


INTRODUCTION 

Extroverts and introverts: two worlds for the 
price of one 
My name is Sylvia Löhken and I am an introvert. Perhaps that’s unusual: introverted 
– the word conjures up an unshaven nerd, locked away with a computer for days on 
end scattering takeaway pizza crumbs all over the keyboard. But that nerd is just a 
cliché of a quiet person.. There are a lot of us. I like being with people – they are my 
profession and my vocation. But after a day of chaotic din and random encounters I 
need time to be alone and recharge my batteries. I love what I do, but unlike my 
extroverted colleagues I cannot draw all the energy I need from lively, exciting work 
with seminar members, audiences and tutees. But why is an introverted existence a 
suitable topic for a book about communication? I had to find that out for myself as 
well. It started like this: 

Further training is seen as part and parcel of my profession, but at some point I 
started getting fed up with communication training. And it wasn’t the subject matter 
that did it: what happens when people meet each other is one of the things I am 
most interested in. No, I was beginning to feel uncomfortable with the trainers and 
trainees – with my own colleagues. They often seemed too noisy and superficial, and 
I realized that it was primarily my problem. So, I started to think things over 
(introverts like thinking things over, they do it all the time). What could I put my 
finger on that upset me about my colleagues? The people standing up at the front 
were no worse that I am when I’m standing up there. But they were different – so 
different that their approach often alienated me.. A lot of them saw themselves as 
an élite: "top dog" I thought, and still think: it was all over the top.. The training 
courses themselves often dropped hints that confirmed how different I was. My 
gestures: "More expansive, please!" My speech: "More aggressive, please!" The way 
I put things over: "More vigorous, please!" 
All this made me uneasy. Up till then, I had never felt the need when giving a talk to 
use big, gestures, aggressive negotiation or assertiveness. And up till then, that 
hadn’t done me any harm. On the contrary: the “quiet” clients and seminar 
members (the ones with calm, controlled gestures and a co-operative approach, who 
didn’t flaunt their emotions so much) were very keen on what I had to offer. And I 
liked them: most of my clients were very calm, and thought logically. “I see! You like 
“blue brains”, the quiet solitary types!” said my (very extroverted) coach when I 
described my favourite clients to her. She was right. My own experience in seminars 
had shown me that I enjoy working intensively with people who think similarly to 
me. And it made me realize that there are no communication courses designed for 
my clients and me – courses tailored to meet quiet people’s strengths and needs.  
This book aims to fill this significant gap – along with seminars, lectures and coaching 
directed at introverted people. My starting point was (and is) that good 
communication has to do with identity. I can only deal with other people successfully 
if I know myself and can handle myself properly: when putting things over, when 
negotiating, when networking and also in my private life. But what makes a quiet 
person? As there was nothing for us quite normal (i.e. neither shy nor hypersensitive 
) “quiet people”, I took myself as an example and analysed the way I habitually 



communicate. Self-help literature written in English, and also psychology, were most 
helpful here. I also started looking at my clients from a very specific perspective.  
The result was exciting. I discovered two sets of qualities that introverted people 
contribute to communication, neatly divided into strengths and obstacles. It is not 
only quiet people who have all these qualities – but a lot of quiet people have a lot 
of these qualities. That’s enough to be getting on with! 
Strengths clearly are advantages, but so are obstacles, in their own way – if you are 
aware of the obstacles you create for yourself then you have a better sense of your 
own needs than people who don’t bother about their weak points. For example, for 
a long time, if I suddenly felt I wanted to be alone while spending time with family 
and friends I thought I was being antisocial. I now realize that it makes complete 
sense to withdraw, as it helps me to regain my energy when I am exhausted. I would 
not call that a weakness – just as extroverts are not weak if they rely on being 
reassured about the things and people around them much more than introverts 
would.  
Let me issue a very warm invitation: get to know your strengths and the obstacles 
you face. Welcome them both as good friends that share your life with you. That will 
make it much easier for you to influence a situation so that it “suits” you and makes 
you able to communicate well.  
Here, two questions are particularly useful in terms of different kinds of human 
behaviour: 
1.  What strengths can a quiet person in particular use in this situation? 
2. What should a quiet person in particular look out for in this situation?  
You will find the answers I have found to these questions in this book, and they are 
presented so that you can use them in your own life.  

What you will find in this book – and how you can you 
read it 
The answers to these two questions are related to a whole variety of situations in 
the pages that follow: professional and private, formal and anything but formal, 
close and distant, addressed directly or negotiated. If you see yourself as a quiet 
person, this book is intended to help you to get along well in a world that is often 
much too noisy, and to be successful when things matter to you. Every section is 
written from an introverted person’s point of view.  
If you are more of an extrovert you will understand the quiet people you come 
across better and come to value their strengths after reading the book – whether 
they are partners, relatives or friends, colleagues or bosses, co-workers or seminar 
members.  
If you are not sure whether you are a quiet person or not, there is a test in the first 
chapter to help you make up your mind. And in any case, this book is structured so 
that you can relate the subject matter to your personal situation: you will keep 
coming across questions that will help you if you answer them with reference to 
yourself. Take the opportunity – you will really get to know yourself if you do, and 
that will help you when communicating with others! 
The book is constructed in the way that introverts like to think and communicate: 
from the inside outwards. It starts by looking at personality. In Part One you will find 
an introduction and a survey of quiet people’s typical strengths and the obstacles 



they create for themselves – and it makes sense for you to read this part first, to put 
yourself on a sound footing. Part Two, containing Chapters 4 and 5, unfolds a 
panorama of private and professional scenarios–focussing on what is good for quiet 
people, and helps to make them successful. Above all, this section shows how you 
can handle these scenarios in an “introvert-friendly” way. All the subsequent 
chapters, which make up Part Three of the book, explain how you can use these 
strengths and surmount these obstacles when dealing with other people. Here, I 
have deliberately emphasized the key strengths and obstacles relating to building up 
contacts, negotiating, and appearing in public and at meetings. After the test and a 
glance at the summary at the end of Chapter 1 you will be able to assess clearly 
which of your personal qualities are important in a particular situation. 
The various chapters will also introduce you to some of my quiet seminar members 
and tutees whose (anonymous) stories illustrate how introverts can use their 
strengths in various situations. I hope what you discover while reading will help you 
to pluck up courage – and make you want to try out introverted communication! 

Quiet people make the world go round! 
Many famous personalities were or are quiet people, or so the qualities ascribed to 
them suggest. Have a quick look at this distinguished list: 

 

A gallery of eminent introverted 
individuals 
Woody Allen, film director, author, actor and musician, USA 
Lance Armstrong, professional cyclist, seven-time winner of the Tour de France, USA 
Julian Assange, journalist and spokesman for WikiLeaks, Australia 
Brenda Barnes, president, chair of the board of Sara Lee, consumer goods 
manufacturers, USA 
Ingrid Bergman, actress, Sweden 
Warren Buffet, major investor and entrepreneur, USA 
Frédéric Chopin, composer and pianist, Poland 
Marie Curie, chemist and physicist, Nobel Prize Winner for physics and chemistry, 
Poland 
Charles Darwin, naturalist and originator of the theory of evolution, 
United Kingdom 
Bob Dylan, musician, poet and painter, USA 
Clint Eastwood, actor, USA 
Albert Einstein, physicist, Nobel Prize Winner for physics, Germany 
Mohandas Karamchand Gandhi, known as Mahatma Gandhi, 
spiritual leader of the Indian independence movement, India 
Bill Gates, founder of Microsoft, USA 
Sir Alfred Hitchcock, film director, United Kingdom 
Michael Jackson, musician, USA 
Franz Kafka, German-speaking writer from Prague, Czechoslovakia 
Immanuel Kant, Enlightenment philosopher, Germany 
Avril Lavigne, singer and songwriter, Canada 



Angela Merkel, Chancellor of the Federal Republic, Germany 
Sir Isaac Newton, physicist, mathematician, philosopher and theologian. United 
Kingdom 
Barack Obama, president of the USA 
Michelle Pfeiffer, actress, USA 
Claudia Schiffer, model, Germany 
George Soros, investor and businessman, Hungary / USA 
Steven Spielberg, director, producer and screenplay writer, USA 
Tilda Swinton, actress, United Kingdom 
Mother Theresa, nun, winner of the Nobel Peace Prize, Albania / India 
Charles Mountbatten-Windsor, Prince of Wales, Duke of Cornwall, 
heir to the British throne 
Mark Zuckerberg, computer scientist, founder of Facebook, USA 
 

So you see: many of the most successful, powerful, talented, innovative, courageous, 
clever and interesting people on this planet have quiet personalities. They are not 
better than extroverts, but they are not worse than them either – though they often 
think they are. There is one thing above all that makes them successful: they have 
remained true to themselves, in terms of their introversion and all their other 
qualities. That is a wonderful recipe, and I commend it to you most warmly: remain 
true to yourself as an introvert, do what suits you and your needs. You and your 
strengths will change the world quietly, like the people in the list. As Dolly Parton 
once said: 
 “Find out who you are – and do it on purpose!” 
PS: A word to the experts: academic literature tends to write extraversion, rather 
than extroversion. I have followed current colloquial language and chosen the latter 
variant.  
PART I 

Who you are. 

What you can do. 

What you need 



1  
Why quiet?! 
John studies IT (information technology) at a Technical College with an excellent 
reputation. He has two friends he likes meeting – to go to the cinema with, for 
example, or to play sport with. He uses social media like Twitter and Facebook to 
keep in touch with school friends and various people he has met on internships. At 
the moment he’s doing a placement with one of the best-known German car 
manufacturers. But John is less successful when it comes to love and romance: there 
aren’t many women at the college, and Jonas hardly ever goes to parties or concerts 
– he finds the noise level and the crowds of people too stressful. In the meantime, 
he’s wondering whether he should try out a dating website to find the right girl for 
him. 
 John is getting on well with his course: he’s passing his exams and he prepares 
himself well for essay work. But he doesn’t like presenting papers to big seminar 
groups – and he is terrified of oral tests. He likes running in his free time, and 
sometimes he gets ideas for his second hobby while jogging: he photographs views 
in which landscape and technology combine to make something new, for example 
bridges and industrial buildings.  

But what is a quiet person? 

Introversion and extroversion 
People can be divided into introverted and extroverted personalities. Almost anyone 
can make sense of these terms and will associate certain qualities with them. On 
closer examination – whether in real life or literature – the boundaries between 
introversion and extroversion become somewhat blurred. The fact is that there is a 
great deal of flexibility in the manifestations and definition of introversion- or 
extroversion. 

Personality factor 
This quality is first of all dependent on personality. We are born with a tendency to 
be introverted or extroverted – and thus also with certain characteristics and needs 
that help to shape us. Introvert and extrovert qualities can be seen even in children. 
The terms are easier to understand if they are not seen as opposites, but as extreme 
points on a continuum. Everyone displays both introvert and extrovert qualities. And 
everyone is also born with a certain flexibility, a kind of comfort zone on the 
introvert-extrovert continuum that suits them. Most people find themselves in a 
moderate central area, but with a tendency towards the introvert or the extrovert 
end. Everywhere in the spectrum is healthy – only extreme positions can cause 
problems. This affects people who are placed at the extreme ends of the continuum, 
regardless of whether it is the introvert or the extrovert end. However, it is 
extremely unhealthy to live outside your personal comfort zone all the time. If an 
acoustically sensitive introvert like John for example constantly exposes himself to 
high noise levels it costs him a lot of energy – and it is not possible to generate new 
energy either. If he were forced to sell cars all the time, rather than spend his 



placement in the admin side of the company, he would be unhappy and drained in 
the long run. In extreme cases, living outside your comfort zone for too long can 
actually make you ill.  
Secondly, introversion and extroversion are dependent on the situation: in other 
words like the direction of a railway track, where everyone has the ability to turn 
inwards or outwards to suit the situation. We human beings are wonderfully 
adaptable – one of our distinguishing features is an ability to flexibly adapt our 
thoughts and actions to a particular situation.  At any point in our lives we can act in 
one way or another. This has nothing to do with introversion and extroversion, but 
with intelligence or possibly discipline – for example, when we deliberately decide 
on an approach that would be quite different if we had acted impulsively. And the 
part we play in a situation shapes our decisions about how we communicate. Then 
quite different questions can affect our behaviour: are we strong or weak in relation 
to other people? What is expected of us? How do we want to present ourselves? 
For this reason, on his mother’s birthday, John will chat to his younger cousins 
cheerfully, as a cool older role model. He’ll be polite to his elderly aunts and answer 
their questions patiently. On his placement company’s trade fair stand he’ll tend to 
be reticent when he has to deal with people he doesn’t know. But he will also make 
an effort– when all is said and done, it’s his professional role. Even a strongly 
extrovert personality must have moments that leave them speechless or when they 
deliberately holds back. A lot of extroverts I know enjoy (and even need!) quiet 
moments at turbulent times. All in all, this flexibility is fortunate: the fact is that the 
introvert-extrovert track gives us room for manoeuvre and a wealth of different 
approaches.  
Thirdly, the culture around us demands more or less the ability to adapt in the 
direction of introversion or extroversion. A country like Japan sees being quiet, alone 
and thoughtful as very important. Shared silence is part of a normal conversation 
between acquaintances. Introverts from other countries find this a very pleasant 
experience. But in the USA, a classic ‘extrovert culture’, where, if silence falls 
between two people who are talking to each other is usually seen as embarrassing or 
at least unpleasant, it counts as normal to spend all one’s time in groups, both 
privately and professionally. And so in many European countries introverts will have 
to worker harder to adapt to their surroundings by behaving more extrovertly than 
they would have to in Japan, which has an ‘introvert-friendly’ culture.  

The time factor 
And fourthly and lastly, shifts occur with the passage of time. As people get older 
they tend to move towards the middle of the continuum becoming ‘more moderate’ 
in their introversion or extroversion. This makes introversion more accessible to 
extroverts in the second half of their lives, which is particularly valuable: it helps 
them to reflect about themselves and their own lives, to think about values and 
meaning.  
But despite the fact that they depend on situation, culture and even age , both 
introversion and extroversion are relatively stable personality traits  evidenced in 
certain qualities and inclinations. But above all, the answer to one key question is 
crucial: 



The key question about introversion and extroversion: where does the energy come 
from? 
In other words, how do people behave if they are stressed and/or exhausted and 
have to recharge their batteries? 

Sources of energy for introverts and extroverts 
Fundamentally, there are two answers to this question. One is that, some people 
derive their energy from contact with others. My husband is like that: after a 
stressful day he finds it relaxing to go out with friends, play for his football team or 
involve himself in a club function. This is essentially extrovert behaviour. Other 
people ‘close up’ and regenerate themselves on their own if possible, with minimum 
stimulus and conversation. I am like that. After a day’s seminar I enjoy sitting alone 
in my hotel room and reading. Without a word to anyone. Or I meet a good friend 
and draw energy from a relaxed chat between the two of us. After three seminar 
days I need half a day to myself for my batteries to be fully recharged. You will be 
starting to realise: anyone who recovers like this is more likely to be on the 
introverted side. 
Too much stimulation burns up energy for introverts. In a work context this could 
mean a job involving a large number of things that have to be dealt with at the same 
time. In private life it could be a party with a lot of people I don’t know and loud 
music – a situation that even young introverts like John find stressful. For introverts, 
excessive stimulation also means that they need to withdraw. But extroverts like 
stimulation because it energises them. This is why they often look for variety when 
they are thrown back on their own resources and are getting too few new 
impressions: so in libraries, hospitals or firms with private offices they like to find 
rooms where some social contact is possible – cafeterias, seating areas, kitchens and 
anywhere that telephoning or electronic communication are easy. In private offices 
telephones and computers can be a lifeline for the extreme extrovert, simply 
because they ensure contact with the outside world.  

Need for peace and quiet 
This does not mean that extroverts do not need time on their own, and some quiet 
moments. But for introverts ‘time alone’ is essential to their existence if they are to 
recharge their batteries after stress and social contact. If they have no peace and 
quiet they get irritable and exhausted. Also, generally speaking, introverts tend to 
require longer without any stimulation before they can throw themselves back into 
the everyday hurly-burly. Three weeks in a lonely Swedish forest is more of a dream 
holiday for introverts than extroverts. 

 

A question for you: 
You will soon be able to test yourself to see whether you are an introvert or an 
extrovert. How do you see yourself at the moment? 
I am more of an introvert. 
I am more of an extrovert. 
I am about half one and half the other 



 

Neither of these two types is better or worse. They simply describe where our own 
inclinations and needs lie. The better you know what you need, the better you can 
live ‘true to type’ and do the things that are important for you. One thing is essential 
here: balancing time on your own and time with other people, so that you are 
getting the correct quantity of each. Learn to ask yourself systematically: what 
exactly do I need? You will soon realise that you almost always know the answer.  
The question of living true to type: what exactly do I need? 

Wind turbines and batteries 
A comparison from another sphere of energy generation shows the difference even 
more clearly: an extrovert generates his energy like a wind turbine – he needs 
outside input in the first place in order to generate it and secondly he has to be 
actively involved in this process himself and ‘spin’ dynamically. But introverts are like 
batteries: they charge themselves in repose without any ‘outside’ wind, and prefer 
not to involve themselves in any activity at this stage. So introverts, as ‘batteries’, 
need more time to replace the energy they have used. 

Extroverted and introverted brains 
Neuroscientists can now show that introverts’ brain activity uses more energy than 
that of extroverts. In comparison, introverts' brains show a higher level of electrical 
activity – and this applies all the time, not just when facing unusual mental 
challenges. This higher energy level can be seen above all in the frontal cortex, 
where internal events are processed. This is the part of the brain that deals with 
learning, decision-making, memory and problem solving. So introverts use more 
energy for processing impressions, and thus drain their batteries faster than 
extroverts, who as ‘wind turbines’ can also ‘recharge’ while they are putting energy 
into something. That is why it is particularly important for introverts to use their 
inner resources economically.  

Introvert brains are more easily over-stimulated 
Introvert brains also address stimuli from the outside more intensely than extrovert 
brains: they respond more sensitively to stimuli from the world around them, are 
more easily over-stimulated and need significantly more energy to process 
impressions. This means, for example, that for an introvert like John even a low 
sound level can be detrimental for mental activity such as learning,. But his extrovert 
peers can perhaps learn even more easily if there is moderate background noise 
(radio!) than in complete silence.  
This does not mean that an extrovert is ‘more lively’ than an introvert. On the 
contrary, introverts are not ‘built’ to be quieter than extroverts. Even the label ‘shy’ 
has nothing to do with introversion. Shy people are above all anxious about social 
contact. They often do not feel up to meeting other people. Fear is nothing to do 
with the introvert-extrovert continuum: it can ‘attack’ both types. 
Introvert means something quite different from shy or hypersensitive. 
‘Hypersensitivity’ is also different from introversion. It means that the nervous 
system is extraordinarily sensitive to external influences, which leads to sensory 
overload particularly quickly, but it can also lead to a high degree of empathy. Even 



though relatively many hypersensitive people are introverted, it is also true that 30 
per cent of them are extroverts, as shown by psychologist Elaine Aron. You will find 
Elaine's web address and a test that will allow you to assess yourself in the appendix.  

Extroverts and introverts: discovering them, and 
new insights. 

Freud and Jung 
Sigmund Freud (an extrovert) developed modern psychoanalysis about 100 years 
ago. He saw sexuality as the driving force in the human subconscious. His younger 
colleague and sparring partner Carl Gustav Jung (an introvert) was critical of Freud’s 
theory. He came up with a more comprehensive model for the subconscious 
containing elements other than sexuality. These different basic assumptions did not 
have a very productive effect on the relationship between the two academics. They 
started working separately and pursued their research independently of each other. 
In 1921, in his essay Psychologische Typen (Psychological Types), Jung defined 
introversion and extroversion for the first time as characteristics that contribute 
significantly to shaping a personality. He identified four functions (sensing, thinking, 
feeling and intuition) that further affect the personalities of both introverts and 
extroverts. Jung’s distinction between introversion and extroversion can be found in 
all major personality typologies. The Myers Briggs type indicator in the USA in 
particular and the Insights-Tests stick closest to the original classifications, because 
they consider all the four functions identified by Jung. But methods like the ‘Big-Five-
Test’, the Reiss Profile, the Alpha Plus and the Structogram analyses also use 
‘introvert’ and ‘extrovert’ as characteristics. But they are not uniformly defined, and 
not exactly the same terms are used. Interestingly, the ‘Big Five Test’ places  
‘introvert’ and ‘extrovert’ as subheadings under the generic term ‘extroversion’ – 
looked at logically, that is like using ‘woman’ as the generic term for man and 
woman.  
In her book The Introvert Advantage (2002), Marti Olsen Laney points out that Freud, 
after his dispute with Jung, presented the concept of introversion negatively in his 
writings as narcissism, while seeing extroversion as healthy and positive. Could it be 
that the negative image that introversion still has today (and that is clearly present in 
many of the tests mentioned) goes back to the conflict between an extrovert 
academic and an introvert colleague? 
Wolfgang Roth (2003) identifies a different link: he feels that Jung, when classifying 
personality traits, was trying to explain his disagreement with the extrovert Sigmund 
Freud, something that concerned and bothered Jung for a long time.  
But one thing is important: Jung did not assess people in terms of degrees of 
introversion or extroversion. He saw both types and their traits as important and 
valuable. In Jung’s view, introverts and extroverts complement each other and can 
help each other to broaden their outlook and use new perspectives. For example, an 
extrovert colleague can easily organise additional help within the firm, while the 
introvert colleague ensures that any changes of direction are examined thoroughly. 
An introvert father can gently set boundaries for his extrovert daughter as she grows 
up to avoid conflicts that might easily emerge in extrovert-introvert communication.  



The importance of neuropsychology 
In the meantime, research has made progress. One area is particularly exciting here 
in the introversion-extroversion field: the physiology of the brain. This is not a 
medical work – but insights in the scientific field are an exciting story in their own 
right. Studies from the 1990s onwards make it clear that in various areas of the 
central nervous system the introvert-extrovert continuum is not just a psychological 
assumption, but also a biological reality. That is to say: our personalities and actions 
are governed by physiological details of the brain. But we cannot conclude from this 
that we have to communicate or act in a particular way. The physiological 
characteristics simply lead to conclusions about our strengths and inclinations.  
 
Here is a short summary of the most important insights: 

 

Introvert and extrovert brains are 
different! 
1. It can be shown that there is greater electrical activity in the frontal cortices  
 of introvert subjects than extrovert ones. This is where we deal with our 
inner  processes. It is where we learn, decide, remember and solve problems 
 (Roming 2011).  
2.  An American doctor, Debra Johnson, showed in 1999 that introversion is 
 linked with an increased flow of blood in this same frontal area. She also 
 showed that differences between introverts and extroverts come about 
 because their blood follows different pathways in the brain. Introverts’ 
 stimuli have to travel deeper into the brain along the neural pathways than 
 extroverts’. This is why quiet people often take longer to reflect or react.  
3.  Different neurotransmitters dominate in the brain of introverts from those 
 of extroverts. These are message carriers that affect the activities of the 
 cerebral cortex, conveying messages including contentment and well-being 
 (Roth 2007). The pathways followed by neurotransmitters are established by 
 repeated actions and shape everything that we do as a matter of habit. Every 
 individual has their own, genetically determined ‘level’ for different 
 neurotransmitters. Extroverts show considerably more activity in the 
 neurotransmitter dopamine’s pathway, while introverts have more 
 acetylcholine (Olsen Laney 2002). 
4. These two neurotransmitters have quite different effects: dopamine deals 
 with motor drive, curiosity, the search for variety and the expectation of a 
 reward, but acetylcholine is important for concentration, memory and 
 learning (Roth 2007). Susan Cain sums up the consequences of this 
 neurobiological difference: she defines extroverts as reward-oriented and 
 introverts as threat-oriented (Cain 2011).  
 This has consequences for communication: extroverts’ biological equipment 
 makes them more inclined to be joyful, excited, exuberant or even euphoric. 
 Extroverts are also more likely to take risks: for example, they have more 
 conflicts, are more inclined to take risky chances when negotiating and are 



 usually more comfortable with a big audience. Introverts do not feel euphoric 
 so frequently, and they feel it less intensively, but they are more likely to look 
 and listen carefully before they act. They like to avoid conflict, and are rarely 
 aggressive themselves. There are even studies suggesting that introverts are 
 more faithful than extroverts … 
5. . Neurotransmitters should be placed in a wider context. There are two 
 ‘adversaries’ in our autonomic nervous system (i.e., in the area in which 
 everything happens ‘automatically’). The sympathetic system ensures that 
 the body can perform, preparing it for attack, flight or major efforts in 
 relation to the outside world. The sympathetic nerve uses the ‘extrovert-
 transmitter’ dopamine for transmission purposes. Then the parasympathetic 
 nerve deals with the exact opposite: it works to ensure calm, relaxation and 
 conservation. It lowers the heart rate and promotes digestion, using the 
 ‘introvert transmitter’ acetylcholine.  
6.  Marti Olsen Laney (2002) draws the conclusion from these links (and some 
 other studies) that introverts and extroverts differ biologically above all 
 because the autonomic nervous system is configured differently: in 
extroverts  the sympathetic system’s activities are dominant, and in introverts 
those of  the parasympathetic system. As well as this, extroverts seem 
(according to  Debrah Johnson in the above-mentioned piece of research in 1999) to 
need  more stimulus from the outside world than introverts, because they cannot 
 stimulate themselves internally to the same levels of intensity. So outward 
 calm and repose are a challenge for extroverts. Researchers Dean and Peter 
 Copeland showed that for extroverts the lack of external stimuli (e.g. routine 
 activities, few active people, rigid rituals) cause a lack of stimulation 
 (Hamer/Copeland 1998). So extroverts are quick to become restless or bored 
 if the lack of stimulation persists for long: they have dopamine withdrawal 
 symptoms.  
7. This provides a biological explanation of why extroverts draw their energy 
 from active, outward-directed behaviour, while introverts find their strength 
 in peace and quiet: the two ways of finding energy relate to the state of the 
 differently equipped autonomic nervous systems.  
 

The comfort zone as a natural biotope 
So much for the academic basis of our decision. It is easier to understand against this 
background why it is so healthy to move along the introvert-extrovert continuum 
within our comfort zone as often as possible: it is the nearest thing to our natural 
biotope, the one we are best suited to – and in which we can organise our lives most 
easily and pleasantly. 

Are there more introverts or more extroverts? 
It is not yet possible to find precise scientific answers to all questions about 
introverts and extroverts. This can be seen in the answer to an interesting question, 
and that answer differs greatly according to the point of view: are introverts in a 
minority as opposed to extroverts? 
Introverts are often less visible - but they are everywhere 



As extroverts communicate more vigorously via the ear and eye they can often seem 
like a majority in groups, while introverts often seem to be present in smaller 
numbers. Marti Olsen Laney’s book cites authors such as Kroeger and Thuesen, who 
work on the basis that 75 per cent of the population are extroverts, while Susan 
Cain’s estimate comes out as 30 to 70 per cent of extroverts. But Laurie Helgoe’s 
(2008) and Devora Zack’s (2012) studies of introverts work on the basis of a balanced 
50:50 proportion of introverts and extroverts, as does the literature on the Myers-
Briggs Type Indicator.  
It is probably impossible to ascertain the exact proportions. But one thing is certain: 
there are many, very many introverts. The next section addresses a question that is 
more important to the central theme of this book than any set of figures: 
communication, .How do introverts stand in relation to their fellow citizens? 

The right mix of people 

Are introverts antisocial? 
Quiet people who are reticent in social contexts are easily dubbed ‘antisocial’. This is 
unfair. Introversion and qualities such as friendliness or interest in your fellow 
human beings are quite different personality traits. Of course we have the unworldly 
'nerd', who sustains his main social contacts via the internet. But we also have the 
introverted communications expert (like Anne, for example, whom you will meet in 
Chapter 6), who has a great deal to do with a whole variety of people, and enjoys it. 
There are also different personalities among extroverts: not every extrovert is a 
charismatic entertainer – and there are plenty of extroverts who are pretty inept 
socially. All men and women are social beings. We need each other. But ‘need’ is a 
broad term. For example, a baby needs other people in order to survive. As adults, 
we need the company of others – human rights organisations see solitary 
confinement as torture. Everyone needs to look at other people in order to establish 
standards of behaviour.  
The ability to build up personal contacts with other people requires a range of 
qualities. These include interest in other people, empathy, respect, sympathy – and 
even the ability to acknowledge guilt. People have these qualities regardless of 
whether they are introverts or extroverts.  
Quiet people need energy for social interaction, while extroverts derive energy from 
this interaction. 

Investment versus reward 
Although introverts and extroverts ‘need’ their fellow men just like all other 
members of the species, . For introverts, meeting other people always represents an 
investment: as you have seen earlier in the book, communicating with others, above 
all in large groups, takes a lot of energy out of introverts. But extroverts gain 
something from the same encounter, and that is a ‘reward’ from the 
neurotransmitters and above all that valuable thing called energy. You will also 
remember, as ‘wind turbines’, extroverts need wind, in other words interaction with 
other people, as urgently as introverts (as ‘batteries’) need time to themselves in 
order to recharge themselves. Also, extroverts are usually comfortable in the 
company of others and so can concentrate more easily on external perspective.  



Introverts can feel comfortable with other people as well, but there are differences. 
Introverts need less stimulation; a great deal more goes on in their minds without 
any outside impetus than in extroverts’ minds. This is why quiet people often find 
social occasions debilitating – and hold themselves back: they make very few firm 
arrangements, or take up a passive stance rather then deliberately approaching 
people. Introverts also prefer other communication forms: they like talking to one or 
two other people, rather than in a large group. They like to lecture in small rooms, 
and not in large, packed lecture halls. And however inspiring a conversation may be, 
the energy invested in it can only be replaced when the stimulation is processed in a 
period of rest. Alone.  

Intense inner life 
This is why quiet people are inclined to shut themselves off from the outside world if 
they have too many impressions to process. But this can easily give extroverts a false 
impression: “She can’t treat people like that!” In worse cases, they see introverts as 
self-centred, not interested in dealing with other people, even as hermit-like. Dear 
extrovert readers: this is not true! It is just that, compared with you, introverts 
simply need to work harder on their intensive inner life: external impressions have 
to be constantly squared up with experiences, attitudes or personal assessments. 
This means that it makes sense that the ‘working memory’ is close to being 
overloaded by these activities.  
As an introvert, ensure you have enough 'time out' for yourself! 

Time needed to regenerate! 
It is especially good for introverts to be alone from time to time: for digestion and 
regeneration. In this way you will avoid over-stimulation, fatigue and the urge to 
‘shut down’ in the middle of a conversation. And anyway, the need to be on your 
own is absolutely not antisocial as such. On the contrary, quiet people want to 
understand what is going on around them properly – and that is why they need to 
digest it particularly thoroughly. In short: a great deal more ‘happens’ for them than 
for extroverts – it is just that this is not visible. Extroverts often feel slightly excluded, 
bored or even rejected when they are with quiet people. Definitely not: this is a false 
impression! 
So, because of the particular way their brains are organised, introverts benefit if they 
take care to alternate their time with others and their time on their own 
appropriately. The correct proportions depend on the position of their comfort zone 
on the introvert-extrovert continuum (see the chapter headed ‘But what is a quiet 
person?’ from page xx). There are some withdrawn introverts who need a lot of 
peace and quiet (at the introvert end of the continuum), particularly after social 
occasions, while introverts placed more towards the middle of the continuum are 
content with less time out. They like people, and cultivate their contacts in such a 
way that they could easily pass as extroverts. Helgoe (2008) calls such people 
‘socially accessible introverts’. I call these quiet people who could easily ‘extrovert 
themselves’ flexi-introverts.  
These flexi-introverts are often hard to distinguish from extroverts at a first glance. 
Many people with this type of personality like being with people and are often very 
good at initiating contacts. It is only when it comes to energy management that it 



becomes clear that they are different from extroverts in one crucial particular: they 
need periods of quiet and withdrawal  in order to be fully able to devote themselves 
to other people again.  

Acknowledge the need for time out 
It is because this type of quiet person seems so accessible that withdrawal is a 
problem: other people usually cannot see that a flexi-introvert could possibly need 
to be alone. Even socially accessible introverts often take a long time themselves to 
learn that they need this kind of peace and quiet and time on their own: when all’s 
said and done, they enjoy being with other people! But their gift for getting on with 
people has nothing to do with their need for peace and quiet. Flexi-introverts wear 
themselves out particularly easily because they are slow to notice this need, and 
enjoy the company of others. They benefit from planning regular rest periods very 
carefully.  
No question about it: introverts are as much social beings as extroverts. They value a 
manageable network of reliable contacts. Assess your own preferences now. These 
two questions will help you to do it. 

 

Two questions for you  
What kind of people do you feel particularly comfortable with? 
What situations best suit you? 
 

Are you a quiet person? 

Assessing your own needs 
This question about whether you are a quiet person is probably the most important 
one in the book: now – after you have got to know about quiet people’s most 
important qualities – you have to locate yourself: where are you placed on the 
continuum between introversion and extroversion? Once you have found this place 
you will also gain access to certain strengths and obstacles in dealing with yourself 
and other people. And you will save a lot of energy as well, energy that you have 
invested (as I have) in living like a person that is actually not you. And, if nothing 
else, this new knowledge about yourself will help you to make a conscious 
assessment of precisely what you need in particular situations.  
The following test will help you to locate yourself. Pour yourself your favourite drink, 
put aside a peaceful quarter of an hour, have a pen ready and find out whether you 
are a quiet person.  



 

Tick all the statements that are true for 
you. 
1. I quickly get impatient when I am talking to someone if they take too long to 
respond. 
2. I prefer to talk to one other person rather than several. 
3. I find I can understand what I am thinking more easily if I talk to other people 
about it. 
4. I like my surroundings to be clean and tidy. 
5. I like to act quickly on a ‘gut feeling’ rather than thinking about things for a long 
time. 
6. If I’m really tired I most like to be on my own. 
7. People who talk quickly wear me out. 
8. I have very personal, distinctive tastes. 
9. I avoid large crowds of people if I can. 
10. I usually find small talk easy, -even with people I don’t know. 
11. If I spend a long time with people I often get tired or even irritable. 
12. Other people usually pay attention to me when I speak. 
13. If I have visitors at home who stay for a long time I expect them to help. 
14. I prefer to work at a project in small sections rather than spending a long time on 
one piece. 
15. Sometimes I am very tired after a lot of conversations, or loud ones. 
16. I do not need a lot of friends. 
17. I don’t spend too long thinking about what is in other people’s minds. 
18. It matters to me to get enough sleep. 
19. I find new places and surroundings exciting. 
20. I find sudden disturbances and unexpected situations a strain. 
21. I believe people often think I am too calm, boring, distant or shy. 
22. I like watching closely and I have an eye for detail. 
23. I’d rather talk than write. 
24. I brief myself carefully before making a decision about something. 
25. I am often slow to spot tension between people. 
26. I have marked aesthetic sensibilities. 
27. I sometimes find reasons for not going to a party or some other social occasion. 
28. I am relatively quick to trust people. 
29. I like thinking things over and getting to the bottom of them. 
30. I avoid speaking to large audiences if I can. 
31. Listening is not one of my great strengths. 
32. I often let other people’s expectations put me under too much pressure. 
33. I can usually take personal attacks in good part. 
34. I get bored quickly. 
35. If there is something special to celebrate I’m happy for it to be on a large scale: a 
proper party or a meal with a lot of people. 
Now assess the statements you ticked: 



Introvert statements: 2, 6, 7, 9, 11, 15, 16, 20, 21, 22, 24, 27, 29, 30, 32. 
Extrovert statements: 1, 3, 5, 10, 12, 14, 17, 19, 23, 25, 28, 31, 33, 34, 35. 
Statements 4, 8, 13, 18, 26 are nothing to do with introversion and extroversion and 
are there for one reason only: to stop you dropping into an answering routine. 
What does your result look like? 
You are an introvert and have ticked at least three more introvert statements than 
extrovert statements: 
The more introvert statements you ticked, the more markedly introverted you are. 
This book will tell you how to identify your needs and work to your strengths. Be 
sure to keep it with you! 
You ticked roughly the same number of introvert and extrovert statements, i.e. no 
more than two statements different: 
You are in the intermediate zone between introvert and extrovert and as a so-called 
‘centrovert’ or ‘ambivert’ you can get on well with both personality types. Your 
behaviour is particularly flexible. This book will show you above all something about 
the repertoire of your introverted side – in other words about the side that is 
probably less obvious to you.  
You are an extrovert and have ticked at least three more extrovert statements 
than introvert statements: 
The more extrovert statements you have agreed with, the more marked is your 
extroversion. As you read on, you will find out what makes introverts tick – and you 
will also come to see how you differ from them as an extrovert. You will understand 
a lot of people around you better and also be able to get on with them better.  
 

We are strong when we know ourselves 
Now you have assessed yourself. As you have ticked the points that fit in with your 
self-image the result will not come as a surprise to you. But this little analysis can do 
two things for you. Firstly, you can compare yourself with other people (and their 
results). This could lead to a better understanding of each other. For example, for 
you and your partner. Secondly, the statements give you hints on how to handle 
your strengths and needs in life as an introvert or an extrovert. And it is precisely this 
that makes a crucial difference. We are at our strongest when we know ourselves, 
acknowledge our own qualities and take responsibility for our strengths and needs.  

The extrovert-introvert table 

Typical extrovert, typical introvert 
Those of you who prefer a systematic survey are going to get another comparison 
here: what makes a typical extrovert or a typical introvert tick? The key word is 
typical: as has been said, it is rare for personalities to be markedly introvert or 
extrovert.  



 

A question for you 
Assess yourself again with the aid of the questions below: what introvert and what 
extrovert characteristics do you have? 
More introvert characteristics overall 
More extrovert characteristics overall 
Both sides about the same 
 

 

[Set as a table half the width of the page with the next table starting Typical 
introverts as table next to it on 2nd half of page width] 

Typical Extroverts 
regenerate themselves through contact with other people (‘wind turbine’). 
draw energy from activity and communication. 
often speak or act spontaneously, without thinking – and sort out their own 
ideas while talking. 
prefer to act rather than observe for a long time. 
get moving because of pressure of time and deadlines and like quick solutions. 
prefer to work on several projects at the same time. 
need little personal space. 
think they have a lot of friends. 
find small talk stimulating and entertaining, make new contacts with a lot of 
people. 
are quickly bored. 
like working with others in a team. 
are easily distracted. 
need stimulus from people, places, activities. 
are glad of agreement and positive feedback about what they are doing and 
bringing off. 
would rather talk than listen. 
are quick to talk about personal ideas and feelings. 
often seem restless, touchy, impatient, hyperactive. 
usually feel in their element in large groups, in unexpected situations or under 
pressure. Like communicating with big groups,  
often seem aggressive, 
are interested in a lot of things and know a little about each of them, 
like uncomplicated, readily accessible information. 
don’t easily take things personally deal well with conflict. 
find it an effort to ‘keep at it’ when there are complicated developments or 
difficult decisions are being made. 
often talk loudly, emphatically and rapidly. 

