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HOW TO
PROVIDE AND
RECEIVE
PRODUCTIVE
AND EFFECTIVE
FEEDBACK IN
THE WORKPLACE



Whether you are an executive, manager, or
coworker, a key talent in the workplace is
the ability to give constructive, and
proactive critique. Because transparency
and understanding within a company
correlate positively with high retention
rates, efficiency, and a supportive corporate
culture, we have compiled the crucial ways
to ensure you are delivering feedback
effectively.  

Delivering Effective
Feedback in the Workplace



1. Know the Time

First, ask permission to give the
feedback. If a worker seems

stressed or busy, it is never
good to provide feedback

unannounced and give that
worker one more thing to
process. If your advice is

important, simply asking, “Hey, I
know you’re busy, but mind if I

offer you some feedback?” will
help mentally prepare your

worker to put their work on hold
and register whatever it is you

are trying to get across.



2. Know the place

Where you give your feedback is vital. If
the advice is for one person, try and
deliver it to them alone either in their
office space or yours instead of calling
someone out in a group setting. If the
feedback is casual, feel free to give it in a
casual setting, but if it is long and
informative, be sure to offer it in a place
the worker can sit, take note, and register
what is being said.



3. Be specific

When it comes to feedback, there is a fine
line between helpful and not helpful. In
giving critiques, first be sure to address
what you’ve noticed and be specific.
Instead of saying “You’re not doing enough
work,” try to focus on the details you’ve
observed, such as “Hey, I noticed your KPI’s
haven’t been as good the past two weeks,”
and offer specific solutions to the issue.



4. Be positive

When you are critiquing your workers, it is
important to stay upbeat even if the
message itself is not. Make sure to focus
on how they can improve their work, how
you believe in them to improve it, and try
leaving with a smile and a “Let’s catch up
soon to see how this is coming along! You
got it.”



5. Be timely and consistent

When say you are going to give critique, or
would like to meet with someone, be sure
to be on time. Anytime you are telling
someone else what they need to do to
improve it is best not to be tardy and give
them something to question on your
behalf. Recognize that the schedules of
your workers are important. Be sure to
also deliver updated, continuous feedback
via check-ins or emails so your employees
can continue develop off of previous
advice. 



6. Don’t compare

Last, try to keep the advice unique to the
individual receiving it. If you have to
communicate comparisons in KPI’s or work
in order to relay the message, try to keep
that a small portion of your discussion.

Comparing Joe’s work to Anne’s work can
be received as negative and might fuel
tensions in the workplace even when you
are not watching.



7. Check for comprehension

Anytime you are offering opinions or
advice, be sure to verify with your
employees or colleagues that they
understand your perspective and are on
the same page! If this is done there will not
be any miscommunication in the future.



8. Be goal-oriented

In giving critique, make sure to mention
what the overall goals of the company are,
and how fixing or improving an action can
lend to these goals. This allows the worker
to see the greater impact they can have on
the company.



Receiving Feedback
Effectively in the Workplace

Giving feedback correctly can be just as
difficult as receiving it. Receiving feedback
can improve your personal productivity
and help your develop your role in your
company further. Below are the most
crucial ways to ensure you are hearing
your critique!



1. Hear them out

When listening to someone else’s
feedback, always allow them to finish what
they are saying instead of interrupting in a
fit of defensiveness. The individual giving
you feedback could explain a statement
further that makes more sense, or, if you
still do not agree with what has been said,
you can formulate a more effective
response once the critique is finished.



2. Watch your body
language

It is important to invite feedback openly, and
one of the key ways to do this is by
uncrossing your legs, unfolding your legs,
and looking the speaker in the eyes. It
makes you more respectable and will make
you feel more positive about yourself.



3. Ask for examples

If the speaker gives you generalized
feedback, be sure to ask for clarification or
examples so that you can implicate the
changes effectively. 



4.  Process it

5. Listen to yourself

Once you have finished listening to the
feedback, be sure to think about it
afterwards. If you agree with the feedback,
invent ways you can practice these
improvements, and write them down on
paper to help remind yourself and break
old habits.

While often, feedback from another party
helps you become more self-aware, make
sure you keep in mind how you feel morally
and logically about the advice. If you do not
agree with it, return to the advice giver, and
be sure to debate your opinion. 


