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		Appendix 4
Preferred communication style 
I
ndicate your preferred answer or answers by sharing a total of five points between A, B and C for each of the 20 questions.
You can allocate all five points to just one answer. For example:


	A
	B
	C

	5
	0
	0




Or you may want to share the five points between two or all three answers, eg:


	A
	B
	C

	2
	2
	1





	1 
A job description covering the duties of a PA/EA/secretary should:
Tell me what I have to do
Show me the right way to do things
Make me feel that I know what to do
	A
	B
	C

	2 
It is important to have a good relationship with all the people you work with because:
A business works more smoothly that way
It reflects the promise of good service
Harmonious relationships mean happy colleagues/customers/clients
	A
	B
	C

	3 
In reality, you could probably find at least 10 things wrong with the business you work for. Then again:
You could probably picture five things that are right
You could probably describe five things that are right
You could probably feel five things that are right
	A
	B
	C

	4 
When shopping generally I tend to:
Try on, handle it, feel it’s right for me
Discuss with shop staff and ask for opinions of others
Look and decide




	A
	B
	C

	5 
When understanding what my boss/customers want, 
I like to:
Ask lots of questions about their needs and wants
Get a good feel of what they want
Get a full picture of their requirements
	A
	B
	C

	6 
When operating new equipment for the first time I prefer to:
Listen to or ask for an explanation
Read the instructions
Have a go and learn by ‘trial and error’
	A
	B
	C

	7 
When teaching someone to do something I prefer to:
Demonstrate and let them have a go
Explain verbally
Write the instructions down
	A
	B
	C

	8 
When learning a new skill I prefer to:
watch what the teacher is doing
talk through with the teacher exactly what I am supposed 
to do
give it a try and work it out as I go along by doing it
	A
	B
	C

	9 
I first notice how people:
Look and dress
Stand and move
Sound and speak
	A
	B
	C

	10 
When choosing from a menu:
I imagine what the food will taste like
I imagine what the food will look like
I talk through the options in my head
	A
	B
	C

	11 
I remember things best by:
Writing notes or keeping printed details
Saying them aloud or repeating words and key points in 
my head
Doing and practising the activity, or imagining it being done
	



A
	



B
	



C

	12 
When concentrating:
I move around a lot, fiddle with pens and pencils and touch unrelated things
I focus on the words or pictures in front of me
I discuss the problem and possible solutions in my head
	A
	B
	C

	13 
If I am angry:
I stomp about, slam doors and throw things
I shout lots and tell people how I feel
I keep replaying in my mind what it is that has upset me
	A
	B
	C

	14 
Most PAs/EAs/secretaries would be far more interested in doing something if they:
Could see the benefit to them personally
Felt that they would get a benefit
Were told of the personal benefits
	A
	B
	C

	15 
When anxious:
I talk over in my head what worries me most
I visualize the worst-case scenarios
I can’t sit still, fiddle and move around constantly
	A
	B
	C

	16 
I find it easier to remember:
Faces
Names
Things I have done
	

A
	

B
	

C

	17 
When it comes to finding out about something:
I would understand much better if I could see it
I want to try it before I can fully understand it
I would prefer to have someone explain it to me
	A
	B
	C

	18 
When it comes to finding my way somewhere:
It’s no problem if I have a map
I need someone to tell me the way and I ask people
I just know if I have got it right and I ‘follow my nose’
	A
	B
	C

	19 
When I have a problem to solve:
I often talk it over with myself
I can visualize the answer
I think it through until I can feel the right answer

	A
	B
	C

	20 
Contented bosses/customers/clients are:
What we all want to see at the end of the day
What everybody wants to hear about
The way to a smooth future
	A
	B
	C



Your ranking of senses?
To find out your own preferred method of processing the world, simply fill in the scores that you allocated to each of the three alternative answers to the 20 questions, then add up the scores to identify your own preference.

	                Visual
	           Auditory
	           Kinaesthetic

	 1      B
	
	   A
	
	C
	

	 2      B
	
	   C
	
	A
	

	 3      A
	
	   B
	
	C
	

	 4       C
	
	    B
	
	A
	

	 5       C
	
	   A
	
	B
	

	 6       B
	
	   A
	
	C
	

	 7        C
	
	   B
	
	A
	

	 8       A
	
	   B
	
	C
	

	 9       A
	
	   C
	
	B
	

	10       B
	
	   C
	
	A
	

	11       A
	
	   B
	
	C
	

	12       B
	
	   C
	
	A
	

	13       C
	
	   B
	
	A
	

	14       A
	
	   C
	
	B
	

	15       B
	
	   A
	
	C
	

	16       A
	
	   B
	
	C
	

	17       A
	
	   C
	
	B
	

	18       A
	
	   B
	
	C
	

	19       B
	
	   A
	
	C
	

	20       A
	
	   B
	
	C
	

	Totals
	
	
	
	
	




It is most likely that you have scored many of the points in the same column. The largest of your three totals indicates the sense that you prefer to use to communicate and to input information into your brain.
Preferred style
Your learning style also reflects the type of person you are, how you perceive things and how you relate to the world and to other people.


	Visual
Seeing and reading

Visual learning style involves the use of seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flip charts etc
	

	Auditory
Listening and speaking

Auditory learning style involves the transfer of information through listening: to the spoken word, of self or others, of sounds and noises
	

	Kinaesthetic
Touching and doing

Kinaesthetic learning involves physical experience – touching, feeling, holding, doing, practical hands-on experiences
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