 



 

[second parallel box begins here] 

Typical introverts … 
regenerate through peace and quiet and being on their own. 
need time to rest after activity and communication. Ideally alone. 
prefer to think before they speak or act – and don’t say anything until they 
have thought things over. 
observe a lot, act appropriately 
find tight deadlines stressful and like more time to think or before making a 
decision. 
prefer to work thoroughly and on one area of their work. 
like personal space (for example, their own room; distance from other people 
in a group). 
think they are close to a few people they call friends. 
find small talk hard work and superficial, prefer deep discussions with one 
person or a small group. Happy to wait for others to take the initiative and 
then to be approached. 
need few external stimuli. 
like working on their own or with one other person. 
are easily put off. 
like to think their own thoughts. 
like to feel accepted personally – it makes them feel secure and less doubtful 
about themselves. 
would rather listen than speak. But like talking a lot about things that are 
important to them – particularly in a small group. 
are careful how much they say about personal matters and feelings – and say 
very  little about private matters or areas of conflict, and then only to a few 
close friends. 
often seem quiet, abstracted, withdrawn, arrogant. 
almost always feel inhibited in large groups, unexpected situations or under 
pressure, and black out in extreme cases. Prefer one-to-one conversations, or 
with a small number of people. 
sometimes seem distant. 
are interested in a small number of things and know a great deal about them. 
value detail. 
are quick to take things personally, find conflict oppressive. 
keep at things tenaciously and with concentration even if developments and 
decisions take a long time to be resolved. 
often speak quietly and with no particular emphasis. 

 

So? Are you an introvert or an extrovert? Different surroundings offer niches to both 
personality types in which they can flourish. There are also situations in which it is 
difficult to live according to type. Subsequent chapters will deal with situations of 
this kind. 



The world needs introverts and extroverts 
One thing needs to be said: whatever your result was – the world needs both 
introverts and extroverts. The human species (and the animal and vegetable 
kingdoms) benefit from complementary contrasts. Mankind needs men and women, 
intellectuals and emotional people, sedentary people and nomads, extroverts and 
introverts. Extroverts offer introverts something they do not have: surges of energy, 
spontaneous action, motivation. Conversely, introverts show their extrovert 
contemporaries some things they tend to lack: for example, keeping quiet when it 
makes sense to do so, , profound relationships, reflection and a ready ear. These and 
other strengths shared by quiet people form the focus of the next chapter.  

 

Key points summed up 
• Introverts and extroverts differ above all in the way they gain energy: 
introverts need peace and quiet, extroverts gain energy from contact with people 
and from activities.  
• Introversion and extroversion are two poles on a continuum. Everybody has 
a place on this continuum where they feel their best. Ideally they can pass most of 
their time in this place – otherwise it starts to get unhealthy. Fluctuations and shifts 
between introversion and extroversion are normal and can be due to the prevailing 
culture, the specific situation, the role, age and even mood.  
• Introversion, shyness and hypersensitivity are three different qualities that 
are not necessarily connected.  
• We owe the distinction between introvert and extrovert personalities to Carl 
Gustav Jung. Extrovert characteristics sometimes used to be presented in literature 
as ‘healthier’ than introverted characteristics – which is just as indefensible as the 
opposite. 
• Introverts and extroverts differ in the way their brains are organised and in 
their mental activity. 
• The better introverts and extroverts are familiar with each other’s needs and 
inclinations the easier and pleasanter they will find it to get on with themselves and 
others.  
• The world needs the qualities shown by both personality types! 
 



2  
Introvert strengths: the hidden treasure 

Strong men’s treasure chest 
This chapter is intended to be something like a treasure chest: in it you will find a 
survey of all the strengths that quiet people particularly often have. This section is 
especially important to me. In a world in which the greatest worth is laid on 
communication between extroverts as something to strive for, it is easy for the 
things that quiet people can do, achieve and have to offer to slip into the 
background. But quiet people are just as capable of using their strengths to achieve 
what they are interested in, to motivate other people, to make and maintain 
contacts, to resist attacks confidently – in short, they can manage to communicate 
just as well as extroverts on every level. In their own way. Using their own resources. 

Introverts are inclined to be self-critical 
It is these resources that I am going to focus on in this chapter. I have put them all 
together over my years working with quiet people and sum them up here. The 
people involved are often entirely unaware of their strengths. Quiet people are 
inclined to be especially critical of themselves, and often have to make a conscious 
effort to discover their good sides. On the one hand, it is good when introverts judge 
themselves strictly and set standards for what they want to be, do and achieve. On 
the other hand, treating yourself too critically can easily reduce your self-esteem – 
self-esteem that people who are less strict with themselves have at their disposal 
and flaunt. In the worst case, self-criticism can even mean self-sabotage.  

Quiet strengths are often missed 
If you don’t want this to happen to you (any more) you need to take a good look at 
your strengths – and your ability to see what those strengths are worth. The next 
few pages are there to help you take this look and then to value what you see. This 
could mean that you will have to dig deep: things that are available are often taken 
for granted. And it is also the case that quiet people’s strengths are just that: quiet, 
and so it is easy to overlook them. And yet introvert strengths can be enormously 
effective in communicating with oneself and others. By the end of this chapter you 
will discover your advantages step by step – and that’s a promise! 
You already know from Chapter 1 that neurobiologically quiet people tick differently 
from extroverts. Their brain circuits and their autonomic nervous systems are 
particularly tuned to concentration, learning, self-reflection and memory, while 
extrovert brains are more directed towards being proactive and to stimuli from the 
outside world.  
The particular strengths of both types are also to be found in this distinction. This 
does not mean that all quiet people have all ten strong characteristics. And still less 
does it mean that that the strengths mentioned are the exclusive province of 
introverts: extroverts can be also be strong analytically and be able to write well. But 
quiet people very often have the ten strengths you will find in this chapter – in terms 



of my own observations and according to the results of studies on introverts. The 
best thing is for you to keep this question in mind as you read the chapter: 
Can I see this strength in me? 

Summary of the strengths 
You can bring your answers together in a summary at the end of the  . This will then 
be something like your own, personal treasure chest. Here is a first summary of the 
strengths – with a few keywords that will start to put things in place: 
 

 

Summary: introvert strengths 
Strength 1: Caution 
proceed carefully, avoid risks and adventures, observe attentively, show respect, 
think before you speak, be unobtrusive, hand out information about yourself 
sparingly 
Strength 2. Substance 
draw on the depths of your own experience, emphasise essentials, convey subject 
matter that is significant, profound and of high quality, have meaningful 
conversations 
Strength 3: Concentration 
be able to focus, direct energy accurately at an internal or external activity, persist 
with things intensely and steadily, be alert 
filter information, attitudes and needs out from what someone says to you, create a 
dialogue 
Strength 5: Calm 
inner calm as a basis for concentration, relaxation, clarity and substance 
Strength 6: Thinking analytically 
planning and structuring, subdivide complex issues and derive information, 
attitudes, solutions and approaches from that systematically 
Strength 7: Independence 
be able to be alone, be self-sufficient, live inwardly by your own principles, detached 
from other people’s opinions, be able to discount yourself 
Strength 8: Tenacity 
pursue things patiently and consistently over a long period in order to achieve an 
aim 
Strength 9: Writing (rather than speaking) 
aim to communicate more easily in writing as a matter of preference 
Strength 10: Empathy 
be able to put yourself in the position of the person you are talking to, avoid conflict 
where possible, place shared interests and qualities in the foreground, be ready to 
compromise, communicate diplomatically 
 



Strength 1: Caution 

Careful exchange of views shows respect 
At a first glance, caution does not seem like a particular strength in terms of 
communication. But first impressions can be deceptive: cautious people takes things 
gently when dealing with others, rather than acting heavily and emphatically. They 
treat the other people involved with understanding, tact and respect and do not take 
inflexible stands.  
As you already know, introverts’ and extroverts’ different neurobiological equipment 
means that extroverts will tend to work towards rewards, while introverts are more 
likely to be concerned with safety. Caution as a strength is a positive consequence of 
this striving for safety and security: quiet people observe and think deeply before 
taking risks. If they take them at all … 
But risks and adventures are not lying in wait only in the form of bungee jumping 
and investments, but also in the form of communication. Cautious people prefer to 
manage without risky comparisons, aggressive suggestions, sudden ideas or even 
frontal attacks. Two things matter to them when dealing with other people: firstly 
they like a respectful distance to be kept. They do not intend to lightly give too much 
away about themselves. They reserve what makes them tick, what is important to 
them and what they are enthusiastic about for good friends. Conversely, they also 
behave respectfully, and like to keep their distance at first. Secondly, cautious 
people do not say anything half-baked or ill-thought-through or make rapid decisions 
on the basis of gut feeling. They expect more from themselves: they like ideas to be 
thought through and examined thoroughly before they are put into words. And they 
tend to see ill-considered statements by other people in a poor light as well.  

When caution becomes fear 
The flip side of caution is the careful reticence with which quiet people pass on 
information about themselves or enthusiasm about something. An extrovert at the 
receiving end might see this as distancing or indifference. In extreme cases the 
caution becomes fear – and as such an obstacle that will be addressed right at the 
beginning of the next chapter.  
But people who are in a conversation might begin to feel good about their opposite 
number’s caution: it will make them feel they are being taken seriously, and are not 
under pressure. What a quiet person says cautiously is unassertive and provides 
substance. This takes us straight to strength 2. 

Strength 2: Substance 

Communication with a dimension of depth 
Introverts are constantly processing impressions. They are continuously concerned 
with what they are seeing, thinking and experiencing. They reflect throughout their 
working hours: about themselves and others, about sense and meaning, about what 
should be  and what is. This background activity in a typical introvert brain – and this 
is one of the best consequences – leads to a capital accumulation of substance. This 
means: when quiet people communicate, whatever they convey to others is usually 



profound: what they say has usually gone through a thorough mental testing and 
filtering phase, including a check on how important, accurate and fitting it is, and the 
background to it. This is why things that introverts say are often especially 
significant, profound and valuable. These are the three spheres implied by 
substance.  

A preference for deep, genuine friendships  
Substance is also crucial to dealing with other people: people with substance will 
find it more worthwhile and pleasant on a social occasion to conduct genuine 
conversations with a few people than getting to know a lot of people superficially. 
They will be more interested in the content of a statement and less interested in the 
way this content is formulated and presented. They can establish profound, genuine 
friendships that can last a lifetime – and though there may not be many of these 
relationships they will be more important for them than a large but less committed 
circle of acquaintances.  

The impression of passivity 
But substance does have one drawback: like many good things, it takes time to 
mature. In other words: people with substance are often too slow in a situation 
involving “rapid” communication because they need sufficient time for processing 
things in their minds to achieve the depth they require. This applies particularly 
when things have to be weighed up or controversy dealt with. Consequently people 
of substance are often wrongly seen as passive or ponderous because the intensive 
activity in their heads cannot be seen.  
This is why emphasising status and the exchange of small talk rarely matter to 
people of substance, and are even alien to some of them. This attitude is 
advantageous to quiet people in many situations: in good conversation or an 
academic debate, when reading philosophical articles or at meetings where 
problems have to be solved.  

Strength 3: concentration 

Growing by means of concentration 
Many quiet people have the gift of being able to concentrate very well. They are able 
to pursue a matter attentively for a long time. This is easy to explain: unlike 
extroverts, introverts need less feedback and also fewer external sensations. The 
beneficial consequences of profound concentration are many and various: people 
who are able to concentrate will do what they have too more easily and better than 
people who are easily distracted. In all probability, what they are concentrating on 
will grow. Nikolaus Enkelmann, a past master in communication, formulated this old 
principle of growth as one of his fourteen life development principles: the law of 
concentration.  

Concentration makes for strong presence 
People who concentrate deal with the matter in hand with all their strength and 
attention. This means that they radiate an intensity that make them powerful 
presences and can profoundly impress their conversation partners. This can be seen 
for example in lectures where quiet people use their quiet resources to captivate the 



audience. So as an introvert it is not essential for you to be in the spotlight. You do 
not need to be centre stage to communicate, neither do you need a large number of 
people listening to you. This has pleasant consequences for people you are talking 
to: they can tune into you and pay you due attention. Attention is a valuable 
currency in social intercourse – everybody likes to feel noticed. How about that for 
capital for someone who can concentrate! 
On social occasions, anyone who can give other people real space when 
communicating will have a lot of good conversations that will be additionally 
enhanced by strength 2, substance. And the next strength is a big help too … 

Strength 4: listening 

Monologues instead of real dialogue 
Listening is probably one of the most undervalued skill in human relations. If you 
listen to typical conversations, you will notice, particularly when extroverts are 
talking, that in fact the dialogue is a sequence of monologues: while one person is 
saying something, the other is deciding what to say, instead of listening carefully. But 
when views are being exchanged, being able to listen gives a real chance of creating 
a genuine dialogue in which the people talking actually address what they are each 
saying, so that they have heard and grasped each others’ viewpoints by the end of 
the conversation.  

Advantage introvert: real listening 
Many quiet people are far better at listening than most other people. They absorb 
the information as born observers and processors of impressions conveyed, and 
evaluate them in their subsequent thinking and also in their replies. They know how 
to filter the essentials out of what has been said: what is important to the other 
person? Which information is relevant? How does it all fit together? So real listening 
is a very active, intensive process that is additionally boosted by strength 3, 
concentration. 
The strength of listening is very valuable for the person being listened to: when you 
are “all ears”, you are giving them your undivided attention. That does everyone 
good – and works wonders, from establishing relations via the negotiating 
atmosphere and on to the resolution of conflicts.  

Strength 5: calm 

The significance of inward and outward calm 
Calm has two aspects. Outward calm is the absence of external stimuli, while inward 
calm is a mental condition. Both aspects can help quiet people when communicating 
– but only inner calm can strictly speaking be seen as a personal strength. And yet 
outward calm is so important for quiet people that it deserves particular attention.  

Outward calm 
All quiet people know that outward calm does them good when they want to work 
intensively or need a new source of energy.  



Calmly taking on energy  
So you shut yourself away to reflect or after some tiring phases and let this do its 
work. In introvert-friendly countries such as Japan, it is seen as courteous to leave 
space for mutual silence even in conversation. Professional communicators 
recommend quite deliberately falling silent in certain situations. For introverts in 
particular this can be a powerful rhetorical resource, in small talk, for example (see 
Chapter 6), or when negotiating (see Chapter 7). The pleasing thing about outward 
calm is the lack of agitation. It makes it possible to process information and also to 
become inwardly calm as well. A quiet person who does not have the possibility of a 
little peace in relaxing surroundings will soon notice the consequences: tension, 
irritability and exhaustion are typical symptoms. 

Calm is healthy 
Outward peace is a factor that makes a significant contribution to our well-being. A 
long-term Finnish study of heart disease (Cardiovascular Risk in Young Finns Study) 
showed that women who are sensitive to noise tend to die earlier: it seems to be 
clear that there is a link between acoustic stress and general physical stress, in the 
form of raised pulse rate and blood pressure and of proneness to stroke and heart 
attacks. This is an important finding, as introverts are often sensitive to noise. It is 
not only pleasant to make sure that extensive quiet phases are introduced, but 
healthy as well. But what is not clear is whether the advantages apply equally to 
introverts and extroverts.   
Carl Gustav Jung also pointed out that introverts seem to need fewer new 
impressions that extroverts. This is why many introverts find outward calm pleasant, 
independent of the advantage of gaining energy: their very active “inner life” 
provides them with enough stimulation and they are not distracted from the world 
around them. This gives them more space to reflect and to process their 
experiences. Introverts’ calm is valuable for extroverts because quiet people 
encourage them to pay attention to themselves and their needs and to think before 
they act. And so the ability to create outward calm is definitely to be seen as a 
strength.  

Inner calm 

The way to clarity 
But calm is much more than the absence of external irritants. It is also – and many 
millennia of spiritual tradition show this – the only way to clarity: about ourselves, 
about others, about life. But another kind of calm is meant as well: inward calm, a 
condition that cause measurable changes in the brain.  

Inner peace through meditation 
Precisely this is shown by people who meditate regularly: neurological studies (for 
example the one by Andrew Newberg and Eugene d’Aquili) were able to show that in 
people meditating the areas of the brain relating to happiness, inner peace and the 
dependence of the ego on the world around us are more active. At the same time, 
when people are meditating less energy is directed into the areas that activate 
aggression, an urge to escape or compulsive behaviour.  



Inward calm means clarity, a positive view of the world and concentration. 
One other important outcome is good news for quiet people: meditation improves 
our ability to distinguish between major and minor irritations. This means that the 
brain functions more efficiently overall because it can reduce its total activity and 
thus has to use less energy. At the same time, it is capable of concentrating harder 
on important tasks. In other words: strengths 3 and 5 should be seen as connected: 
greater calm means better concentration! 

Success through better combination of the strengths 
Less energy and more concentration – this is not a contradiction in terms. In his book 
on silence, George Prochnik (2010) compares this apparent contradiction with a top 
sportsman whose pulse rate is lower than someone’s who plays sport occasionally 
but who achieves much more in competition because he is able to combine his 
strengths purposefully and can quickly boost or reduce his energy input.  
The strengths of concentration and inner peace are linked 
People’s inner peace provides them with relaxation, just as their surroundings do. 
The speed at which they talk, pauses and joint reflection introduce calm into their 
interaction with other people. This means that in casual conversation, for example, 
or also in heated arguments or negotiations, the atmosphere can be made 
predominantly pleasant and so some degree of stress will be removed.  

Strength 6: analytical thinking 

More distance from the outside world 
Quiet people do not have a monopoly on analytical thinking, but many quiet people 
achieve a very great deal in this sphere. The constant flow of their inner processes 
places introverts at a greater distance from their outside world than their extrovert 
contemporaries: they filter and process all the time, and they also reflect for longer 
and more carefully than extroverts, in other words with concentration and 
persistence (strengths 3 and 8). 

Right-brain or left-brain dominance 
There is also a particular group of quiet people who seem particularly gifted 
analytically. This is a good point at which to introduce a subdivision first used by 
Olsen Laney in her book in 2002 in order to clarify the difference between different 
introvert types. It is equally true of both extroverts and introverts that the left- or 
the right-hand hemisphere of the cerebral cortex is more pronounced than the 
other, and so there are “left brained” and “right brained” people. The right-hand 
cortex is the sphere of intuition and  pictorial thinking, while the left-hand cortex 
deals with skills for processing texts, numbers and logical connections. Here is a 
summary that will help you to decide which is the dominant side for you: 

 

[figure with picture of brain - brain set in centre with text around it to left and right] 
[on left] 

The left-hand cortex 

co-ordinates the right-hand half of the body 



processes the impact of individual items of information 
decodes spoken and written language 
is the site of logical thinking and problem solving on the basis of facts 
process numbers, quantities and calculations 
engages with scientific matters 
processes information sequentially (linear) 

[on right] 

The right-hand cortex 

co-ordinates the left-hand half of the body 
connects individual items of information to create a large overall picture 
decodes emotions, ideas and body-language signals 
is the site of intuitive thinking and empathy 
processes images, patterns, shapes and spatial perspectives 
engages with artistic expression, e.g. in the fields of theatre, music and 
painting 
processes items of information at the same time, in an overview 

 

This presentation is slightly simplified: both the right-hand and the left-hand cerebral 
hemispheres are involved in almost all activities, but the summary shows the focal 
regions for each activity.  

Right-brained introverts 
Quiet people with a dominant right-hand cortex tend to process information 
subjectively and intuitively, so more as a “gut feeling”. They often have artistic 
talent, react more emotionally than left-brained people and are good at 
improvisation. They find it easier than “left-brained people” to handle situations in 
which they have to deal with several challenges at the same time. 

Left-brained introverts 
Quiet people with a dominant left-hand cortex, according to Olsen Laney, are 
closerto the stereotypical introvert: they need fewer social contacts and tend to be 
object- and theory-oriented. This enables them to distance themselves from their 
surroundings to a certain extent – a good basis for analytical thinking! “left-brained” 
introverts can keep both their minds and their environment tidy and tend to decide 
on the basis of reason rather than following their emotions. They are more quickly 
overwhelmed by too many demands at once than “right-brainers”, and deal 
systematically with one thing after another. They are particularly endowed with the 
strength of analytical thinking. \ 
The strength of analytical thinking is a bonus given to “left brained” introverts in 
particular.  

Advantages for analytical thinkers 
People who think analytically get to the bottom of things. Their strengths lie in 
researching, comparing and exploring. They can break complex circumstances down 
into their individual elements and establish categories, then use these as a basis for 
developing strategies for what they have to say or do. They also arrive at positions 
for conversations, approaches to solutions or measures to be taken in the same way. 



Analytical thinkers are excellent planners and are good at processing written matter 
– even when it includes a lot of numbers.  
Analytical thinking is very valuable in areas requiring accurate information, 
theorising and categorising new insights, for example in academic fields, in 
controlling things and in all spheres in which problem-solving is important: medicine, 
IT or in handling risky technologies.  

Using rigorous analysis to avoid over-stimulation 
Rigorous analysis is also useful for imposing structure on confusing situations, and 
can, to a certain extent – and this is particularly important for left-brainers – ward 
off over-stimulation (described as Obstacle 3 in the next chapter). If an argument 
starts up in a meeting, analytical thinkers can ask themselves: what information is 
important here? Who represents which standpoint? First of all, this attitude cuts 
pathways through the avalanche of impressions and ensures inner distancing from 
the situation itself. Both of these approaches greatly reduce the burden, especially 
for more sensitive introverts.  

Strength 7: independence 
Introverts differ from extroverts in one crucial point: they are, as I have already 
explained in the Chapter 1, less dependent on responses from other people and 
impressions of their surroundings. This makes them more independent generally.  

Happy to be alone 
Independence shows particularly in the fact that quiet people find it easy to be alone 
– and in fact they need to be alone so as to recharge their batteries. Independent 
people are less concerned with what other people think, and find it easier to say and 
do what they see as right and important. (This applies to introverted right-brainers 
only to a limited extent – see explanation under strength 6 – because they respond 
more emotionally to their surroundings.)  
The introverted British actress Tilda Swinton is a good example of this: she is married 
to an older painter and writer and has had twins with him, but she has another 
relationship with a younger artist and says in interviews that her idea of happiness 
would be to sleep in her own bed for six months.  
So independence means self-sufficiency and inner freedom. It brings the ability to 
take responsibility for oneself and to make decisions without constantly seeking 
reassurance from other people. The flip side is that this can detract from 
communication, the ability to live with other people and from teamwork.  

Ability to be selfless 
I have kept what is probably the highest form of independence till last: the ability to 
disregard oneself. In the case of a mature, independent character, actions are not 
driven by personal vanity, ambition or craving for recognition. Other things are 
central: the whole issue, important and valuable things (strength 2: substance) or 
other people and their needs (strength 10: empathy). It is interesting that the ability 
to be selfless can only derive from healthy self-confidence.  



Strength 8: tenacity 

Purposeful perseverance 
Perseverance is the ability to “keep at” a situation or an idea – even if success is slow 
in coming or you are resisted. This quality is different from fixation (which you will 
come across again below as a obstacle): fixation shows a lack of flexibility, which 
means that the person in question will not shift his or her position when 
communicating. The strength that is meant here is essentially purposeful patience.  
Quiet people also persevere in the way they work: they are more likely than average 
to be thorough and also prepared to “crack hard nuts”. They keep at things, are 
extremely conscientious and are not as easily distracted as extroverts who are more 
prone to being distracted from something by external stimulation.  

More stamina for more competence 
This strength makes it easier to plan and conduct important conversations and 
negotiations. It makes it easier to decide where it is worth sticking to a position and 
where there is some room for manoeuvre. It is a strength that leads to the kind of 
stamina that many extroverts can only dream about – and thus offers a pathway to 
absolutely optimum performance: research psychologist Anders Ericson concluded 
from his studies that 10,000 hours of purposeful practice are required in any 
particular sphere to achieve expert performance (quoted in Cain 2000).  
Marie Curie as an example 
One illustrious role model for perseverance is the double Nobel laureate Marie Curie 
(1903: physics, 1911: chemistry). She devoted herself to science at an early stage – 
despite numerous stumbling blocks. She was not accepted at Warsaw University, so 
went to study in France. She financed her early research by teaching at a girls’ 
school, and her pioneering success in the field of radioactivity often required that 
certain experiments should be repeated several hundred times. Perseverance seems 
to be an important prerequisite for extraordinary achievements.  

Strength 9: writing (rather than speaking) 

The favourite medium for introverts 
Many quiet people prefer to communicate in writing – whether it is for themselves 
(e.g. diary, week planner, book project) or with other people (e.g. texting, email, 
letter, blog, online network). As they weigh up their thoughts and put them into 
words before communicating, writing seems to be a good medium for expressing 
this. Also, writing follows personal rhythms: the written word slows communication 
down and means that they do not have to respond to the tempo of the person they 
are talking to. So when people write they can proceed at their own pace.  
Digital networks ( e.g.Twitter, Facebook, etc.online forums and chatrooms need a 
chapter to themselves. Many quiet people value this kind of contact-making because 
the communication takes place in writing and thus guarantees a certain distance. 
You will find more information about this kind of networking in Chapter 6. 



Advantages of written communication 
There are also possibilities at work for people who prefer writing to speaking. Words 
can be formulated and weighted more precisely in an email than in a telephone call. 
A written project summary on the intranet means that all team members can see 
how things stand and contribute to updates whenever they wish to.. A short 
progress report about targets to be set may well be more useful than a report at a 
meeting. Working party meetings and discussions can be planned with keywords and 
short written briefings. Then quiet people who favour the written word can go into 
the group situation feeling more confident: they have thought through the essentials 
and taken notes to remember them..  
There is just one condition that must be met: written communication should be 
appropriate to the situation – and not serve to avoid a direct exchange of views.  

Strength 10: empathy 

Intuitive strength 
People with empathy are in a position to tune in to their communication partners, 
and this is not done by using particular strategies, but through intuitive strength. 
They find it easy to work out what makes other people tick – and so they can decide 
what matters to them and what is needed. This ability to think yourself into 
someone else’s mind is also called empathy. Right-brainers and highly sensitive 
introverts are more likely to have this strength than left-brainers (this cortical 
distinction is explained in the notes on strength 6).  

Mirror neurons make empathy possible 
Neurobiologists have shown that it is so-called mirror neurons in the human brain 
that make empathy possible. Of course both introverts and extroverts have mirror 
neurons. So why is empathy an introvert strength? As in strength 7, independence, 
the answer lies in a typical introvert quality: unlike extroverts, they need less 
confirmation and assurance from their fellow human beings. It also matters less to 
them whether they can compare with  their opposite number in terms of status, and 
whether they are as interesting and successful. Most quiet people have an inner 
“referee” instead, whom they consult all the time. This independence from other 
people – combined with a tendency to analyse and categorise – gives introverts a 
great deal of scope for paying attention to other people, with all their characteristics 
and needs. They can then act on these insights when communicating. The 
consequences are positive: what they feel and say really treats their opposite 
number as a real person.  

Establishing trust through empathy 
Empathy is supported by another quality found in quiet people: a tendency to pay 
attention to their surroundings and to process the impressions gained well. Quiet 
people with empathy find it easy to gain other people’s trust. If they also have 
substance (strength 2) and are good listeners (strength 4), they can be invaluable 
companions and contacts – for extroverts as well, who feel comfortable, accepted 
and unburdened by them. And anyone negotiating who deploys analytical focus 
(strength 6) along with empathy can be simply irresistible.  



It is also people with empathy who see possible compromises and can suggest them 
diplomatically. This is because they are not fixated on a single set of interests but can 
see all sides of things, and consider ethical aspects as well. They know that the world 
does not revolve around them. Empathetic people cause few conflicts when they act 
because they pay attention to other people and look for solutions with them. They 
are also less aggressive – they clearly understand how much stress aggressive 
behaviour can cause.  
An ability to empathise can be reduced by fear or over-stimulation (see next 
Chapter: obstacles 1 and 2).  

Where do your strengths lie? 

Estimating your own strengths 
Quiet people, as already mentioned at the beginning of this chapter, are more likely 
to be too critical of themselves than to boast about their strengths. You have now 
found out what strengths a lot of introverts have. Can you identify your own 
strengths as well? Don’t worry if you aren’t quite sure, that’s not unusual. Here is 
something to help you: answer the following three questions. They are meant to 
quieten inner critical voices for you and gradually make you see what your strong 
points are.  

 

Three questions for you 

1  Think of a role model you admire. 
It is: 
Which of this person’s strengths do you particularly admire? 
2. Think of a person you like and value very much. If I asked this person where 
your strengths lie, what would be their answer? 
3 . What strengths do you have? 
Include the answers to questions 1 and 2 in the list. 
Strength 1: caution 
Strength 2: substance 
Strength 3: concentration 
Strength 4: listening 
Strength 5: calm 
Strength 6: analytical thinking 
Strength 7: independence 
Strength 8: perseverance 
Strength 9: writing 
Strength 10: empathy 
another strength: 
another strength: 
another strength: 
I am 
mainly left-brainer mainly right-brainer 
My three greatest strengths are 
1. 



2. 
3. 
 

Role model as an identification figure 
Did you wonder why you were supposed to include your role model’s qualities from 
questions 1 and 2 in your own strength profile? This is why: a role model is an 
identification figure. When trying to find this figure we subconsciously look for 
qualities that are important and valuable to ourselves. So a person for whom high 
status and financial success matter particularly will tend to choose Rockefeller rather 
than Mother Theresa (incidentally an introvert) as a role model, and someone with a 
passion for science will choose Einstein (an introvert) rather then Lady Gaga (not an 
introvert, I think. But who knows …). This means that there is a good chance that you 
will have the qualities of your personal role model yourself, to a certain extent.  

Cultivate your strengths 
Look at your strengths and be proud of what you find. The next step is to pay 
conscious attention to your strong sides – ultimately they are your major capital, 
your personal treasure chest. Positive psychology advises you to rely on your 
strengths above all when developing your personality and to make use of them. 
Personality tests and systems like Strengths Finder or the Reiss profile also start by 
analysing people’s strong sides. You will achieve much more by concentrating on 
your strengths than by laboriously working on your weaknesses, because you are 
building on what makes you who you are, and what you are good at. You will find it 
easier to be successful, and it will also make you more authentic than chasing after 
other people’s strengths by ironing out your own weaknesses. That leads to more 
energy chasing less success.  

 

Three questions for you: 

Think back to your schooldays. 
What was your worst subject? 
How much were you able to improve with a great deal of preparation and effort? 
On the other hand, how much could you achieve with the same preparation time 
and the same effort in your best subject? 
Enjoyment factor while working: 
 

Using your strengths to communicate better 
A lot of things we learn at school we learn for life: things we are bad at and don’t 
enjoy will bring relatively little success. So it is better to expand the strengths you 
have just identified. The first step here is to take a closer look at how you use your 
personal strengths concretely when communicating. Don’t be afraid to include 
strengths that are not as marked as your three major plus points. Ultimately we are 
talking here about your development potential when dealing with other people. The 
top boxes give you an example of what your individual “treasure chest” might look 
like. 



 

[please set as a 3 column boxed table the following 3 head up each column] 
[first column] 
 My strength 
[second column]  
this strength when dealing with other people: 
[third column] 
I can use this strength particularly well in these situations: 
[following 3 come under each respective heading above] 
[under first column] 
Substance 
[under second column] 
shift conversations on to a deeper plane 
[under third column] 
when I know my opposite number well, when the atmosphere is calm and relaxed 
[please leave 12 free gridded lines under each column] 

Look after your own treasure chest of strengths  
Now you know yourself a whole lot better. Look after your treasure chest of 
strengths well: think ahead before talking to other people, and keep in mind what 
you can contribute to successful communication. Organise situations so that you can 
make the best of them. You will make – and this is a promise – an amazing discovery: 
by deliberately using your “quiet” strengths you will change the way other people 
treat you. Quite apart from the fact that you will express your aims and interests 
more successfully.  

 

Key points in brief 
• Introverts have typical strengths. These help in dealing with yourself and 
others and when coping with a whole variety of demands. 
• The strengths are: caution, substance, concentration, listening, calm, 
analytical thinking (for “left-brained” introverts), independence, perseverance, 
writing and empathy.  
• Expanding and using personal strengths improves communication and at the 
same time makes it possible to live authentically.  
 



3. 
 Introvert needs – introvert obstacles 

The flip side of the coin 
This section is something like the flip side of the previous chapter, which gave you a 
glimpse of the “treasure chest” for communication that quiet people are endowed 
with. Just as there is no light without shade, there is also no treasure without a price. 
Each strength has a “weak” flip side. If an introvert’s brain has particular strengths, 
other spheres are therefore less well-developed . Or the strong side has its own 
special traps that can obstruct communication, or even damage it. Nobody is 
perfect! 
For example, quiet people’s inward-looking quality is a strength in relation to 
concentration, substance and analysis – you have just been introduced to this and 
some of your other strengths in the last section. The flip side of being inward-looking 
are the spheres that benefit from outward orientation, such as the stimuli derived 
from intensive contact with a lot of people – or the ability to show your own 
achievements at work in the right light and to approach conflicts actively.  

Being aware of your own pressure points 
But expressions like weakness and obstacles fall short as useful terms. All quiet 
people should know their own “pressure points” because they identify their 
particular needs. For example, over stimulation requires clever handling of personal 
energy resources. Fear of conflict invites analytical treatment of tense situations. In 
other words: obstacles in the form of needs are outstanding signposts for 
establishing personal communication.  
First, as in the last chapter, comes a summary with brief comments, this time of the 
weak points and needs that make quiet people vulnerable to attack: 

 

Summary: introvert obstacles 

Obstacle 1: Fear 
Reticence and uncertainty when dealing with other people 
Obstacle 2: Too much attention to detail 
Individual pieces of information block the view or priorities and the “full 
picture” 
Obstacle 3: Over stimulation 
Excessive demand from too many, unduly loud or over-rapid impressions 
Obstacle 4: Passivity 
No personal stimuli, stagnation, detrimental perseverance 
Obstacle 5: Escape 
Avoiding situations and things that need doing 
Obstacle 6: Being unduly cerebral 
Neglecting feelings 
Obstacle 7: Self-deception 
Repressing introvert characteristics and needs, or evaluating them negatively 



Obstacle 8: Fixation 
inflexibility when communicating 
Obstacle 9: Avoiding contact 
Avoiding people 
Obstacle 10: Avoiding conflict 
Giving in or “shutting off” under pressure 

 

Obstacle 1: Fear 
Fear is a powerful stimulus, and also has its seat in the part of the brain where it is 
particularly powerful: in the deep parts, the limbic system and the amygdala, where 
it can easily access the subconscious. We are going into this obstacle in more than 
usual detail, as it is the one that can block you most frequently and persistently.  

Appropriate and inappropriate fear 
Fear does not have to be a bad thing. If it is appropriate it protects us from doing 
imprudent things, for example, jumping off a diving-board into the lake without 
being able to swim. It also protects us from risks that cannot be fully assessed – e.g. 
from leaping off a high place with only a rubber ring round our ankle for protection. 
In brief: fear is life-supporting in appropriate places. Its messages follow logically: 
Don't do it! Don’t move! Don’t make yourself conspicuous! Keep quiet! Take no 
risks! And it is very noticeable at business meetings: a lot of people keep to this.  
Appropriate fear protects. Inappropriate fear blocks. 

When fear blocks 
This brings us to the inappropriate places, where fear intrudes, inhibits and even 
blocks. Where you are afraid to do things that are actually important and valuable to 
you: making a speech, for example. Making a suggestion in a plenary session at a 
conference. Conducting a confrontational conversation. All very well, you may say, 
but aren’t introverts and extroverts just as afraid as each other? Fear is a general 
human trait. The answer: yes and no. One the one hand, yes: fear actually is an 
emotion that is part of our basic human equipment and that is shared by everyone. 
On  the other hand, no: fear seems to impinge more on communication for people 
who are more inward- than outward-looking. In other words: fear tends to prevent 
introverts from dealing uninhibitedly with other people than is the case for 
extroverts. I can identify three reasons for this.  
Firstly, in comparison with extroverts, introverts need less outward contact and 
more inward stimuli (there is some information on this in Chapter 1). For this reason, 
the need for communication cannot counteract the feeling of fear sufficiently, and 
compensate for it. This is different for extroverts: turning to other people is 
particularly attractive to them, and this means that they can overcome fear more 
easily.  
Secondly, introverts are possibly more susceptible to fear than extroverts. The 
reason for this is that they are especially able to speculate: on the whole, introverts 
tend to address their emotions more frequently because they have a higher level of 
internal activity than extroverts. Fear can make a correspondingly powerful impact, 



so that the person in question simply does not take on certain activities, but prefers 
to leave them alone from the outset.  
Thirdly, introverts are biologically programmed towards safety (see Chapter 1), 
which means that their brains register potential risks quicker and more clearly, and 
fear is easily triggered as a result of this. If the fear is so strong that it dominates 
action, this leads to a quality that can handicap quiet people permanently in their 
handling of others: shyness.  

Looking fear in the eye 

Deliberately counteracting fear 
Now, how can you as a quiet person prevent your fear from putting you off doing 
things that you feel are important? A big question. You will see quite concrete 
answers to it in subsequent chapters, always directly linked with a certain situation. 
But fundamentally one thing is true in all cases: you can quite well counteract it with 
other parts of your brain – the conscious parts. All the strategies recommended here 
have one thing in common: they do not steer clear of your fears: quite the contrary! 

 

Dealing with fear: general strategies 
First phase: be consciously aware of fear: 

Young children are often afraid of monsters under the bed. The first phase is 
anti-monster therapy: light at the fear epicentre (in other words, pointing a 
torch under the bed) makes the monsters disappear – and a great deal of the 
fear with them. 

Second phase: keep an eye on why what you want to do is 
important – so important that you want to risk it despite the 
fear. 

This second step means consciously giving yourself the power of decision, and 
taking this power away from your fear. The seat of fear in your brain is 
particularly afraid of failure. Here you are deciding to do something so valuable 
that it justifies the danger of failure.  

This is the best way of expanding your comfort zone: you are aware of your fear, and 
at the same time taking calculated risks that are worth it because what you are 
aiming at matters to you.  
 

Name your fear out loud 
The major obstacle is changing your habits. Every break with habit represents a 
disturbance at first for every brain, but particularly for an anxious one. If you stop 
using the well-trodden pathways that make you react automatically it is stressful and 
has an uncertain outcome without habitual experience. It is all the more important 
that you should act purposefully. Seth Godin recommended even more drastic 
measures in his book Linchpin. He says that anyone who says what he or she is afraid 



of out loud will drive the fear away. Just try it: say “I am afraid of giving the lecture – 
because I have opponents in the audience.” 

Laying new pathways in the mind 
Seen from a neurobiological point of view, this second phase is the best possible 
strategy: the cerebral cortex, the seat of conscious thought, is able to soothe the 
fear centre in the brain (the amygdala). If you can make yourself see why what you 
are so afraid of is important, then you are helping your brain to lay down new 
pathways. Once these are established, the fear centre need not be so active any 
more in the area of the action in question. For lectures, this can mean that instead of 
panic you will just have a mild sense of discomfort.  

Obstacle 2: Too much attention to detail 

Locking on too much to individual items of information 
Many introverts are inclined to see individual items of information as the overall 
whole. This connects up with their particularly powerful powers of analysis and thus 
applies especially to quiet people with a strong left-hand brain (you will find an 
explanation for this in Chapter 2 under strength 6). Analysis means splitting a whole 
into its individual parts in order to be able to examine it thoroughly. Too much 
attention to detail - fragmentation- is the opposite side of this coin: observers get 
lost in the detail instead of constructing an overall picture. A view of what is really 
important is lost.  
This obstacle can be useful in some situations: for example, when an auditor is 
looking for a mistake in a balance sheet. But in communication situations an 
inclination towards too much detail often means that an introvert (perhaps when in 
conversation, speaking at a debate or in negotiations) gets entangled in minutiae 
rather than paying attention to the full sweep of the subject matter or what his 
opposite number needs. When combined with perfectionism, too much attention to 
detail can easily lead to micromanagement and control freakery – and both would 
be problematical for people with management responsibilities. Too much attention 
to detail can also become a trap when using small talk as a networking tool. Chapter 
6 will show you what you can do to avoid this.  

Obstacle 3: Over-stimulation 

Too much – too stressful 
Over stimulation means that a situation deprives you of energy because the 
impressions are so diverse. This can happen when too many impressions pour down 
on you at the same time. But it can also be because your surroundings are too noisy 
– a lot of quiet people are sensitive to noise, and lose their concentration if levels are 
very high (sound level 3) and their relaxation (level 5).  

Too fast – too stressful 
Excessive haste can also cause over stimulation: for example, if someone is insisting 
on quick decisions, speaking more quickly than usual or signalling impatience via 
body language (tapping fingers or feet, looking at the clock impatiently). Over 
stimulation tires quiet people regardless of its nature, and can cast a shadow over 



encounters with other people. Socialising then becomes stressful. This is why many 
introverts manage their social occasions carefully and chose them very selectively. 
The risk lies in the fact that the prospect of over stimulation makes quiet people 
passive (obstacle 4), anxious to escape (obstacle 5) and inclined to avoid social 
contacts  (obstacle 9), all of which hamper communication. Deliberate pressure in 
negotiations, two much information to process at a social event, a noisy, aggressive 
argument or a restless audience for a lecture can cancel out a great deal of good 
preparation and detract from the personal impact made by the over stimulated 
individual.  

Finding sources of energy – ensuring downtime 

Downtime to charge the batteries 
You already know that quiet people do not charge their batteries in the same way as 
their extrovert colleagues. They need calm, solitude and reflection in order to regain 
their energy. At the same time they also use up comparatively more energy in 
communicating with other people – above all in small talk, in emotionally charged 
situations such as conflicts and in interacting with large groups. But a normal day 
with a lot of “quick changes” can easily exhaust an introvert. This includes constant 
interruptions, phone calls, passing trade or even small children with their surprising 
ideas and sudden outbursts.  
Anyone who knows this also knows that downtime is a major and non-negotiable 
need for quiet people. If it is sacrificed to tight deadlines it will take a considerable 
toll, and first of all within the situation itself: introverts with no possibility of being 
alone will “shut down” if too much energy drains away. They will also join in with 
fewer conversations and discussions and seek less contact at social events, as all this 
is very hard work without downtime.  
Other people – who cannot always understand the need for solitude – will see 
behaviour of this kind as aloof, boring or even bored. In a professional context 
people who need to distance themselves are felt to be unapproachable, unable to 
assert themselves or even as intellectually challenged. And it is obvious what this can 
mean for a career … 

Ways to regain energy 
If quiet people constantly resist the need to be alone they will become exhausted. In 
the worst case they will burn themselves out: constant overexploitation of one’s 
own energy levels comes at a high price. Don’t let it come to that! You will be able to 
avoid these problems if you acknowledge that you need downtime. You will find out 
the most important strategies here. They are deliberately kept very general in this 
chapter. You will find concrete help in the thematic chapters under the particular 
causes.  



 

Energy management: general strategies 
1. Analyse this:  

what sort of situations and people drain your energy particularly? Cut down on such 
engagements and encounters as much as possible. Always plan downtime in from 
the outset when you have a stressful situation or a meeting with stressful people in 
the pipeline.  

2. Make sure that you have a break from things at regular 
intervals, ideally every day (at least half an hour), every month 
(half a day) and every year (a weekend or a week).  

It doesn’t matter how far away from everyday life you go: what is important is that 
you can stand back. Use your downtime to do something you really like doing: 
daydreaming, reading, taking photographs, going for a walk, devising theories, 
watching a buzzard fly, having a siesta, meditating, solving Sudoku puzzles … 
Whatever suits you! 

3. Combine exercise and rest.  

Find out what kind of movement gives you some energy – and what kind drains your 
energy. A lot of quiet people like sports that allow them to take short periods of time 
out while playing them, e.g. hiking, running, cycling, swimming, yoga or Pilates. You 
will find my suggestions about sport for introverts in Chapter 4 on page xxx. 
 

Obstacle 4: Passivity 

The difference between calm and passivity 
Calm is good, passivity not so much. The fact is that there is a crucial difference 
between the two terms: calm (in the sense of strength 5) is always a basic inner 
attitude that makes it possible to concentrate and act purposefully. But passivity 
suggests an element of denial. Passive people refuse to take initiatives and to exploit 
stimuli. They sit and wait – without strength, defiant or rigid from shock – in 
whatever their situation is and prefer to suffer considerably from their plight rather 
than trying to change something. This includes boredom and even bad relationships.  

Strengthening your voice 
Lack of strength can often be detected in the voice: a lot of quiet people speak 
softly, in other words at a low volume and above all with too little emphasis. A slow, 
low voice can make a very powerful, high-status impression if the intonation is 
energetic. But a voice that is too fast or too slow, and also soft and uses little 
emphasis does not make much effect when trying to communicate. It sends out a 
signal saying “I am too weak”. And that is how many other people (especially 
extroverts) respond when listening: they underestimate what is being said, do not 
hear properly or get impatient.  



A soft, relatively unemphatic voice can destroy the effect of what is being said- no 
matter how clever or important it is. 

Don’t fail to respond when attacked 
People who prefer to respond when they are attacked are also passive – they hope 
that doing nothing will improve the situation. But that kind of improvement seldom 
happens. On the contrary: anyone who allows other people to break through the 
boundaries of personal respect is inviting them to keep on doing it.  
But passivity can have its reasons. It has some entirely advantageous aspects for 
quiet people, and so it seems to make sense to them: it is comfortable, helps to 
avoid over stimulation (obstacle 3) and thus can be an energy-saving bulb for 
introverts. In the worst case this way of saving energy can lead to a life lived on the 
back burner, almost literally. Other people act, passive people are acted against or 
(when decisions are needed, for example, or promotion) left by the wayside. Other 
people offer stimuli, passive people are set in motion – or they wait around where 
they are. This is just as disadvantageous to a career as it is to private relationships, to 
say nothing of personal satisfaction. People who allow other people to manage their 
lives lose the sense of being able to shape and control a successful life. What a price 
to pay! You will find strategies for dealing with passivity in Chapter 6, which deals 
with establishing contacts.  

Introverts need time to reflect 
It is important to point out another misunderstanding at this point. As quiet people 
like to think things through thoroughly before they say anything (hence strength 3, 
substance) they are easily dismissed as passive, even though in this case they 
actually aren’t. This is because introverts need more time to digest all the 
impressions and information they have acquired. Typical extroverts don’t like having 
to wait a long time for an answer in conversation, and keep talking because they are 
not expecting an answer any more. And as a result they will come to this conclusion, 
consciously or unconsciously: their introverted opposite number must be passive. 
And this is a case where it simply isn’t true. It is just that the actual activity, 
reflecting, weighing up and formulating, happens internally – where you cannot see 
it happening. If you are on the phone or talking face to face and need time to think, 
you should say that briefly: 

 

Sample sentences to gain time to think 
“Just let me think for a moment.” 
“Yes, I quite understand that this is urgent. I’ll get in touch as soon as 
possible.” 
“You’re raising a tricky point. What do you think about it?” 
“Hang on, give me a moment.” 
“Could I ring you back about it later?” 
“I’ll think it over and get back to you. Would tomorrow morning be OK?” 

 



And make sure you do what you said. These lines give you time to think, but they 
promise something that must be delivered: make your point, come up with 
something – and show your substance and powers of analysis! 

Obstacle 5: Escape 
Unlike passivity, escape is an action – but unfortunately it leads in the wrong 
direction. Escape means avoidance by retreat. A situation becomes too much of a 
worry – as in the case of passivity (obstacle 4) resulting from over stimulation 
(obstacle 3), but other things can cause it as well. By escaping, the person concerned 
is looking for distraction or getting away in the form of a less worrying activity or 
different surroundings. This suppresses the actual anxiety, but possibly what actually 
needs to be done as well. The latter is know as procrastination – i.e. an inclination to 
put things off. The dreaded speech to a large audience is suppressed by constantly 
putting off the idea of preparing it. You don’t make an appointment with the boss to 
discuss a pay rise because you have so many important things to do.  
Sometimes escape is the resource of choice for retaining some residual energy. But 
in the same way it can prevent the person concerned from moving actively and 
achieving aims. This is because fear or laziness are the key forces in the background, 
blocking meaningful communication. The price is high in this case as well: preparing 
a speech at the last minute is enormously stressful, particularly for a quiet person 
who values time to think. And other people with get the pay rise … 

Obstacle 6: Being unduly cerebral 
Turning something over in your mind is a good thing in the first place. A lot of quiet 
people are brilliant thinkers, capable of achieving magnificent things because of their 
strengths such as substance, calm and analytical thinking.  

Drawbacks of thinking 
Being unduly cerebral as an obstacle represents the potentially negative aspect of 
thinking: it becomes a problem when the mind fails to access or blocks out 
emotions. Quiet people limit their insights in this way by paying too little attention 
to their emotional side and too much to their rational side. Being unduly cerebral is 
no less detrimental when dealing with other people: unduly cerebral people neglect 
their opposite numbers’ emotional worlds, do not try to think themselves into their 
emotional states and confine themselves to facts when exchanging ideas.  

Don’t underestimate the relationship factor 
Communication can have unfortunate consequences. Even at work the emotional 
aspect of an exchange of ideas is immensely important. Exchanging facts is only a 
small proportion of the impressions involved, whether it is negotiations or a 
meeting, a conversation in the lunch break or a talk to a small group of colleagues. 
The are communication psychologists who would put this proportion no higher than 
20 per cent. They think that the other 80 per cent is made up of signals about 
emotions and the way the participants relate to each other.  
Have you identified being unduly cerebral as one of your personal obstacles? You 
will discover in Chapter 7, which deals with intelligent negotiation, how to act so that 
this trait does not stand in your way.  



Strength 7: Self-deception 

When needs are suppressed 
This is a special obstacle: it is about introverted people’s self-perception in relation 
to the world around them. Self-deception, or self-denial, means that quiet people 
either suppress their particular needs and traits, or perceive them negatively. This 
happens particularly frequently when introverts live among people who are 
predominantly extrovert. This can be a cultural matter in the first place, as in the 
USA, where most social behaviour is extrovert. In a noisy, outward-looking culture, 
quiet people can get the idea, directly or indirectly, that that there is “something 
wrong” with them. Perhaps this is why most books about introvert personalities are 
published in the USA! 

Self-alienation, or alienation from other people 
In the second place, self-deception or self-denial can occur because a quiet person 
represents a minority in the family or among colleagues because most of the others 
are extroverts. Such introverts risk two things in circumstances like these, as Laurie 
Helgoe (2008) points out in his book: either they alienate themselves socially, in 
other words from the people around them. This can lead to avoiding contact to a very 
marked extent (obstacle 9), and it will be discussed in more detail in that chapter. Or 
introverts become alienated from themselves. In our minds, this is exactly what self-
denial means.  
Quiet people who see their introversion as a deviation from the world around 
them risk social alienation, or alienation from themselves.  
Self-deception too appears in various manifestations and guises. Extrovert behaviour 
can become a measure of good communication for socially approachable flexi-
introverts (explained in Chapter 1) if they incline towards self-deception. They will 
have the impression that they are not in a position to implement this extrovert 
behaviour fully and completely because they can indeed act like extroverts, but do 
not find this a positive experience in the same way. Self-abnegation prevents them 
from acknowledging and paying attention to their own introvert needs. But even a 
flexi-introvert is still an introvert. Fine, they like dealing with people in the same way 
as extroverts. But to a different extent … 

Obstacle 8: Fixation 

When perseverance ossifies 
Fixation is the ossified form of perseverance, and leads to an immobile approach to 
communication. Many quiet people who come up against this obstacle find it 
unpleasant if they have to give up their habitual procedures, for example, if they 
have to work at unusual times or cope with unfamiliar conditions on business trips. 
Fixation can show up in communication in something like an argument: if quiet 
people take up a rigid position and prefer to look at details to a major extent, rather 
than the picture as a whole.  



Flexibility required for negotiations 
In situations where it is particularly important being able to show flexibility – in 
negotiations, for example – fixation can prevent you from acknowledging decision 
criteria, approaches to solutions and your opposite number’s needs in your thinking. 
Chapter 7 will show you how to act in situations like this.  

Fixation is a strategy for saving energy 
Like other obstacles in this chapter, fixation is above all an energy-saving strategy. A 
person who almost always acts in the same way has a kind of internal automatic 
pilot that seems to make decisions unnecessary. Behaviour patterns and rituals take 
the place of conscious decisions.  

The advantages of rituals in everyday life 
But rituals as such are not necessarily negative. They also have their advantages in 
communication: they help us to react appropriately and confidently in certain 
situations, and with a sense of certainty. An everyday example: you introduce two 
people you have been discussing things with to each other in a professional context. 
You will find this easier and tackle it more confidently if you know 
1  who you introduce to whom first (the less important one to the more 
 important one) and 
 contain either an item label or a 'CONT' tag indicating a continuation 
 paragraph, followed by a tab. 
2.  what interesting information you can mention apart from name and title to 
 make it easier to get into conversation – perhaps a common interest (e.g. 
 theatre, boxing), similar jobs (e.g. teaching or scientific management) or a 
 new item of positive information about one of the people being introduced 
 (e.g. a recent honour or a new position).  

Being flexible depending on the situation 
Rituals like introducing people make life less complicated. They entail experience in 
dealing with people and establish a stable basis, so that you can go on to 
concentrate on other things. It is a different matter if an “automatic pilot” like this 
robs you of flexibility in dealing with other people, something that is important in 
non-standard situations. People who always react in the same way (e.g. by falling 
silent or insisting on details) in response to a particular setback (e.g. resistance from 
an opposite number in negotiations) are obstructing successful communication by 
this inflexibility. And it also makes their reactions predictable for others – and so also 
for people who have something against them. It is easy to push particular buttons in 
order to elicit a particular reaction. And what is almost worse than this is the price 
that quiet people pay for their fixation: they deprive themselves of room for 
manoeuvre, and thus of the confidence to manage a situation proactively and with 
an eye on all the important factors.  



Obstacle 9: Avoiding contact 

Reasons for avoiding contact 
Quiet people usually prefer to have a limited number of good friends rather than a 
lot of more superficial contacts. This is perfectly all right. But the more clearly they 
are placed in the introvert area on the introvert-extrovert scale, the more introverts 
are inclined to avoid people because they find them hard work or annoying. This is 
where it gets difficult. People who avoid contact seal themselves off from the 
outside world and avoid other people. They are quite content if they can get on with 
their usual activities on their own (additional danger: fixation – see obstacle 8). 
There can be all sorts of reasons for this: the person concerned is hard work. The aim 
being pursued by the contact is hard work. Or the quiet person has simply had 
enough of the hurly-burly of human contact.  

Avoiding isolation 
This approach means that quiet people are risking getting into an extreme situation: 
that of social isolation. They are thrown back on themselves, with all their thoughts 
and emotions. The consequences: important stimuli and also corrections from other 
people are missing in their professional and private lives. If team work or 
coordination with other people are called for, communication will quickly become 
difficult – regardless of whether they are planning a holiday with the family or 
completing a project at work. Other people are quick to see contact avoiders as a 
little strange.  
A classic contact avoiding stereotype is the introverted husband who takes refuge in 
his hobby room after a long day at work and restores furniture there or builds model 
railway layouts rather than talking to his wife. The introverted boss behaves 
similarly: during the Christmas celebrations she retreats into a corner with her 
smart-phone as an alibi to escape from the general mayhem and particularly from 
the capricious attempts at small talk made by her colleagues and fellow workers.  

Escaping and avoiding contact 
The difference from escaping (obstacle 5) lies in the aim of the avoidance. The 
person escaping avoids things that should be done or certain situations by putting 
them off or doing something else. But the contact-avoider tries not to get involved 
with people he finds hard work. This can have very unpleasant consequences for 
interpersonal relationships, particularly when combined with the next obstacle, fear 
of conflict. 
Socially-alienated introverts (you will find this explained above under obstacle 7) can 
make a career of avoiding contact: they feel misunderstood, and rejected by the 
people around them. This can have a significant effect on communication: in 
extreme cases contact-avoiding introverts can become embittered loners full of 
antipathy towards other people.  



Obstacle 10: Avoiding conflict 

Are introverts more peace-loving? 
One interesting detail crops up time and time again in the literature about quiet 
people: even in their younger years, introverts seem to get involved in fewer 
conflicts than extroverts. Are they more peace-loving? Or more capable of harmony? 
I think the reason is to be found somewhere else.  

Why introverts avoid conflict 
Conflicts are part of human dealings because we differ in our personalities, desires, 
aims and idiosyncrasies. They happen everywhere, but most people still find 
addressing conflicts a tricky job: talking about conflicts takes a lot of time, is 
relatively stressful, and the outcome is predictable only to a limited extent. 
Consequently, most people only talk about conflicts when it seems worth the energy 
invested. Here extroverts and introverts seem to have different ways of evaluating 
things: introverts are quicker to reach the view that addressing a conflict could 
become too stressful. Also, because they are very bothered about safety, they can 
easily start worrying that such communication could quickly get out of control. This 
shows that fear (obstacle 1) has a part to play in resisting conflict. But for outward-
looking extroverts the price of investing energy in the same situation is not so high, 
along the lines of preferring to show a hard line of resistance rather than stewing in 
their own frustration.  
And the resulting disadvantages are different for the two types: when working hard 
to address conflicts, extroverts can constantly involve themselves in verbal battles in 
extreme cases, while introverts will toss and turn at night, unable to get to sleep 
because they are thinking about the conflict they don’t want to address, but that is 
nonetheless troubling them a great deal.  
In Chapter 7, the example of negotiation will provide a concrete illustration of how 
you can handle conflicts constructively when they arise from differing sets of 
expectations.  

What are your personal obstacles? 

Assessing your own obstacles 
As in the previous chapter, where you looked at your individual strengths more 
closely, we are now going to put your obstacles under a magnifying glass. First of all, 
tick the obstacles that you see as yours: 

 

Our question to you: 
Which of the introvert obstacles you’ve read about in this chapter apply to 
you? 
Obstacle 1: fear 
Obstacle 2: too much attention to detail 
Obstacle 3: over stimulation  
Obstacle 4: passivity  



Obstacle 5: escape  
Obstacle 6: being unduly cerebral  
Obstacle 7: self-denial  
Obstacle 8: fixation  
Obstacle 9: avoiding contact  
Obstacle 10: avoiding conflict 

My three biggest obstacles are: 
1. 
2. 
3. 
 

Inferring what your needs are from obstacles you face 
Let’s go a step further now, and use your obstacles to work out your needs: note 
where you are particularly aware of a certain obstacle and the consequences this has 
for you. Then comes the exercise in the third column: what is the need that lies 
behind this obstacle – and how do you address this need? Make sure you have 
plenty of quiet time to look into these questions. I’ve given you an example again, so 
that you can see what your list could look like. 

 

[please set this as 3 equal column grid] 
[heading in first column] 
My obstacle: 
[heading in second column] 
I am particularly aware of it in these situations – with these consequences: 
[heading in third column] 
This shows me that I have this need – and this is how I can do something about it: 
[in first column under heading] 
Over stimulation 
[in second column under heading] 
on social occasions: too many people, too much background noise. Consequence: 
stress – which is why I try to avoid occasions like this. 
[in third column] 
I prefer talking to one person somewhere quiet. In future I can plan in advance who I 
want to talk to – and perhaps arrange to meet. And I can always try to find “quiet 
corners”.  
 

Obstacles as signposts for needs 
This exercise has made you aware of an important part of yourself and you now 
know more about your needs in communication situations. So, in the same way as 
you can use your “treasure chest” of strengths, you should use your obstacles as 
well, as signposts to point you towards what you need in order to feel comfortable 
when dealing with other people. A lot of introverts discover that their strengths and 
obstacles are linked. For example, independence on the strong side can have its flip 



side of fear as an obstacle, or avoiding contact. Caution and fear are similar siblings, 
but so are calm and passivity, concentration and over attention to detail. Look at 
your notes for the previous chapter again: can you see any connections between 
your two groups of characteristics? 

 

Another question for you: 
Which of your strengths and obstacles seem connected to you? 
1.    … and … 
2.    … and … 
3.    … and … 
 
 

Things get more concrete in the rest of this book: the aim is to shape the way you 
deal with others so that you play to your strengths and keep an eye on your needs. 
First we’re going to look at your private and professional surroundings.  

 

[shaded grey box page 91 german text] 

Key points in brief 
[darker shading in title] 
• Just as they have typical strengths, introverts also have typical obstacles. It is 
important to be aware of them, so that they do not become weak points in certain 
situations, or make your life more difficult.  
• At the same time, quiet people’s obstacles are good signposts to their needs. 
• The obstacles are: fear, over attention to detail, over stimulation, passivity, 
 escape, being unduly cerebral, self-denial, fixation, avoiding contact and 
 avoiding conflict. 
 

Part II  

How to have a happy private life and to be 
successful professionally 

4.  
My home is my castle: shaping your own 
private space 
Christine is an analyst in an international company. At 34, she has achieved a great 
deal: she has a considerable area of responsibility, she is valued for her expertise 
and, thanks to her reliability, she is considered indispensable to her department. 



Christine puts everything into her work. The downside is that when she gets home at 
the end of the day, there is no one there waiting for her except for her cat. 
Occasionally, she meets up with a couple of girlfriends, to cycle or to drink coffee. 
Christine thinks that it would be nice to have a partner, but, as a quiet person, she is 
reluctant to actively look for someone. After a tough day at work, she likes to relax, 
and she rarely feels motivated to go out and take part in social events. Occasionally 
she looks at online dating sites, but she’s sceptical – after all, there are plenty of 
untrustworthy people on the internet. She has trouble in imagining that she could 
make herself attractive to a prospective partner, as if it were some kind of 
marketplace. In spite of this, she has been thinking more and more recently how nice 
it would be to spend her life with someone who shares her interests - someone she 
would be important to. 

The inner social circle 

Introverts among family and friends 
Even if we restrict ourselves to the theme of this book - to communication - private 
life is a very large area to cover. There are plenty of good books about living as a 
single person, about living as a couple and about family life. This chapter will deal 
with interactions with family and friends from the perspective of an introverted 
person. Firstly, there is interaction with a partner (if applicable). There is also a 
section dedicated to single people, and a section that deals in detail with the 
different needs of introverted and extroverted children, discussing loving and 
appropriate parenting strategies for both. You are advised to read the passages that 
are relevant to your life at the moment! 

Living with and without a partner  
People living with a partner and people living without a partner – whether by choice 
or not – face different challenges. Both ways of life have advantages and difficulties; 
and this must, inevitably, also be the case for quiet people. Living with a partner is 
easier in some ways – and more difficult in others. Certainly it’s wonderful to live 
with someone to whom you are important, who understands you and gets you doing 
new things. Equally, however, it can be exhausting if your partner has needs that are 
different from yours and as a result you have less time for yourself. Over the next 
few pages, who will talk about both types of living – but we’ll start with the in-
between stage of looking for a partner, the part that Christine is finding so daunting. 

Finding a partner  

What you will need to invest in this: energy! 
Finding a partner – for many introverted people, this is a very big challenge, just as it 
is for Christine. After all, it means taking the initiative and making the first move, 
going out to meet unfamiliar people and getting to know them better. This costs 
energy, and also means that you have to overcome your own resistance to the idea. 
However, if you have decided that you would rather live with a partner, then, for you 
personally, it will be worth taking this step in order to arrive at the life you want for 
yourself. If you are in this situation, then, in the next few sections of this book, I will 



invite you to do something that, in any case can’t do any harm: to think carefully 
about the possible options, and then to make a plan - your very own, personal plan! 

An introvert or extrovert partner? 
If you are looking for a person to get together with, then, in the light of what you 
have just read, there’s an important question to be answered: if you are a quiet 
person, what kind of partner are you better off with – an introvert or an extrovert? 
You might respond by saying that there is more to a person’s character than their 
position on the introvert/extrovert continuum. This is very true. And, in theory, a 
relationship with either type of person might be successful – but in different ways. 

Opposites attract 
As partners, extroverts are often attractive to introverts. As Carl Gustav Jung 
noticed, opposites attract – and that goes for introverts and extroverts as well. Like 
Plato, he believed that we choose partners who are different from ourselves, that 
we “complete” our partners and that they make us whole. The very masculine and 
the very feminine, the impulsive type and the thoughtful type, the beautiful and the 
clever, family people and loners: If you look around in your own life, you will find 
examples of two very different people coming together.  

Extroverts and introverts complement one another 
It is easy to see why an extrovert might be attractive to an introvert. Extroverts find 
it easy to do things that are often far from easy for a quiet person to do: such as 
making a speech at a family celebration, taking the initiative in planning social 
occasions or dealing with disputes and making complaints in shops. Diagnosticians 
using the Myers-Briggs Type Indicator once recommended that couples should be 
different in as many aspects of their personality as possible – including in terms of 
introversion and extroversion.  

People who are alike also get along  
Perceptions have since changed. New studies show that similarity can also be 
attractive. In many functional relationships, both partners are similar in terms of 
their intelligence, their social background and their education and professional 
careers. However, a similarity of habits in terms of relating to other people and in 
terms of how you spend your leisure time can also make a partner more attractive 
and more approachable. You feel more at ease with a “kindred spirit”.  
This makes it understandable that a quiet, intense introvert can be attractive to 
other introverts. The good part is that if you are looking for a partner at present, you 
can think it over calmly: how do you respond to extroverts and to introverts? What 
qualities do you find pleasant in a person, and what do you find trying or 
unattractive? What do you want from your contacts? 
But first, we should face the facts: when love strikes, it strikes thorough the right-
hand side of your brain – the side that is concerned with emotion and intuition. You 
can plan, analyse and think about what you want – that’s part of the process. But in 
the end, your chosen partner may turn out to be entirely different from what you 
had in mind. And, after all, isn’t that a good thing? 



Looking for a partner: make use of your 
strengths! 
Do you remember the overview of typical strengths of introvert people in Chapter 2? 
Here it is again: an overview of all the strengths – and how you can make use of 
them in the difficult task of looking for a partner. 

 
[set as 2 column grey shaded box see German text p99) 
[heading in first column] 

Strength 
[heading in 2nd column] 

Usefulness when looking for a partner 
[text in first column] 
1.  Caution 
[text in second column] 
One of the best ways to meet someone is to be introduced to them by someone you 
know, whose judgement you trust. In this situation, you will at least know that one 
trustworthy third party thinks that the person you are being introduced to is okay.  
If you embark on online dating, it is a good idea to take precautions. 
Here are the most important things to bear in mind: 
- Use a computer that is equipped with a firewall and with antivirus programs 
- Only use platforms that allow you to sign up using a username (not your own first 
name!) plus a valid email address. Do not use a domain email address. 
- To start with, do not give your personal information (your name, your address, your 
telephone number, your email address, your place of work) to anyone 
- To start with, take phone calls on your mobile phone, not on a landline 
- Be suspicious if your contact asks for money, talks about marriage too quickly or 
mentions anything strange in connection with sex. If this happens, break off all 
contact right away! 
- If you decide to meet up with someone, then arrange to meet in a public place 
where you will not be out of sight - in a cafe during the day, for instance. Let at least 
one person know when you are meeting up and where. The same is true if you meet 
someone through newspaper ads or a dating agency! 
In conversation, reveal information about yourself only gradually. You have all the 
time in the world. 
[text in first column] 
2. Substance 
[text in second column] 
First, think: What activities do you really enjoy and find worthwhile? Once you know 
this, you can plan activities that will allow you to meet like-minded people 
[text in first column] 
3. Concentration 



Make time in your everyday life for looking for a partner. You might, for instance, 
choose, plan and put into action some of the activities from the list you have just 
made. 
[text in first column] 
4. Listening 
[text in second column] 
Listen carefully: how do men and women talk to each other when they don’t know 
each other well? What parts of this apply to you? 
Ask introverted friends who are in relationships how they met their partners. What 
can you learn from their stories that might be useful to you? 
When you meet someone, it is also a good time to do some listening. 
What does the other person like to talk about? Is he or she good listener? 
[text in first column] 
5. Calm 
[text in second column] 
Relax! Expanding your circle of acquaintances should first and foremost be a 
question of gaining new and interesting experiences - even if you have another aim 
in mind. This is precisely where being calm can pay off… 
Repeat: do not let anyone push you into anything that you don’t want to do! 
Do not take on too many activities at once. 
Make sure you take some time out to recuperate. 
[text in first column] 
6. Thinking analytically 
[text in second column] 
Once you have answered the question listed under Strength 2, plan some suitable 
activities. These might include walking the dog, looking around in the library, taking 
up voluntary work, taking dance classes, visiting exhibitions or taking up a sport. 
These activities will also keep you occupied - thus making the business of looking for 
a partner considerably more relaxed. 
What activities do you think would be appropriate for a first meeting (dating agency 
or online dating)? 
You should also simply use your powers of analytical thinking to evaluate the people 
you meet - this is something that can give you confidence. Ask yourself: what 
qualities can you see in this person? Which of them do you like? 
[text in first column] 
7. Independence 
[text in second column] 
In order to be a good partner, you also have to be good at being alone. The more 
contented you are with your current way of life, the easier it will be to get to know 
people. Someone who radiates a sense of need is rarely attractive to anyone looking 
for a partner who will be their equal - and surely you wouldn’t want a relationship on 
any other terms?! Are you independent in this sense? This is something that you 
should work towards. 
[text in first column] 
8. Tenacity 
[text in second column] 



Looking for a partner can take time. Be aware of this - and make a conscious decision 
to invest that time. 
Don’t be too willing to compromise. 
The second of the two lists included under point 9 should help you with this. 
[text in first column] 
9. Writing (rather than speaking) 
[text in second column] 
Make two lists: 
a list of your own attractive qualities (to enhance your self-confidence) and 
A list of the qualities you want in a prospective partner (to help in your search). 
Examples might include humour, reliability, honesty … Mark the qualities that you 
think are indispensable. Also think about which differences you feel that you could 
live with. 
In addition to the traditional newspaper ads, use online platforms in your search for 
a partner. The internet gives you time to think, and is a written medium. 
[text in first column] 
10. Empathy 
[text in second column] 
This is a very useful quality when you are meeting someone, either virtually or in the 
real world. It helps you to size up the other person - and it also helps you to 
communicate with them. Do you both feel at ease? What is important to the other 
person? Take any negative feelings arising within yourself very seriously (this 
includes annoyance and fear and boredom and impatience). You can gain a lot of 
valuable information by asking innocuous questions - about the other person’s 
leisure pursuits, for instance. 
Finally: is the other person also asking questions? Is he or she trying to understand 
you, is he or she able to think beyond his or her own life? 
For a first meeting, you will find the tips on small talk in Chapter 6 useful. 
 

Christine’s case  
Christine chose a traditional strategy. Due to her distrust of online platforms, she 
places an ad in a respectable weekly newspaper. Having first carefully considered 
which qualities would be most important to her in a partner, she also gets in touch 
with a dating agency. She also starts attending a workshop where she can pursue 
something that has been of interest for her for a long time: she wants to write a 
crime novel. Who knows who her new hobby might put her in touch with … 

Living with a partner 

Relationships as a challenge 
Most people want to be in a relationship. In spite of this, relationships often fail. The 
Western industrial countries have a divorce rate of 50% - and that figure only reflects 
the number of relationship breakdowns among people who are actually married. A 
look at the statistics reveals that, in Europe and much of the world, the number of 
marriages is consistently decreasing. There is plenty of relationship advice on offer. 
However, if we are talking about introverted and extroverted people, with their 



different ways of communicating and different needs, then it makes sense to start by 
looking at the two possible combinations. How can a relationship between an 
introverted person and an extroverted person work? And, conversely, what might 
two introverted people have to offer each other? 

 

A question for you: 
if you have a partner: 
Is he or she introverted or extroverted? 
If you are not sure, use the test and the overview in Chapter 1! 
He or she is 
Special qualities and needs: 
 

Introvert-extrovert relationships 

When partners complement one another 
In this situation, the two members of the partnership are living in different worlds. 
Once the first, intense phase of being in love has passed, it soon becomes clear just 
how different the two worlds are. Each person has different values, experiences, 
talents and personality features – in short, the things that go to make up an 
extrovert or introvert orientation. The differences resulting from these two different 
realities are interesting – two worlds add up to more than one world. Often, one 
partner will be able to do things that the other finds difficult, thereby making their 
partner’s life easier. An extrovert partner will, for instance, find it easy to plan, 
maintain and keep up the couple’s social life.  
For instance, the woman might persuade (or push) the man into going to parties, 
and, once the couple are at the party, might make sure that he is not left on his own, 
and include him in her own activities. Conversely, as the quiet one of the two, he 
might offer the woman an opposing pole of calmness, balancing out her own 
personality and offering her substance and stability, like a rock in the storm. 

Differences can be taxing  
On the other hand, the differences between an introvert and an extrovert partner 
can be exhausting. Differences in temperament, needs and ideas can frequently 
cause clashes and lead to an unequal situation: in the situation just mentioned, the 
woman, as the extrovert partner, has to carry the entire burden in terms of time and 
energy associated with keeping up social contacts. At parties, she always has her 
spouse in tow, although, as an extrovert person, she would be able to have more fun 
if she could talk to many different people without having to think of including her 
husband in the conversation. For his part, he finds that living with his extrovert wife 
makes it difficult to calm down, to relax and simply not to have to be doing anything 
once in a while. 
The differences between introvert and extrovert partners may be a threat to a 
relationship, or may enrich it. 



Conflicting needs  
When an introvert and an extrovert live together, their irreconcilable differences 
may at worst become a threat to a happy relationship. The introverted partner may 
feel overshadowed, ignored, misunderstood or pressured. The extrovert partner 
may find the other member of the partnership weak, inattentive, too compliant or 
too passive, which in turn may have a negative impact on the introverted partner’s 
sense of self-esteem. In addition to this, extroverts may want more stimulation and a 
more active social life than their partners. They may also feel emotionally neglected 
because they do not receive the amount of active affection they require. 
Introverted partners, on the other hand, feel more comfortable in a relationship in 
which they do not have to constantly demonstrate affection or show initiative. 
In terms of communication, introvert and extrovert partners often have a different 
idea of the appropriate speed and volume for an exchange; they will also generally 
have a different attitude to confrontation and to conflict. What may appear to be 
too much, too loud, too hard or too fast for an introverted husband may, to his 
extroverted wife, appear to be a normal way of interacting. Conversely, she for her 
part may have a problem with the way her quieter partner responds to a difference 
of opinion by becoming withdrawn, instead of addressing the problem. There may 
also be issues surrounding confidentiality, because extrovert people are more ready 
to share personal information than introverted people. 

A basis of mutual respect 
In spite of all this, introverted and extroverted people may live together successfully 
and enjoy a very enriching partnership. That’s providing that they put into practice 
something that psychologist Hartwig Hanssen (2008) described as the key to any 
successful partnership: respect. In a life spent together, respect is, above all, a 
combination of two things:  

 

Two keys to a successful partnership 
1.  Recognise your own needs! 
You will only be able to accept the needs of your partner if you also know and 
respect your own needs. 
2. Recognise the needs of your partner! 
Recognise that your partner’s needs are different from yours and that you may have 
different views of the same situation. This fact is quite separate from the feelings 
that you share for one another. 
 

The advantages of having different needs 
It is quite normal to realise that you have different needs. After all, everyone is 
different. The important thing is how you decide to deal with your differences. 
Together, you and your partner make up a team. Any team profits from its members 
having different qualities and different abilities. You should therefore take a look at 
the advantages of differing needs in a relationship. 



For instance, an extrovert partner: 
• Has plenty of energy and new ideas to offer to you and to your relationship 
• Has the ability to initiate activities and social encounters - for you as well! 
 This can be very liberating. 
• Has communication-related strengths that you can profit from where you 
 encounter obstacles: for instance, flexible conversation (see obstacle 8: 
 fixation) or constructive conflict resolution (see Obstacle 10: conflict 
 shyness). 

Communicating well with an extrovert partner  
For the benefit of introvert partners of extrovert people (after all, this book is for 
you!) I have listed the most important communication strategies for interacting with 
an extrovert partner: 

 

Strategies for introverts communicating 
with an extrovert partner 
1. In conversation 
Get to the point – express yourself clearly and briefly. Your qualities of substance 
(strength two) and capacity for analytical thinking (strength 6) will make this easy for 
you. 
When you are speaking, make sure you are speaking loudly and clearly enough. If 
you talk too quietly or in a monotone, your partner may fail to hear what you say or 
underestimate the extent of your concern. 
If it bothers you that your partner speaks too quickly, ask him or her to speak more 
slowly or to repeat what he or she has said. 
You have the ability to make the conversation happen slower. You should also be 
prepared to say that you need time to think about something - before making an 
important decision that will affect your future together, for instance. 
Show that you understand your partner’s concerns. Active listening (strength 4) and 
analytical thinking (strength 6) and sensitivity (strength 10) will help you to do this. 
Prior to any important discussion, write down the most significant things that you 
want to discuss or to achieve (strength 9). 
Learn to recognise the messages being transmitted by the other person (irritation, 
boredom, frustration, fears…). It’s good to learn to understand the other person’s 
“language”, especially when the two of you have different ways of expressing 
yourselves. 
You must also express your own feelings, whether they are comfortable or not. This 
includes regularly showing signs of affection! 
Communicate your needs and ask after the needs of others. In discussions, you 
should treat both as of equal importance. Demonstrate that you understand that 
your partner finds some things difficult (and also that you yourself find some things 
difficult!). Ideally, you will both be able to laugh about it… 
2 When living together 



Be aware of your needs and arrange your lives accordingly. You must also give your 
partner sufficient space to live in a way that meets his or her own needs. 
Plan things you do together - holidays, special events and family events - so that, as 
far as possible, they suit you both. 
Make sure there are plenty of opportunities for withdrawing, and communicate your 
need to be alone from time to time. It is important that you should make the 
reasons for this clear: “I am not getting away from you - I need to be alone for 
myself.” Ask for your partner’s understanding. 
Respect introversion and extroversion as personal qualities. After all, you know that 
both personality types bring both strengths and weaknesses with them. 
Show appreciation for the things that your partner can do better and more easily 
than you can. Thank him or her for doing the things that he or she does for you: 
creating a contact, registering a complaint or braving the scrum on Easter Saturday 
to hit the shops. 
 

Giving each other enough space  
In my own introvert-extrovert relationship, I have discovered in what ways my 
extroverted husband ticks differently to me, and what he needs. Equally important 
was finding out what I myself need – and that it was okay for our needs to be 
different. Over the course of our marriage, we have learned to give each other 
space: my husband needs more social evenings with friends and clubs, more projects 
and more time on the move, travelling the world. Oh, and he also likes to turn on the 
radio or the television as soon as he enters the room. I need more peace and quiet, 
more time alone and, above all, time away from loud noises. 
We have gradually discovered ways of living together, in spite of our differing 
comfort zones and our differing positions on the introvert-extrovert continuum. The 
time that we spend together is good: we have enough of a sense of humour to be 
able to laugh about ourselves and about one another. And, of course, there are 
always headphones and earplugs! Last but not least, there are overlaps in the things 
that we enjoy doing, things that make us both happy – a pleasant evening meal with 
friends, or good conversation. 
The most important thing to remember is that if your partner ticks differently from 
you, then you can’t take it for granted that he or she recognises your different 
needs. He or she is not a quiet person, after all. Similarly, it may be difficult for you 
to recognise the needs of your partner, who is an extrovert. This makes it important 
that you yourself know what you need - and that you communicate this. 

