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Tone of Voice Worksheet
Persona Traits

Use this table as a starting point to identify traits that resonate with your organization. Think
specifically about your employer brand and the way that you want employees to perceive the
organization. While much is open to interpretation, the traits below are arranged against a 
spectrum of the formality they generally evoke, to give you an idea of where to start.

FUN INNOVATIVE AUTHORITATIVE

LIGHTHEARTED FRIENDLY CORPORATE

SILLY KNOWLEDGABLE EXACTING

IRREVERANT ASSERTIVE TRADITIONAL

PROFANE WHOLESOME RESERVED

WARM ADVENTUROUS PROFESSIONAL

CHILL ENTHUSIASTIC STABLE

SARCASTIC INDEPENDANT PRESTIGIOUS

EXPLICIT GLAMOUROUS POLISHED

RANDOM THOUGHTFUL CONSERVATIVE

QUIRKY ACTIVE CLASSIC

NONCONFORMIST IMAGINATIVE PRETENTIOUS

SENTIMENTAL ENTREPRENEURIAL EFFICIENT

RUGGED SINCERE EXCLUSIVE

DARING COMPETENT TECHNICAL

INFORMAL FORMAL
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Worksheet
This worksheet will help you create a quick reference to translate your identified brand 
characteristics into the actual content you create.

Many organizations have chosen to differentiate their internal voice depending on where 
it comes from. For example, does it come specifically from leadership or is it a general 
internal communication? In these cases, it can be helpful to identify the distinguishing 
traits of each function that you’ll be creating content for.

Formality Key Traits

Leadership: Semi-formal Stable Assertive Innovative

General Comms: Semi-Informal Innovative Enthusiastic Non-Conformist

Formality Key Traits

Example

* Some traits are shared between the ‘leadership voice’ and the general voice of internal comms. It’s okay (and 
often effective) to have some variation in tone, but some consistency should remain.

** Expand as needed
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Framing Template

Our voice is: [trait]

We would say: 
[example]

We wouldn’t say: 
[example]

Why: 
[brief explanation]

Our voice is: Laid back

We would say: 
Let us know if you run into any trouble signing up for benefits! Just respond to this email and 
we’ll follow up.

We wouldn’t say: 
Should you have any problems enrolling in [ORGANIZATION]’s employee benefits program, 
please respond to this email to alert human resources to the issue.

Why: 
We have established a conversational tone in our employee communications and want to 
encourage employees to feel comfortable giving feedback in a similarly relaxed manner. Even 
though the benefits sign-up is important, we want to continue to encourage a low barrier to 
a conversation between employees and the organization’s leadership.

Example
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Final Note

When it comes to defining tone of voice, you can go into as much depth as you like when 
it comes to the number of traits, and which applies in different scenarios. Pay attention not 
only to formality, but also your choice of pronouns. Don’t forget to define whether you use 
humor or slang, what level of ‘warmth’ you are trying to convey, etc. The important thing is 
that once you’ve defined your voice (in general and in each scenario), it should stay stable 
over the longer term.
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Your employee intranet is a powerful tool that can improve processes and productivity within 
your organization. Not only does your intranet engage and involve users, promoting your culture 
and company values along the way, it gives your employees the tools they need to perform their 
jobs efficiently.

At IC, we’ve built these ten intranet best practices into our employee intranet software to ensure the 
needs of your organization are met. To see if our intranet solution is right for you or to learn more, 
book a no-obligation call with one of our team members. 

Book a demo

Your Employee Intranet


