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Giving and Receiving Feedback Effectively 
 
The communication abilities and sensitivity of the deliverer of the feedback (feedback 
provider) play a critical role in the success of the delivery and reception of feedback. 
The balance between directness and empathy is difficult to achieve, particularly when the 
two individuals don’t know each other well, which is often the case when you start a new 
job in an entirely new environment 
 
Why is it that receiving feedback can be so difficult, even when 
we consciously want to improve and know we need someone 
else’s perspective? 
 
People tend to focus on the negative aspects of the message when receiving feedback.  
This is ingrained in from as far back as to elementary school when we would have our 
tests returned to us in class.  If you answered 8 out of 10 of the questions on a quiz 
correctly, would you review the correct answers, or would you narrow your focus in 
directly and immediately on the two answers you answered wrong, and wonder why?  Of 
course you want to improve and learn from the experience, however, the problem arises 
when we fail to hear the positive messages surrounding the areas that need improvement. 
 
Egos may also be a deterrent to learning the truth.  It’s difficult sometimes to hear we 
need to work on improving in an area in which we feel confident and competent. 
 
When you do recognize and accept feedback addressed toward you, feel that you are 
expending enormous energy and making a concerted effort to change your behavior, yet 
others fail to recognize any difference, keep in mind a couple of key issues before giving 
up.  It takes a lot of energy and effort to change others’ perceptions of us once they 
associate a certain behavior with us.  Any time you move out of your comfort zone, your 
tension level and internal anxiety will skyrocket, however, your external behavior 
changes may not have been nearly as dramatic or noticeable as your internal change in 
tension and level of discomfort.  With time, this tension should improve.  
 
Adapted from:  “Accepting Feedback – Altering Behavior” Management Research Group 
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Guidelines for Giving Good Feedback 
 
Get all of the facts before giving any feedback.   
 
Don’t blame or be judgmental.  Avoid the use of “You” and pointing your finger.  Simply 
describe the situation, event, or behavior as you saw it, describe the outcome/result. 
 
Provide feedback privately. 
 
Lead into the feedback conversation gently. 
Begin with “Do you have a few minutes to talk?” or “I think we need to discuss a couple 
of things.” as opposed to “We’ve got a huge problem!” or “I can’t believe you just…”. 
 
Timing is key. 
Provide the feedback as close to the time the event or behavior occurred as possible.  This 
is when you’ll be most likely to recall facts accurately.  If you are too emotionally tied to 
the situation, you may want to wait until you have calmed down so that you don’t come 
across in an accusatory manner. 
 
Don’t bring up every issue you have with the person.  Focus on this one problem now.  
The key is to stay focused.   
 
Attack the behavior, not the person. 
 
Watch your body language.  Even though you may say the correct words, body language 
such as arms crossed, glaring eyes, or rolling your eyes may send an entirely different 
message. 
 
Adapted from “Give Good Feedback” by Jeff Olson 
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