Introvert-introvert relationships 

Reduced potential for conflict 
if you are in a relationship with an introverted person, then it is very likely that you 
feel quite content. After all, you have a companion who understands your needs, 
and perhaps even shares them. What an ideal start to a relationship! 



 

Two questions for you: 
In what areas do you and your partner have different needs? 
Partner 
Me 
[4 dotted lines under partner and Me above] 
How can you handle these differences to make them enrich your relationship 
 

If you are living with an introverted person, you have a partner  
• Who is a good listener, with patience and plenty of awareness of your needs, 
• With a sense of discretion, who understands that you need peace and 
 solitude 
• Who shares many of your interests and 
• Who offers little potential for conflict. 

The danger of stagnation  
This combination, however, also presents obstacles. Perhaps the greatest of these is 
stagnation: a shared inertia. The risk of this is especially great if both partners tend 
to be passive (obstacle 4) or to avoid making contacts (obstacle 9). It may result in a 
lack of friends and too few pleasant, shared experiences, a lack of personal 
development and too little flexibility in solving problems, conflicts and crises. 
Understanding each other can turn into fixation and mutual dependency. As you 
may have guessed, this is not healthy. This overview shows how you can direct your 
communication and your life together in such a way that you can enjoy the 
advantages of this kind of partnership and avoid any disadvantages. 
 

 

Strategies for introverted people 
communicating with an introverted 
partner 
1. In conversation 
Talk about the things that make you different. What do they mean for your 
relationship? 
Communicate your needs and compare them with the needs of the other person. In 
discussion, treat both sets of needs as of equal importance. 
Let the other person know in advance if you want to talk about something 
important. This will give your partner time to prepare. 
You could also choose to communicate in writing, if you both like to express yourself 
in writing (strength 9). Emails, texts or notes on scraps of paper – you have lots of 
different media to choose from! 
2. Living together 



Create rituals that will bring a certain amount of variety into your lives. Here are 
some suggestions: 
Try a new hobby once a year 
Go out together once a fortnight 
Once a month, make the acquaintance of an interesting person 
Every two months, plan something surprising for you and your partner (take turns 
taking responsibility for this!) 
Note your rituals on your calendar 
Practise difficult discussions and upcoming conferences (Chapter 7) or presentations 
(Chapter 8) together. This will help to train you both! 
Also pursue your own personal interests on your own, and maintain your own 
friendships and networks. 
Take on your own share of responsibility for living a balanced life together. 
If you are living with an introverted person, now is the time to take a look at your 
own relationship: 
 

 

 

Two questions for you: 
What do you have in common with your introverted partner? 
[5 lines under this question] 
What obstacles or challenges do you see in your life together? What can you do in 
order to avoid the negative consequences? 
[2 col] 
Obstacles How to deal with Obstacles 
[5 lines under each of 2 columns above] 
 

Living as a single person who is an introvert 

Being alone without feeling lonely  
Living alone has advantages and disadvantages. It may be a lifestyle choice, or it may 
be the result of losing a partner. Many introverts find that they can live alone 
without feeling lonely. They pursue various activities that they can do adequately 
without company, and even find it restful to be able to relax and recuperate in peace 
and quiet after a hard day’s work. 

Risks to singles  
The risks are similar to the ones that you have already learned about in the section 
on introvert-introvert partnerships – with the difference that it is you alone (and not 
you and your introvert partner) that are finding it difficult to embark on activities or 
to meet people. This is particularly true if you, as a single person, tend to be passive 
(obstacle 4) or to avoid contact (obstacle 9). Just as with an introvert-introvert 
couple, this results in a lack of social contacts and too few of the kind of experiences 
that give you a new perspective and new impressions. 



This can quickly result in personal stagnation and a reduced ability to deal with 
problems, conflicts and crises. 
 Here is an overview with tips that will help you to enjoy your life as a single person 
and to avoid the above-mentioned risks: 

 

Tips for living happily as a single person 
• Create personal rituals to enrich your life. Here are some suggestions: 
• Try out a new hobby once a year 
• Twice a year, get to know a new place 
• Once a fortnight, visit an exhibition or a cinema, theatre or dance 
performance 
• Once a month, take part in the celebration or a social event 
• Every two months plan to do something with a friend (take turns to take on 
responsibility for this!) 
Put your rituals down on the calendar as tasks or appointments. 
Make sure that you regularly meet people who are interesting and who inspire you. 
Communicating by telephone or email is fine, but you should also make an effort to 
plan personal meetings outside of your working life: with friends, with family 
members or with nice colleagues. 
Pursue personal interests that make you happy. 
Engage with your community: keep up friendships and networks. If you are able, 
help other people out by doing little things for them (watering the flowers, listening, 
installing a computer program, babysitting …). It is equally important that you should 
ask other people for help when you need it. 
If you have a particular cause that is dear to your heart, then consider doing 
voluntary work outside of your working life. This would allow you to meet like-
minded people, which is always interesting - and not only if you are looking for a 
partner. 
 



Take control of and enjoy your life as a single person, and do things that enrich your 
own life and those of others. Being a quiet person puts you in a position to do this 
well. 

Caring for children 

If you are living with a partner, then you are a family: instead of living alone, you are 
living in an association with someone who is important to you. Children and other 
people may become a part of this family, either on a long-term basis (an elderly 
father, a widowed mother-in-law) or on a temporary basis (exchange students, 
friends, au pairs). 
For a quiet person, the biggest obstacle to be found in the cheerful hurly-burly of 
family life is number 3: over stimulation! The volume and the different sleep 
rhythms of small children - and the social life of older children - can be extremely 
trying and exhausting. Possibilities for spending time alone are often limited. 

Tips for a happy family life  
The suggestions included in the following list are intended to help you, as an 
introverted person, to live happily within and with your family. 
 

 

Strategies for introverts coping with 
family life 
1. Coexistence on an equal basis. In most families, extroverts live together with 
introverts. Within your family, you should make an effort to arrange things in a way 
that is fair for everyone - regardless of where on the introvert-extrovert continuum 
their comfort zone is located. You should take care that the needs of both introverts 
and extroverts are considered equally. It is just as reasonable to want to have a nap 
at noon as it is to want to visit a fair with friends. 
2.Space to withdraw. Find yourself a space where you can feel comfortable where 
you can go to be alone – at least for brief moments. 
It might be your bedroom, a basement room, an attic or your own room. The living 
room is, generally speaking, a room for spending time together in. However, it can 
sometimes be used for relaxation when the noisy ones are asleep or out of the 
house. 
3. Noise level. If you are sensitive to noise, then take active steps to reduce the 
noise level, which will frequently be too high. One thing you can be sure of is that 
there will always be plenty of noise! Here are some specific things that you can do: 
• Insist that everyone talks at “room volume”! Establish a rule that everybody 
talks at “room volume” at the dining table. You could also use this phrase to remind 
family members who tend to communicate at high volume in certain situations to 
moderate their voices. 
• Get people to take time out alone! If there is an argument or someone is 
throwing a tantrum – typical high-decibel nightmare situations – you can remove the 
stress from the situation by getting those involved to go to different rooms. After all, 



it is impossible to talk anything over when people are angry. The issue should, 
however, be discussed later, once things have calmed down a bit. 
• Make use of technology! In our family, we have earphones for the television, 
so that mother, who is introverted and sensitive to noise, can sit next to her husband 
and son and read her book whilst they watch “The Simpsons”. 
4. Babysitters. For introvert parents, babysitters are crucial to survival - whether 
they are grandparents, teenage neighbours or a kind niece. It is very worthwhile to 
take time to arrange for someone to baby-sit, as it relieves some of the burden of 
parenting. It can also be a good idea to arrange for a babysitter not because you 
want to go to the theatre or to an event with your partner, but because you simply 
want a little peace and quiet. The babysitter could, for instance, take the children to 
the cinema, to a museum or to a play park for an hour or two. One incidental bonus 
is that you will be particularly well aware of your love for your children after you 
have taken a break for a little peace and quiet, and will be visibly more relaxed 
yourself. If your finances are limited, then you could make an arrangement with 
other parents involving babysitting their children in return – another kind of 
successful networking… 
5. Food for thought. This is something that, as an introvert, you will need as a kind of 
compensation to prevent inner life from being overwhelmed by the stress of day-to-
day life, particularly in the busy stages of family life. In your place of work, keep up 
with events. Make sure that you have plenty of good books, interesting films, 
exciting blogs to read and real conversations about subjects other than measles and 
choosing a school. You should also make a point of meeting up with people who do 
not have children. 
6. Sport. Sport is good for all of us, regardless of who we are living with. Find a sport 
that suits you – and that you can pursue alone. This has two advantages: it keeps you 
fit and it charges your batteries! Most of the following sports can also be done 
together with friends and family if you wish: visiting a fitness studio, gymnastics, in-
line skating, jogging, Pilates, cycling, swimming, sailing, surfing, Tai Chi, diving, 
walking, rambling, yoga. 
 

An introvert or an extrovert child?  
Just like adults, children have personalities - although it should also be said that their 
personalities change and grow more defined as they mature. Even babies respond to 
their environment and to people in different ways according to whether they have 
an introvert and extrovert personality. Children will also have a loosely defined 
comfort zone on the introvert-extrovert continuum as described in Chapter 1. If you 
have children or live with children, you will be better able to support them and to 
promote their development if you know what introverts and extroverts respectively 
need in order to feel at ease and to thrive. For young introverts in particular, it is of 
immense value for their own strengths and preferences to be understood, in a world 
in which it is the extroverts in school and kindergarten classes who are seen as 
“cool”. However, it is also good for extroverted children to learn at an early stage 
what their advantages and difficulties are. 



Assessing your own child 
In order to be able to do this, you only need to have an approximate idea. Have a 
look at the overview on page XX. If your child is older, then he or she could also 
complete the preceding text. For children as for adults, extreme introversion or 
extroversion is rare - it is more likely that their comfort zone lies somewhere in 
between, with a mix of qualities and a tendency toward one or the other personality 
type. Once you have found out whether you have a young extrovert or introvert on 
your hands, simply choose the appropriate section below. 

Bringing up an introvert child 

Personal experience of an introvert child 
I have plenty of experience with introverted children: after all, I have one myself! Mr 
Son (that is what I call him on Twitter and on my blog, so I will stick to it here) is very 
definitely a quiet person. Ever since he was small, he was noticeably different from 
his more extroverted contemporaries. He never liked large groups or crowds, and 
even at an early age he took a lot of convincing to go to a children’s birthday party. 
On the other hand, even when he was attending kindergarten he impressed me with 
his rich inner life - and with an insight that surpassed that of many adults. 
When he was six, my son said politely that he didn’t want to go to carnival 
processions and St Martin’s day parades: the music was loud and bad, and there 
were too many people. When he was eight he read that a vegetarian saves the lives 
of 100 animals a year - and stopped eating meat on a long-term basis. After school, 
he would spend a good hour recovering from the hurly-burly of the classroom with 
his friends Bach, Beethoven, Chopin and Rachmaninov on the piano. He has only a 
few friends, but they’re great. And yes, I am incredibly proud of him… 

Tips for handling an introverted child 
The overview that follows is the result of years of research, many discussions and 
deliberations, and, of course, a lot of love. If there is a part of this book that has 
been particularly well tested in practice, then this is it! 

 

How to provide support for an 
introverted child 
1.  Make sure that your child has the space he or she needs 
Quiet children often need a place to be alone and to recover, even at a very early 
age. Preferably, this should be their own room, or – if this is impossible because of 
your home or the child’s siblings – there should at least be a place without 
disturbances that “belongs” only to your child for a sufficient amount of time in 
everyday life. 
If your child is going on a trip – a class trip, a holiday or a special event – then you 
could discuss with him or her how he or she might be able to withdraw from time to 



time if necessary. Let your child have time to observe before taking part in a group 
activity. 
“Space” also means space away from other people. Respect your child’s “alone time” 
and always knock before you enter his or her room. Find out how much physical 
closeness (cuddling and sitting close together in the car) is comfortable for your 
child, and respect his or her comfort zone. 
2.  Create rituals to make “taking time out” easier. 
The more you include regular time out sessions in the timetable and the more 
normal they are, the easier it will be for your child to take advantage of them. Rituals 
- things that are always done in a similar way, for the same reason - can be of great 
help in this. Here are some examples: 
Ritual when on holiday: plan a restful time to follow an active time –after a visit to 
the market, plan a day spent reading and, after swimming in the pool, tea and 
biscuits. 
Rituals for events away from home: get your child there in good time (not at the last 
minute!) and play a game together: Can you find a place where a person could 
escape from the hurly-burly and relax for a while? Involve your host in this if 
necessary. 
Rituals for everyday life: when he or she comes home from school or from 
kindergarten, sit comfortably at the table with your child while he or she enjoys a 
glass of his or her favourite drink and something tasty. No barrages of questions! 
(And I say that as someone who is notorious for asking questions …) 
3.  Help your children to discover their own needs 
Find out what “feels right” for your child in certain situations – particularly when the 
usual ideas are more extrovert-orientated. A birthday party, for instance, need not 
be a big bash with lots of children. It could be a day by a lake with a best friend, with 
a picnic and cake. 
If your child is visibly stressed in a difficult situation, or simply throws a tantrum(this 
also happens to introvert children!), then try to stay as calm as possible yourself 
(breathe, and, if necessary, move away). Once your child has calmed down, review 
events. What happened? What could you do to make sure it goes better next time? 
It is helpful if you listen accurately (“so, you thought that Mark didn’t want to join in 
with you, and so you…”) and ask open questions - questions containing a question 
word beginning with “w” – and that ask for a explanation rather than a decision: 
“How could you make it so that all the children want to join in the game?” 
Introverted children are generally good at finding out what they and what others 
need. 
As for you personally, be careful not to make judgements concerning your child’s 
needs. This can be difficult if you are a quiet person yourself and find the situation 
trying. In your own way of living, you should try to show your child how he or she 
can discover his or her own needs by asking questions like “What can I do?”, “What 
do I need now?” If a quiet child holds back in family discussions, then ask for his or 
her own opinion. 
If your child’s siblings are more extroverted, then make sure that affection, time 
spent talking and decisions are fairly divided. The sooner children learn that different 
ways of communicating and different ways of living can be successful, the better! 



You should also show your child that he or she can make contacts in his or her own 
way. The best way you can do this is by example: if you yourself interact in an easy 
and relaxed way with family members, friends and acquaintances (and if, when 
necessary, you withdraw to be by yourself in a similarly relaxed way), then your 
quiet child, who will be inclined to be observant, will take this on board. If necessary, 
help your child to find playmates who he or she can get along with. 
4.  Acknowledge your child’s particular talents. 
This piece of advice goes beyond what has already been said under point 3. 
“Recognising”, in this case, means making a conscious effort to put into words the 
strengths that your child possesses. Have a look at the list of typical strengths of 
quiet people. Which of these can you see traces of - or the full-blown development 
of - in your child? To be significant in the long term, recognition of this kind should 
be specific. Instead of saying “you’re always so sensible!”, it’s better to say: “I think 
it’s great that you checked how deep the water was before you got in!” 
By doing this, you can also help your child to develop a greater self-awareness and to 
overcome doubts. Introverted children are more likely to doubt themselves than 
extroverted children, and are quick to judge themselves harshly (“I’m a loser”). You 
should therefore try, as far as possible, to avoid transmitting your own stress to an 
introverted child - for instance, by being impatient or by creating pressure - as he or 
she will probably feel that it is his or her own fault. If you accept and support your 
quiet child’s individual way of doing things, it will help him or her in the long term: it 
will help him or her to avoid being stymied by that critical inner voice. 
5.  Support your child in his or her school life 
Quiet children tend to go unnoticed in a school class. On the one hand, this means 
that they cause fewer difficulties for teachers, but it also means that teachers tend 
to give them less attention than those of their classmates who are better at making 
themselves heard. This can be a problem in terms of, for instance, marks given for 
oral performance, which are less objectively measurable than marks given for 
written work. A quiet child is easily seen as passive, and also does not make as much 
a contribution as he or she might in group work. 
You can avoid these problems by keeping up a dialogue with teachers. 
The brains of introverted children may take longer to process things, owing to their 
longer neural “wiring” (see Chapter 1). On the other hand, they frequently think 
things through more thoroughly than their more extrovert classmates, and tend to 
concentrate for longer. Simply make people aware of what your child achieves 
outside of school: in sport, music, in reading, socially … 
Last but not least: you should give your child plenty of opportunities to learn the 
kind of communication required at school in the safe setting of home: this might 
involve discussions around the dining table, requests for more pocket money, 
conducting a project about endangered animals in a small group… 
 

Are introverts late developers? 
Finally, a word of reassurance. In studies concerning quiet people, many 
psychologists mention that they tend to be disproportionately “late bloomers”. 
Much of school life, with its class situations and group pressures, is such a strain on 
quiet children that they do not always realise their full potential. The good news is 



that once young people are able to relate to their own needs and inclinations (in 
terms of accommodation, study subjects, fields of work and social life), they 
frequently experience a real “boost”, becoming happy and successful in their chosen 
activities.  
If you yourself are a quiet person, then an extrovert child may be a challenge. 
Because this book is intended primarily for quiet people, the following overview 
gives special emphasis to issues that might cause friction. 

Bringing up an extrovert child 

 

How to bring up an extrovert child 
1.  Make sure that your child has people to talk to 
Extrovert children flourish when they are able to communicate their ideas  and 
impressions to others: this is where they get their energy from! An  introvert 
friend of mine was recently telling me about her son: “I love him –  but when 
I’m with him it’s like having the radio switched on all the time. He  just says 
everything that comes into his head. It drives me mad sometimes!” If you yourself 
are introverted, the point of this first item is to relieve you personally of some of the 
pressure. As a mother or father, you should of course be there for your child to talk 
to - but it is better, both for yourself and for your child, if you are not the only one! 
Extrovert people find it easier to develop their thoughts if they are able to articulate 
them. You will therefore be helping both yourself and your child if you encourage 
him or her to make friendships and contacts with a number of communication 
partners: let your child invite friends to the house, let him or her stay the night with 
friends and relatives and take him or her along to any special occasions and events 
suitable for children. 
Do not be surprised if even an extroverted child goes through phases of being 
withdrawn. This is a normal part of childhood development, and does not mean that 
your child is turning from an extrovert into an introvert. 
2.  Encourage your child to evaluate experiences and impressions 
Because of the “short routes” in the brain (see page 30), extroverted people tend to 
react quickly and impulsively. On the one hand, they can switch quickly from 
performing one activity to performing another; on the other hand, they are more 
easily distracted. Use your own strengths to help your child to hold back once in a 
while and to reflect: what exactly is happening? Who wants what? What possibilities 
exist for solving the problem? How can this situation be improved? 
You should also proceed in this way if you are annoyed by something an extroverted 
child has done. What is it, from your point of view, that went wrong? (Your child 
kept ordering a friend around who had been invited over to play.) What should your 
child do? (Apologise and plan a game for next time that is fair to both of them.)  
In this way, your child will gradually learn to collect more information from his or her 
own actions, to modify his or her behaviour and to explore his or her freedom to 
make decisions. These are important steps on the road to maturity. 
3.  Find space for differences 



If you are a quiet person living with an extroverted child, then this may be a strain, 
or even frustrating: your needs – in terms of favourite activities, intimacy, needing to 
talk, regulating the day – are probably very different. This makes it all the more 
important that you learn to cope with your differences – and that your child learns 
to do this too! 
Good communication is an important part of this. Explain to your child that you (and 
other introverted family members) need some peace and quiet from time to time, 
and that you are happy with having other children in the house only so long as there 
are not too many of them and they do not come too often. Conversely, you should 
also recognise the needs of your child, with his or her own individual temperament. 
Here are some examples of everyday situations: 
- Visiting plan: decide on “visiting days” and “peace and quiet days”. If your child has 
a lot of friends, come to arrangements with the other parents: taking turns and 
sleepovers or even arranging together for a babysitter for the day so that you 
yourself can actually go on a quick visit to the library or get a little relaxation… 
- Stimulation: an extrovert child likes to have plenty of material things to do, and 
thrives on attention and praise. You should simply give your child plenty of 
challenges: projects or tasks that are in line with his or her interests. This might be a 
puppet play, a circus, a series of interviews or a home art exhibition… 
- Space: organise quiet times when your child does something that can be done 
quietly, and when you can take some time for yourself. If your child wants a big 
birthday party with lots of friends, then it does not necessarily have to take place in 
your home! You should also set parameters for your own involvement in talking or in 
activities - that, for instance, you cannot be expected to be on hand all night to 
answer questions for the school project. Instead, make an appointment lasting an 
hour. If your extrovert child likes to have the television on as background noise while 
he or she does his homework, turn it off. 
4.  Recognise your child’s special talents 
For an introverted child and an extroverted child alike, this piece of advice is the 
same. Recognising, in this case, means making a conscious effort to put into words 
the strengths that your child possesses. What strengths does your child possess? 
Make them visible! Specific recognition is particularly important for an extroverted 
child. Don’t say: “You’re so good at speaking in front of other people!” Instead, say: I 
heard you explaining to your friends how the game goes. Everyone could play right 
away because your words were so clear and because you found such good 
examples!” 
Bear in mind that extroverts need recognition from others. For an extrovert child, it 
is particularly good if you emphasise the positives: how well he or she has done his 
homework, what a nice Mother’s Day gift he or she gave, how much a phone call 
meant to a friend… 
5. Encourage a longer attention span 
When it comes to schooling, extrovert children generally have few problems with 
oral work or with group work. What they do find challenging is concentrating on a 
subject for a long period of time by themselves: during a quiet working session or a 
class project, but also where it comes to doing homework. 
It is possible to train children to concentrate better. Show your child how to divide 
larger tasks into smaller steps. Praise him or her when he or she completes an 



extensive task. Let your child switch between different activities – But only after 
spending a certain amount of time on an activity, which you should try to gradually 
lengthen. Alternatively, turn it into a kind of sporting competition: how many maths 
problems can your child solve in 20 minutes? This kind of friendly challenge is a 
particularly good way to motivate extrovert children. 
 

Living with both the strengths and the obstacles 
The sooner your children learn to recognise their strengths and obstacles, and the 
more they feel accepted and loved as they are, the better it will be for their future 
lives. Growing up in a family where the traits of all family members are given plenty 
of space and respect is a good preparation for adult life - for social interactions and 
for living with oneself. 

 

Key points in brief  
• Sharing your life with others is enriching for introverts as well as extroverts, 
although introverts may find it easier than extroverts to lead a fulfilling life alone. 
• A quiet person can deploy “introverted person” strengths in looking for a 
 partner. 
• A relationship can be successful with either an introvert or an extrovert as a 

 partner. However, in each case there are different things to take into account 

 and different obstacles to overcome. 

• It is essential to recognise and to respect both one’s own needs and the 
 needs of the other person - in terms of communication and in terms of living 
 together. When a couple see themselves as a team, it is easier to see the 
 differences as mutually enriching. 
 Quiet people living alone may be happy with their lifestyle, but may also run 
 a risk of becoming isolated, stagnated in their personal development. 
 Choosing the right activities and rituals can be a good way to prevent this. 
• Like couple relationships, living in a family with children works best when 
 every member of the family has enough space for his or her needs and 
 temperament. On the one hand, this calls for consideration and a willingness 
 to compromise, but it also teaches people how to understand one another. 
• Introvert and extrovert children have their own special needs in relation to 
 communication and personal development. In bringing up children, it is an 
 advantage for everyone involved if parents know their own personality traits 
 and needs and are able to provide their children with the right support 
 



5.  
Public and human: 

shaping your workplace 
Simon (27) is in the project team in a large pharmaceutical company. He shares an 
office with his colleague Boris. Simon is a quiet person, and works best and most 
effectively when he can concentrate on one thing for a long time, preferably without 
background noise.  
One thing is driving him mad, slowly but surely: Boris is completely incapable of 
sitting at his desk and working consistently, even for half an hour. After a quarter of 
an hour at the longest he either goes over to the telephone or leaves the office. He 
usually tells Simon why he is doing this. Simon is also the first person Boris turns to 
when he is stuck on something: he prefers to solve problems by discussing them 
with other people. Boris’s behaviour regularly tears Simon away from his work, and 
he finds it difficult to get back into it – all the more so as he is usually frustrated and 
cross. Does Boris notice that he is creating a disturbance? Even when Simon plucks 
up courage and raises the matter of working together in the office  (he has tried that 
a few times), it only gets better for a short time. Then Boris slips back into his usual 
pattern. 

We cannot choose our colleagues 
You can only choose who you work with to a limited extent in a professional context. 
Colleagues, clients, management – they all have personalities of their own, and their 
own aims, feelings, interests and foibles. This can be stressful – particularly for quiet 
people, who work best when they are left in peace. It doesn’t affect everyone as 
badly as the quiet and sensitive Simon, who has to share an office with super-
extrovert Boris. 

Introvert success in all sectors 
The converse is: quiet people are not a minority! This means that introverts are not 
just analysts, auditors, researchers and IT specialists. It is true in all sectors that 
introverts are (at least) as successful as extroverts – with their own resources and 
strengths. They are also significantly more successful in some spheres: for example, 
the digital revolution and the development of social networks could not have 
happened without tenacious introvert geeks hammering away at a particular topic. 
(On the other hand, there would certainly be fewer hackers …) 

Introvert success in the normal working day 
This chapter is not intended to replace careers and management or executive 
manuals. Here too, the emphasis is on quiet people’s strengths and needs, but in a 
professional context. The subjects we are dealing with here cover the most 
important questions and pressure points that introverts very often come across in 
public life. How do you work together professionally in teams? How do you manage 
people as a quiet person in a way that you are comfortable with? How do you 
demonstrate your achievements – particularly when you don’t like talking about 
what you can do and what you have achieved? How can you as an introvert use 



channels of communication in a way that meet your needs? The chapter finishes 
with a stress factor that is not very visible, but all the more tangible for that, and one 
that a lot of quiet people have to cope with: How can introverts look after their own 
well-being on business trips? But fundamentally it is about one big question: how do 
you design your communication so that it suits you and makes you professionally 
successful? 
You will find important spheres of professional life such as customer relations, 
negotiating, lecturing in public and communication in meetings dealt with in more 
detail in Chapters 6 to 9.  

Quiet people in teams 

Are introverts incapable of working in teams? 
Quiet people like working on their own and are more intensively occupied with 
internal processes. This arouses the suspicion that they are less good as team players 
than their extrovert colleagues, who can even derive energy from teamwork. But 
that is not true. Some projects would fail without introverts, thus seriously limiting 
some teams’ performance. Certainly two other statements are true. Firstly, 
introverts in teams are easily underestimated, and secondly. introverts often behave 
differently in teams from extroverts.  

The underestimated team player 
Quiet people are quiet – why should they be any different in a team? This quietness 
can also work very well in a group if the quiet team member’s achievements are 
acknowledged. This depends on various factors: on the professional milieu, the 
company culture, the attitude of colleagues and managers – and also on the 
introvert-extrovert make-up of the teams.  
Sarah, an acquaintance, worked until a few months ago for the human resources 
department of a large group of British companies. She and one other introvert 
colleague were clearly a minority as quiet people among markedly extrovert 
personalities. Her very extrovert team leader made it clear to her that she no longer 
wanted her in the team: Sarah seemed too colourless to her, and she felt she 
showed little initiative. Sarah got the message, applied for a better position, and got 
the job. Because Sarah did not communicate them emphatically enough her 
extrovert boss had completely failed to see her qualities – she was an outstanding 
researcher expert in drawing up documents, and had excellent contacts in many 
areas of the business.. The boss did not notice the gap until problems cropped up – 
information channels had broken off, documents were criticised for lack of clarity. 
However, in this case her ex-boss was sufficiently fair to tell Sarah this, and to admit 
that she had not misjudged her.. 

When qualities go unnoticed 
A lot of introverts have the same experience as Sarah: they are underestimated, 
even though their strengths enable them to perform in a way that considerably 
enhances the team’s achievements. So there is something wrong – extroverts are 
not aware of their introvert colleagues’ qualities. But that is only half the truth: the 



fact is that these introvert colleagues themselves do too little to ensure that their 
strengths and achievements are noticed. 

Introvert team work 

Making achievements visible 
So the key question is: how can you as an introvert work and communicate in your 
team in such a way that you and your achievements are appropriately visible? And 
what can you do besides to feel as comfortable as possible with your colleagues – 
and they with you? 

Strategies for good teamwork 
Good answers to this question should meet two conditions: they should consider 
your needs first, and then the needs of the extrovert members of the group (it’s 
simple with the introverts …). The following strategies aim to bring these two points 
of view together.  

 

Communicate effectively in the team: 
you will then be combining your needs 
with the needs of others 
1. Your need: to work alone for a long time without disturbance 
Extrovert need: to work in stages, discuss findings and results and where to go next 
with others. 
Strategy: Create rituals for exchanging ideas and information that you and your 
colleagues can follow, and that will leave you the scope to be able to concentrate on 
your own work as well.  
Suggestions: 
• Get to work earlier, or stay on when the others leave: use this “lonely” time 
to stick at a piece of work for longer.  
• Stay on after meetings to talk things over with the others. Build this time in 
explicitly.  
• Agree with colleagues each day about a time slot in which you can work 
without interruptions. 
• Divide your work into daily portions and break off after a time to talk to the 
others about it. Use email and telephone for this as well.  
• If colleagues appear unannounced you can fix a different time if you can’t see 
them then: “I’m just working on something urgent. Have you time for a coffee after 
lunch? N.B.: This is not appropriate in crisis situations of all kinds! 
• Talk to colleagues about your work. Be specific: “How that client responded 
last week …” This kind of attentiveness goes down very well.  
2. Your need: arranging peace and quiet from time to time 
Extrovert need: arrange discussions with others from time to time 



Strategy: At events or even on ordinary days deliberately build in phases when you 
can talk things over with colleagues. Plan downtime in the same way. 
Suggestions: 
• Treat your work as a theatre stage. Absence requires a certain presence. 
Make opportunities to leave the stage from time to time in order to rest: this could 
be a walk in the lunch break, and in especially stressful situations even a mini-break 
in the toilet cubicle. 
• Arrange to meet someone for lunch. A lot of quiet people like lunching with 
one or two other people. Pay full attention to the people you are with.  
• Miss small modules at events or seminars –one lecture, for example. Use the 
time you gain to relax. 
• To make this easier, find out what the team’s informal rules are: which social 
events and encounters are important? Which aren’t? Act appropriately. This means: 
• Have the courage not to join in with low priority arrangements – for instance 
a drink in the bar after an exhausting day at an event. Make up for staying away by 
joining in with another activity while your energy levels are still relatively high. For 
example, go on the first evening, for example, but not on the second.  
• Suggest activities you like to join in with yourself: e.g. trying out a new café, 
organising a present for a colleague's special birthday.  
3.  Your need: talk less – work more 
Extrovert need: use communication to show you who you are dealing with and what 
impression you are making 
Strategy: Communicate with a clear end in mind. 
Suggestions: 
• Particularly if you like working alone you should collect together all your 
success stories. In writing. That is good for your self-confidence and it makes it easier 
to mention something at a suitable moment, when it will fit in: “I’ve just completed a 
very similar project, namely …” 
• Don’t see meetings as a waste of time – use the information in Chapter 9.  
• Keep in touch with individuals you admire. Use the tips in Chapter 6 for this. 
• Use your powers of observation and analysis: what matters to the people 
around you? What do they like? Show that you have noticed their interests from 
time to time: “Are you still interested in the Botticelli exhibition in Berlin? My sister 
has just been and says it is really worth the trip.” 
• Discover your personal sense of humour. Use it to attract positive attention. 
Exceptions: sarcasm and irony. 
• Help your extrovert colleagues (and bosses!) by summing up key points in 
conversations or stimulate and support decisions.  
• Take responsibility and communicate correspondingly: present the team’s 
results if they are in your sphere. Explain assignments and expectations clearly when 
you are starting on something new or have a new colleague. Approach people if 
something is not working out properly.  
• Make sure your communication is properly focused – be a problem solver and 
not a person with reservations: so say: “How can we make sure that the delivery still 
gets there on time” rather than “That will definitely not get there on time!”. Both 
responses are triggered by the same situation … 



• Ensure that milestones are celebrated: by doing this you will reinforce the 
feeling of working together at a positive moment – and show off the team’s good 
work. By all means invite managers to it … 
 

Introvert leadership strategies 
Are you a quiet person in a leading position? In that case you are in good company. 
There are a lot of very successful quiet bosses! There are reasons for this. In her 
book on introvert bosses, Jennifer Kahnweiler (2009) points out three particular 
strengths that quiet managers often have: firstly, they can effortlessly look beyond 
their own egos for the sake of their sphere of responsibility (in this book: strength 7 
– independence), secondly they are calmly self-confident (here strength 7 – calm) 
and thirdly they are particularly competent socially because they can consider their 
colleagues and their colleagues’ needs (here: strength 4 – listening and strength 10 – 
empathy). Quiet bosses often give active, motivated colleagues the space to 
implement ideas and develop abilities.  
But there are also factors that quiet executive figures have to struggle with: stress, 
missing networks, lack of self-projection and wrong or inadequate impressions held 
by others. This is linked up with quiet people’s preferred modes of communication – 
and also the many and various obstacles you are familiar with from Chapter 3.  

Stepping out of the comfort zone 
When quiet people take up management positions it often means a big step out of 
the comfort zone. Suddenly it is not about tackling a manageable sphere 
outstandingly: they have to use their own communication skills to make various 
departments with all the people in them come and work together like an orchestra. 
If they incline to over attention to detail (obstacle 2), avoiding contact (obstacle 9) or 
avoiding conflict (obstacle 10), then the boss’s chair can quickly become a 
nightmare. The new problems and the new responsibility can quickly start to seem 
diffuse, incomprehensible or chaotic – and as yet they are missing the experience 
that made a lot of decisions easier, and speeded them up, in their former position.  
There are quiet people who firmly decide against a formal executive position (or who 
prefer to go free-lance, so that they can be as independent as possible). That is 
perfectly all right. However, if you are faced with a decision about whether you want 
to rise in the hierarchy, please be sure about one thing: it must not be stepping out 
of your comfort zone that stops you taking the post. As we have already said there 
are some outstanding “quiet” bosses.  
Let’s take a closer look: what makes these quiet bosses stand out as leadership 
figures? The answer is to be found in four basic strategies.  

Executive strategy 1: Build up your self-
confidence 
The background is simple: if you are in an executive position and not convinced 
about your own strengths and abilities you will find it difficult to convince your 
colleagues that you have them. This is because you are emitting too many signals, on 
various verbal and body-language levels, that send out the message: “Actually I don’t 



find myself all that convincing.” This is not an invitation to some King Kong-like 
posturing – and as you are a quiet person you surely wouldn’t stoop to do it anyway? 
But you should and could cultivate a sense of healthy self-confidence. Practice daring 
to so something: make yourself aware of your strengths and accept your weak points 
without compunction – regardless of how people around you react. Self-confidence 
and self-knowledge are closely linked.  
You will reinforce your self-esteem by regularly asking yourself: what did I do really 
successfully today? What strengths was I able to deploy? 

Keep a success diary 
A lot of quiet people are very self-critical because they are constantly evaluating 
their behaviour, the way they communicate and their thoughts, and processing all 
this internally. Are you one of these? If so, it would help you to direct your thoughts 
towards furthering your self-esteem by asking some concrete questions. Ask yourself 
every evening: what did I pull off well today? What strengths was I able to deploy? If 
you want to reinforce your self-confidence particularly effectively, keep a diary 
about these successes, and make an entry in it every day. you will soon notice your 
perspectives changing and your self-confidence increasing.  
If you think you should work harder on your self-confidence it would probably help 
you to have some specific coaching with a professional expert at your side.  

Executive strategy 2: Pay full attention to the 
person in front of you 
This second strategy is directly connected with empathy (strength 10), but also with 
strengths such as concentration (strength 3) and listening (strength 4). It shifts the 
perspective from you to the people around you – to your superiors, colleagues and 
co-workers.  
Introverted superiors can make an increasingly strong impact by concentrating their 
attention directly on their opposite number. This shows particularly: 
in being able to see your opposite number as a person, not necessarily from a 
professional point of view (the sick child, the favourite holiday venue), 
• by being able to conduct a conversation with substance, 
• by being able to listen without prejudice (in other words without instant 
 evaluation or a critical attitude) and to maintain discretion, and also 
• by being able to take other people’s opinions seriously without taking status 
or  dominance into serious consideration, and to include them in your own 
 considerations.  

Create a strong presence through empathy 
An attentive executive can radiate a powerful presence. The first executive strategy 
is not sufficient for this: people who rely on self-confidence alone and remain 
inward-looking are not necessarily effectively present – they are not connecting with 
the world around them, even if they pay attention to the social rituals of the 
exchange of views and information. We can all sense whether someone is listening 
to us with genuine interest and giving us undivided attention. 
A boss who is attentive to her superiors, colleagues and co-workers in this way has 
several advantages: has easier and better access to information because most 



people like speaking to her and trust her. She finds out what motivates her team 
members by knowing what matters to them: more time at home, a pay rise or an 
exciting subsequent project. She knows who is best for a particular job and who 
could benefit from mentoring or coaching. In short, she is completely in the picture. 
And the employees feel looked after and noticed.  

Executive strategy 3: Be sure to have a good 
overview 

Always keep an eye on company aims 
Good executives look beyond the next project. They have a comprehensive grasp of 
their company’s aims and of their department’s role and capacities. This means that 
they can distance themselves from everyday business and enables them to act 
flexibly and change their plans quickly (unexpected things happen all the time!) and 
fix priorities (there is always too much to do!). 

Planning: the introvert’s forte 
People who plan their department’s aims and development also gain an overview – 
even when only part of the plan can actually be implemented. Planning is the forte 
of many quiet executives, and fits in with their strengths: it is best done in writing 
(strength 9), with a detailed analytical review and a division into sub-aims with set 
priorities (strength 6), and with a clear view of essentials (strength 2). Tenacity 
(strength 8) also helps to meet the planned targets.  
If you follow the third executive strategy you will notice three things: firstly, you are 
effective. Secondly, you find it easier to motivate other people, fix aims and targets – 
especially when you also have executive strategy 2 under your belt. Thirdly, you will 
find it easier to communicate with your superior about your area of work and to 
push for decisions or speak up for them: you will start to be seen as an executive 
who knows exactly what she is doing. Which is true, of course! 

Executive strategy 4: Brush up your ability to 
conduct dialogue and deal with conflict 

Keep an eye on communication in the team 
As an executive, you are not only responsible for meeting productivity targets and 
making sure that the work is done. Another one of your jobs is to keep an eye on 
communication: how well are your team members working together? How well are 
the other executive levels and working units in touch with each other? Who ought to 
get together with whom? Anyone who doesn’t ask questions like these will soon be 
facing difficult consequences: conflicts escalate, radio silence results in loss of 
information and possibly resources, people failing to exchange ideas creates 
misunderstandings or leads to the formation of cliques.  
This management strategy relies on your social skills. We shall show next where its 
opportunities and advantages lie, under the headings dialogue and conflicts.  
Management by walking around 



For about thirty years the Americans have had a beautifully vivid term for successful 
dialogue set up by a management team: “management by walking around.” The 
principle is simple. When you are walking around be sure that you can keep meeting 
the people that surround you professionally and communicate with them. As a quiet 
person you will find it particularly pleasing in this context when you meet just one 
person, or at least only a few. You will also get to hear more – more can be talked 
about by just two people or in a small group than in a full team meeting.  
So get yourself on the move: meet superiors, colleagues and employees where they 
work (or eat!). Use business trips, lifts, times when you are waiting with other people 
and social occasions to get into conversation. Use executive strategy 2 and pay full 
attention to whoever you are talking to. Be an approachable boss! 
Practise management by walking around. 
You will achieve two things by “management by walking around”: firstly, you will find 
out more. About atmosphere (among other things about conflicts and bullying; see 
below), news and surprises, confidential and private matters, potentials and 
problems. Secondly, you will become an astonishingly popular manager – and you 
will be seen as a person with a finger on the pulse of the business. After all, what is 
that pulse other than things that concern the people around you?  

