Interpersonal Skills
Introduction
To succeed in the workplace (or in fact anywhere!), you need good interpersonal skills. These are the skills a person uses to interact or deal with others – they are often referred to as people skills. Your interpersonal skills determine how well you communicate with those around you. This course will enable you to assess your approach to communication and develop your interpersonal skills, in order to communicate successfully with others in a range of workplace situations.
 

Who Will Benefit?
 

Anyone whose success at work depends on building and maintaining productive relationships with customers, colleagues, superiors and team members. 
The course will enable you to:

· