 
 
4.  Procedural 
The safety zone for procedural influencers is to know exactly where they are, and to feel 
confident that there is some order to things (trade union negotiators can often be 
procedural influencers).  However, sometimes influencing requires a leap in the dark – 
thinking outside the box to find unlikely solutions. 
 
5.  Assertive 
Assertive influencers will be assertive about their needs and their objectives, and will state 
them with as little fudge and flim flam as possible.  They can sometimes seem a little blunt. 
 
6.  Facilitative (acting as chair or facilitator) 
Facilitative influencers will ensure they get the rhythms and environment right, they will 
often take a position that is ‘above the fray’.  Need to be careful that their own position is 
not overlooked.  This style is particularly effective when the facilitator uses the ‘chair’ role to 
synthesise and propose a way forward. 
 
7.  Accommodating 
The accommodator makes everyone feel good.  Can be useful when it is important to signal 
unselfishness to those you wish to get on-side.  This is often a good role to have as part of a 
team of influencers.  However, the accommodator can often miss opportunities to 
influence, by holding back his/her own views. 
 
8.  Reflective/cautious 
The good side of the reflector is that he/she does not make hasty decisions and will often 
get intelligent, workable solutions to problems.  However, their insistence on naming the 
problem can be seen as negative, and they can sometimes be perceived as lacking courage. 
 
9.  Collaborative 



   
This approach is very valuable when you need long term, healthy relationships to reach well 
defined long term aims.  It is democratic and when used well will bring out the best in 
others.  However, it can be very time consuming and it assumes that everyone is equally 
committed to a partnership of equals and will take their fair share of responsibility. 
 
 

Using different influencing styles 
 
First, look at the ‘problem' from your client's point of view and then decide which 
influencing style to use. Some of the styles are ‘push’ style, others are ‘pull’ styles:  
 
‘Push’ styles – good gaining compliance 

 Forceful 

 Procedural 

 Assertive 
 
‘Pull’ styles – good for winning hearts and minds 

 Negotiating 

 Facilitative/chairing 

 Charismatic 

 Collaborative and problem solving 

 Reflective/cautious 
 

Other style: 

 Accommodating 
 
As well as being push/pull, styles also require  more or less  involvement from the other 
party (those that require most mutual involvement are facilitative, accommodating, 
negotiating, collaborative) 
 
You need to use the right influencing style, to suit the influencing challenge. 
 
Ask yourself  

 Do I need simply to win compliance, or do I want to win hearts and minds as well? 
(push styles can be effective at gaining compliance, but may break down over the 
longer term) 

 What is the balance of power? 

 Are there any time constraints? 

 What is the culture? 
 What is the context? (eg low morale?  Lack of resources?) 

 How big is the change I want to bring about? 

 
 
 

 
Task: 
Describe a scenario for each of the following styles: 

 Charismatic 

 Collaborative 

 Accommodating 

 Forceful 
 



   

Your influencing challenge 
 

Describe your ‘influencing challenge’ 
 
 
 
 
 

 
Now, thinking of this challenge, answer the following questions: 
 

Question Answer 

Where are you now?
  
 
 
 

 

What do you want to 
achieve?  Your aims 
and objectives. 
 
 
 
 

 

Why?  What is the 
importance of this 
challenge? 
 
 
 
 
 
 
 
 

 

Who do you need to 
influence in order to 
achieve your aims? 
 
 
 

 

What do you know 
about the people you 
need to influence?   
 
What do they want?  
What might they need 
from you? 
 
What is their agenda? 
 
What is important to 
them? 
 
 
 
 

 



   
 
 
What is their culture? 
 
What company do 
they keep? 
 
 
 
 
 

What is the balance of 
power between you 
and those you want to 
influence?   
 
What bearing does this 
have on your 
challenge? 
 
 
 
 

 

Is timing an issue in 
this challenge? (eg 
deadlines, windows of 
opportunity, time 
scales) 
 
 
 
 
 
 

 

What is the context of 
this challenge?   
 
What are the external 
environment pressures 
on you/them? 
 
 
 
 

 

Where/when do you 
have opportunities to 
influence them? 
 
 
 
 
 
 

 

 
  



   

The effective communications checklist 
 
Consider a communication task you are currently facing at work. Ask yourself: 
Have I identified (all) the most appropriate receivers? 
 

 What do I want my receivers to understand, believe, and do, as a result of my 
communication? 

 
 What exactly do I need to say, to have this effect? 

 
 What is the most appropriate medium for getting my message received and 

understood? 
 
 What do I have to do to make the most effective use of that medium? 

 
 
 What potential barriers do I foresee? 
 
 How can I minimize or overcome these? 

 
 
 What kind of feedback shall I expect, to convince me that my message has been 

received and understood? 
 
 Am I ready to respond if my receiver wants to give me a message? 

