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Effective Communication

Outline

This workshop is all about
developing your communi-
cation skills, establishing
appropriate communica-
tion styles for each situation
and using techniques to
enhance your communica-
tion effectiveness.

Who Should Attend?

¢ Supervisors and line
managers

¢ Functional managers

¢+ People wanting to up-
date their skills

¢ HR professionals

¢+ Anyone who has to
communicate within or
outside your firm.

Participants Benefits

As participants you will
benefit from gaining:

¢ An understanding of
your own communica-
tion style and how it af-
fects others

+ The skills to get your mes-
sage across effectively

¢+ An enhanced ability to
communicate effec-
tively and “gain the
edge” so that you can
achieve your objectives

¢+ An awareness of the
techniques available
and how and where to
use them

Workshop Style

Our standard Effective
Communication pro-
gramme combines a signifi-
cant amount of practical
communication exercises
with role plays, plenary dis-
cussions and group work.

Workshop Contents

The workshop covers the
following topic areas:

+ Successful communica-
tion and the barriers to
achieving it

+ Characteristics of an ex-
cellent communicator

+ Methods of communica-
tion

+ Building rapport and de-
veloping listening skills

+ Perceptions and the im-
pact we make on others

+ l|dentifying individual
styles

+ Understanding your per-
sonal conflict style and

managing conflict ef-
fectively

+ Adapting to the styles of
others

¢+ Communication tips for
e-mail

+ Managing remote con-
ference calls effectively

+ Essentials of communi-
cation in presentations

+ Managing good and
bad news.

+ Saying “no” positively.
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International

¢ Elements of assertion

¢+ Communicating
within a global or-
ganisation

+ Hints, tips and practi-
cal ideas around
communication

Naturally we customize
each workshop to meet
the precise demands of
each client organisa-
tion.

Participant Numbers

Our workshops are built
around multiples of
three participants. This
gives participants the
opportunity to learn
from each other and
their own experiences.
The normal group size is
12.

Duration & Location

This is a one day work-
shop, 10.00 to 5.00, nor-
mally run at the client’s
premises.

Other Programmes

Some of our other pro-
grammes include:

+ Positive Influencing
¢+ Coaching
+ Negotiating To Win

+ Managing Dispersed
Teams

+ Managing Your Boss

¢ Team Building On
Yachts

For further information on this or other programmes please contact us on: +44 207 863 8877
Kiddy International Ltd, Trafalgar House, 11/12 Waterloo Place, London, SW1Y 4AU
Visit our website: www.kiddyinternational.com