Conflict 
Conflict is completely normal. People are different – different in what they feel, want 
or do, in their habits and idiosyncrasies. One thing is absolutely true of all manner of 
working contexts in which people (in other words colleagues, clients and business 
partners) of different generations, traditions and cultures come across each other: 
personality differences often lead to conflict if there are disagreements. The two 
office colleagues Simon and Boris that you met at the beginning of the chapter differ 
in areas that clearly have conflict potential.  

Conflict can mean opportunities 
But disagreements alone do not necessarily lead to genuine friction. They can be 
recognised because they become an emotional burden to the people involved and 
impact negatively on the workplace. Conflicts carry a risk: if they are not addressed 
and dealt with they do not go away, but grow – and so do the sense of burden and 
the negative impact. Serious conflicts can completely cripple a team’s ability to work 
together. But if conflicts are addressed and discussed they also offer opportunities: 
then a conflict can be a seismograph for trouble, measuring “communication levels” 
and thus helping to improve communication, but also situations, processes or 
general behaviour. And this improvement is another job for management. 

Address conflict actively 
For these two reasons – possible damage and possible improvement – executives 
should be able to deal with conflict actively and to adapt their communication 
strategies to the personality differences – in other words to suit Japanese and French 
people, trainees and senior management, and of course introverts and extroverts. 
You met Simon and Boris at the beginning of this chapter. Their boss realised that 
there was tension between them – and defused the situation by giving Simon his 
own little office when the project section moved buildings, and putting Boris in an 
office for two with another extrovert.  



Workplace bullying 
Conflict management also means dealing with workplace bullying. If you keep up a 
proper dialogue with your employees you will most probably come across trouble in 
the workplace. But as a quiet person you will probably find it difficult to talk about 
unpleasant things and to do something about them – particularly if escape (obstacle 
5) or avoiding conflict (obstacle 10) are among your characteristics. Don’t worry 
about it too much: conflict is a minefield for extroverts too! If you want to hone your 
conflict handling skills and expand your repertoire you will find four excellent books 
in the bibliography that will help you with a lot of concrete examples and sound 
background knowledge.  

Making your achievements known 

Why introverts miss out on promotion 
However effective and high-powered quiet people may be at work they usually have 
a problem in one area: they don’t like blowing their own trumpet and are critical of 
“drum-beaters and hot air merchants”. That is one side of the coin. The other side is 
that quiet people are often overlooked for promotion – simply because the decision 
makers do not know enough about their achievements and successes.  

 

Two questions for you: 
What chance do you think you have of implementing the four management 
strategies successfully? How can you improve on the individual strategies? 
[set as 3 columns with each of 3 following as titles to columns.] 
Management strategy 
My abilities 
Approach to improvement 
[set following numbered list in column 1 under heading Management Strategy as 
above] 
1.  Building up self-confidence 
2.  Paying attention 
3.  Gaining an overview 
4. Honing conflict management and dialogue skills 
 

Principles for successful communication at work 
The success strategy obviously lies somewhere in between: you should not beat your 
own drum or become a hot air merchant – but you should make sure that your 
achievements are sufficient and appropriately visible. The following principles will 
help you to communicate your own strengths and successes: 
 



 

Communicating for the sake of your 
career: 5 principles for every day 
Principle 1: Keep your superiors in the picture – and above all, be sure what you 
are doing yourself! 
Write down everything you see as an achievement: sales successes, completed 
projects, solved problems, successful communication with (difficult) colleagues and 
clients. You can easily forget things you don’t write down. Even more important: 
your list of successes will help you if you are often very self-critical. Think about it: if 
you are not convinced about your own achievements – how are other people 
supposed to be? Avoid unduly fierce self-criticism and inappropriate perfectionism 
by listing your achievements objectively. This will teach you at the same time to take 
them into account … 
Look at the list every six months, take a sheet of A4 paper and sum up your notable 
achievements in this period. If you are employed and work to targets agreed with 
your superiors, these targets form an excellent basis – and provide you with 
arguments for a pay rise! Perhaps even more important is the fact that you have a 
complete sense of “your” portfolio of successes. This makes you pay attention to 
what you have achieved, something that is all too often neglected. You are also 
more clearly aware of what you find easy and what interests you. The effect: 
boosted self-confidence! 
You will be most successful in implementing this principle if you know want counts in 
your professional context: 
• what counts as success? 
• what is thought to be particularly important? 
• what skills are particularly required? 
Be sure that the successes you note down fit in with the answers to these questions. 
This principle also works very well with superiors who are inclined to micro-manage: 
make a practice of regularly sending them (e.g. at the end of each week or every two 
weeks) a brief summary of the state of play in current projects, on a single page at 
the most, and it is fine to divide it up according to a particular pattern. Tried and 
tested headings are: title, progress in bullet points, to do, questions to settle. The 
person who receives this information on Fridays can relax.  
Principle 2: Establish contacts with colleagues and superiors 
Achievements show firstly on typical professional occasions such as discussions with 
employees, meetings and lectures. But this “official” communication does nothing 
but provide a platform to ensure that you can be seen, You must also establish your 
own professional network inside and outside your workplace. Go for lunch with 
selected colleagues. Go to informal events like birthday parties. Make reliable 
friends. Management strategy 4 and Chapter 6 will help you to implement this 
principle.  
Principle 3: Show what you are interested in 



If you regularly follow principle 1 you will know what you find easy and what 
interests you. You base possible career progress on this: the best thing is to head for 
where you like working, and work well.  
But the people around you are not clairvoyants. So if you are interested in a 
particular project or field of work you should mention it (casually) to the right 
people. And you will find that easier if you follow principle 2 … 
Principle 4: Take responsibility 
There are a lot of things you can do that are not necessarily “your job”, but that 
show what you can do. Make a conscious decision to go for a particular piece of 
work and take responsibility for it.  
This could mean negotiating with a difficult client whom other people avoid. It could 
also mean speaking to a management committee. Have some points in mind when 
you go to meetings – have them put on the agenda in your name and pluck up 
courage to present the situation as it stands or give progress reports, even if your 
superiors are at the meeting. 
Taking responsibility means being visible: other people notice what you stand for 
and what you are doing. Responsibility also implies risk: you could come to grief with 
a piece of work, and that will be noticed too. But if careers were that easy, anyone 
could bring it off! 
Principle 5: Delegate responsibility 
No, this does not contradict the previous principle. You can only take responsibility 
by delegating certain things that will activate other people and that are no longer a 
challenge to you. Even if you find it difficult: go ahead –delegate to your employees – 
give up responsibility if you believe that the person concerned can handle things. 
The result: good people are motivated when they are challenged – and therefore 
noticed. So you will find it easier to attract good people to your team. This strategy is 
beneficial for you personally because it gives you more time for your own areas of 
responsibility, the ones you classed as important under principle 4.  
But be careful: delegating responsibility has its price as well. It could be that you will 
have to give Joanne some guidance before she can organise the event. This takes 
time. It could also be that Richard cannot handle the presentation, in which case you 
are responsible as well, as his immediate superior. The same is true as in principle 4: 
responsibility also represents a risk. But the possible gains are that your burden is 
eased once Joanne is in the picture and has gained her first coordination experience. 
And when Richard has mastered the art of giving  presentations you will be on the 
winning side as well.  
 

Make use of communication channels 
Telephone and email are by far the commonest communication channels in 
professional life, along with personal contact. Smartphones that also send and 
receive emails mean that we are always available even when not in our professional 
surroundings – or at least a lot of people we communicate with take that for 
granted.  
Most people favour one of the two channels. In my experience, most quiet people 
prefer email to the telephone – for reasons which will become clear in subsequent 



sections. But setting preferences aside: the nature of the matter in hand and  the 
person involved in the dialogue sometimes make email more appropriate, and 
sometimes the phone, so we need both these modes of communication in business 
life. We are going on to address the question of how you, as a quiet person, can use 
them in the best way for yourself and other people. But note one thing: there are 
certain situations in which you should only communicate face to face– for example, 
if you are notifying someone of a pregnancy, sacking an employee or communicating 
criticism. 

Telephoning 
Quiet people and telephones do not always mix. A lot of quiet people feel 
interrupted when the phone rings. This applies particularly to people who like to 
work on a project in long sessions, but it is also true in general: a phone call makes 
you lose concentration, and energy as well – introverts feel slightly pressurised by a 
telephone receiver. There are two principle reasons for this: for one thing, the 
person taking the call has to tune in directly to the caller and what he or she wants. 
This is more difficult than at a face to face meeting because, apart from the 
information gained from the voice (in other words pitch, volume, speed and 
intonation) there is no body language to help with interpretation. Also, an 
immediate response to what has been said is expected on the telephone; unlike 
writing an email, there is no time lapse. This means that quiet people often don’t 
just feel interrupted when the phone rings, they feel hi-jacked by this mode of 
communication. Extroverts often see a phone call as an opportunity to exchange 
ideas in the interim and see it less as an interruption than a pleasant stimulus from 
the outside world.  
For quiet people, a phone call often means stress and a feeling of being helpless int 
he face of a situation. 

Phone calls as a challenge 
Quiet people are also more hesitant when it comes to ringing someone up 
themselves. There are two particular reasons for this. Firstly, introverts are more 
likely than extroverts to worry that the call might be inconvenient for the person 
they want to talk to and be a nuisance – whether it is a client, a boss or a colleague. 
The background to this must be their own reactions to phone calls: if introverts find 
the telephone a disturbance they are likely to feel that other people will react in the 
same way when rung up. Secondly, a phone call is a leap into the unknown if you are 
making it yourself: what if the boss suddenly comes up with an additional matter, or 
if the client you are calling complains about something? What if the colleague wants 
to chat about this and that and the call goes on for ever? It is a particular “toughness 
test” on introverts if they have to ring up someone they don’t know: that is a major 
leap into the unknown. Introverts in call centres are probably genuine rarities … 

Tips for stress-free phoning 
Two questions remain for good office communications: when should you ring 
someone up rather than sending an email? And how do you reduce the stress that 
phoning and receiving calls can so easily cause for introverts? 
 



 

Telephoning: benefits and stress 
limitation 
Ring someone up 
• if you can explain something briefly, directly and rapidly: in that case phoning 
rather than sending an email will save you time. 
• … if you want to tell the person you are calling about something “sensitive” 
that should not be put into writing beforehand (or that could easily be 
misunderstood). The tone of your voice provides additional information, and the 
phone is the most discreet means of communication in this case if you are unable to 
meet personally. 
•  if you need to negotiate something. For example, if you are trying to reach 
an agreement about a sales price, a telephone call is more discreet than a written 
email because of the “sensitive” subject matter. And you will also spare yourself 
constant electronic to-ing and fro-ing until you reach an agreement.  
How to take the difficulty out of phoning 
If you are ringing up yourself: 
Make notes before the call. Write down headings to help you through the call: 
unanswered questions, concerns, points of information – whatever will be important 
in the call. The advantage: you are making use of strength 7, writing, and thus have a 
clear line in front of you. If the phone call is particularly important and/or you are 
particularly uncertain, you can even write down your opening gambit and your 
conclusion.  
You can also use this line if you don’t get through to the person in question and so 
have to leave a message on an answering machine or voicemail. You can’t correct or 
delete a message once it has been recorded. But don’t worry: if you allow for the 
possibility of having to leave a message by formulating headings then talking to a 
machine is much less stressful and means less time for thinking thing over and fewer 
unconsidered words, which make you sound as though you are not on top of things.  
A good answering machine message should be terse. Put the following information 
together as full sentences: 
• your name 
• the reason for your call 
• your phone number  
• what you want to pass on: what should the recipient of the call do? 
• and end up with a friendly goodbye (example: Thank you very much in 
advance for ringing back –Susan Williams”). 
If you’re worried about disturbing someone, say from the outset: “I need about five 
minutes. Is this a good moment?” This question is particularly important if you are 
calling a mobile: you don’t know where the recipient is at the moment. If you sense 
that your opposite number is under pressure, agree on a better time to ring – and a 
time you can manage and handle with a low threshold of inhibition.  
If someone rings you: 



First ask yourself: can I take a call now, and do I want to? It’s sometimes easier to 
decide if you recognise the caller’s number … 
If the answer is 'Yes', keep the call short (unless of course you want to go into 
something in depth). Establish a time frame straight away (“Can we get through it in 
five minutes? I’ve got until ten o’clock.”) – this gives a clear guideline to long-winded 
people at the other end. If you haven’t done this, you can also end the call with an 
eye on the time: “I think we’ve sorted out the most important things. Thank you. I’ve 
got a meeting/an appointment now.” And remember that a meeting with yourself is 
a meeting too. You do not need to be specific … 
If the answer is 'No', let voicemail or the answering machine take a message. ring 
back at a time that suits you – or send an email if you would rather deal with things 
in this way. 
This may seem obvious, but I have often found that it is precisely people who don’t 
like phoning who aren't comfortable about letting the phone ring unanswered. 
Remember this: the telephone is there to serve you, and not vice versa! 
 

Emails 
Quiet people prefer emails as a means of communication for several reasons: first of 
all they are written, and thus fit in with strength 9. They leave the writer more time 
to think and formulate than the telephone. It’s easy to convey any number of figures 
to people in a single message, which makes group communication possible even 
though each individual works alone – a major advantage for quiet people who value 
working in this way. Emails are more comfortable than any word-of-mouth 
conversation is, energy levels are low, because it is possible to communicate and be 
alone at the same time.  

Email as a speedy medium 
And emails have one quality that many introverts can easily overlook: they are fast 
despite the fact that they are written. What I am trying to say is that many 
extroverts do not choose their words very carefully and are quick to press “send” 
rather than reading through what is on the screen. Also, the choice of words in 
emails tends to be less formal than letters, and has a great deal in common with 
spoken communication in terms of style. I am saying this because introverts are 
inclined to take their own careful approach to formulation as a given for people who 
write to them. This means that they can be quick to assume that the words in emails 
mean more than they actually do, so a hastily written sloppy formulation can easily 
seem threatening, and an unduly short answer can seem like a put-down.  
“Speedy” also means that the sender of an email expects a quick answer, as in 
spoken exchanges. So anyone who is slow to reply causes corresponding frustration 
or uncertainty: did my original message get there? 
Emails are written, but they have some of the attributes of spoken communication. 

Lack of non-verbal signals 
There is one key feature of spoken communication that emails lack: they do not 
convey any non-verbal messages. Tone of voice is very revealing on the telephone – 
for example, how important a message is or how seriously people mean what they 



are saying. If we have a person in front of us, we can also see his or her gestures, 
movements and physical attitude – and we build the messages that we see and hear 
beyond the words into our understanding of the speaker’s intentions. This is not 
possible by email. There is only one kind of information category in them: the 
written word alone. Adding in 'emoticons' does not change very much – but it does 
show that the writer sees the complete lack of body language as a deficiency, and so 
puts in some 'Smileys': in other words we seldom express feelings in words – we 
hear and see them in between the words.  

Tending to over-interpret 
Pure text conveys content only, not emotional statements. This makes it all the more 
likely that reflective (introvert) readers can easily be tempted to “read something 
into” a written message: is the reply much briefer than the message sent? This could 
suggest distance. Did an email written to a client as “Dear Mr Wilson” get the 
response: “Hi Mrs Mason”? That could signal a lack of respect. If not much 
information is conveyed, even salutations tend to be interpreted in term of the 
respect and interest they suggest. This can easily lead to misunderstandings and 
false assessments – the recipient reads into the text what he has in mind himself; 
there is absolutely no alignment with the sender’s action (in the form of body 
language signals).  
To sum up: this means do not read too much into an electronic message. Many users 
formulate emails like oral statements – quick, sloppy, and without bothering very 
much about structure and formality.  
If the recipient and the message are suitable for electronic communication, then use 
it. Just bear one thing in mind: however comfortable an email might be – it cannot 
and must not replace direct conversation with superiors, employees and colleagues. 
So be careful that electronic communications do not become a strategy for avoiding 
personal and telephone contact with the people who work around you.  

Strategies for using email successfully 
The panel below is a counterpart to the summary about telephone use on page xxx 
onwards. It will help you to communicate successfully by email: 
 

 

The best way to use emails 
Send an email 
•  if you specifically want to have something in black and white: for example an 
agreed figure, a deadline or the distribution of work in a project. This can 
complement a telephone call, e.g. a negotiation, if you want to confirm a verbal 
agreement. 
• if your own energy levels are low and telephone and email are just as 
appropriate for the matter in hand. 
• if you are sorting out a meeting or a deadline and want all the people 
concerned to have the same information. An additional plus is that an email can be 



sent to several recipients and small documents like agendas, for example, can easily 
be attached – or even better, included in the body of the email. 
• if you are dealing with a recipient you don’t know and are not sure how he or 
she communicates verbally. An email gives you greater security (you have time to 
think!), and does not use as much energy.  
Benefit from the advantages of emails – but do not let them become a substitute for 
direct contact.  
 

In conclusion, one last piece of advice: don’t be available all the time. Fix times for 
telephoning and also for reading and sending emails – how frequently depends on 
your job. You will be surprised how much this simple strategy takes the stress out of 
your day! 

Business travel 

Travel as a necessary evil 
Even though I really love my job, travelling to see my clients is always a necessary 
evil that I accept in order to be able to do what I like doing. The reason is a simple 
one: travelling is stressful for quiet people. 
Business travel is considerably more energy-consuming for introverts than 
extroverts. There is often no chance to be alone, and also the large number of 
impressions and unexpected events drain people’s resources. Here I do not mean 
major disasters. Late trains with uncertain connections are tiring for introverts, and 
so are crowded waiting or refreshment rooms, all kinds of pushing and shoving, but 
above all unpredictable noise levels. Doors banging or conversations in corridors, 
even in good hotels, are among my personal horrors. On trains, earphone wearers 
playing loud music make me go straight for my earplugs as a reflex action.  

Tips: what makes travelling pleasant 
But there’s no getting round it: travelling is simply part of professional life for a lot of 
quiet people. The following recommendations should help to make it easier and 
more attractive for you. I have been collecting them purely for my own benefit for 
some time now … 

 

Travel tips for introverts 
1. Look for means of getting away 
Means of getting away include everything that helps you to relax and above all to 
recharge your batteries from time to time: 
• Plan brief escapes to your hotel room at conferences or seminars. Just cut a 
lecture or a social event for this purpose. Or alternatively, eat quickly and miss 
dessert. Pros even get in an occasional snooze.  
• If you can afford it, travel first class on the train (in the quiet coach!) and 
business class on planes. Just the additional space makes a big difference, and the 
noise level is (usually) lower. 



• Washrooms. I recommend these to nervous readers as places of retreat in 
strange surroundings. A toilet cubicle is a protected area and thus ideal for deep 
breathing without an audience. (Especially if it is clean and well ventilated …) 
• Earplugs also offer a way of escape: acoustically. Always have at least one set 
with you. But I also know some introverts who have gone in for high-tech 
headphones (you know, those good noise-cancelling ones), and swear by them: you 
have your peace and quiet – and besides, people almost never try to speak to you if 
you are wearing them. 
2. Define time spent travelling as a combination of “contact time” and “time on 
your own” 
Of course business trips are also useful for making contacts. But make sure even at 
the planning stage that you also have meals and rest periods without contact. This is 
important for recharging the batteries. When I’m on seminar trips I eat with the 
participants at the most once, and meet buyers, business contacts or friends only 
every second evening. Here the principle you will find in Chapter 6 about networking 
applies: quality rather than quantity.  
Sometimes you will have to defend your “time alone” by refusing to do something – 
for example when colleagues, seminar members or other contacts invite you to 
come with them to a meal or an event. Refuse in a friendly way, but briefly. Don’t 
explain too much. Try “No, not today – but I’ll see you tomorrow. Have fun tonight!”. 
3. Avoid casual conversations on journeys 
Extroverts like to chat to the people sitting by them while travelling. If you are tired, 
this can very quickly get on your nerves – and on top of that you can soon feel 
helpless in the face of the situation. But there is something very simple you can do 
about this: have a few sentences ready so that you can make it clear in a friendly 
way if the conversation or the person talking to you is getting to be too much. Here 
are some samples: 
• “That was a good conversation, thank you” (then look back at your computer 
or a sheet of paper) 
• “I ought to get on with my work now” (and then do so straight away) 
• “Right, I’m just going to close my eyes again for a bit before we land.” 
• “Thank you for your tips – and now I would like to know how this book ends.” 
• “Let’s swap cards, and I’ll get in touch with you again about this information.” 
Sometimes you will meet interesting people on your travels who could well become 
networking contacts. You should be sure to exchange visiting cards on pleasant 
occasions like these so that you can stay in touch after the trip.  
 

 

 

Key points in brief 
•  Introverts are just as capable of working in teams as their extrovert 
colleagues, though they work using different means and emphases. The variety this 
brings into the group can prove very fruitful.  



•  Introverts’ particular needs – working without interruption, having the 
occasional rest, communicating in moderation – can fit in with workplace 
requirements using specific strategies.  
•  Quiet people have a great deal of executive potential. Their recipes for 
success can be summed up in four leadership strategies: building up self-confidence, 
paying full attention to the person in front of you, making sure you have a good 
overview and working on your personal dialogue and conflict-handling skills.  
•  It is important for your career to make your own achievements known. Any 
quiet person can bring this off by communicating purposefully. Five principles help 
with putting this into practice: keep your superiors and yourself informed, build up 
contacts with colleagues and superiors, show what interests you, take responsibility 
yourself and delegate responsibility to others.  
•  Many quiet people prefer exchanging emails to telephoning as 
communication tools. Telephoning is preferable in certain circumstances and it is 
also possible to take a great deal of the stress out of it. Distance from the person you 
are communicating with can make email contact pleasanter, and is to be 
recommended in certain situations. But emails should not be used to avoid direct 
contact. 
• Business trips can use up a lot of energy but can be made more pleasant by a 
few simple means: by spending time alone occasionally, by ensuring time alone 
before and after social occasions and by dealing with people you talk to on journeys 
confidently.  
 

Part III 

How to make your presence felt and be sure you 
are listened to 

6.  
Testing your courage: how to establish and 
cultivate contacts  
We human beings are social creatures. This is why we keep meeting other people all 
the time – not just because there is something to talk about or to be done, but also 
because we simply like being in touch with other people. In principle, anyway. 
Anne (40) needs this sort of informal contact for her work. She is a flexi-introvert, in 
other words one of the socially accessible introverts you met in Chapter 1, and she 
likes handling people. She is in charge of the press and public relations department 
of a of a medium-sized company and likes dealing with a whole range of types: with 
journalists just as much as with colleagues in almost all her firm’s departments.  
Anne works long hours, with a lot of variety and frequent interruptions: people 
appear in her doorway, the telephone rings. And so Anne loves to put her feet up 
with a good book in the evenings and have a rest. But that doesn’t always happen: it 
is taken for granted in her job that she will attend events and also be present at 
various social occasions in the evenings. And it’s also quite clear to Anne how 



important it is to make and cultivate contacts informally. But she still feels after 
evenings like this that she has talked a lot without achieving much.  Only recently – 
at a major conference in Switzerland – she found it particularly tiresome after a long 
day full of lectures to get talking to people she didn’t know in the evening. She 
stayed for an hour and a half, and then went wearily back to her hotel room. 

Cultivating contacts and small talk 
Anne doesn’t get much out of most social occasions and notices that casual small 
talk can easily leave her exhausted. But it is precisely after the “compulsory events” 
that conversation with colleagues and business contacts (and also interesting 
strangers) makes for contact that is more relaxed than during the working day. 
Cultivating relationships is central to small talk – even when it seems to turn around 
food or the new offices. Personal and professional networks are not built up during 
the official programme of an event. Genuine contacts come from conversations with 
the people you are sitting next to, during coffee breaks or when having a beer 
together in the bar, long after the lecture hall is empty.  

Exchanging information unofficially 
But the silly thing is that when extroverts crack open a bottle of wine after the long 
keynote speech and subsequent discussion; are already arranging to meet each 
other for breakfast or holding mini-conferences in the corridor that introverts prefer 
to use these “unofficial” time slots to rest after all the hubbub or to go jogging on 
their own. I keep recommending short spells of time off in this book, but they too 
should be used sparingly. Otherwise they can create a personal disadvantage: 
opinions are tested against each other on all these informal occasions, decisions 
considered, alliances formed. It is away from the conference room and your desk 
that you show how well you fit into the team. And you will also gain access to 
information that you would not have till later officially. Or not at all.  
Building up relationships is a required professional skill. 

Building up networks in your own way 
The ability to take advantage of social occasions, master small talk and build up 
networks is just as important for introverts as for extroverts. But there is one 
essential difference: extroverts like all these activities and the stimulation that 
comes from them. But introverts often find them stressful and find – see above – 
that informal conversation is not much fun. Every network has to be cultivated, 
expanded and sometimes repaired as well, so that it can fulfil its function. This 
requires a certain amount of single-mindedness and the investment of time, energy 
and possibly also money. But introverts can also make these investments 
successfully, and enjoy doing so – provided that they run the networks in their own 
way. In concrete terms, this means: networking for quiet people is different in 
quality, and also has different goals. Introverts like Anne are not so bothered about 
stimulation. They are not only perfectly happy to have lunch on their own, but 
actually relish the time to themselves. And they don’t need a large circle of 
acquaintances either, but are quite content with a few really good contacts. What is 
important to them is the quality of a relationship: it needs to be long-lasting, and to 
make personal sense to them.  



A contact that quiet people value has to be long-lasting and meaningful. Quality is 
more important than quality. 
There is a kind of networking that quiet people find pleasant that accommodates 
these preferences. It is suitably different from the kind of contact development that 
extroverts prefer. This chapter deals with this particular kind of introvert networking.  

Cultivating contacts: networking 
Networking covers everything concerned with the topic of contacts: we all live in 
networks of relationships, privately and professionally. We know people – and 
people know us. We meet in families and circles of friends, in sports clubs and while 
having a drink with a regular group, in professional associations and Rotary clubs, at 
receptions and conferences. Networking can happen whenever you are not alone: at 
a family celebration, a party, your daughter’s swimming gala or in the checkout 
queue when shopping. To cut a long story short: all networking activities are about 
deliberately establishing and cultivating contacts.  

A place for exchanging information 
Networks are not cliques or conspiracy clubs (though there are institutions that are 
difficult or impossible to access). Basically they are huge locations where information 
can be exchanged. We live in a world that offers us a lot, and also requires us to 
make a lot of decisions. That is why we are happy to listen to people who make it 
easier for us to decide – for example when we are looking for a doctor or an 
accountant, a graphic designer or a good babysitter. This also applies to people 
responsible for staffing: networking expert Monika Scheddin estimates that 85 
percent of all management job appointments are made via contacts – in other 
words, they go to known people who have been recommended.  
So what we are talking about here is encounters with people that you associate with 
and stay associated with voluntarily. Sometimes these people are organised and 
linked by a common interest – for example in a group representing certain interests 
or at a sports club. But networks are quite often not regulated formally, for example 
a group of neighbours or of friends from college or university who meet up once a 
year. Both introverts and extroverts benefit from these more or less close 
connections via networks. They can offer guidance (access to information, 
professional prospects, support and further training, comparison with colleagues, 
advice and feedback from competent people of a like mind) or platforms (initiating 
co-operation and business contacts, making your own performance visible).  

Benefiting from networks 
Networks can also take some of the strain, for example by relieving you of a project 
that is too far beyond your key skills. Or a group baby-sitting arrangement! And 
many networks can add to your quality of life by providing shared sport and leisure 
activities, even if they have some relevance to your job: from playing golf to 
mountaineering and from group travel or relaxed evenings by the fire to joint 
cooking activities. There is one thing all joint networking activities have in common: 
they offer mutual benefit to all active participants.  
The key question: how can you as a quiet person network in such a way that suits 
you and enables you to use your strengths? 



There are many clever guides to the subject of networking. I want to ask one 
question again here: how can you as a quiet person network with an eye to your 
strengths and needs – in other words, in a way that suits you? I’m restricting myself 
here to strategies that offer an answer to this question. You can work out your own 
plan at the same time: you will find questions after every strategy that will lead you 
step by step towards your own personal networking activities.  

Strategy 1: set yourself clearly defined aims 
Your analytical skills (strength 6) will help you when you are planning with a definite 
end in mind, but so will reducing things to essentials (substance, strength 2) and 
your ability to concentrate (strength 3).  
 

 

Two questions for you: 
1. What aims are you pursuing with your networking activities? 
 [2 columns] 
[first column] 
private aims 
hobbies (including sport) 
easing the burden (e.g. support) 
personal development 
shared experiences 
new stimuli 
[second column] 
professional aims 
contact with colleagues 
sharing information 
help, additional training 
comparison with others 
new career prospects 
2. So which networks are of interest to you? 
Formulate your answers as precisely as possible. 
[set as 2 columns under following headings] 
[first column] 
private networks 
[set 5 blank lines --------------------] 
(e.g. societies, initiatives, friends) 
[second column] 
professional networks 
(e.g. organisations, clubs, close colleagues) 
[set 5 blank lines --------------------] 
Now try to draw up a ranking table: number the networks you have listed in each 
column separately according to their importance – so the most important private 
and professional networks get a 1, the next a 2, and so on … 
 



When you have filled in this box with your answers you will know where it is worth 
your while to invest your energy and other resources.  

Strategy 2: define your resources 
As a quiet person you are particularly well aware that the resources that matter for 
the networks are not limitless. So it is all the more important that for this second 
strategic step you make a conscious decision about how much time and energy you 
want to “spend”, and on what.  
 

 

Two more questions for you: 
3. Which of the following resources can you, and do you want to, invest in your 
networking activities? 
private networks professional networks 
time:................ time:....................... 
(per day/week/month?) (per day/week/month?)  
You need time for things such as attending events, cultivating contacts, 
communication and for (honorary) posts 
money: …...... money: …...... 
(per day/week/month?) (per day/week/month?) 
You need money for things such as membership fees, travel expenses, board and 
lodging and also attendance fees. 
4. Now allocate things more specifically: what proportion of your time and money 
do you want to invest in each network? Under “use” state what exactly you will 
use each of them for. 
At this point you should take into account the priorities you set earlier under 
strategy 1, (question 2): the more important the network, the more resources you 
should invest. 
private networks professional networks 
network: ……. use: …… network: …… use: ……. 
time: ……. money: …… time: …… money: ……. 
network: ……. use: ……network: …… use: ……. 
time: ……. money: ……time: …… money: ……. 
network: ……. use: ……network: …… use: ……. 
time: ……. money: ……time: …… money: ……. 
network: ……. use: ……network: …… use: ……. 
time: ……. money: ……time: …… money: ……. 
network: ……. use: ……network: …… use: ……. 
time: ……. money: ……time: …… money: ……. 
network: ……. use: ……network: …… use: ……. 
time: ……. money: ……time: …… money: ……. 
 



Decide on use of resources 
Strong points such as analysis, substance and concentration will get you through the 
first two strategies in your networking activities without your needing to make an 
undue effort: you decide on your resources, and also how you would prefer to 
deploy them. When you put your plans into practice it is possible that your priorities 
might shift, or you might use them differently from the way you had planned. Both 
of these things are OK: the most important thing is to have a master plan that makes 
sense for you and above all that will give you some ideas about definite steps that 
you could take in your own contact management.  
Let us now move on to two strategies that take account of how you like to 
communicate as a quiet person. 

Strategy 3: introduce people you know to each 
other 

Allow others to benefit from each other 
Let me say once more: most quiet people prefer talking to one or two people rather 
than talking in groups. Their strengths include caution (strength 1), which in its 
restrictive form as fear, or anxiety (obstacle 1) can make establishing a contact with 
completely unknown people feel more like an unpleasant experience. This third 
strategy takes this tendency into account and is as simple as it is effective: introduce 
people from your circle of acquaintances to each other if you think that they have 
something to say and can benefit from each other. 

Make a name for yourself by mediating 
Communicate by using social media (for this see p. xxx ff.) and in conversation when 
one of your contacts has published or achieved something interesting: perhaps a 
book, an interview or an honour such as a prize, for example. This is how to get to 
know your acquaintances better. Making positive references to other people and 
actively establishing connections means that you make a positive impression as well: 
you create benefits for the people concerned and become visible yourself as 
someone who likes drawing attention to others and creating benefits for them. This 
is advanced, ingenious networking. 
Planning your first six attempts at mediation: 
 

 

Another question for you:   
5. Which people can you put in touch with each other: 
private networks public networks 
who:...............who:......................... 
with whom: ............................with whom...................... 
why.................... why........................... 
[[repeat as above 5 times]] 
 



Strategy 4. Ask your acquaintances to introduce 
you to someone 
This strategy complements the previous one and is based on the same principles. It 
too is extremely simple: you ask people you know already to introduce you to 
someone you would like to meet. Incidentally, this strategy works very well with 
high-ranking individuals who are approached by a lot of people: a common 
acquaintance can work wonders here. You can contribute to things working out well 
by thinking up a good way into the conversation. You will find suggestions about this 
in the chapter called “Contacts. Be aware of needs”, starting on page xxx. 

 

Another question for you: 
6. Which people would you like to get to know – and who could you ask to 
introduce you to them? 
private networkspublic networks 
who:.................................... 
person making the introduction:................................ 
why: ........................................... 
[[repeat as above 7 times in both columns]] 
 

Strategy 5: Be consistent 
Good networking thrives above all on one quality: consistency. This means two 
things. 

Persevere in being active 
Firstly, you should be active in a network for a long time. Only then will you become 
aware of the real advantages, and your work on relationships will bear fruit. It can 
easily take one or two years (depending on how frequent the meetings are) in 
networks that rely on personal rather than digital encounters for you to become 
established as a member and build up reliably lasting contacts – provided that you 
actually are active. Non-active members do not establish contacts. So keep at it 
patiently: your tenacity (strength 8) will help you out here.  

Network accounting 
Secondly, consistency means establishing your contacts patiently, and then 
cultivating them. This involves communicating with people you find interesting in a 
particular network. And this in its turn requires you to keep some sort of account of 
the events you attend: Who did you meet? What did you find interesting? What 
information about the person you talked to do you want to retain?  
A lot of experienced networkers use computers to collect this information: this 
works on digital networks such as Linkedin, though you can only list people who are 
active there with contact data. And there are also a lot of contact management 



programmes and apps that you can use, and some email programmes offer contact 
management options. In short: simply try out what appeals to you.  
So you see: the administrative efforts needed are not limitless. Your important 
capital for this fifth strategy is your own systematic analytical thinking (strength 6) 
and the above-mentioned tenacity. So – keep at it, and that includes part seven of 
your own network planning. 

 

More questions for you: 
7 a . Explain how precisely you have recorded the contact you want to establish 
and cultivate until now? 
b.  What do you need to cultivate your contacts even better? 
c.  How can you get hold of the necessary aids? 
d.  How long will it take you to deal with the necessary changes? 
 

Now we have come to the end of this section you have your own first plan, which 
will help you to be able to network positively and “quietly” from now on. Start 
putting it into practice soon! 

Contacts: quiet people’s strong sides  

Quiet contact strategies 
Quiet people have particular strengths that make it easy and pleasant to deal with 
other people. These strengths are a kind of capital in social dealings – and at the 
same time the best starting point for demonstrating the contact strategies that are 
particularly appropriate for quiet people. The thing is that we are all good at things 
we find easy. So let us glance at things that quiet people are usually good at when 
dealing with others.  

Strength 4: Listening 

It helps to keep your ears open 
Being able to listen: that is one of the great strengths quiet people have in 
conversation. Quiet people have to rely less than their extrovert contemporaries on 
responses and confirmation from the people they are talking to. But introverts like 
to collect impressions and information – and the best way to do this is to keep your 
ears open. If someone can listen it is wonderful for the person they are talking to: 
attention is being paid, and so there is a space in which they can express themselves 
without any sense of pressure. What they say is being taken in. Extroverts like to sort 
their thoughts out while they are speaking (while introverts prefer to use ideas that 
have been carefully thought through and precisely formulated – perhaps!). This 
attentiveness does just as much good to them as to another introvert who they may 
be having a conversation with, who can (for once!) express himself without feeling 
under pressure.  



Genuine listening boosts presence 
Listening comes in various qualities. It is at its best when the listener’s ear is open in 
two ways at the same time: firstly, the person it belongs to is unprejudiced in the 
best cases, and curious about what the other person is saying. In other words, he 
does not allow himself to be constrained by prior assumptions or stereotypes, nor is 
he bored. Secondly, the listener has free capacity behind his ears – that is to say he is 
not trying to put what he wants to say next into words while the other person is 
talking. This kind of attentiveness shows best when listening with good, deliberate 
eye contact. But you cannot fake this particular kind of attention while listening in 
the long run: real listening gives you presence and intensity thanks to your ready ear, 
and that is much more than a body language strategy. Learn to appreciate the fact 
that you have this strength: a lot of extroverts have to make a major effort to 
acquire it.  
 
Anne, who you met at the beginning of this chapter, hadn’t really been aware of her 
listening strength till now. In the meantime she has become very skilful indeed at 
deliberately including what she has heard in what she says herself. She does this by 
following up certain points with interest or by actively taking matters alluded to into 
account. Anne has discovered that doing this makes her conversations much more 
intensive – and her contacts too! 
Here are a few examples to help you to use things you hear to establish contacts.  

 

From listening to a genuine exchange of 
views: sample sentences for active 
listeners 
• “You  just mentioned that (you once organised a conference in Leeds with 
this firm). How (happy were you with it)?” 
• “I will have a complete rethink about (our conference in Leeds) – now that 
you have (made such a convincing case for Manchester).” 
• “I keep coming back to what you  just said: (is it really so important to start 
on the planning a full year before)?” 
 

Strength 5: Calm 
It is said that calm is a source of power. This applies to small talk as well. Quiet 
people are easily distressed by, or at least uncomfortable with, restlessness, noisy 
surroundings, or when dealing with people who are on edge. The other side of this 
coin is that they are the very people to introduce calm into an encounter – and an 
ideal atmosphere for a relaxed exchange of views. Calm introverts are able to make 
space for listening, reflecting and talking by slowing the communication process 
down.  



Seeing calm as something positive 
If you are to do this, it is essential that you as a quiet person see calm as a strength: 
if you actually believe that talking rapidly, a very dynamic approach to raising topics 
or a lot of gesticulation are the best things to strive for (incidentally all typically 
extrovert behaviour patterns), then it is difficult to see your own calm behaviour as 
something especially positive.  
I am going to provide you with some evidence to make you believe that a calm 
approach to small talk is something positive.  

Keeping calm is a sign of confidence and composure 
By leaving time for talking and persuading, you show that you are giving yourself 
space and room for manoeuvre. You are not putting yourself under pressure. Status 
signal experts agree that calm people show confidence, composure and high status 
overall.  

Seem single-minded 
But for making this major impact it is essential that everything you do or say when 
discussing things with other people seems single-minded and definite. This is a 
natural way to behave, given real inner calm, and it means that all your movements 
– whether they involve your eyes, hands or feet – have a beginning and an end and 
seem motivated. You are speaking in full sentences and give the impression that you 
know exactly what you want to say. 

