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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:

	For employees who need to build & maintain good working relationships with staff, suppliers, clients and colleagues.

	
Course Topics:

	

	· Effective Communications
· Communication Awareness
· Types of Communication
· Communication Barriers
· Active listening
· Body Language
· Questioning skills
· Building Rapport

· Attitude 
· Motivation
· Assertiveness
· Positive Thinking
· Your Behaviour Bubble

	· Approach
· Presenting your views
· Motivations & Meanings
· Persuasion Techniques
· Decision Making

· Team Working
· Understanding Team Roles
· Team/Department Dynamics
· Handling Conflict
· Giving & Receiving Feedback

· GOAL Setting & Action Planning

	
At Course Completion delegates will be able to:


	· Develop Communication skills to assist in more effective & positive communication
· Build rapport with individuals & within teams
	· Approach interpersonal relationships in a positive manner to produce effective outcomes
· Understand how GOAL setting & Action Planning assists in both self development & interpersonal relationships 
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