eXZ Effective Communication

One Day Online or Inhouse

This hands on one day communication and personal
effectiveness course focuses learners on the critical
elements of effective communication, increasing
confidence and communication skills in a range of
situations and using a variety of media.

Target Audience
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Suitable for anyone who wants to improve their
communication skills and be more personally effective in
meetings, one-to-one conversations or on the phone.

Course Aim

By the end of course, participants will have a personal
effectiveness and communication development plan.

Course Objectives

By the end of this one day course, learners will be able to:

e Understand the personal & organisational barriers that
inhibit effective communication

¢ Reflect on how they want to be perceived in their
organisation and develop a strategy to present the
right image

¢ |dentify personal ‘limiting beliefs’ and plan to overcome
them

¢ Know how to ensure you understand the message
others convey

e Use a range of effective communication techniques
including questioning, active listening and non-verbal
communication to engage with others

e Know how to convey your message clearly and
concisely

In his training, Nigel was able
to communicate effectively
across a wide range of
learners and ensure that
they were engaged in the
programme. This was
supplemented by
comprehensive and high
quality learning materials,
both paper based and
online, that were invaluable
in helping the learners.

Marie Ferris, R
Professional Ulster
Development University
Manager
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average rating

Nigel's ability to speak
around the content was
excellent. He is clearly
knowledgeable and
experienced in this area.

Online Training Participant



Course Outline

Effective communication
¢ Overcoming potential barriers to communication
o Self-assessing own filters and perceptions that block
communication
e Exploring how you are perceived by others and identify your
desired image

Thinking styles and assertiveness
« Identifying and overcoming negative thinking styles/limiting
beliefs
¢ Exploring own behaviours in challenging situations and
choosing appropriate response

Building productive relationships
e Active listening to show genuine interest and care
» Effective questioning

Toolkit A
¢ Questioning and listening
e Overcoming negative thinking and limiting beliefs

Influencing others
¢ Responding appropriately in difficult situations
e Managing your emotions through words, sounds and
presence to create impact

Presenting a positive image
e Defining your positive image
e Creating a strategy to present your positive image

Clinic 1. Effective communication in different
environments
e Identify environments where you need to communicate
effectively
¢ Create personal strategies for each environment

Summary and close
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Contact us

®) +44(0) 28 95818090

™M) nigel@etimes2.com
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Nigel has a wealth of
training knowledge and can
deliver the theory of
business training to a high
standard. Nigel has the
ability to put trainees at
ease and encourages them
to make the most out of the
opportunity.

Deborah
Irvine,
Production
Manager

5.0%

average rating

All training was clear,
precise and well
communicated. Time was
taken to help make you
understand the task and
make you see it from
another point of view.
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