Being calm relaxes the person you are talking to 
Extroverts find it easier to attract attention when talking about things. But in most 
cases they are not in the majority. (If you want to experience an overwhelming 
majority of extroverts I recommend TV events. As a rule you will find about 30 to 50 
per cent of people tending towards introversion on social occasions. They find 
talking to other introverts wonderfully relaxing: talking to people who don’t make 
them feel pressurised when exchanging ideas, and are even prepared to wait while 
they pause for thought or have to search for a word. Don’t you find the same 
yourself? In Western cultures, pauses are probably the most undervalued 
conversational resource … 

Taking the pressure out of situations 
A lot of people find small talk stressful. They feel slightly uncomfortable in social 
situations with people they don’t know. Other introverts in particular, but also a lot 
of extroverts, are delighted when someone like you is able to conduct a conversation 
calmly and steadily, and even with some pauses. The calm and pleasant manner 
typical of introverts can create a sense of relaxation and calm in the exchange of 
ideas, and take the pressure out of the situation for everybody.  
This is why extroverts also benefit from calm conversations: they give them a 
platform for exposition, talking, performing. It is important when dealing with 
extroverts for you to make it particularly clear that you are listening: by movements 
around your eyes and mouth, by nodding, with little phatic noises ('fillers'-as on the 
telephone) and by carefully aimed questions. Also be very careful to maintain eye 
contact.  



Keeping calm saves energy 
This third “calm bonus” brings you a personal benefit. If it costs you a lot as a quiet 
person to communicate with other people on social occasions it is a tangible 
advantage to economise on your valuable energy. 

Focusing energy 
Inner calm can help you to do this. You can reduce speed and pressure when talking 
to other people. You can keep things up for considerably longer than when acting 
aimlessly, frenziedly or under pressure. And you are also better placed to focus your 
energy on strength 3, concentration: on people and on situations that you have 
(perfectly calmly!) identified as interesting or valuable.  
 

 

Summary 

How to make best use of your inner calm 
on social occasions 
Make sure that you actually are calm before a social occasion: how we come across 
is due to how we feel - not to the effect we want to make.  
Physical strategies: 
• Take deep, slow breaths to prepare yourself and also during the event. Give 
yourself and the person you are talking to a pause to breathe deeply when you have 
said something important. 
• Use the calm rhythm of your breathing to make your voice sound calm as 
well. This will show in two areas in particular: firstly, in a suitable rate of speaking – 
not too fast, but sufficiently dynamic, and secondly in a deep pitch within your own 
vocal range. Speaking in a deep voice makes a relaxed and confident effect. 
• Sit or stand up straight, so that you feel a pleasing tension in your spinal 
column. 
• Consciously relax your shoulders, elbows and knees. 
• Use your inner calm to maintain comfortable eye contact: look at the other 
person in a friendly and composed way. Here it will be relaxing for both you and the 
person you are talking to if you don’t fix your eyes on a single point in her or his face, 
but allow them to move between the eyebrows and the tip of the nose.  
Mental strategy 1: it’s your choice! 
Keep in mind that you are making a conscious decision and thus a choice: you are 
deciding to be at this event. You are deciding who you will talk to, and for how long. 
You will also decide when you are going to leave. No one will be counting how many 
contacts you make or looking at what you do in the course of the evening.  
Thinking like this will make you act confidently – not as someone who has been 
pushed into it reluctantly. This mental attitude will give you a sense of liberated calm 
even before the event: you are in charge of things and deciding where to take them. 
And by doing this you are also signalling to others that you know exactly what you 



are doing. This will have a positive effect on the way you relate to people and on 
your self-esteem. 
Mental strategy 2: You (and only you!) determine your objectives. 
Establish definite objectives for yourself and then pursue them during the event. 
This will give some definition to what you do and ensure that your calmness seems 
confident and high in status.  
But there is one condition: the objectives should seem attractive and achievable to 
you. So don’t burden yourself with anything that is too stressful for you and/or 
doesn’t even seem worth bothering about. 
As an illustration, here are the objectives that Anne has formulated for herself to use 
at typical events in her professional life: 
• Get into conversation with three strangers who make a pleasant impression. 
• Find an expert on what I am working on at present and ask about two things 
that are bothering me about it. 
• Keep at it for two hours and people-watch as much as I want during that 
time. 
• End a conversation politely if it is getting too stressful. 
 

So you see there really is a lot of strength to be gained from calm. But you have 
other advantages as a calm person making small talk, and in social contexts 
generally. Here is the next strength that you could well have in common with other 
quiet people. 

Strength 6: Analytical thinking 

Evaluate conversations thoroughly 
Quiet people spend a lot of time checking observations against what is happening in 
their own minds. This gets them used at an early stage to filtering what they see and 
hear and then weighing it up – with the pleasing side effect that a lot of quiet people 
have strong powers of analysis. Or to put it more precisely, those of them are who 
are more markedly “left-brainers” according to the distinction made in Chapter 2. 
This is important not just in the fields of monitoring and academic matters, but 
pleasingly for small talk as well: if you can identify the essentials and conversation 
patterns easily, you will also find it easy to develop a conversation further in terms of 
the stage reached and the person you are talking to, and to evaluate information 
purposefully in a number of subject areas. 
In principle, every informal conversation that you enter into on social occasions falls 
into three phases that form a kind of architecture when taken together. Once you 
know what the individual phases are for your analytical approach will enable you to 
deal with them appropriately.  

Analysing small talk (1): phases and their functions 
Small talk does not commit you to anything. It will be clear from the outset 
 whether you and the person you are talking to are interested in going on with the 
conversation. In the first place, this depends on whether the chemistry is right. If 
not, it doesn’t matter: there are lots of potential people to talk to at social events. 
Secondly, whether you continue the conversation or not depends on whether you 



have something to say to each other. Here you can get off to a good start by keeping 
an eye on essentials.  
The following questions will help you to get off to a good start: 

 

What do we have in common in this situation? – We are both drinking the same red 
wine. What does the other person think of it?  
What is interesting about the occasion? – This is my first stag party: my colleague is 
getting married. How does the person I’m talking to know him? 
What would I like to know? – This business trip to Singapore is exciting. But what’s 
the best way to get from the conference hotel to the airport tomorrow morning? 
 

Once you’ve hit on a topic by using this strategy, take the initiative and start up the 
conversation. The advantage of this is that you do not have to react quickly to the 
other person’s remarks, but can take charge of things yourself: with a topic that suits 
you.  

Don't start with a cliché  
“Well, how are you?” is probably the most usual starting point for people who know 
each other. If someone starts off with this question, avoid platitudes (“Fine!” “Not so 
bad!”). Answer positively and specifically instead – in the best case what you say will 
lead to a really pleasant exchange. So say something like “All the better for seeing 
you!” or simply “Peter– we’ve not seen each other for ages!” 

The middle section 
In the middle section you need to keep the conversation going so that it becomes 
pleasant and rewarding for you and the person you are talking to. This doesn’t mean 
that you have to do all the talking. Listen (this is your next strength: see below), or 
ask open questions with a show of interest – in other words, questions that can’t be 
answered with “Yes” or “No” and that can usually be recognised by an introductory 
word beginning with “W”.  
Sample open questions: “What’s the best way to …? What’s happening next? Where 
can I find …? Where do I get …? 
Well chosen questions soon bring a conversation to life. And if you also use a simple 
pattern to filter what your opposite number is saying you will find it easy to keep the 
conversation going if you want to.  
Ask yourself what you can pick out from your opposite number's remarks to move 
things on or to change the subject?  
You can change the subject by introducing sentences like “Apropos of X …” or “As 
you just mentioned X …”  
You should be sure in the middle section to throw in your own comments and 
impressions: you are not conducting an interview, but a conversation. 

Ending the conversation 
An informal conversation can be long or short. The most important thing is that you 
can bring it to an end at any time without giving any particular reason. This comes as 



a great relief to many quiet people: it gives you some room for manoeuvre if you 
find that the situation, or your opposite number, is taking too much out of you.  
It’s easy to end a conversation in a small talk situation. Just say: “Thank you for the 
nice chat. I’ll see you again later.” Or: “I hope we can carry on with this conversation 
soon.” The casual, easy nature of small talk is very much to your advantage in this 
situation: you can cut off the conversation when you want to – without apologies or 
reasons. Even something like “Oh, I’ve just seen an old friend I’d like to say hello to!” 
is completely legitimate: everyone knows that social occasions are about keeping up 
contacts. 
If you feel you want to pursue a contact you have made you could suggest 
exchanging business cards at this stage. I like using cards, as it means that I can make 
a lot of notes later (in my hotel room, for example). This takes the load off my 
memory, and leads into a phase where introverts can be in a strong position: the 
follow-up.  

The follow-up 
A lot of quiet people are particularly good at communicating in writing (see strength 
9). This gives them a definite advantage in written follow-ups after networking 
events. For example, I can offer my opposite number a contact in the Linkedin social 
network (see page xxx) or send him a newspaper article on one of the subjects in 
hand. I can take this opportunity to thank him for the pleasant conversation we had, 
and where possible refer to a detail in the conversation itself: “I remember what you 
said at the Singapore conference. I’ve actually managed to get the Bordeaux you 
recommended from my wine merchant. Many thanks again. As promised, I’ve 
attached … to this email.” 
You’ll find more tips for your own follow-ups on the next page.  

 

Three tips for your follow-up 
1.  Write on paper rather than sending an email – emails are acceptable, but 
letters and cards are getting rare and have the desired effect: people notice them.  
2. Write something that brings some benefit. The person concerned should feel 
he has had a pleasant surprise that he didn’t expect, but can make good use of: a 
link, an article, a tip about a place where he can find something he needs … 
If you decide to send an email, please try to avoid attachments containing a lot of 
 data – these often end up in spam folders. Send a link instead, or if your text 
 isn’t too long, copy it into your email.  
3.  Write as soon as you can. The person concerned will probably remember 
 you clearly for up to four days later.  
 



Analysing small talk (2): The best way to find suitable 
subjects – suitable for you, as well! 

Introverts need substance 
You have just seen how to find topics at the beginning or in the middle of your small 
talk, and also how you can control a conversation. This is often too little for quiet 
people like Anne: they like to have much more substance in their conversations with 
other people, even if the occasion is an informal one and mainly about establishing 
relationships. They like a social contact to give them some opportunities to think 
things over – if they are interested in a person, or that person has some special 
significance for them. Or because an exciting opportunity arises for an exchange of 
ideas about a particular topic.  

From small talk to big talk 
But the actual challenge is to be found somewhere quiet people much prefer: in 
depth. Many introverts particularly like small talk when they manage to turn it into 
“big talk” – in other words into talking about something substantial that interests 
them and facilitates a different kind of discussion. It is ideal if calm is an element 
here too, so that there is time and space to talk things through – with pauses 
between the different phases of the conversation and in a peaceful atmosphere. 
Then discussing the subject matter with a pleasant opposite number can even mean 
that the introvert involved actually derives energy from the conversation, rather 
than investing it – with pleasant side effects such as delight and a sense of profound 
satisfaction.  
“Big talk” is traditionally associated with the notion of true conversation, which used 
to be seen as an important social skill. Today, in the age of texting, Facebook 
postings and Tweets, a lot of people have trouble in becoming absorbed in a 
substantial topic – never mind initiating one. But it is possible to learn how to 
conduct a conversation worthy of the word. People with an eye for what is essential 
(those with strength 2) usually do not find this difficult. And if you make an effort to 
conduct a genuine exchange of ideas you will soon see what a positive effect this has 
on your relationship with the person you are talking to. 

Choosing topics cleverly 
It is simplest in the early phase particularly if you choose a subject – see above under 
“Getting started” on page xxx – when talking to an opposite number you know that 
brings the two of you closer through something you have experienced together: your 
last meeting, your last communication – or simply how glad you are to see him or 
her again. And something on the spot can bring you closer to the person you are 
talking to: knowing the hostess, the route to or from the airport, the choice of food 
in the buffet or the programme for the evening. 

Tips for choosing a topic 
You don’t have to be a philosopher to find a way to go on to something more 
substantial. Rack your brains and draw up a list of topics that meet one condition: 



you are really interested in them. Here is a list of suggestions that you can expand as 
much as you like: 

 

Subjects of some substance 
• Situations that you have been through (possibly together) in which someone 
or something impressed you: the keynote speech (conference) – the famous 
speaker, 87 years old, completely captivated the room. 
• Things that interest you and that you think might interest your opposite 
number as well. Example: the building the IT conference is taking place in used to be 
a chocolate factory. You wonder what common features there might be. 
• Things you’d like to find out more about – especially if your opposite number 
is familiar with them. Network meeting example: ask whether your opposite 
number’s firm has a quota for female employees. What does she think about that? 
• Questions that are in your mind because of certain impressions gained from 
the surroundings you are in: what effect is the background music making? 
 

Contacts: take needs into account 
You have taken the first step after that last section: you know what kind of exchange 
of views works well for you. You can now search single-mindedly for people and 
situations that will make your life more worth while.  
 [table and picture] 

 

A question for you: 

Which strengths help you to get talking 
to people you don’t know? 
I find it relatively easy to turn “small talk” into “big talk”. (Strength 2) 
I am a good listener and can make use of what I hear to keep conversation moving. 
(Strength 4) 
It is easy for me to find inner calm. (Strength 5) 
I have a repertoire of topics that have proved useful for getting things under way. 
(Strength 6) 
I quickly pick up what is important for other people. (Strength 10) 
I am good at responding to people. (Strength 10) 
I have other small talk strengths, namely ........................ 
[7 dotted lines] 
 



It is not always possible to avoid noisy situations 
But you also have to accept that you will sometimes have to talk to people under 
less than ideal conditions. A party with loud music. The tense office Christmas party 
as an annual duty. Or, pure horror for a lot of introverts, including the author: the 
getting-to-know-you party in all its many manifestations, which is actually intended 
for gaining as many contacts as possible. Whatever “gaining” might mean here. 
On occasions like this you can limit the amount of energy you expend to a 
reasonable extent and make sure that you feel as comfortable as possible. That is 
why it is important to know exactly what your obstacles are. Let’s have a closer look 
at this. 

Obstacle 2: Over attention to detail 
A lot of quiet people find small talk situations difficult because they increase the 
tendency to give too much attention to detials. Introverts who tend to see individual 
trees rather than the wood with its pathways, can easily get lost in “chaotic” social 
situations and are also particularly prone to suffering from over stimulation (obstacle 
3; see page xxx). 
So it is all the more important to structure any given situation carefully. The 
following simple strategies will make it easier for you to move around confidently in 
a group of people and to feel sure of yourself.  

Small talk: strategies increasing clarity 
1.  Think “quality” not “quantity” 
 Quiet people have a particular way of creating close relationships between 
 themselves and other people of their choice. Here the stress is on “of their 
 choice”. Instead of forging a lot of contacts with a lot of people, introverts 
 prefer intensive, regular contact with a small number of people. And they 
 then also invest in these relationships. Many introverts find one-to-one 
 conversations more pleasant than exchanging ideas in a group of people. 
 They feel more relaxed with one other person, and the number of ideas 
 coming over stays within reasonable bounds. The given topic is more 
 manageable within these bounds, and it is easier to consider the other 
 person’s point of view: simply because there is just one other person 
 involved. And so: talk to individuals if you can. If you talk to three or four 
 people one after the other at an event, that is a good result if the 
 conversations are pleasant (“deep” rather then “broad”, moving from small 
 talk to real conversation) – and is more likely to lead to a lot of more long-
 lasting contacts than a typical extrovert’s “broadly” based contact strategy.  
2.  Position yourself in the room: 
 At the beginning of the event, look out for various “getaway points”  you can 
 escape to if necessary. This gives the space a manageable structure and also 
 protects you from obstacle 3: over stimulation. Find a seat from which you 
 have a good view of the entire room. If you are looking for new people to talk 
 to, it makes sense to place yourself near the door.  
3. Find some possible people to talk to: 



 contain either an item label or a 'CONT' tag indicating a continuation 
 paragraph, followed by a tab. 
 Look for people who seem friendly (on their own, or in small, open groups). 
 You can also make arrangements with individuals before the event – for 
 example if you feel you’d like to meet them personally after an exchange of 
 emails, or if you want to talk about something specific.  
4.  Set yourself personal targets: 
 Have something definite in mind for the occasion that works for you and for 
 the position you are in at the time: plan to get into conversation with a 
 particular person (e.g. by being introduced – ask someone who knows you 
 both). Or make up your mind that you are only going to stay for a long as you 
 feel comfortable – and then go when you feel like it, or take a break. 

Obstacle 3: Over-stimulation 
Too much at once is too much, and thus harmful. This also applies to good things in 
life: to chocolates, to red wine and also to people. For introverts, “too much” often 
means too much to take in. And that is precisely what over-stimulation is: a situation 
drains your energy because there is too much to take in. That is exhausting, and 
takes the pleasure out of meeting other people. And that makes it stressful. So it is 
not unusual for a lot of introverts to ration social occasions carefully and to choose 
them so that they do not wear themselves out. This is also perfectly legitimate – no 
one is obliged to be with other people all the time. But I am talking here about the 
situation itself: how do you avoid having to use up too much energy too quickly? 

Small talk: anti-over-stimulation strategies 
1. Ensure that you feel comfortable on all social occasions. Don’t put yourself 
under pressure, but take breaks from talking to other people. Two things are 
important here: you should be alone, and be able to relax. There are various 
possibilities: go to the toilet. Look at the pictures on the wall. Sit down quietly with a 
good drink and take a relaxed look at the people around you. Take several slow, 
deep breaths between conversations: this calms you down, provides you with 
oxygen and has the effect of a mini-break. And your contacts will also seem much 
more interesting and immediate if you have “freshly charged batteries” – that’s a 
good start! 
2. Avoid doing several things at the same time. That reduces the number of 
stimuli your brain has to deal with, and enables you to concentrate better on what 
you are doing. This will boost the impact you make as well. So focus on the person or 
people you are talking to or doing something with. Once you have finished this 
particular exchange of ideas, think about your next target – or help yourself to 
something from the buffet first.  
3. Too much noise really drains quiet people’s energy and is a major cause of 
over-stimulation. I have noticed that I and other quiet people are inclined to see 
noise as a kind of natural force about which we can do nothing. The extroverts 
around us don’t have so many problems with volume, so it seems to be just “our” 
problem. But don’t worry: there often is something that can be done if you notice 
that your surroundings are too noisy at a social event. If there is nothing you can do 
about the noise level (e.g. a plane landing during a conversation at the airport – or 



on Carnival Monday in Cologne), you can’t use earplugs but you can reduce the 
stimulation: concentrate very hard on the person you are talking to. This will cut out 
the background noise and also make it easier to understand what is being said. And 
there are many other situations in which you definitely can cut down troublesome 
noise. The extrovert gym receptionist would be very happy to turn down the music 
that makes your workout into an ordeal and renders it impossible to talk to anyone 
else. But of course you have to ask her first. Follow these guidelines when you do so: 
firstly say quite objectively what the problem is, secondly what is causing it and 
thirdly what you would like to happen. So you say to your gym receptionist: “The 
music in the strength training room is really loud today. We can talk much better 
when its at a more normal volume. Would you mind turning it down?” 

Obstacle 4: passivity  
If you look round carefully at social events you’ll see introverts everywhere who only 
seem to be active: they are getting something to drink or looking at the messages on 
their smart-phone. Or going through papers, or looking at their watches. It’s just not 
looking good on the contact front … 

Take the initiative 
Opportunities for trying to make contacts usually seem unstructured. Quiet people 
are often uncertain what they can and should do to link up with other people in the 
room. This can easily lead to uncertainty and lack of confidence. So these quiet 
people do not feel comfortable with themselves. They feel greatly tempted to 
nothing at all at first, and to hold back, instead of purposefully trying to do 
something about making contact. In this way they are making themselves dependent 
on others: if they don’t take the initiative, the quiet ones will be left on their own. 
But if the others do take the initiative, the passive ones have to respond to whatever 
opening comes, and can’t decide for themselves who they talk to and what about. In 
the worst case they cannot handle the opening at all, or not quickly enough, and 
thus miss the opportunity to make a pleasant contact.  

Tips for making contact 
So the obvious conclusion is this: it is better to take the initiative when making 
contact. You’ll find it easier to do this if you cut down on the complexity and thus the 
degree of uncertainty in communication. You can do this by following a simple 
principle: do something definite that will structure your networking activities and 
your time. Here are a few interesting approaches drawn from quiet people’s 
experiences: 

 

How to take an active approach to social 
occasions 
1.  Take on jobs. This advice is aimed particularly at people at an early stage in 
their careers. Help with registration, or welcoming guests. Organise the service 
arrangements. Give lectures or organise work groups. In the professional field this 



will also show that you are prepared to take on responsibility and make you visible in 
a positive way.  
An example: I advise young academics I work with in seminars to co-ordinate work 
groups at conferences or small specialist meetings as early in their careers as 
possible. In this way they will learn the rules from direct experience, appear as 
positive figures in their academic community and so find it easier to establish 
contact with decision makers.  
2.  Get there early. Take it upon yourself to find out who else is coming to the 
event. There are different ways of doing this: look at the conference programme. 
Check out the name badges that have been laid out – if you get there early, most of 
them will still be there. Or have a friendly, interested chat with the organisers and 
other people at the reception desk: who else are they expecting? 
3.  Join queues. This sound odd, but it does have an advantage: a place in the 
queue imposes structure. At the reception desk, the buffet, the bar etc. you have a 
potential person to talk to behind you and in front of you. There is also a purpose to 
it, and some waiting time. All this makes the situation pleasantly manageable.  
4.  Make use of tables you stand at. Tables you stand at are ideal for making 
contacts: they space people out and offer one clear benefit – they are there so that 
you can put things down. Take your plate or glass and find a table with no one at it, 
or just one person. There is a good chance that you will soon have company and 
there might be a nice quiet person waiting for you who finds some security and 
comfort in the table as well. Just ask politely if there is still space free … 
 

You now know how you can use your strengths to promote contacts. You are also 
aware of some traps and temptations that quiet people often have to wrestle with. 
Finally, we are going to deal with social situations in which the people you are 
communicating with are not present in person, but in the wide-open spaces of the 
online networks.  

Contacts in the comfort zone: Social Media 
Digital networks and contact forums – also called “social media” – are ideal stomping 
grounds for networking activities: Facebook, Linkedin, Twiter, Google +, but they also 
offer partnering services, discussion forums, chatrooms – the range is enormous. All 
these online platforms have two things in common: they enable you to create 
indirect contacts, in written form. In this way they fit in with quiet people’s strength 
9: writing rather than speaking.  
Online networking provides an opportunity for essentially reticent introverts to 
make contact – but not “really”, because you are always at a safe distance in the 
digital world. Ideas are exchanged with some delay, unlike spoken communication, 
and you are separated spatially. This too gives a pleasant sense of safety and control: 
there is plenty of time to respond, which suits introverts, who like to think things 
over quietly before they say anything. I once read this quotation on Twiter, the 
platform for mini-blogs: “140 characters is a dose in which people find each other 
bearable.” I am certain that was not written by an extrovert! But then there are 
other introverts who see today’s digital media more as a necessary evil than a 
networking opportunity: it is one more activity that needs regular care and 
attention. A typical sentence heard from this camp (usually combined with eyes 



raised to heaven) is: “When am I supposed to find time for that?!” Which camp are 
you in? 
 

 

A question for you: 

What do digital social networks mean to 
you? 

a good complement to real meetings 
tolerable networking 
a necessary evil 
no opinion/lack of information 

 

Most quiet people, as you now know, prefer to have fewer relationships of higher 
quality. But a lot of stuff written on the internet either seems superficial or is 
blatantly gimmicky, or just plain stupid and vulgar. A lot – but not all!  There is also a 
great deal of material on the net that operates in depth and is substantial.  

Tips for using digital networks 
One thing is certain: digital media are a part of networking that is unavoidable in our 
day – and they are likely to be even more important in future. So make the best of it 
as a quiet person. In this case, the best of it is what suits you. Here are a few tips for 
using them: 
• Make sure that you choose just a few platforms that suit your way of 
communicating and above all what you are aiming to do. Examples: Facebook is a 
copious hotchpotch teeming with personal and professional contacts. Linkedin is a 
purely professional platform in which you can present yourself appropriately. Twiter 
is a micro-blog in which you communicate with people directly by writing or reading 
messages with a maximum of 140 characters. Google+ has been competing with all 
the networks mentioned since mid-2011. There are many other platforms. Choose a 
maximum of two to start with. Communicate with selected digital sites – and do it 
regularly! 
• Construct your profile in each network so that it fits in with your aims and 
required messages. Networking is helpful only if you cultivate your contacts and your 
profile: be clear and consistent in the messages and dialogues you send to or 
conduct with other people. This will give you the online identity you are looking for.  
• At first, don’t see your digital media contacts as friendships or professional 
relationships. But both friendships and professional relationships can develop 
astonishingly quickly if the exchange of ideas really works. I have decided on XING (a 
popular professional platform in Germany) and Twiter as platforms that complement 
each other well. I have also seen that contacts on these platforms have led to more 
hits on my website and my blog – and to more communication about my work. This 
does not mean that everyone has to like you and your profile – as in real life, not 



everything goes right for everyone in the digital world. Both the quantity and the 
quality of your contacts grow best as they would in nature: slowly and continuously.  
• Make sure that you regularly earmark some time for digital networking. This 
means on the one hand that you should have regular active periods, ideally more 
than once a week. Post your contributions. Confirm requests for contacts that seem 
to suit you. Read the messages your receive and reply to them where appropriate. 
On the other hand, this tip also means that you should not let yourself be distracted 
by constantly glancing at your Twitter timeline or your Facebook messages while you 
are doing other things.  
• Communicate regularly, and within the public role you opt for. In the best 
case, what you write in the digital media will establish trust: your readers and 
contacts will get the impression that they know you a little. So communicate on the 
basis of what you want to convey: because it is important to you, because it benefits 
the others, because it highlights certain qualities or abilities. It regularly strikes me 
that I am not at all surprised when I meet people from the world of XING or Twitter 
in real life: you find out a great deal about people. As you are used to thinking things 
through before communicating them you are sure to take that into account in your 
communication.  
• Value your digital activities just as highly as other networking activities. 
People come across very substantial things online every day: new jobs, solutions for 
their problems, service providers for jobs that are coming up, good advice or 
requests for commission tenders: the very things you find in face-to-face encounters.  
But please remember this as well: real networking starts when, at some time or 
another, you meet the real person behind the online profile. This meeting cannot be 
replaced by chat, tweets, Facebook messages or emails. So use the internet to 
establish the contacts you want and also want to cultivate after a face-to-face 
meeting. But take the next step after getting to know someone: if a contact seems 
interesting to you and suggests quality, you should arrange and work for contact in 
“real life”. (This is not necessary of course if your Twitter contact is writing from 
Papua New Guinea …) 
 

 

To sum up 
Quiet people have everything that is needed for approaching other people on social 
occasions. This works best and most successfully if you know your own personal 
preferences and qualities and use them for networking that suits contacts as you 
understand them. 
This “quiet” networking is best pursued using five strategies: set definite aims, 
define resources, introduce acquaintances to each other, get other people to 
introduce you and keep your networking active in the long term, and with 
persistence. 
A contact that is of value for quiet people works in the long term and is significant. 
Quality rather than quantity. 
In most cases introverts have three particular strengths when dealing with other 
people: they are excellent listeners, they are calm and can use their analytical 



powers to find suitable topics easily, and above all ways of getting themselves over 
to the person they are talking to. 
Quiet people should not forget their particular needs on social occasions: they are 
easily overwhelmed by an undue stream of impressions, they quickly wear 
themselves out if over-stimulated  and also run the risk of remaining too passive, 
rather than deliberately looking for contacts and controlling conversations. But there 
are ways of avoiding these risks: by making sure of an overview, by taking time off 
and resting occasionally, by carefully planning activities and events.  
Digital networks, cultivated online, can complement other contacts well, particularly 
for quiet people who like to express themselves in writing. But they are subject to 
their own rules and are no substitute for “real” encounters, but simply complement 
them.  
 



7. 
 Conflict between a person and a state of 
affairs: how to negotiate 
Siva is reading for a PhD at a renowned UK university with a university hospital 
attached. She is conducting research into metabolic disorders in overweight 
patients. As a biochemist, she is concentrating on certain blood values. To do this 
she has to work with mice, which she injects with serums and takes blood specimens 
for analysis. This is hard work, because it is wide-ranging, and demands minute detail 
in many areas. So far Siva has kept up with the demands it makes: she enjoys her 
work, and spends a lot of time in the lab in the evenings as well. She has lectured on 
her first results with great success (and a lot of palpitations) at national conferences. 
She hopes to finish writing her doctoral thesis within the next ten months. Then she 
finishes her doctoral procedures until her present job is over. She also supervises 
master’s degrees for two students, which she finds quite time-consuming. 
But suddenly the timetable has got even tighter: Siva's own supervisor, a well-known 
professor, has acquired major funding and expects active help from her with the 
research. Siva can only handle this new work with additional support. She decides to 
ask her employer for a research assistant who can take over her routine work in the 
lab.  

Clarify your own position 
This means that Siva is faced with the task of conducting negotiations. She wants to 
sort something out, and to do that she needs another person to help her: her boss. 

Give and take 
Negotiation involves give and take: everyone involved should reach an agreement 
that they feel able to support and implement – even when they have quite different 
interests. This means that the supervisor will only agree if he finds the solution 
useful and open to implementation. In the best case he stands to benefit from it 
himself, and this makes the decision considerably easier.  
People who are negotiating with each other can only agree to a solution if it furthers 
their own aims. Siva's boss wants her to take on additional research work and 
supervise master’s degree students. Siva for her part want to finish her thesis within 
the agreed time frame. In the best case, the agreement made at the end of the 
negotiations will lead to a decision that the people involved reach together and also 
implement at the end of the discussion. In Siva's case, this means: the student 
assistant post – or another way of easing the burden – has to be arranged. 

Define your starting point 
You can cut a very good figure in negotiations as a quiet person. Negotiations are 
one of the communication techniques in which introvert strengths are particularly 
helpful. But before we get to these strengths, there are two things you should be 
aware of: firstly, you will find something out about the basis for negotiations – about 
determining your own position. Your negotiating position defines your starting point, 
from which all further strategies are developed. Secondly you get to know the 



various stages of negotiation and what is involved at each stage, so that you can 
make appropriate plans for what you have to do yourself.  
Your first step in preparing to negotiate is to determine your own position. Your then 
prepare everything else on this basis. 

 

The following three points will help you 
to determine your position. 
Point 1: Determine the current position and what you are aiming for 
• What have you to offer? 
• What do you want the negotiations to achieve? 
• How does this aim look to the people you are negotiating with? 
• What information do you need about the people you are negotiating with 
and about the object of the negotiations? 
Point 2: Distinguish between what is important and what is flexible 
• Establish which among several negotiation areas is most important to you. In 
what order would you like to discuss the points? 
• What do you want to achieve in the best case in each area? 
• What would be an outcome that you could just accept? 
The answers to the last two questions will gain you valuable room for manoeuvre. 
Point 3: Ensure that everything is clear and consistent 
If you are negotiating in a team (for your department, for example), then agree on 
points 1 and 2 among yourselves before the actual negotiations. You are strongest if 
you all want the same thing. 
The second point in particular will be highly beneficial: flexibility. A lot of 
negotiations fail because unduly rigid positions are taken up.  
But often there are many ways of getting close to where you want to be – and for 
the other party as well.  
 

Understand the other side 
You will find out what the other party wants at the negotiations themselves at the 
latest. Make sure that you understand where the “other side” is trying to get: it is 
only by being clear about all the interests involved that you can work out the best 
way to making a joint  decision. 
Consider the long-term consequences before and during the negotiations: how will 
the other side see you (or your firm) in future? What effects could that have? What 
do you want to feel like when you leave the negotiations? 
Siva has been able to determine her own position by using the three points 
mentioned above. Here is a summary: 



 

Negotiations about easing the workload: 

Siva’s 3 points for clarifying her position 
Point 1: Determine the current position and what you are aiming for 
• What Siva has to offer: research performance, commitment, reliability. 
• Aim: to reduce her lab workload (time-consuming routine work) by using a 
student assistant. 
• Aim from the supervisor’s point of view: additional expense, but on the other 
hand also more pressure because of the new research project and more master’s 
degree students – the work needs to be shared out intelligently.  
• information needed about people involved in the negotiations and what is 
being negotiated about: in principle, are there sufficient resources available to pay 
for an assistant? Have there been similar cases in the past? How many hours are 
actually needed to relieve the workload? 
Point 2: Distinguish between what is important and what is flexible 
• matters to be negotiated: just one – relieving the workload! 
• best possible outcome: a student assistant. There is already a well-qualified 
and pleasant candidate … 
• outcome that would be just acceptable: no supervision for master’s work 
until the doctorate. This new research project is a good opportunity to take up a 
position – it should certainly be on the agenda.  
Point 3: Ensure that everything is clear and consistent 
• no one else involved, strictly speaking. 
• to be clarified: what does it imply for the workgroup if a student assistant for 
a doctoral candidate is appointed? Will it be supported or resisted? 
 

Siva prepares for the discussion on this basis. First of all she clears up the unresolved 
questions: 
• To be precise, she needs about 8 to 10 hours relief per week. 
• She finds out via the secretary that it is not clear whether funding is available 
 for the new project. But no one can remember that a doctoral candidate has 
 ever had a student assistant. 
• The work group is aware of Siva’s heavy workload and is happy that she 
should  have some relief at the present stage. But a colleague who has just been 
 awarded a doctorate is not best pleased. He makes is clear that he sees the 
 solution involving an assistant as an inappropriate bonus. If everyone were to 
 ask for … 
A date has now been set. Siva examines the various negotiation phases to help her 
further planning.  

Negotiation phases 
Summary of negotiation phases 



A set of negotiations goes through various phases. Here is a summary that also 
includes preparation before the discussion and follow-up work: 

 

Negotiations: sequence of events 
Before the negotiations: preparation 
Function: clarification. 
Work out your position using the three points explained above. Also check on dates, 
room, people to be present, the media needed and the distribution of jobs. 
During negotiations: phases 
Phase 1: getting started 
Function: creating a positive atmosphere. 
How: small talk, asking questions and listening, positive body language, pleasant 
Phase 2: core negotiations 
Function: finding a common position. 
How: producing arguments, questions, active listening, aligning positions, finding 
compromises, making decisions. 
Phase 3: finishing off 
Function: agreeing on implementation, ensuring positive relationships. 
How: sum up, share out jobs, defuse situation if no agreement, friendly goodbyes. 
After the negotiations: the follow-up 
Function: implement result(s), analyse negotiations: 
What was good? What could be improved? How?  
How: without involving more people: self-reflection, notes;  
involving more people: short meeting and exchange of ideas; 
here too make written notes of important points. 
 

The first phase of the negotiations, in other words the preparatory work, looks like 
this to Sina: 
• The three points have been clarified – see above. 
• Date: fixed. Venue: boss’s office. 
• No other people involved. 
• Media: two A4 pages, one with a summary of all the jobs and projects Siva is 
 working on at the moment, and one with the CV of the candidate who is 
being  considered for the assistant’s post. 
• other preparatory work: none. 
Siva has also thought about the second phase – the negotiations themselves. Getting 
started (1.) will not take much time. Siva knows her boss and is aware that he is 
friendly and, as an extrovert, likes people, but often impatient because of his 
workload. Thus she knows that she has to get to the point quickly. Siva wants to get 
to the core negotiations (2.) as soon as possible. As her boss does not like being 
confined to a single course of action she decides to say first of all that the time 
available to her is too tight for new projects (she has her summary handy to 
reinforce the point visually during the negotiations), and that she is worried about 
this. She will then wait for his answer and take up what she hears. She hopes that 



she will convince her supervisor about her optimal solution (the assistant) at this 
stage, but at least get some relief from her workload for supervising the master’s 
degree work.  
During the negotiations (phases 1-3) it's worth establishing a framework and 
boundaries 

 

• Insist that everyone can make all the points they want to. This includes you. 
 This also applies if someone in a superior position interrupts you. Say politely 
“If  I may just finish the point off briefly …” 
• Bring speakers gently back to the point if they wander. 
• Use wording appropriate to the person you are speaking to. 
• Maintain friendly eye contact and turn your body towards the person you are 
 talking to. Try not to fold your arms or cross your legs. 
• Keep calm even when provoked or if time is running out, both inwardly and 
 outwardly. Breathe deeply and calmly if you feel stressed or angry. 
 

Siva gets what she wants: her supervisor agrees that the additional research project 
(which is very close to his heart) makes a workload reduction necessary. He agrees 
to appoint an assistant, but would also like this person to be available for special jobs 
in the context of the new project. He accepts Siva’s suggestion of a good candidate 
with interest – and also the sheet of paper with the CV on it. The result is that Siva is 
asked to organise an interview and make contact with management. She is very 
pleased and tells her boss as she leaves how happy she is about her new prospects.  

Introvert negotiating strengths.  
Some of their strengths mean that quiet people hold a lot of trump cards in 
negotiation situations. After you have become familiar with preparing for 
negotiations and the sequence of events you will soon be aware of the most 
important advantages quiet people have in such situations – and hints about how to 
make the best use of them.  

Strength 4: Listening 
Listening makes negotiation more pleasant: anyone who has the space to express his 
position clearly is likely to be more prepared to consider the other person’s point of 
view. It helps to have the right questions ready at the key point in the negotiations 
(phase 2), but your ability to listen, giving your opposite number the appropriate 
space, is important as well. The fact that you are listening will make your opposite 
number feel he is being taken seriously (as so will the way you deal with what you 
have to say). This means that he will in all probability be co-operative and not make 
such an effort to make himself heard. Again, this takes the tension out of the 
situation and makes it less stressful for you.  
In concrete terms, good listening also provides you with something that is important 
for the course of the negotiations: key information about your opposite number’s 
point of view and interests. You can build both of these into your thinking, and your 
search for a result. This is to your advantage when fighting towards a result that is 
acceptable to both of you. 



So Siva takes careful note that, when talking about whether to take on an additional 
assistant, her boss keeps returning to the research project and the resources that 
are urgently necessary for it. This means that she can establish during the 
negotiations whether it would be all right for the assistant to be actively involved in 
the research project. This again expands her room for manoeuvre: suddenly the boss 
finds the assistant attractive as well! 
The three simple questions below make it easier for you to listen systematically 
when negotiating: 

 

3 key questions for intelligent listeners 
1. What need can I detect? 
2. What feelings can I detect? 
3. What possibilities can I see for the rest of the conversation? 
 

Don’t be afraid to take up what you hear – it will mean that you are showing that 
you are thinking about what you have heard and are taking what your opposite 
number is saying into account rather than simply insisting on your own arguments. 
Don’t repeat things word for word, but reflect what you have understood. One 
example: Siva’s supervisor says at phase 3, the concluding phase, of the 
negotiations: “Well – I hope there aren’t any attitude problems!” Siva senses a 
degree of frustration, and answers by reformulating what she has heard: “That 
sounds as though you’ve already had a hard time?” Her boss then explains a 
problem with management and the two of them finally discuss how these difficulties 
can be avoided in the current case.  

Strength 6: Analytical thinking 
As a quiet person, your analytical skills make it easy for you to determine your own 
negotiating position. You can also match it up to your opposite number’s wishes. As 
well as this, you quickly find out what information you still need to create some 
positive room for manoeuvre. Your analytical skills in negotiation will help you to 
formulate this next question precisely. 
The key analytical question when negotiating: 
How can this information help you to conduct the remaining negotiations? 

