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Why Ask Questions?

¸ Questions are asked for two very different, 
but equally important reasons:

1. To help other people 

2. To help yourself

¸ Questions have the power to turn confusion 
into clarity and resistance into acceptance

¸ Effective Questions are questions that are:

1. Powerful

2. Thought Provoking

3. Open-ended
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The Qualities of Magical Questions

The right questions at the right time:
ÅFocuses thoughts

ÅBridges conflicting views

ÅBuilds rapport and strengthens 

relationships

ÅDeflects anger and hostility

ÅShows commitment and interest

ÅTurns discomforting silence into clarifying 

discourse
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Asking Productive Questions

Below are four types of questions that can 
be useful tools to effectively communicate 
with coworkers, customers, or supervisors.

They are questions that:

1. Break the ice

2. Ask for assistance

3. Are open-ended

4. Ask for analysis
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Questions that break the ice

¸ These questions are meant to ignite 
communication between parties and start 
a two-way flow of ideas.  These questions 
do not always provide you with valuable 
information, but they help to start the 
communication process.

¸ Example: ñHave you ever worked with

[a particular colleague]?ò
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Questions that Ask for Assistance

¸ Asking questions for assistance lets the other 
person know that you what a task to be 
completed correctly.  It helps them become 
part of the solution process.

¸ Example: ñCan you please show me how to 
work the copy machine?  It looks a little more 
complex than the one I am used to.ò
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Questions that are open-ended

¸ These invite parties to respond in some 

detail, and fuel discussion that will give 

you facts which you can work to create an 

on going discussion.

¸ Example: ñCould you describe the 

circumstances of [a specific topic]?ò
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Questions that ask for analysis

W̧hen you ask people to ñget curiousò and 

to ñwonder,ò you invite them to become 

more innovative

Ȩxample: ñCan you think of a way to make 

it easier for students to complete their 

financial aid counseling?ò 
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Common Type of Risky Questions

A majority of the time asking questions can 
lead to positive experience.  There are some 
questions that are labeled as risky, and you 
should refrain from asking them.  Some 
examples of risky questions include:

¸ Questions that are too direct

Example: ñCan you tell me how much our boss makes?ò

¸ Questions that influence negative responses

Example: ñCan you tell me what happened when that other 
employee grabbed your arm?ò

¸ Questions that are too complex

Example: ñCan you give me details about the historical context of 
this case?ò


