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Workshop 1: Making a positive difference - the power of personal impact

· Getting the best from those you work with

· Clarifying roles, responsibilities and boundaries

· Creating a platform for solid and successful relationships: the three key factors

· The 10 key micro skills for working well with anyone

Overview

How to build and sustain positive and powerful relationships
Who should attend?

Anyone who is interested in building and maintaining positive working relationships – with staff, manager, colleagues, partners and clients
What is covered?

· Getting the best from those you work with
· Clarifying roles, responsibilities and boundaries
· Creating a positive and powerful platform for solid and successful relationships
· The 10 key skills for working well with anyone
Benefits of attending

· Improved working relationships
· Greater credibility, likeability and influence
· Greater personal and job satisfaction
· Improved performance through improved personal impact
Course Presenter

Arnie Skelton at effective Training and Development Ltd

Duration

Half a day

Workshop 2: How to negotiate successfully

· Know your own negotiating style

· Preparing well: the negotiation matrix

· 30 negotiation tactics - and how to counter them…

· Managing your response

· Staying calm and in control

· Dealing with difficulties, objections and obstacles

Overview

Having a successful negotiating framework, set of strategies and skills
Who should attend?

Anyone who has to, or might need to, negotiate
What is covered?

· Negotiating styles
· The negotiation matrix
· Key tactics – to use and to counter

· Key skills

· Dealing with difficult behaviours, objections and obstacles
Benefits of attending

· Improved approach to negotiating
· Improved confidence
· Improved impact
· More successful outcomes
· Better results
Course Presenter

Arnie Skelton @ Effective Training and Development Ltd

Duration

Half a day

Workshop 3: How to solve problems

· A structured approach to problem solving

· Effective decision making

· Thinking outside the box

· Rapid-response thinking skills

· ‘Get out of jail’ thinking frameworks

Overview

How to solve problems, using a mixture of thinking tools

Who should attend?

Anyone who wishes to improve their approach to problems, and their problem solving and thinking

What is covered?

· A structured approach to analytical problem solving

· A structured approach to creative problem solving

· Decision making – hints and tips

Benefits of attending

· Better problem solving thinking and skills

· Better decisions

· More productive in problem solving

· Fresh and better solutions

· Improved performance

Course Presenter

Arnie Skelton @ Effective Training and Development Ltd

Duration

Half a day


Workshop 4: Building successful teams

· What do you mean, ‘teamwork’?

· The 6 factors that make a difference to successful teams

· Team dynamics – and how to work with them to advantage

· Successful team meetings

Overview

How to build and maintain a powerful and successful team

Who should attend?

Anyone who has the responsibility for building and managing teams

What is covered?

· The key characteristics of successful teams

· Key roles and responsibilities 

· Playing strengths, minimising weaknesses

· Building cohesion

· The team leader’s role

Benefits of attending

· Improved teamwork

· Improved performance

· Improved morale and job satisfaction

Course Presenter

Arnie Skelton @ Effective Training and Development Ltd

Duration

Half a day






