OUTLINE PROGRAMME
Communication and Motivation

1 Communication Skills
a. What is communication
b. Communication and your organisation
c. Key messages
2  Non Verbal Communication
a. Silent approval
b. Body language
c. Body language of leaders
d. Other non verbal communication
3  Enhancing Communication
Verbal Communication
Simple Public Speaking & Presentation
a. Being prepared
b. Dealing with an audience
6 Listening Skills
a. Promoting active listening
b. Techniques for improving listening
7  Body Language of Proxemics
a. Territory
b. Keeping your distance
8 Communication and NLP
a. Improving effectiveness
b. Enhancing communication
9  Written Communication
a. Tips for effective email
10 Dealing with People
a. Think about your role
b. Hints and tips
11 The Johari Window
a. Self disclosure
b. Feedback
c. Effective relationships
12 Motivation
a. The Importance
b. Herzberg
c. Why does motivation matter
13 Assertiveness
a. Building and boosting confidence
b. Self confidence
c. Anticipate behaviour
14 Bullying
15 Understanding Non Assertion

(S [0

GHA (Cornwall) Ltd

Employment Law &
H R Management Advice

IT and Business Skills
Training and Consultancy

Grosvenor House

Fore Street

St Stephen-in-Brannel
St Austell

Cornwall

PL26 7NN

Tel: 01726 824574
Fax: 01726 823247
Mob: 07767 896226

Email:

Training@ghacornwall.co.uk
Employmentlaw@ghacornwall.co.uk

www.ghacornwall.co.uk

Regulated by the Ministry of Justice in
respect of claims management activities

11 October, 2008

Grosvenor House Associates (Cornwall) Limited
Registered in England No: 2430897

VAT Registration No: 526 9530 30

\\Gha1l00\gha\Web Development\GHAWebSitel\Zero Site Resources\Course Outlines\Management\MCM0827.doc

1