Listening leads to solutions 
Siva had not been able to find out before the negotiations whether the necessary 
resources for an assistant were available. So she listens very carefully when the 
conversation turns to financing the research work as well as the institution’s routine 
work. Here she thinks it would not be sensible to ask about funding directly, so she 
alludes to it obliquely by mentioning that any delay in her work could generate costs 
and above all create a bottleneck in financing her own job to the point of gaining her 
doctorate. This means that the idea of the available resources has at least been 
raised. The money for the assistant is there – and a relatively favourable solution in 
comparison with the alternatives! 



Strength 8: Tenacity 

Steer the conversation to where you want it to go 
A persistent introvert has one clear advantage in negotiations: he remains patient 
and respectful while putting his case – but he keeps at it. Patience has meant many a 
success after much to-ing and fro-ing. Rigidly insisting on a position is persistent, of 
course – but neither elegant nor particularly likely to succeed. The best thing to do is 
to exploit your own stamina by using suitable language to steer the conversation 
towards what you want. You’ll do that easily by keeping some sample sentence 
designs at the back of your mind: 

 

This is how to persist with your issue; 

sentence designs for conducting your 
negotiations 
• “Let’s come back to X again: (…)” 
• “What you are saying reminds me of something you mentioned right at the 
beginning, and that is …” 
• “How do you think that can be compatible with (…)?” 
 

These language strategies will keep you on track – and help you to take your 
opposite number with you. That is a real leadership performance! 

Strength 10: Empathy 
Taking your opposite number with you like this is particularly important when 
negotiating, so your empathy will be very much to your advantage. But there is more 
to this strength: it means that you not only have an eye on where you want the 
negotiations to go, but also on your relationship with your opposite number over 
and above the subject of the negotiations.  
Quiet people with empathy want to reach a decision in a spirit of genuine 
agreement, and not to over-persuade or manipulate their opposite numbers. This 
sort of approach is ideal for negotiations. Siva did not want to spoil her relationship 
with her boss even if she hadn’t been able to get what she wanted.  
Empathy does not depend on status: quiet bosses who have this strength too value it 
when their employees reach decisions in negotiations on their own initiative and not 
under pressure.  
If the negotiations do not come to the right conclusion, empathy will help to make it 
a peaceable conclusion. By saying “Pity – but perhaps I will be able to convince you 
next time!”, the one who has not succeeded this time is not only distancing himself 
from the immediate situation but also showing sporting spirit and wonderfully 
serene confidence. There is no risk of conflict and undue self-projection – which is 
not the case for many extroverts.  



Introvert obstacles when negotiating 
Just as you can exploit your strengths during negotiation there will be possible 
obstacles waiting for you that can bring “quiet” challenges and requirements with 
them. This section will focus on these possible difficulties – and on the question of 
how you can best address them.  

 

The question for you: 
Which of your personal strengths can you use to be successful in your next set of 
negotiations? 
[set as 2 columns with the phrases below heading up each column] 
These are my strengths … 
… and this is how I intend to use them: 
[5 dotted lines under each column] 
 

Obstacle 6: Being unduly cerebral 
Introverts who are strong analytical are prone to going into negotiations with a false 
belief. This belief says that the best arguments win. It would be nice if they did! If it 
was always just about what was best, then our world would be in a very good shape. 
But we are human beings. Human beings have feelings. And arguing against feelings 
– or simply arguing as though your opposite number does not have feelings – that 
always goes wrong.  

Emotional situations in negotiations 
Feelings come in all shapes and sizes. Let’s go back to Siva’s negotiations again. In 
her case there are three factors in particular that influence her boss’s emotional 
attitude and the negotiating exchanges between the two of them: firstly, Siva and 
her supervisor work together every day. This has led to a certain closeness. 
Fortunately, in this case they work together on a basis of mutual trust and 
fundamental respect for each other, in other words two very positive emotional 
positions. Secondly, there is a difference in status between Siva and her boss. This 
too generates emotion: how does the supervisor, as her superior, address the fact 
that Siva is asking for something and is aiming for a result? How is it if he does not 
see things in a way that fits in with the realities of this doctoral candidate? Under 
what conditions should he accept employee’s suggestions? And how will this look to 
other people involved, the colleague with a doctorate, for example, who made 
critical comments? 
There is a third factor that is banal but equally important in the emotional sphere: 
what is the supervisor’s state of mind that day? Has he got a headache, or just had a 
row with his wife? Or is he in an ideal mood, just after his early morning jog? So you 
can see: feelings add a quite particular extra plane of depth to negotiating. So you 
should: 
Treat the emotional plane as a part of the communication process in every 
negotiation. 



To confront the next obstacle you have to overcome some feelings that can 
represent a temptation to hold on to positions unduly.  

Obstacle 8: Locking onto your own position 
Anyone who has to negotiate must be prepared to be flexible. The reason for this 
lies in the very nature of negotiation: it is about matching your own and your 
opposite number’s interests to each other. To do this you have to move towards 
each other in the course of the negotiations. This movement comes into being if you 
weigh criteria for making decisions, alternatives and approaches to solutions, or 
develop them further. New aspects are often introduced that are significant and 
need sufficient space in the negotiations.  
Locking on to your own position can hinder you here. Many introverts value a 
position that can be calculated and peace and quiet in which to think it over. It is 
easy to lose sight of all these factors amidst the rapid to-ing and fro-ing of a 
negotiation. This can undermine both confidence and harmony: it is like treating a 
piece of music in four/four time as if it were a waltz in three/four time. But you can 
take countermeasures: you can use your analytical strengths (and also your fondness 
for writing things down!) to ensure that you have room for manoeuvre in your 
negotiations. The key step is to introduce structure to new and complex pieces of 
information.  

 

Remain flexible by analysing: 

help for conducting your negotiations 
Make notes during the negotiations so that you are fully in the picture. You can use 
your headings to shift emphasis or you can postpone dealing with some points in 
agreement with your opposite number and capture them finally by writing them 
down.  
Notes almost never slow down a discussion – on the contrary: when you write 
something down you show your opposite number that you are taking what he says 
seriously.  
 

Obstacle 10: avoiding conflict 
There will always be negotiators who consciously or unconsciously apply pressure in 
order to strengthen their position. They insist on quick decisions, speak faster and 
faster, talk more loudly or signal impatience through their body language, by 
drumming their fingers, for example, or leaning forwards. Extroverts who are easily 
wound up during negotiations simply because of their temperament are particularly 
likely to behave like this. But speeding up can also be used deliberately as an 
instrument of power that your opposite number exploits to put you under pressure 
in order to push you into making a decision. A lot of quiet people feel in situations 
like this that their opposite number is deliberately introducing the potential for 
conflict into the negotiations – in other words, very unpleasant. The consequence: 



you allow the pressure communicated to make you feel under stress, and this can 
easily weaken your own negotiating position.  
If you are negotiating with someone who puts you under pressure the first step 
should be to distance yourself inwardly. Pay close attention to what is happening, 
observe the situation and your opposite number, as if you were watching a film. This 
will make it difficult for you to react instinctively by retreating, or by defending 
yourself aggressively.  

The first step: make yourself aware that your opposite 
number wants to put pressure on you. 
Keep in mind that it is you who decides how the negotiations will run and what will 
come out of them. No one is compelling you to accept a raised tempo or time 
pressure from your opposite number. So slow down instead: take a deep breath, and 
stay at your own pace and with your own strategy.  

The second step: take a deep breath – and keep to 
your own pace 
Here you can use both language and body language: sum up briefly what is 
important for your opposite number – but without stating what he is asking for (“I 
understand that the most important thing for you is to stick to the budget”). This 
makes it clear that you are keeping an eye on the other person’s interests – without 
giving way to him. When you speak, stick to your usual speed and volume. Maintain 
steady eye contact: be attentive, but without staring. Move your eyes in the 
“professional triangle” in your opposite number’s face between the eyebrows and 
the tip of the nose.  
Saying nothing is also a powerful negotiating strategy. A person who says nothing 
rather than rushing to keep speaking after making an offer radiates confidence. You 
can also keep silent when your opposite number makes you an offer: no one is 
compelling you to change your position immediately. So think quietly about the 
offer. It could even be that your opposite number will correct himself spontaneously 
… If the pressure your negotiating partner is exerting in this situation gets too 
stressful for you, and if you think it is possible, you can also suggest a break: 
postpone the rest of the conversation until later.  

The third step (optional): suggest a break! 
Sometimes it is not possible to postpone negotiations – for example, if your opposite 
number doesn’t have a lot of time, or is not usually available on the spot. This is the 
time to persevere and keep going! Use your listening, analytical thinking and tenacity 
skills. Then stick to the first two steps, which taught you to live with your fear of 
conflict. The best of luck with it all! 

 

A question for you: 
How will you deal with your needs and obstacles in future? 
[set as 2 columns with the phrases below heading up each column] 
My obstacles … 



…… and how I intend to deal with them: 
 [5 dotted lines under each column] 
 

 

 

The essentials in brief 
 
• When you are negotiating, the key thing is to work together towards a 
position  that all concerned can live with.  
• The most important points when preparing negotiations are clarifying your 
 own position and planning the phases of the conversation itself. Both parties 
 feel secure if the discussion does not keep going “all round the houses”. 
• The following strengths are particularly helpful for quiet people who are 
 negotiating: listening, analytical thinking, tenacity and empathy. 
• Then again, particular obstacles in negotiations are too much detail, fixation 
and avoiding conflict. But anyone who is aware of his personal “pressure points” can 
learn to keep them so under control that they do not create any disadvantages or 
cause undue stress. This applies particularly to avoiding conflict.  
 

8 
 In the spotlight: how to speak in public 
Manuel is a recently appointed department head in a middle-sized company in the 
metal industry. He has already worked for several years in the management team he 
is now to direct. He is familiar with the financial situation, and also knows a lot of the 
employees well. Manuel is confidently at the top of his profession. But so far he has 
only had to communicate within manageable contexts: in his management position 
up to this point he had to work in meetings with ten (or rarely up to a maximum of 
fifteen) people, and as a quiet person he always preferred small groups to large 
ones. Presenting budgets and annual accounts was never his favourite job, but he 
knows his colleagues and has also got used to these situations.  
But Manuel’s promotion has faced him with new challenges. Only today he has 
found out that Stuart one of his colleagues in his department’s middle management 
team, is retiring next month. One of Manuel’s jobs as head of department is to make 
a farewell speech. The very thought of a speech like this brings him out in a sweat. 
He knows the man who is retiring, and likes him too. But speaking to 120 people and 
on this subject, which is well outside his professional routine, is a task that he would 
very much prefer to avoid.  

Appearing in public – a development project 
Like Manuel, quiet people are often unhappy about appearing in public. There is too 
much about the situation that is not to their liking: communicating with a relatively 
large number of people, the conspicuous position “in the spotlight”, speaking for a 



long time without the possibility of pulling out – all this can become something of a 
burden.  

Public speaking can be learned 
And now for the good news: most introverts can still bring it off. A successful public 
appearance does not depend on things like a talent for speaking and innate 
charisma. Both may be helpful, but a successful appearance can also be engineered 
by other means. Lecturing and presentation can be learned very easily. Even Barack 
Obama went down the systematic training for speech-making route. Before he had 
worked steadily towards becoming the epitome of the charismatic, rhetorically 
polished speechmaker he was dismissed as “stiff and professorial”, “soporific” (Time 
Magazine, 8.5.2008) or as “stiff and monotonous” (Ted McClelland, retrospective in 
the Chicago Magazine, June 2007).  
But then, in July 2004, Obama caused a furore all over America with his speech at 
the Democratic Party Congress in Boston – by speaking 2297 words in 17 minutes. 
But he hadn’t transformed himself into a talented speaker overnight: he had been 
working on developing his personal speech-making style for several years, and 
specifically on presenting himself as the great political hope. A gradual, persistent 
development process had made him a successful presence – and this contemporary 
example of an introverted leadership personality shows that this kind of 
development process can take an individual a long way. 

Routine creates confidence 
That is to say: even if you don’t want to become President, Prime Minister or 
Chancellor you can grow personally and gain professionally by learning to speak in 
public. The initial phase is the most challenging, when you are still relatively 
inexperienced. But the more often you take on the risk of facing an audience and the 
more regularly you use the strategies recommended here, the more secure and 
confident you will become when speaking in public. 

When does a lecture count as successful? 
Imagine thinking after a lecture: yes, it was worth it. It went well. Under what 
circumstances would you say something like that? To put it differently: what exactly 
makes an appearance successful? 

Qualities of a good speech 
So that you can have a clear idea of what you can achieve in the best case scenario, 
you will find a summary here containing three essential criteria for success. Please 
bear in mind: this summary is not there to raise the bar and make you even more 
stressed. On the contrary, it is intended to give you a guide to turn the vague 
concept of a “good speech”, into concrete qualities. This is a promise: you can 
achieve everything you read in the list below by using a very small number of 
strategies. As Barack Obama found out, the essential thing is practice! 



The three major success criteria 

Your lecture counts as successful when you present 
yourself to the audience in a way that suits you 
personally 
The first criterion relates to your role as a speaker. Every audience likes to hear 
authentic people speaking. But if someone is just playing a part and so pretending to 
be someone he isn’t, he’s subjecting himself and other people to strain – to say 
nothing of the fact that playing a part like this requires years of training as an actor. 
But you shouldn’t try acting – and nor do you need to. Be faithful to yourself instead! 
That will save a great deal of energy, and is much more effective. So if you tend to be 
objective, and restrained in your movements, keep it like that for an audience as 
well. You don’t have to put on a show to interest other people in your subject and to 
convince them about your concerns. Aim at other positive effects instead: e.g. in 
making people believe in what you are saying and conveying that the matter is in 
good hands with the benefit of your expertise. Or give them the impression that the 
matter means a great deal to you. You can make this sort of effect well by appearing 
calm, thorough and well informed. Pursue a calm approach if humour is not your 
thing. Stick to restrained gestures, rather than bold ones if you are more 
comfortable with that approach. In brief: find your own, personal style. A hint of a 
smile in the right place can make much more of an effect that a great roar of artificial 
laughter that does not reflect your real self.  

 

A question for you (for your next 
speech): 
 
What should be your chief characteristics as a speaker? 
Here are a few suggestions: 
relaxed 
humorous 
optimistic 
motivating 
encouraging 
serious 
substantial 
objective 
warm-hearted 
reflective 
lucid 
honest 
determined 
clear 



conversational 
simple (even when dealing with difficult matters) 
powerful voice 
vigorous movements 
lively intonation 
calm gestures 
additional qualities.......................................................... 
..................................................................................... 
 

If you are not sure where your strengths lie, consult the people who are closest to 
you. How do they see you? One thing is important: if you want to make a confident 
impression on your audience, you’ll achieve this best and most simply by exploiting 
your strengths and building your performance on them. And as this book has already 
showed you, you should also note when making a public appearance that your 
obstacles lie in the shadow of your strengths, and you should be aware of these 
obstacles, be familiar with your own pressure points and needs, and not allow 
yourself to be surprised by them.  
Manuel is a head of department, and his strengths lie in the fact that he speaks 
calmly and at the right volume, and can address his audience as if it were a personal 
conversation. He can also see that he can exploit this personal note particularly well 
on this occasion: a farewell speech that is also his first appearance in front of the 
whole team he wants to forge good links with as their boss.  

Your lecture will be a success if you convey a clear 
message 
The second criterion is about the content of your lecture. What exactly is the key 
point your lecture is making? If your listeners take just one sentence from the points 
you are making as a key message, what should this sentence be? No speaker should 
ever take the stage without a key message – it does not matter whether it is about 
paying tribute to an individual, making a sales pitch or arriving at a scientific 
hypothesis.  
Manuel has already formulated his key message. It is this: “We appreciate you, 
Stuart– and like you, we are excited about this new phase in your life.” He takes this 
as a basis for collecting particular information about Stuart that he can use to 
illustrate this point: what have he and Manuel done together? How did the 
department see him? What makes him distinctive as a colleague? Manuel wants to 
use all this information to construct his key point and to lead up to it.  
Quiet people find this second success criterion relating to content the easiest as a 
rule. And this does not just apply to those who are particularly good at analytical 
thinking – strength 6: quiet people are generally inclined to think very carefully 
about what they want to say before actually saying it. Discipline is needed to reduce 
one’s own lecture to a single statement. But it is worth the effort: once you have 
established what is the key point in your lecture you will find it easy to systematically 
construct and explore all the other points you are making. This also helps you to find 
your way around the material – and helps the audience as well! 



 

Questions for you (for your next speech): 
What is your key point, in a single sentence? 
................................................................................................................ 
What material do you need to construct your key message and to lead up to it? 
.................................................................................................................. 
.................................................................................................................. 
................................................................................................................. 
What material do you need to present your key message in a lively and interesting 
fashion? 
...................................................................................................................... 
..................................................................................................................... 
......................................................................................................................... 
 

Your lecture will succeed if you tune in to your 
audience and their needs 
Positive contact with your audience is the third major success criterion. Your lecture 
can only be really successful if you manage to get your points over to the audience. 
In concrete terms, this means: your audience can follow you (because you provide 
them with enough signposts) and also want to follow you (because what you are 
saying is interesting). This criterion makes your role as a speaker easier: it relieves 
you of the burden that you have to make the most positive impression personally 
while you are at the same time standing in the merciless glare of the harsh spotlight. 
Instead the focus is on what the audience needs, and thus on putting your points 
over and addressing other people – and with all this remains the question of what 
your audience needs. Or more precisely: how to proceed and what is the best way to 
make the content interesting  for the people who will be sitting listening to you? 
A meaningful answer can be found by asking further questions that will help you 
when you are preparing your lecture: what information does your public need? 
What do they already know about the subject? What is the best kind of language to 
use? What sort of mood will the people you are speaking to be in, and what 
expectations will they have of you? Do you want to surprise your audience, or try to 
meet what you assume will be their expectations? 
This criterion shows Manuel that his audience will be mainly interested in him. How 
will the new head of department behave in this new role? How will he treat his 
fellow employees? He decides that he will say goodbye to Stuartin such a way that 
his fellow employees will sense that the person standing in front of them is humane, 
and respects them. And besides this, they will see he can think clearly.  
 



 

Some questions for you (for your next 
speech): 
What sort of people are likely to make up the audience? 
.................................................................................... 
What are the important qualities needed for your speech? 
............................................................................... 
How does your audience rate you and your role? 
................................................................................. 
Is your audience made up of several groups with differing attitudes? What are they? 
.................................................................................................... 
How well informed is the audience about your subject? 
............................................................................................... 
What might the audience think about the subject? 
.............................................................................................. 
What common denominator can you find for your audience (and possibly use as a 
starting point for your speech)? (Examples: background, training, interests, 
affiliations, opinions …) 
............................................................................................... 
........................................................................................... 
How do you intend to vary your subject matter on the basis of these questions? 
...................................................................................................... 
..................................................................................................... 
........................................................................................................ 
[please makes dotted lines equal length] 
 

Triangle of success criteria 
If you follow these three success criteria you are already well on the way to a 
successful speech. The diagram below shows you the links between them: 

 

[insert diagram 3 circles and arrows between them page 223] 
[circles] 
Speaker  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
authentic  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
confident  



ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
Subject matter  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
structured  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
comprehensible  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
vivid 
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
Audience  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
focused  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
interested  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
 [[Arrows]] 
competent  
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
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formatting change applied. Please remove direct formatting and use a named 
character style instead. 
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character style instead. 
 

The next step takes us on to the preparation phase. Invest time here and you will 
both gain confidence and promote a responsive attitude. This is a particularly 



pleasant stage for quiet people: a speech can be prepared in peace and quiet, alone, 
without any audience at all … 

Opportunity and protection: the preparation 
phase! 

Advantages of planning 
Think before you speak: this proverb was probably invented by a quiet person. 
Ideally you will have plenty of time to do this. But usually time will be tight – and 
then it is all the more important to work purposefully and with concentration 
(strength 3!) when you are preparing what you are going to say. This planning 
approach gives you two advantages straight away. Firstly, what you say in public has 
been thought through and well structured.. Secondly, you feel much more secure as 
you are on firm ground in terms of what you intend to say.  
Always base your preparation on the three strategies from the previous section: 
answer the questions in terms of the three success criteria: relating to you as a 
person, to the subject matter and to the audience. This is your first set of guidelines. 
This section will show you how to structure your subject matter.  
Any speech – it does not matter whether it is a toast, a company report or Manuel’s 
farewell speech for Stuart– falls into three parts. It has an introduction, a central 
section and a conclusion. This is not just a matter of labels: each of the three 
sections has a particular job to do and it is important that you have this at the back 
of your mind when arranging your material. You will find a short summary on the 
next page.  

 

Sections of a speech, and their purposes 
Introduction 
• arouse interest in the subject matter 
• establish a position 
Central section 
• present the subject matter lucidly and in an interesting fashion 
Conclusion 
• define the key point and where it is leading clearly 
• make it clear what the audience are supposed to think, do, support 
• reach a positive conclusion 
 

The structure sheet on page xxx addresses these different requirements. I often use 
it in my seminars. It will help you to structure any speech you may be making in a 
very short period of time. Of course you need to know what you want to talk about – 
but that is not usually a problem for quiet people. Use the sheet when you are 
preparing the speech so that you can position the appropriate subject matter in the 
right place.  
As a public speech is not a conversation you are very unlikely to encounter problems 
with the speed at which you communicate if you prepare thoroughly; this is because 



you are acting in a considered fashion, and do not have to act and improvise 
spontaneously.  

Play to your strengths when lecturing 
Most quiet people see speaking in public as extrovert territory – as a platform that 
extroverts love and that also seems to be reserved for extrovert successes. This can 
be very discouraging. But quiet people have some plus points in their favour, and 
they can use these to help them deliver excellent speeches and lectures.  

Typical introvert strengths 
As in the last two chapters you will also find typical strengths here that I have often 
found in introverts – in this case: in introverts delivering lectures. I want to use these 
examples to demonstrate something that quiet people often overlook: the fact that 
they can exploit their own advantages to score valuable points with an audience.  

 

[[Table on p. 226 German text]] 
 

 

Preparing a speech: structure sheet 
Title: 
Key point: 
 

 

INTRODUCTION 
“zoom in”: 
lead into the subject from something familiar, or something surprising 
summary of contents: 
 

 

CENTRAL SECTION: DIVIDE INTO THREE SECTIONS/ASPECTS 
Aspect 1: 
implication/advantage 
Aspect 2: 
implication/advantage 
Aspect 3: 
implication/advantage 
 

 

CONCLUSION 
summary/repetition of the key points 



 “zoom out”: placing what has been said in a wider context 
 

 

Strength 2: Substance 
People of substance know what they are talking about. This of course becomes even 
more evident in a speech given to an audience: Manuel would never dream of 
appearing in public to say trivial things or to express ideas that he has not thought 
through.  
Here is a summary showing the most important and best consequences of using 
material that is rich in substance when lecturing: 

 

Advantages of lectures with substance 
1. They do not include any boring platitudes or empty clichés  
 (“I am pleased that so many of you have turned up …” 
 “Before I finish, I would just like to …” 
2. Subject matter has been thought through and examined carefully. 
3. No conspicuous self-promotion or feeble jokes. 
4. Information about the lecturer him- or herself is well-chosen and fits in with 
the  subject matter. 
5. The importance of the subject matter is clearly demonstrated.  
 

To sum up: these advantages mean that the lecturer (without putting him or herself 
in the limelight) concentrates on the subject matter, gets to the heart of it and takes 
account of the audience’s time and attention span. Substance does not make an 
impact only in terms of the subject matter. It also gives the audience the impression 
that the speaker in front of them is telling them something about him- or herself 
that relates to the subject matter. So ask yourself: what is important, relevant or 
interesting for you personally about the subject of the lecture? How much of this can 
you put over in the lecture? 
What are your personal links with your subject matter?  
How much of this can you fit into the lecture? 
When asked this question, Manuel remembers a trip to a further education 
institution that he and Stuart took together. This gave him an opportunity to see a 
surprisingly different side of his colleague: Stuart told him (reticently at first, and 
then with increasing enthusiasm) about the first exhibition he had just been offered 
as an amateur sculptor. Nobody at work knew about this – but now Manuel had the 
new retiree’s permission to talk about it. What wonderful material: now Stuart can 
concentrate on something that is important, valuable and of solid significance to 
him. And Manuel can tell the audience how impressed he was when he saw the 
sculptures … 



Strength 3: Concentration 
Even though the subject matter has now been fully addressed as far as Manuel is 
able,, he is now worried before he takes the stage that his calm approach and 
conversational style could be unsuitable for many listeners and could seem out of 
place and boring in this arena.. But as concentration is one of his strengths he does 
not need to worry about this too much. Manuel can score points by using increased 
intensity where an extrovert would speak energetically, with sweeping gestures and 
vibrant delivery. That is to say: he can pay full attention to the situation, the content 
and the audience, and put all his energy into the lecture. The crucial thing is that 
Manuel is concentrating his energy where it helps the lecture: by taking this 
opportunity to present this subject matter to this audience.  
Of course concentrating on oneself can be counterproductive when lecturing and 
unsettle the lecturer. And focusing intensively on yourself is not really necessary: 
body language and voice tend largely to adapt themselves to the speaker’s mood 
and to what is happening in his head. That is why they can make such an impact: 
they often give away far more than the person concerned actually wants! 

Keep to a few, clearly defined gestures 
Large gestures are not important. It is much more important for movements to be 
clearly defined, in other words they should have a beginning and an end. The same is 
true of intonation: you do not need to overdo your intonation – but be careful to 
articulate every sentence right to the end (in other words, don’t let it fade away), 
and introduce deliberate pauses at important points. Also make sure that a 
statement sounds like a statement and not like a question. Making a statement 
sound like a question (“That is what I wanted to say?”) is something I often hear 
from quiet people; it means that they are unintentionally but quite literally making 
their intonation “question” their assertions and ideas, and thus robbing them of the 
forcefullness that the speaker’s concentration strengths have made possible.  
To sum up, it can be said that concentration enables you to do what you do calmly, 
powerfully and with dedication. Use the powerful impact you make when you take 
the stage! 

Strength 10: Empathy 

Take your listeners’ points of view into account 
You must already sense that anyone who stands up in front of an audience cannot 
put him- or herself into the position of each individual in that audience. Even so, 
empathy as a strength is a particular advantage for a quiet lecturer. An empathetic 
speaker is in a position to think himself into his listeners’ points of view, to find out 
what those listeners need, and to address these matters first. Unsurprisingly, it is the 
classic, highly extrovert limelight-hogger who all too often sweeps the audience’s 
needs aside – and fails to take heed of the third success criterion: that of paying due 
attention to the listeners’ needs.  
But what does empathy mean in a lecture situation? Let’s go back to Manuel and his 
farewell to Stuart. As Manuel is able to think empathetically, he will do the following 
things in his speech:  



• take into account what his fellow employees think of Stuart: they will miss 
him,  and Manuel will stress this in concrete terms. 
• be able to assess what the audience will find particularly interesting: in this 
case  it is he himself in his new role.  
• ensure that the audience will find a way of tuning in to him as a speaker: this 
 will include his shared experience with Stuart as an amateur sculptor. 
• include the audience in the event: at the end of his speech he will ask Stuart's 
 three closest colleagues to come forward and get them to hand over the 
 department’s present, adding a few words of their own.  

Speak without notes 
And Manuel will definitely follow the advice his coach has given him: he will speak 
without notes and only have a few headings in front of him so that he will not be 
tempted to read from his manuscript and thus avoid contact (obstacle 9). Manuel 
will also be sure to maintain good eye contact, so that he can assess his audience’s 
reactions and take them into account where appropriate: for a good speaker, every 
instance of public speaking is a dialogue.  

 

A question for you: 
Which of your personal strengths can you exploit particularly when lecturing? 
Write brief notes to show how you can use these strengths most effectively.  
[in first column] 
Strength 1: Caution 
Strength 2: Substance 
Strength 3: Concentration 
Strength 4: Listening 
Strength 5: Calm 
Strength 6: Thinking analytically 
Strength 7: Independence 
Strength 8: Tenacity 
Strength 9: Writing (rather than speaking) 
Strength 10: Empathy 
additional strength: 
additional strength: 
[next column] 
 - useful in the following ways: 
............................................ 
[repeat dots 11 times] 
 

Getting over difficulties when lecturing 

Typical obstacles for introverts when lecturing 
So far, so good: so quiet people have strengths that help them in public speaking. 
Then why do so many introverts particularly dislike speaking in public – and why are 



so many of them ineffective as speakers? The fact that quiet people prefer to speak 
to a small number of people, or to individuals, is not an adequate reason, as the 
converse shows: a stimulating lecturer who can fill a hall does not inevitably have 
problems when talking to individuals.  
The answer to these critical questions is to be found in the particular obstacles faced 
by quiet people. Let us look at a few typical difficulties.  

Obstacle 1: Fear 
Fear can take on a number of shapes in the public speaking sphere. One of them is 
stage fright, the sense of unease that grips the body before and also during an 
appearance. 75 per cent of all people are said to be afraid before appearing in 
public. So the figures alone show that stage fright cannot be the domain of quiet 
people alone. It also features regardless of how experienced or competent the 
person suffering from stage fright is: even experienced actors, the most intelligent 
professors and highly talented musicians have stage fright before their appearances. 
It is a physical response in the first place. Let us take a closer look – the more you 
know about stage fright, the less of an ordeal it need be – and you will be able to 
handle it much better.  
Stage fright is a moderate form of fear, or anxiety, before appearing in public. It has 
a large number of advantages: even a small dose of adrenalin makes people wide 
awake and alert in front of an audience. It is biologically impossible to be tired and 
bored if the body is functioning as described above.  

 

Stage fright: what causes it and how it 
affects the body 
• Stage fright is a stress reaction. The body is intended to be able to react 
quickly in order to be able to master a situation that is seen to be dangerous. It does 
not matter whether this danger comes from a vicious dog or a public appearance: 
roughly the same thing happens physiologically. 
• This reaction is triggered by the sympathetic nervous system, the part of the 
vegetative nervous system that is responsible for boosting the organism’s 
performance, for example if there is a sudden sense of stress or when a person is 
attacked or has to escape.  
• The sympathetic nervous system triggers a burst of the hormone adrenalin in 
the adrenalin medulla. Cortisol is generated as a second stress hormone.  
• The two hormones confine the body to a limited number of responses to help 
it handle the danger (at least in the case of the dog attack). These reactions are 
attack, escape or paralysis. 
• Stress hormones also have differing effects from person to person. Possible 
effects among others are higher heart rate, rapid breathing, change in the blood flow 
(linked with going red or pale), spasms or trembling in individual parts of the body, 
problems in the digestive tract (nausea, flatulence and belching, diarrhoea, a need to 
urinate), or also problems in the nervous system (increased perspiration rate, 
fluttering eyes, headaches or dizziness).  



 

Overcoming fear of appearing in public 
But as is the case with so many substances, it is not the dose that matters with 
adrenalin either. It is only bad when stage fright mutates into genuine fear of 
performing in public – the second form of fear after stage fright that makes public 
speaking seriously difficult. The fact is that fear of making a public appearance 
creates an actual block: you feel that you are a helpless victim of the situation. You 
can no longer say what you want, and you cannot perform to the best of your ability. 
Poor breathing (caused by stress) and the concentration of blood in your extremities 
(but not in the brain!) and the raised mental stress level can lead to concentration 
problems and in the worst case to blackouts. Contact with the public becomes more 
difficult. And seeming confident and competent, with a real fear of appearing in 
public threatening you, is a real challenge.  
The obvious question is: how can this anxiety – both stage fright and real terror 
about appearing in public – and its negative symptoms be overcome? Willpower and 
self-discipline are not the best way, as a glance at the physical consequences caused 
by the stress hormones will show: symptoms like headache, blushing and nausea 
cannot simply be willed away. 

Anxiety resistance strategy number 1: Speak in public 
regularly  
But there is something you can do, and you can do it on three levels: the first is 
habit. Make sure you practise regularly. If the lecture is a particularly important one 
you could rehearse with an audience of friends or trusted colleagues. If you 
deliberately expose yourself to lecturing situations on a regular basis the anxiety 
centre in your brain will repeatedly register that you can handle public speaking 
without serious consequences. This will make the anxiety less intense, and the 
anxiety symptoms will be alleviated as well – something that used to be seen as a 
dangerous unknown, gradually becomes a habit – a phenomenon known as 
desensitisation. Experience makes you more relaxed and more secure. The inner 
resistance you feel when speaking in public does not go away completely, but it 
weakens with time. The anxiety loses its strength.  
A good and at the same time unbeatable way of speaking in public regularly is to join 
a toastmasters’ club. These clubs have set themselves the aim of making their 
members into better speakers and leaders. The method used is peer coaching – 
anyone making a speech is assessed by another member. You will also learn to be an 
assessor yourself, to speak off the cuff, how to chair a meeting – in brief, speaking in 
front of other people in a variety of situations. There are toastmasters’ clubs all over 
the world; you will find the appropriate link in the appendix.  
One reservation should be mentioned here: if you suffer from a particularly severe 
form of anxiety about speaking in public it is best for you to be helped through the 
desensitisation process by someone with appropriate psychological training.  



Anxiety resistance strategy number 2: Use mental 
strategies 
Secondly, you can reduce your anxiety about speaking by applying your conscious 
thinking skills. You will remember: consciousness can influence physical processes 
(see page xx). 
The right mindset for handling anxiety: I am well prepared! 
First of all, make sure you are well prepared: when you tell yourself confidently in 
the preliminary stages that you are well prepared, this mindset will get rid of a lot of 
your anxiety from the outset. But of course you must actually be well prepared. This 
takes a load off your short term memory, which functions to a rather more limited 
extent when quiet people are under stress. You will also have more room for 
improvisation if something unexpected should happen.  
Another mindset for handling anxiety: the subject matter is worth the risk. 
This mindset appeals to your “higher self”. It helps you to look away from yourself 
and aim at a higher goal. The subject matter is so important that it is worth all the 
effort and personal discomfort associated with appearing in public. Interestingly, this 
strategy offers particular relief to introverts: the cerebral cortex soothes the anxiety 
centre in your brain. Do try it: it works. 

Anxiety resistance strategy number 3: Look after your 
body 
Finally, we should mention something that many of my quiet clients allude to as the 
ultimate catastrophe: your mind going blank This is where you completely lose the 
thread – i.e. access to what you want to say. But you do not lose what you have 
already said, so this becomes a good reference point: repeat it, or sum up the key 
subject matter.  
But before you do this, engage in a second activity at the same time: breathe. Or 
more precisely: breathe in deeply and slowly. There is something very concrete 
behind this advice. Your mind going blank occurs mainly because of a lack of oxygen 
and blood supply to the brain. This lack arises because of the adrenalin-induced 
stress reaction described above. Adrenalin makes you hyperventilate – your 
breathing becomes rapid and shallow. This means that air is only reaching the upper 
chest area, unless you do something about this. This and the stress hormone cocktail 
that has been poured out make a serious impact: no oxygen – and you lose the 
thread.  
So the most important thing for you to do if your mind does go blank is to practise 
deep breathing again. If you breathe purposefully and slowly into your stomach (or 
more precisely, into the area just below you ribs), this has two further advantages: 
firstly, it makes your voice stronger, and secondly you will be calmer and more 
relaxed – and this quite literally: tensions are released, and your thoughts flow more 
regularly. All the meditation techniques in the world use breathing as a centring 
device.  
It is best of all to breathe deeply and slowly before you appear to give your lecture. 
Find a quiet corner, even if it is the washroom. Breathe deeply and calmly. In this 



way you will generate energy – and you will appear before your audience with more 
inner calm (strength 5), giving an impression of confidence.  
Body and mind influence each other. You can use mental messages to bring about 
physical change (relaxation, for example, as in anti-anxiety strategy 2). The converse 
is also true: breathing can calm your mind. Similarly, you can use your body to 
moderate your fear by “acting as if you are”. Strike a pose that suggests a confident 
speaker. Put your feet together on the floor, distribute your weight evenly and stand 
up straight. Stretch your spine and hold your head up. A self-confident pose works 
wonders on your brain. It “believes” in this confidence because the body is 
generating it. Try it out, even if it seems peculiar. Remember that there is a 
wonderful side effect: your audience will see you as a confident person as well – 
because you look like one.  
It doesn’t really matter if you go red for a while. People who blush and betray some 
embarrassment in that way seem appealing, as psychologist Dacher Keltner has 
shown. This is because the person blushing is revealing that he does care about his 
fellow human beings – communication really matters to him.  

Obstacle 2: Too much detail 
Too much detail in a lecture is often related to fear (obstacle 1). The lecturer tries to 
seek safety in minor points that he knows well and considers to be reliable. So 
Manuel, when saying goodbye to his colleague, is tempted simply to stick to the 
details of his career and deal with these as thoroughly as possible. That would be 
objectively correct and would bear examination, but it would bore the audience to 
tears and would definitely be very quickly forgotten.  
 The effects of giving too much detail occur particularly frequently in scientific and 
other specialised lectures. Some of my clients and seminar members like to build as 
many experimental results and details as possible into their lectures (and slides!). 
This certainly supports their results, but they can easily lose their audience by doing 
it, by making them unable to follow the thread. But what use is even the best thread 
if it is securely in the speaker’s mind, but does not help the audience to follow? The 
three tips below will enable you to strike a good balance between the importance of 
being precise and keeping an eye on what really matters. 

 

Precision and the full topic: here’s how to 
convey both 
1. Keep to your structure when lecturing. 
ERROR! This ordered list item doesn't contain a tab. An ordered list item must 
contain either an item label or a 'CONT' tag indicating a continuation paragraph, 
followed by a tab. 
 This is quite a simple point: no digressions! 
2. Keep your key point in mind. 
 Ask yourself when reviewing all subject matter, examples, details and stories: 
 does this information help to put my key points across? The following 
 approaches are permissible: leading up to the key point, illustrating the key 



 point and conclusions drawn from the key point. (See page xxx, second 
 success criterion.) 
3. Take more material with you than want to put over. 
 Scientists and professional administrators in particular often wonder whether 
 they have included enough figures, data and facts in their lecture. Don’t be 
 afraid to take plenty of this information with you: in dedicated summaries, or 
 an additional slide. If someone in the audience wants more detailed 
 information after the lecture, you will be forearmed – without overloading 
 the lecture itself for your listeners.  
 

Obstacle 5: Escape 

Not facing up to deadlines  
When quiet people are stressed, a lot of them are tempted to escape from it all. 
They try to ignore the deadline before a public appearance and thus postpone the 
preparation work until it cannot be avoided any more. This means that pressure of 
time is added to the stress of giving the lecture: not a good situation.  

Break the preparation work down into stages 
The countermeasure is easy. As soon as the lecture date is fixed, plan the 
preparation work by dividing it up into small stages and setting a date for each of 
them. Small stages seem less threatening and are easier to manage, and they make 
for successful results and also help you to feel more secure. Simply make use of the 
aids suggested in the section called “Opportunity and protection: the preparation 
phase!” from page 224 onwards to help you prepare your speech stage by stage. In 
the actual lecture situation the desire to escape can be expressed by the quiet 
person withdrawing completely into his text and thus neglecting contact with the 
audience and its needs.  
This temptation becomes well-nigh irresistible if you have an absolutely fully 
formulated script in front of you: genuine eye contact is as good as impossible, and 
so are a lively delivery and expressions that follow the simple structures of spoken 
language (and not written language, which can easily take over on paper if you are 
not a professional speechwriter).  

