OUTLINE PROGRAMME
Presentation, Assertiveness & Confidence Building

1  Being a Public Speaker

a. Where do I Start?

b. Your Audience

c. Getting Started

d. What are the Pitfalls?
2  Giving life to your Presentation

a. Visual and other Aids

b. Dealing with Nerves

c. Walking Tall

d. The right to be there!
3  Learning Not to Apologise!

a. Getting it Across

b. Dealing with Questions

c. Dealing with Difficult People
4  What is being Assertive?
Recognising Aggressive, Non Assertive and Assertive Behaviour
Beliefs and Rights
Starting to be more Assertive
Negotiating Assertively
Saying "No” with Confidence
. Saying "Yes"
Types of Assertion
Handling Negative Feelings
Giving and Receiving Criticism
How Others influence you
a. Other People’'s Non Assertiveness
9 Handling Aggression
10 Handling Non Assertion
11 Contributing Assertively
12 Handling Change Assertively
13 Handling Stress Assertively
14 Increasing your Assertiveness

e a0 oD e

o NOoOO

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

\\Gha100\gha\Web Development\GHAWebSitel\Zero Site Resources\Course Outlines\Management\MPA0811.doc

1



