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This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.

	Duration:

	 1 day

	Audience:

	Those who wish to enhance their communication skills within the business environment.

	
Course Topics:

	

	· The purpose of communication
· Barriers to Communication Process
· Types of Communication
· Refresher on core communication techniques
· Active Listening
· Effective Questioning
· Body Language
· Building rapport
· Giving & Receiving Feedback
· The impact on our business of poor communication
· Effective Business Communication
· Communicating in difficult situations
· Action planning

	
At Course Completion delegates will be able to:


	· Understand Communication Process
· Use effective questioning techniques
· Utilise Rapport Building techniques to enhance working relationships
· Identify the range and appropriateness of current communication methods
· Understand effective communication in their business environment
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