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COURSE OVERVIEW 

Communication is the essence of human advancement and it is through the use of effective 

communication that knowledge is passed on, keeping you and your organisation moving in 

the right direction – forward!  

It’s a fact of business that the skill, products and services we have to offer are virtually of no 

value unless we can persuade people to purchase them. 

Despite this, very few of us learn the interpersonal skills necessary to achieve this goal to the 

best of our ability. The ability to relate to people, to have them develop trust in us and the 

organisation we represent, depends essentially on our communication and interpersonal skills.     

 



COURSE OBJECTIVES 

At the end of this course delegates will be able to: 

• Determine the nature of effective communication 

 

• Develop effective listening skills 

 

• Communicate expectations 

 

• Make a good first impression 

 

• Adapt their communication style to the situation 

 

• Get the message across 

 

• Develop feedback techniques 

 

• Assume assertive interpersonal styles 

 

 

WHO SHOULD ATTEND 

This program has been specially designed for those people who need to develop their 

communication skills to achieve better interpersonal working relationships, control successful 

working relationships and improve their performance as a professional.  

 

COURSE DURATION 

3 Days 

 

COURSE LANGUAGE 

English 

 



PROGRAM METHODOLOGY 

The approach in this program is not only to outline the principles of good communication 

styles but also to develop the skills of assertive and interpersonal communication, through 

practical exercises. 

 

COURSE OUTLINE 

Introduction 

Nature of effective communication 

Getting the message across 

Barriers to effective communication 

 

Different types of Communication 

Communication systems 

One-Way versus Two-Way 

“Us” and “Them” of communication 

 

Communication Styles 

Assertive communication 

Interpersonal communication 

Assertive behaviour 

 

Recognising Interpersonal Behaviour 

Using the right language 

Tone of voice 

Body language 

  



Listen and Question 

Effective questioning and listening skills 

Non-verbal communication 

 

Expectations and Goals 

Communicate your expectations 

Communicate your goals 

Communicate in writing  

 

Personality Types 

Myers-Briggs Type Indicator 

Personality Assessment Exercise  

Transactional Analysis 

 

Handling Difficult People 

Giving feedback 

Problems versus people 

Divide and Conquer 

 


