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Interpersonal Skills


Course Duration:    2 days




Course Number:   460.001
Description

People are the primary resource of any organisation or team.  It is people who plan, organise, make decisions, and conduct business. Technology and tools can help people to work more productively but no group of people can achieve its objectives unless there is successful interaction between group members and with others in the group's environment.

The communication skills needed to bring about this successful interaction are very different from the technical skills required to harness the benefits of technology.  Effective personal interaction requires a broad range of skills which are communication-related:  negotiation, assertion, giving presentations, participation in meetings, delegation, teamwork, leadership, giving encouragement, and enforcing discipline.  Effectiveness in these areas also requires a good understanding of communication principles and human motivation.


Prerequisites

None


Who Should Take This Course

Managers, supervisors, project leaders, consultants, technical specialists, and anyone who feels that their communication skills could be improved.


Objectives

· To develop in the participants a clear understanding of all aspects of effective communication, especially speaking and listening skills.

· To teach the fundamental techniques for effective negotiation and have participants practise these.

· To teach participants how to structure and prepare for basic presentations.

· To develop an appreciation of the benefits of assertive behaviour and the techniques for improving assertion skills.

· To develop an understanding of group dynamics, teamwork and leadership concepts.

· To develop an appreciation of the purpose of meetings and how to make meetings work for the organisation and team.

· To instruct participants in the art of delegation.
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