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Communication effectiveness self-assessment
	Instructions: Rate each statement of a scale of 1-5.
1 = Rarely true I 2 = Occasionally true I 3 = Sometimes true I 4 = Mostly true I 5 = Consistently true           



	TEAM ALIGNMENT

	
	We provide brief, structured updates (what’s done, what’s next, what’s stuck)

	
	Updates are proactive, not last-minute or reactive

	
	Expectations are clear before work begins (timelines, deliverables, roles)

	
	We check for understanding rather than assuming alignment

	
	We speak up early when workload, priorities, or timelines shift

	
	We close the loop (confirm actions, decisions, and next steps)

	
	We use the right medium for the message (email, phone, in-person etc.)

	CLIENT COMMUNICATION

	
	We provide regular status updates before clients ask

	
	We communicate delays early with recommended next steps

	
	Billing or scope changes are discussed proactively

	
	Our tone conveys confidence, clarity, and professionalism

	
	We set expectations early (process, timelines, what’s needed from clients)

	
	We close the loop after client meetings/emails

	
	We tailor our communication to each client’s preferences

	COMMUNICATION WITH STAFF

	
	Our team members receive clear expectations before starting tasks

	
	Leadership creates a psychologically safe environment for questions

	
	We proactively check in with quieter or hesitant team members

	
	We use open-ended questions to draw out their thinking

	
	We balance coaching with direction based on their confidence level

	
	Tone and body language show patience and approachability

	
	Team members feel comfortable raising concerns and uncertainties

	OVERALL COMMUNICATION

	
	My tone aligns with my intended message – especially in stress

	
	My body language signals openness and approachability – consistently

	
	Emails are reviewed for tone consistency before sending

	
	I consider how my message will be perceived, not just what I mean

	
	I adapt my style to my audience (clients, peers, juniors etc.)


SCORING
Add up your total score:
	Team Alignment

	Client Communication
	Communication with Staff
	Overall Communication

	Total:
	 /35
	Total:
	 /35
	Total:
	 /35
	Total:
	 /25


· 0–35 = Ad Hoc
Communication varies by person; predictable breakdowns
· 36–55 = Emerging
Some structure; room for clarity, tone, and consistency
· 56–75 = Consistent
Clear updates, proactive steps, strong alignment
· 76+= Optimized
Communication is a strength and drives efficiency + client trust
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