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Workplace Communications

Learning Outcomes:

This programme will enable participants to enhance their personal impact in workplace situations
and interactions. It will explore both verbal and non-verbal communications and provide practical
advice on implementing appropriate behaviour for successful interaction at every level.
Participants will receive coaching on how to improve their personal style resulting in an open,
clear, professional approach to communications with colleagues and customers alike.

On completion of this programme participants will:
= Understand the effectiveness of various communication channels
= Recognise the benefits of active listening and effective questioning

=  Know how to read, understand and use body language appropriately

= Understand how to harness their personality for better communication
= Convey information clearly, tactfully and professionally
*  Project professionalism and a positive attitude consistently through tone of voice and

developing a positive attitude

Course Content:

=  Exploration of verbal and non-verbal communications

= Understanding the impact of the messages we send and the power of the unspoken message

= Recognising personal strengths and areas for improvement in relation to current approaches
to communications

= Characteristics & implementation of effective questioning and active listening

= Understanding how to harness your personality for better communication

=  Conveying information clearly, tactfully and professionally

=  Projecting professionalism, confidence and a positive attitude in interactions with colleagues
and customers

=  Presenting yourself with confidence and credibility

Programme Facilitator: Optimum Ltd
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