Just note headings 
You can prevent this kind of escape with a strategy that forces you to reduce your 
material: just write down headings, not a fully written text. The aim is not perfection 
here. Spoken language always includes little mistakes in the choice of words, 
pronunciation or sentence construction. But we are not looking for polished 
formulations, we are looking for contact. The little mistakes that slip into our spoken 
language will be corrected almost automatically in the listeners’ minds. But if you do 
not establish any contact, there will not be much in those minds that is anything to 
do with your lecture. There will be nothing there but shopping lists or holiday plans 
… 



Have you identified what your personal obstacles are when speaking to an 
audience? Have you had a chance to make a personal inventory: where do your risks 
lie – and what can you specifically do to tackle them? 

 

A question for you: 
which of the typical introvert obstacles might cause you a problem in a lecture 
situation? Write headings against them to identify what risks you can see and what 
you can do about them. 
Obstacle 1: Fear 
[set as 2 columns and repeat below]] 
[column 1] 
risk:...................................... 
............................................... 
[column 2] 
What I could do about it:.................................. 
.................................................................. 
Obstacle 2: Too much detail 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 3: Over-stimulation 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 4: Passivity 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 5: Escape/lethargy 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 6: Being unduly cerebral 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 7: Self-deception 
risk:...................................... 
............................................... 
What I could do about it:.................................. 



.................................................................. 
Obstacle 8: Fixation 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 9: Avoiding contact 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
Obstacle 10: Avoiding conflict 
risk:...................................... 
............................................... 
What I could do about it:.................................. 
.................................................................. 
[even out all dotted lines] 
 

Manuel’s farewell speech is a success. His colleagues and employees get to know 
him as a management personality who cares and thinks about people. And Stuart, 
who is the main figure in the speech, is moved and proud, as the applause, which is 
for him too, thunders out. 
And talking of applause: never run away from it. Applause is the audience saying 
'Thank you' to you – so stay on your feet and accept it! 

 

Summary of key points 
• Quiet people find public speaking particularly difficult. But you can learn how 
to lecture – and the more it becomes routine, the easier it will be. 
• A lecture is successful if the speaker’s personality shows through, if he can 
convey his message clearly and if he is in a position to tune himself and his subject 
matter into this audience.  
• Good preparation, based on the success criteria and a clear structure, takes a 
lot of the stress out of a public appearance. 
• A genuinely “quiet” lecturing style is built on personal strengths and avoids 
the risks associated with the individual obstacles. The first stage is to identify these 
personal strengths and obstacles. 
• Typical strengths shown by quiet people when appearing in public are 
substance, concentration and empathy. 
• Frequently encountered obstacles are anxiety, too much detail and a wish to 
escape.  
 



9. 
 Rules of the pack: how to speak up in 
meetings 
Paul’s computer is his favourite and most important working tool. He is an IT 
management consultant, and thrives on his ability to master the pitfalls lurking in 
system changes and new software packages. Until now he had always had a senior 
consultant with him at client meetings, and was almost always in touch with the IT 
experts at the firm he was dealing with. But this week his senior consultant is ill. He 
has asked Paul to lead a meeting with an important client – it is not possible to 
postpone this meeting, because it is about an urgent redistribution of project roles in 
the company, and it has been difficult to get all the people involved round a table – 
including the managing director, the staff responsible for the budget and several 
managers and employees from the IT department. 
Paul is dreading this meeting. How is he supposed to get a roomful of people who 
won’t stop talking to agree on a decision? He would prefer to bury himself in the IT 
department and do what he is best at: planning the technical workflow, and passing 
the arrangements on to others. Diane from the said IT department at the client firm 
is equally terrified. She will be at this meeting as one of the people involved in the 
project. Diane knows that for her area of responsibility she needs a budget increase 
and at least one other person to make the new arrangements work. But how can she 
bring this off at the planned plenary meeting. And to make it worse, her senior boss 
will be there too … 

Meetings can be unduly stimulating 
Meetings and group discussions are often very stressful for quiet people like Paul 
and Diane – especially when there are a lot of the kind of participants who like to 
talk a lot in situations like this. Introverts tend to react like this: they feel over- 
stimulated (obstacle 3), withdraw into themselves and decide that most of what is 
being said is hot air. A lot of quiet people feel that little notice is taken of them at 
these big meetings: a female client once said to me: “I often feel completely invisible 
at discussions like this, but I thought it was the limit last week when I plucked up 
courage and suggested something that really mattered to me. Nobody picked up 
what I said – but when a colleague said almost the same thing a little later everybody 
suddenly thought it was a great idea. I thought I must be in the wrong film!” 

Achievement remains invisible 
Discussions that don’t produce the desired result are only one of the disadvantages 
that introverts experience. Introverts who keep quiet in groups can’t put their own 
achievements and ideas over adequately. Sometimes it gets even worse and 
suggestions made by the above-mentioned female client, for example, are “pinched” 
by someone else and meet with a highly successful response. And in addition, the 
impression that superiors can get is that the quiet person who is so reticent in 
discussions is not a good team player – you will find more about this on p. xxx 
onwards. All this can represent a genuine risk in career terms.  



So how can you as a quiet person attract attention and make your presence felt in 
this hothouse atmosphere? And how can you bring all this off with a reasonable 
expenditure of energy? This chapter will deal with these questions.  

Plenary sessions: 6 rules – and 6 implications for 
introverts 
In this section, we are going to look at the rules that govern discussions of all kinds. 
The more you know about these rules, the better you will be able to negotiate to 
achieve what matters in meetings – being visible, confident and convincing. And 
what is said about each of the rules is possibly even more important: you will find 
typical introvert strengths for meetings (and how you can use them), and equally 
typical obstacles for introverts (and how you can limit their consequences).  

Rule 1 for meetings: only people who say something 
are visible 
If you want to give an impression of a competent and constructive approach at 
meetings you have to make a contribution. This does not mean that you should be 
talking all the time – but be sure to say something at every meeting. I know softly 
spoken introverts that everyone listens to when they speak because of the quality of 
what they have to say.  
Here strength 2, substance, will help you (alongside other things we are going to talk 
about). The fact is, that what introverts say in public usually makes an impact 
because they have thought carefully in advance about what they are going to say. 
Introverts do not usually incline towards empty beating about the bush and status-
seeking because they are more concerned about the matter in hand than 
themselves. The group benefits from this when it needs to form an opinion or make 
a decision (or to let other people need to get a word in). Substance, along with other 
strengths, makes introvert contributions at this level particularly valuable. Take 
advantage of this! 
Obstacle 1: fear, can inhibit achieving the desired visibility. Saying something at a 
meeting is also a public appearance, and this was addressed in Chapter 8. That is 
why it is true both here and there: fear is an obstacle. To cope with fear, please 
follow the tips given from page xxx onwards.  
Meetings at which new ideas are to be developed are a particularly difficult obstacle. 
The greatest threats are over-stimulation and passivity (obstacles 3 and 4). If you 
want to participate actively in a brainstorming session make use of strength 9, 
writing (ideally from the preparatory stage onwards). Take a piece of paper and 
create your own written brainstorm. You’ll soon see: you’ll find it easier then to 
make a contribution to those fast-moving meetings! 

Rule 2 for meetings: Attention spans tend to be short 

Get your key point over 

Speaking is one thing. But ultimately you can only be successful if the others actually 
listen to you. Here the trickiest point in terms of subject matter for quiet people is an 



inclination towards over attention to detail (obstacle 2): introverts tend to get lost in 
a mass of detail and transform a clear thread into an inextricable tangle of details.  
So be sure that you don’t get entangled in this kind of detail when making your 
contributions. This will soon make extroverts in particular lose patience, and lead to 
a loss of attention. If you answer a question in too much detail you can easily 
frustrate the meeting, and lose everyone's attention. So, before you make a 
contribution, think as you would before a speech: what is my key point? And pay 
attention to the way you say it: use short, simply-structured sentences.  

Make your contribution heard 

Attention also depends on a good voice level: even the most exciting subject matter 
will send your audience to sleep if you present it in the voice of a funeral orator. A 
soft, weak voice, a lack of pauses and unduly rapid delivery also rob contributions of 
their effect – no matter how rich the subject matter is when viewed objectively. Pay 
attention to stress in your delivery: each sentence has key words in terms of subject 
matter, and you should emphasise them appropriately. Also drop your tone at the 
end of a sentence. This defines sentences as units of meaning and gives them 
emphasis. Speak loudly enough for everyone to hear you – and get a friendly 
colleague to comment on your speed of delivery when you are making a 
contribution: you shouldn’t speak in an agitated fashion, or so slowly that it puts the 
audience to sleep.  

Eye contact with the audience 

Another body language resource for gaining attention is eye contact. Try to make 
eye contact particularly with the decision makers in the room: these are the people 
you have to win over and convince. Introverts usually feel secure and much more 
comfortable when talking to individuals rather than lecturing to groups. Take 
advantage of this fact: look at your colleagues individually when you are making a 
contribution at a meeting – as though you were just speaking to this one person for 
a moment. Eye contact with individuals not only makes you feel more secure, it also 
makes you more forceful, more present, and thus more convincing. You will be the 
focus of attention – and it will be much less likely for a colleague to sell your idea as 
his own at a later date! 

Rule 3 for meetings: No decision without clarification 
of status 

Speaking time depends on status 

It is as frustrating as it is true for people who are less status conscious (in other 
words for many introverts, particularly female ones) that it is not possible to have a 
meaningful discussion until the participants have clarified their ranking order 
amongst themselves. Marion Knaths’ book “Spiele mit der Macht” (Power Games) 
shows how this clarification comes about when a group gets together for the first 
time. And she states quite calmly: ranking order is more important that subject 
matter! The time allotted for speaking also depends on status. If you rank higher, 
you can talk for longer, and also deviate from the topic. If your status is lower, you 
have to be brief, you are likely to be interrupted and your contributions will not have 
such a substantial response.  



Make sure you have sufficient time in which to speak 

Quiet people who incline towards avoiding contact (obstacle 9) also like to avoid 
people who get on their nerves. It is highly likely that the very colleagues who tend 
to wrangle about status will fit into this category very well. You must resist them, but 
on your own terms. So make sure you have sufficient speaking time – at least as 
much as colleagues in a comparable position. But if you prefer to speak briefly, 
rather than at length, then speak more frequently to compensate for this. And note 
that while you are speaking the highest ranking person is the most important, that is 
who you have to convince. This person can be recognised by the fact that everyone 
else keeps looking at her or him to check how they are listening and responding to 
the various contributions. You will probably not be interrupted if the highest ranking 
person is listening to you.  

Self-confident posture 

Be self-confident in your posture as well, and turn towards others. That means 
occupy the space confidently without becoming casual. Use the whole area of your 
chair to sit on, but don’t loll or stick your elbows out. Sit up straight, and look open. 
Avoid submissive gestures like holding your head on one side or looking away in 
unpleasant situations. Make sure that your movements are defined, in other words 
have a beginning and an end: no rocking, no fiddling about with things. The same 
applies to your voice: the tone can be quiet (strength 5) so long as it is determined 
and your statement should be delivered with sufficient energy right to the end of the 
sentence. Take care to breathe deeply (see Chapter 8). Don’t let your voice or 
movements become agitated. Agitation reduces your status. Overall, the messages 
that you send should convey one thing: you know (polite, friendly and cooperative as 
you are) exactly what you are doing.  
If you are not at all inclined to struggle for a chance to speak at the plenary session 
you can use the tips given under rule 5 for meetings and help to prepare the 
decisions strategically in advance. ' Éminences grises' (decision makers who operate 
behind the scenes)occupy status positions as well … 

Rule 4 for meetings: It is fair – sometimes! 

When objective interests are abandoned 

In the best of all possible worlds, everyone plays according to the rules – even in 
meetings! But as I’m sure you know yourself: real life works differently. Of course 
there is such a thing as fairness and open-minded exchanges of views. But not 
always. A lot of people who attend meetings find that it is worth going against the 
rules and interrupting or even attacking if such approaches are not subject to 
sanctions and increase the chances of making personal progress (visibility, 
competing for status). Unfair behaviour is particularly stressful for quiet people, and 
can also cost them in terms of status and effectiveness if they do not handle such 
situations with supreme confidence – above all when avoiding conflict (obstacle 10) 
is one of their personal pressure points.  
Here is an “emergency plan” for you, so that you can act quickly if the need arises: 
the five most frequent rule infringements in discussions and the most potentially 
successful ways of dealing with them.  



 

Tips for rule infringements 
[set as 2 columns ] 
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
Infringement 
ERROR! Paragraph contains text (highlighted in yellow) with a non-approved direct 
formatting change applied. Please remove direct formatting and use a named 
character style instead. 
What to do 
[column 1] 
1. A participant interrupts you while you are speaking. 
 [column 2] 
 The best strategy if you are interrupted by people who rank equally with or 
 below you is to stick to your guns (strength 8: tenacity) – and keep talking! 
 Slip the following sentence in, loudly and clearly: “Let me just bring this to a 
 conclusion …” 
 If the person interrupting outranks you, it can be best to let the interruption 
 (by your boss, for example) go through, and keep up with the discussion 
while  he or she is talking through eye contact or nodding. And if it is possible, 
 respond to the statement directly.  
 [column 1] 
2. A  colleague comments on your statement: “What Jill is trying to say is …” 
[column 2] 
 This is clearly a fight for status: the colleague is trying to make it clear that 
 he has the right to interpret what  Jill has said. 
 If you are ill: never fail to comment on interruptions like this. Suggested 
 formulation: “Thank you for your support, Rob. What is particularly 
important  here is …” 
[column 1] 
3. A colleague tries to put your idea on ice by creating a delay: a working party 
 should examine it more closely, the budget planning decision should be 
 waited for, more information needs to be gathered first … 
 [column 2] 
 The risk lies in the fact that your idea will lose momentum as a result of the 
 delay and “fade out” – while the colleague can seem to be acting 
supportively.  
 Agree with your colleague at the plenary session that there is a lot to think 
 about in relation to this innovation. Then add that you and your team have 
 actually already done this preparatory thinking. Something like this: “That’s 
 right – we need to look carefully at several factors before we outsource this 
 part of the project. And we have done precisely this in the last few weeks. 
 The results are entirely positive. Today we have to come to a decision – we 
 can only complete the project on time if we outsource at the appropriate 



 moment. Otherwise it will get very expensive! Are there any questions about 
 our research?” 
 [column 1] 
4. A colleague stabs you in the back and argues against a previous agreement. 
[column 2] 
 You have no chance of arguing against him at the plenary session if it was an 
 informal agreement. But talk to the colleague straight after the meeting and 
 find out what made him change his stance(or even just the strategy).  
 But if it is something that has been agreed officially, you should make that 
 clear: “I am surprised to hear you say that – at the last departmental 
 meeting we agreed that … How does this all fit together?” 
 [column 1] 
5. A colleague attacks you unfairly at the plenary session: “But these figures are 
 nonsense!” 
[column 2] 
 Take a deep breath: this too is obviously a power game that your attacker 
 hopes to win.  
 The ideal answer needs facts: “Which actual figures are you referring to?” 
 If you cannot think of a suitable answer, make it clear at the plenary session 
 that you are not going to let this go. You could say: “I have another matter to 
 attend to immediately elsewhere.” 
 

Rule 5 for meetings: Allies help to secure the result 

Important things happen before the meeting 

Several people and work areas are usually involved in meetings. If there is one thing I 
have learned in committee work it is this: if a difficult decision is in the offing, in 
most cases it is actually agreed before the meeting. In other words: the people who 
will be affected by the decision form alliances: primarily with other opinion makers, 
but also with other participants. By doing this they will have neatly ensured that 
their candidate will have a majority at the forthcoming election, agreed in advance 
how resources will be distributed or steered resolutions in a particular direction.  

Talk to decision makers beforehand 

Let’s take Paul, our opening example. I advised him to talk before the meeting 
individually to the people who will be responsible for decisions about redistributing 
the project jobs. The aim is to filter out the various interests and to prepare a 
decision that everyone could live with, and possibly find advantageous. Paul is a 
quiet person, and so he prefers individual conversations to group situations anyway, 
so he did not find this a difficult job. He was careful and went about things with 
appropriate caution (strength 1). He was also able to listen well (strength 4) to the 
individuals involved and to put himself in their place, so that he was not just thinking 
of his own interests and nothing else (strength 10). Paul successfully reached a good 
compromise on this basis, and he had also hinted about it to the managing director 
before the meeting. So the MD felt well informed and knew where he was – an 
important detail in the status game! 



The advantages of forging alliances are obvious: the meeting becomes predictable at 
the most important points, and you are in touch with information and opinion 
makers in a way that you would only have been for a short time if at all.. And last but 
not least, you can reduce the possibility of a participant stabbing you in the back at 
the plenary session. So you have gained two major advantages for the meeting: 
certainty and predictability. 

Rule 6 for meetings: What has been decided and 
putting it into practice are two different things 

When there are hitches about putting things into 
practice 
My second insight gained from all the board and managerial meetings I have 
attended is that what was discussed and passed is put into practice. Sometimes. But 
what is decided immediately after the meeting is what the actual value of this is: and 
what happens next? 
This is not always the same. After elections, there is rarely much that can be done 
about the person elected. But proposals that leave the meeting room as decisions 
made are much less stable. There are many reasons for this, extending from 
indifference and negligence to clever sabotage or contradictory decisions by 
superiors who were not at the meeting and then change things around if a result 
does not suit them.  
Quiet people inclined towards avoiding contact and conflict (obstacles 9 and 10) 
often give in to the temptation to take refuge in hope and take it as a given that 
resolutions will be implemented – and can then get some nasty surprises. So one 
question is particularly important here: what can you do to make it more probable 
that decisions that are important to you really are implemented? 

Record resolutions in writing 

Tenacity (strength 8) is your major asset here. If something really matters to you, 
you should stick at it and keep talking to your colleagues who are responsible for 
implementing it. Is everything working out as planned? Are there any stumbling 
blocks? And to make a resolution more stable you can also make sure that it is 
written down: written matter is more stable and easier to check, and so this helps if 
people start saying things like “We never put it like that!” Various media are 
available: copies from an interactive white board, an email to all participants or good 
old-fashioned minutes. What's important is the content, It should always contain the 
answer to that famous three-part question: who is doing what by when?  
It is not always possible to prevent later intervention and decision altering by 
superiors. But you can fend it off to some extent by a carefully targeted information 
policy – see rule 5 for meetings.  

 

Three questions for you 
What do you find particularly difficult in meetings? 
.................................................................... 



................................................................... 

.................................................................... 
What are the consequences of this? 
.............................................................. 
........................................................... 
.......................................................... 
What do you want to do differently in future? 
............................................................ 
............................................................... 
.................................................................. 
 

Leading a discussion: meetings for advanced 
students 
Paul has been assigned to leading a meeting. This section is about dealing with this 
kind of task successfully – with the calm strengths of a quiet management figure.  

Planning time 
If it is within your power to fix times and dates be sure that they are convenient: not 
too early, not too late, not too many meetings on one day. Leave sufficient time for 
consultation between the different meetings, and for the initial implementation of 
decisions made.  

Planning content 
The better you prepare for a meeting the more effectively it will proceed. Here is a 
checklist that you can simply work through when planning meetings: 

 

Checklist for preparing a discussion 
1. Time: when is the discussion to take place? How long should it last?  
2. Place: where will the discussion be held? 
3. What are the aims of the discussion? 
4. What will be on the agenda? 
5. In what order should these points be dealt with? 
6. How much time should be allowed for each point? 
7. Which subjects should be omitted if time is tight? 
8. Who will be asked to the meeting? Who will be involved in a particular point 
in the agenda? (List of participants) 
9. Who is responsible for/leading on which points on the agenda? 
10. Who are you expecting documents from about this meeting? When should 
you ask for them – and by when should they be delivered? 
11. How should the results be recorded? By whom? 
12. Which media are needed? 
13. Who is issuing invitations to the meeting, and what information will they 
provide (agenda)?  



14. Who will put the documents together and check that they are all there? Who 
will arrange to dispatch them in advance (if necessary)? 
15. Who will deal with the general preparation (room reservation, seating plan, 
media, name badges, snacks, drinks)? 
 

Implementation 
The actual discussion is the greatest obstacle. But you can approach it analytically 
(strength 6) and work through the following phases in order to chair the meeting. 

 

Discussion phases 
1. Introductory phase: welcome the participants, present the agenda, ensure 
that people know what is going on (length of the meeting, weighting of the subject 
matter, special participants …). 
2. 3-phase sequence: N.B.: these phases apply to each point on the agenda 
separately. 
 information phase: introduction to the subject by you or others. 
 working phase: treatment of subjects – exchange of questions, information 
 and arguments. 
 outcome phase: summary, coordination, planning for further action, 
 distribution of jobs and responsibilities (who is doing what by when?) or: 
 postponing decisions and planning for further action. 
3. final phase: thanks to all present, pick out positive outcomes. Then possibly a 
 discussion of subsequent date(s).  and short goodbye.,  
 

Probably the most difficult obstacle is controlling the process. If there are 
controversies, deviations and distractions it is very difficult to find a way back to the 
direction the meeting should be taking. In a case like this, Paul decides to take a 
deep breath, keep very calm (strength 5) and to lead the meeting back to the 
appropriate point on the agenda with quiet tenacity – pointing out what time it is, if 
that is appropriate.  

Balance 

Pay particular attention to the introverts at the meeting. These can take longer 
before they say anything, and they often speak more softly than extrovert 
participants. Ensure that the quiet people get their say – and this is not just for the 
sake of being fair: you are now aware that introverts are thoughtful and careful, in 
other words inclined towards security. This can mean that they will introduce 
important factors into the discussion that their extrovert colleagues do not have an 
eye on. You are a quiet discussion leader, so you are in an ideal position to make 
sure that introverts have a say and that their contributions are given due 
consideration.  



Brainstorming as a special case 

Brainstorming is used in meetings to bring out as many ideas as possible: for 
example, how a problem can be solved or a vision developed. Ideas are thrown 
about in any order, collected together and not rated or discussed until the next 
phase. Brainstorming is a wonderful form of communication for extroverts. Racing to 
come up with ideas spontaneously in a social context – what fun for people who 
develop their ideas as they speak! 
But it doesn’t look quite the same to introverts. They prefer to think calmly before 
they share their thoughts – and to do this alone. Things have usually moved on to 
the next stage before quiet participants have developed ideas they think are viable 
in principle: the extroverts are comparing and rating the ideas that have poured out 
so far. So the introverts’ ideas are lost – and with them about 50 per cent of the 
group’s potential. Susan Cain’s book refers to recent studies saying that large groups 
are usually less productive than smaller ones – or than individuals who develop new 
ideas in complete isolation (Cain 2011). The great exception to this sober summary is 
online brainstorming under clear direction.  

Brainstorming online or on paper 

This means: in principle, you can substitute other ways of producing ideas on a 
smaller scale without any difficulty, without detracting from the outcome. Or you 
can carry out the brainstorming online. But if thinking things over at a plenary 
session is traditional in your company or organisation there is an easy way of making 
a brainstorming session accessible and as profitable as possible: simply ask all the 
members of the group to take a few minutes to write down their first thoughts 
(strength 9). This approach creates a situation for introverts in which they can think 
alone and express themselves in their preferred medium. The ideas will not be 
discussed until the next stage, when they will be shown to everyone on an 
interactive whiteboard, flip chart or pin-board.  

Dealing with difficult situations and participants in 
discussions 
The summaries in the previous sections will give you a sense of security when 
leading discussions. But you can find yourself in situations that are stressful for 
everyone, not just quiet leaders. So it will be all the better if you are prepared for 
disturbances and difficulties. The following summaries contain the most important 
stress factors that can crop up at meetings – along with the appropriate strategies to 
help you, as a (quiet) discussion leader to deal with difficult people and situations.  

 

Difficult situations in discussions 
1. Nothing doing: Nobody says anything. 
 Strategies: Make sure that everyone know where they are: sum up briefly 
  what has been achieved so far. Identify any questions that are still 
unresolved. Ask your own questions to move people in the right direction.  
2. Differences of opinion between at least two participants.  



 Strategies: If the clash is about something concrete, identify the different 
 points of view in neutral terms. Get a sense of opinion from the plenary 
 session if you think this is appropriate. If things get too emotional, and the 
 waves of excitement are breaking sufficiently high, calm the meeting down 
 by taking a short break so that the parties to the dispute can resolve the 
 situation without an audience – and the plenary session will be able to get 
 back to work.  
3. Reproaches: participants criticise your approach. 
 An example from Paul’s meeting: “But you’d said that you would get the 
 budget plan for the project to us before this meeting!”  
 Strategies: If the criticism is justified, use your empathy (strength 10) to 
 understand the other person’s point of view. Then say what you intend to do 
 about it, in concrete terms. 
 Example answer for Paul: “We have not got all the data yet. I can see that 
 ou need the figures for planning purposes. I have already arranged for the 
 data to be available tomorrow …” 
 If the criticism is not justified: act as for 4 or 5. 
4. Provocation: Here it is not about the matter in hand – someone is trying to 
 break your composure and test you. It could be motivated by status, for 
 example, by boundary issues or by dislike.  
 An example from Paul’s meeting. A head of department says: “All this project 
 work on your list simply doesn’t exist.” 
 Strategies: Avoid a fighting match at the plenary session. That would firstly 
 be stressful, and secondly, the outcome would be uncertain. Instead, take the 
 exchange back to the matter in hand. To do this, make a bridging statement 
 that leads away from the person trying to provoke you and back to the 
 subject. A possible answer for Paul: “It looks like a lot. And it really is a lot – 
 it’s working on four project sections at the same time that makes the list such 
 a long one.” 
5. An attack by one participant against another, or against you. A decisive tone 
 of voice, a strong judgement and little content in terms of the subject matter 
 are typical of an attack. An example from Paul’s meeting: “That doesn’t work 
 either.” 
 Strategies: Take a deep breath – your relaxed approach is worth its weight in 
 gold in a situation like this. Even more than in the provocation example, the 
 attacker wants to show that he is stronger and you are weaker, so it is a 
 matter of status. If you remain calm and confident the attacker’s plan will not 
 add up. Also, challenge the attacker to get back to the subject.  
 Here are a few examples that could help Paul: 
• “I see that you are sceptical. What has brought you to this view?” 
• “I see that you are sceptical. What do you suggest?” 
• “What do you mean by that?” To gain time, and as an emergency solution, t
 his last suggestion (if nothing else occurs to you) is a wonderful catch-all for 
 all cases. 
 

Let’s look round the group of participants: how do you deal with difficult characters 
and their behaviour? 



 

Discussions: Difficult participants 
1. The person who talks too much: needs attention, and can make others 
deviate from the point as well. 
 Strategies: People who talk too much can easily cause frustration at a plenary 
 session, and in extreme cases the thread can be lost. It is your job to stop 
 them and skilfully shift their contributions back to the subject of the meeting. 
 Be sure to avoid conversational aids like nods or smiles. Wait until the person 
 talking has to take a breath. Raise a hand and say: “Let me sum that up 
 briefly” or “Just one comment on that.” Then do just what the sentence 
 suggests.  
 Then act: remind the meeting of the subject in hand (“What do you think 
 about that?”, or illustrate a point visually. You can also ask the person talking 
 too much to sum up: “What do you feel is the most important thing in this 
case?” 
2. The dominant person: often a high-ranking individual, self-confident, 
 inclined to break rules and to intervene. Advantages for dominant people are 
 their air of legitimacy (if they are from the management team and thus can 
 involve themselves in decision-making), and they often make good 
 contributions in terms of the subject matter.  
 Strategies: The best thing to do is to approach the dominant person before 
 the meeting and talk about it. If that is not possible, speak to him or her in a 
 break. Acknowledge what the dominant person says at the meeting, but also 
 encourage others to make contributions: “Many thanks for that idea. What 
 do the others think about it?” 
3. The aggressive person: attacks as a matter of principle, wants to make an 
 impact on others – and likes using sarcasm, debaters highly emotionally 
 charged contributions. Aggressive people drain a great deal of energy out of 
 quiet people.  
 Strategies: Take a deep breath, keep both feet on the ground, try to distance 
 yourself inwardly and reply quietly, in the literal sense: at a low volume. This 
 de-escalates the situation.  
 As well as this – as explained above under provocation and attack – get back 
 to the subject in hand. Talk to the aggressive person one-to-one after the 
 meeting or in a break, working on a personal level. This can prevent revenge-
 taking. Example: “I noticed that the subject is very important to you – have 
 we covered all the key facts, do you think?” 
4. The bad-tempered person: attacks impulsively or starts shouting, i.e. is led 
 astray by anger from time to time. This kind of person also makes quiet 
 people stressed, or lacking in energy. 
 Strategies: behave in the same way as you would with an aggressive person. 
 Also, anger and its consequences represent an additional obstacle in the case 
 of the bad-tempered person: it simply isn’t possible to get back to the point 
 while there is anger in the room. And often people who are displaying anger 



 can't hear anything else: they have simply been completely taken over by 
 their feelings.  
 Your aim is to address the obvious thing, the anger, on the one hand. On the 
 other hand you want to get on with the subject in hand. So first of all, move 
 into the realm of emotion – but in order to de-escalate, in other words as 
 when dealing with the aggressive person, speaking quietly and remaining as 
 relaxed as possible. But keep your own feelings under control. Use a short 
 sentence to take things back to the point: “I am surprised – what do you find 
 disturbing about this suggestion?” or: “You are not at all pleased about the 
 way the meeting is going. What do you suggest?” 
5. The pessimist likes to respond sceptically or negatively, and is often driven 
 by fear (obstacle 1). This can have its advantages at a meeting : if potential 
 problems are aired when a decision is due to be made it is possible to avoid 
 errors and save a great deal of time and money. But on the other hand, if 
 negative arguments crop up there is a risk that people will become 
 discouraged and frustrated – the latter particularly if the conversation is 
 dealing with specific details or peripheral matters that not everyone can 
 follow.  
 Strategies: listen objectively to what the pessimist finds dubious. Decide 
 quickly (analytical thinking, strength 6) whether these doubts are justified – 
 and if they are, build them into the rest of the discussion. Also, let the other 
 participants make their own points. If you think the doubts are exaggerated, 
 play an active part yourself: ask the pessimist what he or she suggests in 
 order to avoid a problem he or she has identified or how to reduce a risk that 
 has been mentioned. In this way you will draw attention away from the 
 difficulty and towards resolving it. That is an obstacle for pessimists, so they 
 will ration their contributions more carefully under your chairmanship. Or 
 you can put the doubts to the full meeting and hope that they will be 
 neutralised. Like this, for example: “What do the other experts here think 
 about this risk?” One problem that should be taken seriously is fear of the 
 new, and pessimists are particularly prone to this. It can be infectious – for 
 example, if they use terms like “successful complaints in comparable cases” 
 or “unforeseeable security risks”. Even if the arguments are weak, 
 provocative words of this kind can induce resistance in the other participants 
 on the emotional plane, and can even cause a very good idea to fail. Never 
 repeat these provocative words in your answers, to avoid making people 
 even angrier. Example (when the first pessimistic comment is made): “You 
 are quite right – it is important to look carefully when dealing with legal   
 paid careful attention to our statements. The concept is watertight.” 
6. The person who interrupts doesn’t let other people finish speaking, shouts 
 out in the plenary session or embarks upon private dialogues with other 
 participants. All this can really disturb the meeting – and even become 
 infectious – so that in the worst case, the person interrupting can encourage 
 others to behave similarly. 
 Strategies: acknowledge the interruption with signals that are clear but not 
 unduly emphatic. In private conversations, pause in what you are saying and 
 look at the person speaking in a friendly and relaxed way. Usually that will 



 deal with the matter, and the situation will calm down. If people shout out 
 while you or somebody else are speaking you have to take sterner measures 
 so that all the group has an equal right to speak and a basic assurance is 
 given that anyone who is speaking has a right to finish what they are saying. 
 One of your duties as chair is to establish this certainty. 
 Example of a comment after someone shouts out: “Your contribution has the 
 same right to be heard as those of the other participants. Susan hasn’t 
 finished yet. Shall I put you down as wishing to speak?” 
 

 

Two questions for you: 
What disturbance or what kind of participant would be your personal nightmare at a 
meeting you are chairing? 
.......................................................................... 
[repeat dotted line X7] 
How do you intend to act in future if this arises? 
........................................................................... 
[repeat dotted line X7] 
 

 

Key points in brief 
• It is particularly important for quiet people to know the unwritten rules 
governing the way meetings run. They can be used as a basis for developing 
successful participation strategies.  
• Leading a discussion can easily be managed as well. What is required are 
thorough planning and knowledge of the various phases of a meeting, so that the 
most attention can be paid to the parts of the meeting that cannot be planned.  
• This involves above all dealing with disturbances and challenging participants. 
Both of these can be prepared for and managed successfully.  

  



Licence to be quiet: the prospects for a 
fulfilling life as an introvert 
I hope that the preceding chapters will have given you some ideas about how you 
can understand introverts better, and how to live and communicate better as a quiet 
person. What will you do differently in future when communicating? You are 
welcome to write to me (strength 9!) about your experiences as an introvert and 
about quiet intentions after reading the book.  
Finally, here is one more thing for you: I have summed up the most important and 
the most valuable material, in other words the essence of my long working 
involvement with quiet people in seven points here. You have guessed, it is all about 
substance, strength 2 … 

Introversion – a life full of intensity. 

1. Live out the coolness of being quiet – this would be 
too much for most people 
Find your comfort zone on the introvert-extrovert continuum – and make this the 
place where you usually are. When dealing with other people, find the amount of 
stimulation that makes you feel good because it is somewhere between boredom 
and over-stimulation. You will feel best in this place – and your energy management 
will benefit as well. See your introversion as a privilege – and as a ticket to a 
particularly intensive life. 

2. Behave like an extrovert if it is worth while 
Leave your introvert comfort zone only for a short time: if it is really worth while, 
and above all only when you are feeling good and have recovered. Go over to the 
“other side” and “be an extrovert” – as if you were playing a part: when giving a 
lecture, when having a drink with colleagues or at a conference or in a meeting. But 
as I have said: do it for a short time only and in favourable circumstances – not when 
you are stressed. 

3. Find strength in calm 
Discover ways of withdrawing and resting for all private and professional spheres. 
Make use of these opportunities as a matter of course: they do you good, and are 
ways of filling up your energy tank from time to time. Use the inner calm that you 
gain from this strategy for yourself and other people.  

4. Find out what your personal strengths and needs are 
– and live accordingly. 
Intensity is better than volume. Profound content is better than well- formulated 
sentences. Working on your own is good for creativity and concentration. Actually it 
is quite simple: analyse the context of your life from the point of view of an 
introvert. Develop a sense of your strengths and needs. Use this as a basis for your 
strategies. Live accordingly. 



5. Be a quiet ambassador 
As you know what introverts can do and need, you can encourage other introverts 
you come across. communicate what is important to you in your own language and 
using your preferred media. Support young introverts. Be confident with extroverts. 
Our society can benefit from quiet, considered voices. Let yours be heard.  

6. Win other people over with quiet strength 
As an introvert you use different means from those of extroverts to win other people 
over and convince them. Use your caution (strength 1), your concentration (strength 
5) and your empathy (strength 10) to achieve what you want. 
You will gain in two ways from using your quiet strength: you are working towards 
your goal and you are building up positive relationships with the people around you 
– and by doing that, you will win them to you as well – by remaining authentic and 
respectful.  

7. Learn from and with extroverts 
Chapter 4 showed you how introverts can benefit from their extrovert partners. 
Philosophy has generalised this principle of beneficial contrasts by looking at nature, 
particularly vividly in the Yin and Yang of Taoism. Contrasts can generate positive 
tension. In term of our subject, this means that the world needs explorers and 
preservers of the status quo, long distance runners and sprinters, thinkers and 
impulsive people, people oriented towards service and security. 
As well as this: the richness of our life lies to a large extent in our flexibility and the 
scope for action that this opens up. Both introverts and extroverts are flexible, and 
this flexibility offers a large range of possibilities for broadening our horizons. You 
can look at extroverts in order to expand your own “quiet” ways of looking at things 
and behaving by adding in the extrovert perspective, even if you do not necessarily 
act accordingly (as under 2.). Simply look at the extroverts around you: family 
members, bosses and colleagues.  
What, you may ask, can you learn from extroverts? I have got many stimuli from the 
extroverts around me: I use them to work out how to survive conflict, how to act 
spontaneously despite a full diary, to make other people enthusiastic or to take a 
rewarding risk. Extroverts also teach me to enjoy myself more in company, to see 
things a little more sportingly and to be more open to new things – even if they 
happen spontaneously.  
But extroverts can learn from introverts as well. Quiet people can show them how to 
keep quiet and concentrate on what other people are saying and to think before 
they act. Your inclination towards substance enables you to show extroverts how to 
think more profoundly. A lot of extroverts feel particularly comfortable with 
introverts because they feel accepted – a consequence of empathy.  
Quiet people invite us to be stable and thorough. This doesn’t sound very sexy, 
perhaps, but it can have a major effect on the survival of the species – wherever 
security, ethical principles, tenacity, conscientiousness and analysis rank higher than 
extroverts' strengths such as readiness to take risks and searching for stimulation 
and rewards. So it would be comforting for me to think that all the final decisions in 
certain spheres were in the hands of quiet people – for example in nuclear energy, 



on the money markets, in the food industry and in aircraft cockpits. In every  other 
spheres too, it is true to say: the world needs you! 
Go out and make an impact – quietly and intensively! 



For further reading and on-screen research 
hsperson.com 
Elaine Aron is a psychologist and expert on high sensitivity. Her website contains a 
test that you can use to find out whether you are a highly sensitive person. Having 
this quality is nothing to do with being an introvert or an extrovert 
theatlantic.com 
Available online here: Jonathan Rauch’s article “Caring for your Introvert” (March 
2003), which created a stir when it was first published; also a sequel with readers’ 
comments (“The Introversy Continues”, April 2006) and an interview with Rauch 
(“Introverts of the World, Unite”, February  2006). 
theintrovertedleaderblog.com 
Jennifer Kahnweiler’s blog on introverts in the world of work. 
thepowerofintroverts.com 
Susan Cain’s website with blog and a great deal of information about successful life 
as an introvert. 
time.com 
Weisskopf, Michael: Obama: How He Learned to Win. In: Time Magazine online, 8 
May 2008. 1738494.00.html 
toastmasters.org  
Toastmaster International – one of the best ways learning cheaply and effectively 
how to speak in public and about management communication. The website will 
show you local clubs in your area, among other things, and also clubs you can visit 
when travelling on business or on holiday. 
vanha.med.utu.fi 
Cardiovascular Risk in Young Finns Study: 
http://vanha.med.utu.fi/cardio/youngfinnsstudy/ 
  



Thank you! 
Ute Flockenhaus got this book off to a wonderful start when I approached  her in a 
starry-eyed way about my idea. She simply said: “I’ll have the title protected”. I shall 
never forget that … 
Frederike Mannsperger’s intelligence, flexibility and feeling for language made her 
the perfect editor. 
Dr. Fleur Wöss showed me the power of introvert speakers by acting it out for me. 
Dr. Christiane Buchholz, Christine Herwig, Dr. Eva Kalbheim, the late Dr. Ursula 
Kleinhenz, Dr. Isabell Lisberg-Haag, Dr. Michael Meinhard, Prof. Maria Parr, Tom 
Peters and Andreas Stickler shared their experiences and ideas in a large number of 
conversations, and supported me with their friendship. 
Lars Schäfer made sure that I kept my feet on the ground, did not lose my sense of 
humour and finally came up with a manuscript (even without the 79 additional 
ideas). 
John Kluempers PhD and Mr. Son are the most important extrovert and the most 
important introvert in my life. They show me every day what else is really important 
– and while I was writing the script they provided some very enjoyable evenings with 
various seasons of the Big Bang Theory. 
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