OUTLINE PROGRAMME
Negotiating Skills

1  Defining Negotiation
a. Understanding the principles
b. Recognising the skills
2  Principles of Exchange
a. Preparation
b. Proposal
c. Bargaining
d. Closing
3 Flexibility
4 Identifying Objectives
a. Why?
b. What?
c. When?
d. Where?
Priorities
Preparing Yourself
a. Being informed
b. Identifying problem areas
c. Identifying your own strengths and weaknesses
Assessing the "Opposition”
Learning from Experience
Finding Common Ground
0 Negotiating with More than One Group
a. Cultural differences
b. Language differences
11 Choosing a Strategy
a. Objectives
b. Understanding team roles
12 Using an Agenda
13 Creating the Right Atmosphere
14 Judging the Mood
a. Body and voice language
b. Listening
c. Being prepared for ‘Everything'!
15 Making a Proposal
a. Making it clear
b. Timing
c. Phrasing
d. Keeping options open
16 Responding to a Proposal
a. Clarification
b. Stalling for time
c. Proposing alternatives
17 Dealing with Problems
18 Closing
19 Implementation

o O

~N

= \O 00

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

28 September, 2008

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

VAT Registration No: 526 9530 30

\\6ha100\gha\Web Development\GHAWebSitel\Zero Site Resources\Course Outlines\Management\MNS0813.doc

1



