
Identify the 
Problem Behavior

Observe and Document Incidents
Record specific examples of the negative behavior.

Note the dates, times, and context of each incident.

Recognize Patterns
Identify any recurring themes or triggers.

Assess the impact on your work and well-being.

Maintain 
Professionalism

Stay Calm and Composed
Practice deep breathing techniques during interactions.

Avoid reacting emotionally or defensively.

Use Professional Language
Communicate clearly and respectfully.

Refrain from using accusatory or inflammatory language.

Set Boundaries

Define Your Limits
Clearly articulate your personal and professional boundaries.

Communicate these boundaries assertively but respectfully.

Enforce Boundaries Consistently
Remind the co-worker of your boundaries when necessary.

Take appropriate action if boundaries are crossed.

Seek Support

Consult with a Trusted Colleague
Share your experiences with a reliable co-worker.

Seek advice and perspective from someone you trust.

Approach Human Resources
Document and report serious incidents to HR.

Follow up to ensure appropriate actions are taken.

Improve 
Communication Skills

Practice Active Listening
Focus on understanding the co-worker’s perspective.

Reflect back what you hear to ensure clarity.

Use “I” Statements
Express your feelings and needs without blaming.

Example: “I feel stressed when meetings run late.”

Reevaluate Your Environment

Assess Workplace Culture
Determine if the negative behavior is systemic.

Consider the overall impact on your career and well-being.

Decide if a Change 
is Necessary

Reflect on the possibility of transferring to another team or department.

Evaluate whether seeking employment elsewhere is a viable option.

Develop Conflict Resolution Skills

Learn Mediation Techniques
Use neutral mediators to facilitate discussions.

Focus on finding mutually acceptable solutions.

Practice Negotiation Skills
Prepare for negotiations by understanding both sides.

Aim for win-win outcomes.

Know When to Escalate

Recognize When 
Behavior is Harassment

Understand the difference between difficult and abusive behavior.

Document any form of harassment meticulously.

Follow Company Procedures
Report harassment according to company policy.

Seek legal advice if necessary.

Manage Stress and Self-Care

Practice Stress-Relief Techniques
Engage in activities like meditation or exercise.

Take regular breaks to recharge.

Prioritize Self-Care
Ensure you get enough rest and maintain a healthy lifestyle.

Set aside time for hobbies and relaxation.

Find Common Ground

Identify Shared Goals
Focus on mutual objectives and common interests.

Use shared goals to foster collaboration.

Engage in Team-Building Activities
Participate in team-building exercises.

Encourage positive interactions outside of work tasks.
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