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The best communicators say the 
right words when it matters.  

 
Some of them are blessed with 

the Gift of the Gab, and the right 

words just come out all the time. 

 

However, most of us mortals 

need to identify in advance the 

best words we should say. 

 

Here are six I’ve found work 

pretty well… 

 

#1 OFFLINE 

This is a popular one.  

 

Stuck in a meeting with people 

going in to too much detail? Try 

this:  

 

“This conversation’s useful, but 

getting too detailed. Let’s take it 

offline”. 

 

When you say this, people often 

stop discussing the detail. So, in 

effect, ‘offline’ is a nice way of 

saying ‘shut-up’! 

 

#2 QUICK 

Want someone to engage with 

you? But worried they won’t 

because they’re so busy? Use the 

word ‘quick’ to overcome their 

concern… 

 

“Can I ask you a couple of quick 

questions?” 

 

It’s surprising how much more 

appealing this is than “Can I ask 

you some questions?” 

 

#3 ADVICE 
Want someone to do something; 

but concerned they might say 

‘no’? Try this:  

 

   You: “Can I ask your advice     

   about something?” 

   Them: “Of course” (this is the  

   only answer they could give!) 

   You: “It’s important we move  

   forward with [topic]. What  

   would you advise we do next?” 

 

#4 MISUNDERSTANDING 

In an argument? 

 

They can quickly degenerate into 

the Blame Game - ‘It’s your fault’; 

‘No, it’s yours’. But it’s more 

important to find a solution than 

it is to be right. So try this: 

 

“We’ve clearly had a 

misunderstanding. Let’s look at 

ways we can resolve it.” 

 

#5 REFLECT 

Asked a question you don’t want 

to/can’t answer? Try this: 

 

“I’ve got a couple of ideas about 

this. Let me have a quick reflect 

and come back to you” 

 

This buys you some breathing 

space, giving you time to come up 

with the answer you’re happy to 

give. 

 

#6 EXPLORE 
Want to make a sale, but not 

come across as sales-y? Try this: 

 

“Let’s have a quick chat to explore 

our options” 

 

Six simple words. And often very 

effective ones. 

 

 

 

Now, before you hit reply and tell 

me times these six words won’t 

work… I know they won’t always 

work! Nothing always works. 

 

But they often do. As do others – 

words like easy, new, surprising, 

immediate, secret, definitely etc. 

often attract attention. 

 

So can I quickly ask your advice? 

 

© Copyright, Andy Bounds 

 

About the Author 
Andy Bounds is an expert at 

helping companies communicate 

and sell better. Author of two 

best-selling books and winner of 

the title Britain’s Sales Trainer of 

the Year, Andy has shared his 

expertise with some of the 

world’s largest companies, helping 

every one of them have more 

success. Marketing legend 

Drayton Bird said Andy had 

taught him ‘… more about 

effective communicating than a 

lady who’d taught two American 

Presidents’.  

 

Are you following me on twitter? To 

receive my weekly tips on how to 

communicate more effectively, click 

here. Short of time? Here are my 

Quick Wins 

 

Co-ordinates 
E-mail: andy@andybounds.com 
Web: www.andybounds.com/tips 

 

Action Point 
Which of these words could you use 

immediately? 

 

Choose one, use it… let me know how you 

get on. 

 

Andy Bounds 

Six very handy words to use – especially 

when it’s kicking off 
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Important Notice 
© Copyright 2016, Bizezia Limited, All 

Rights Reserved 
 

This article appeared in Better Business 

Focus, published by Bizezia Limited ("the 

publisher"). It is protected by copyright law 

and reproduction in whole or in part 

without the publisher’s written permission 

is strictly prohibited. The publisher may be 

contacted at info@bizezia.com (+44 

(0)1444 884220). 

 

The article is published without 

responsibility by the publisher or any 

contributing author for any loss howsoever 

occurring as a consequence of any action 

which you take, or action which you 

choose not to take, as a result of this 

article or any view expressed herein.  

 

Whilst it is believed that the information 

contained in this publication is correct at 

the time of publication, it is not a substitute 

for obtaining specific professional advice 

and no representation or warranty, 

expressed or implied, is made as to its 

accuracy or completeness. Any hyperlinks 

in the article were correct at the time this 

article was published but may have changed 

since then. Likewise, later technology may 

supersede any which are specified in the 

article. 

  

The information is relevant primarily within 

the United Kingdom but may have 

application in other locations. 

 

These disclaimers and exclusions are 

governed by and construed in accordance 

with English Law. 
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