 
Consider a communication you have recently received at work. As a receiver, ask yourself: 
 

 Is the sender right in identifying me as a target for this message? 
 What effect does the sender want to have on me? What am I expected to DO as a 

result? 
 What message does the sender apparently want to convey? (Could I restate it, to 

their satisfaction)? 
 Am I allowing any of the common barriers to communication to spoil my 

understanding? 
 Is there any hidden agenda of meaning that I am expected to respond to? 
 Is the sender conveying any unintended (or intended) non-verbal messages that I 

need to take note of? 
 What kind of feedback does the sender need from me, to show that the message has 

been received and understood? 
 Do I need to ask the sender to clarify, or expand on the message? 
 As well as acknowledging receipt of the message, do I need to become a sender 

myself, and return a message of my own? 
 
 
 



   
Writing with Impact 
 

 
Check your tone. The distance between you and the receiver is likely to be greater. Body 
language will obviously have minimal impact, but tone remains crucial.  
 
Choose your words. You may need to choose your words carefully to ensure that you are 
not coming across as unfriendly, or rude, for example.   
 
Use positive rather than negative language. Say what you can do, rather than what you 
can’t. Try to avoid negatives altogether. 
 
Use warm words.  
Make sure you keep the warmth in your tone, in any written communication 
Words like delight, hope, trust, commitment will all give your writing a warmth which will 
engage your audience. 
 
Make up for the distance. 
You may need to ‘oversteer’ a bit, to compensate for the lack of affirming body language:  
you won’t be there to correct any wrong impressions when they read what you have 
written. 
Personalise. Be a real person, even in formal letters.  
Top and tail them yourself.   
Avoid ‘pp-ing’ wherever possible.  
Give your direct line, or email, so that can get back to you with any queries. 
Always use a name for your receiver if you can. Avoid ‘Dear Sir or Madam’.  
 
Tone is particularly important in email, where the very speed and ease of the medium can 
lead to an ill-considered response, which may upset or offend. No doubt you can think of a 
few examples! 
 
 
  



   
Key questions to consider when preparing your presentation 

 

 What is your attitude to the subject? 
 
It is vital that you find a way of ‘buying in’ to the subject yourself. 

 
 

 Why are you speaking? 
 
What is your purpose?  
Do you want to :a) sell, b) persuade, c) inspire, d) clarify ,  e) inform? 
You need to be specific about what you want to achieve. If you are absolutely clear in your 
mind about what you are trying to achieve – you have a far better chance of taking your 
audience with you. 
 

 Who will be there? 
 
Who are the audience? What are their expectations? 
Why should they listen? What’s in it for them?  
Are there any ways in which you can actively involve the audience in your presentation? 

 
 

 How will you present the material?  
 
How can you vary your approach to make it more interesting and more persuasive? 
Which elements or parts of your presentation are most important? 
Be ruthless about this – you need to establish what you most need your audience to take 

away with them. Research has shown that people only retain an average 10% of what they 

hear via a lecture. Your job is to make sure that they retain the right 10% 

 

 When are you speaking? 
 
In what context and who or what precedes or follows you? How long are you speaking for? 
 

  



   
Rate yourself as a meeting leader 
 

Skill Tick one column 

Before the meeting Yes No 

1 Do I clearly define the objective?   

2 Do I decide whether a meeting is the best way to achieve 
the objective? 

  

3 Do I consider carefully who should attend?   

4 Do I speak to people who expect to attend but who I 
don’t invite? 

  

5 Do I think through the best time for the meeting?   

6 Do I always have an agenda?   

7 Do I circulate the agenda sufficiently far ahead?   

8 Do I involve others in creating the agenda?   

9 Do I allocate time to agenda items?   

 During the meeting   

10 Do I start on time?   

11 Do I sound positive and business like?   

12 Do I thank people for attending?   

13 Do I introduce people?   

14 Do I establish a minute taker?   

15 Do I establish a time keeper?   

16 Do I establish ground rules?   

17 Do I state the objective and summarise its importance?   

18 Do I generate interest and enthusiasm for what is to 
come? 

  

19 Do I help participants stick to the point?   

20 Do I encourage the use of problem solving and decision 
making techniques? 

  

21 Do I use visual aids?   

22 Do I encourage participation?   

23 Do I elicit information?   

24 Do I encourage the expression of different views?   

25 Do I act as a role model for supportive behaviour?   

26 Do I help to resolve conflict?   

27 Do I keep calm and neutral?   

28 Do I ensure all points are clarified?   

29 Do I encourage the expression of different views?   

30 Do I ensure that decisions/action items are summarized?   

31 Do I ensure that the effectiveness of each meeting is 
reviewed? 

  

31 Do I thank people for their contribution?   

32 Do I ensure that we finish on time?   

After the meeting   

33 Do I ensure that the minutes are circulated promptly?   

34 Do I take agreed actions that apply to me?   

35 Do I follow up action items to be taken by others?   



   
 


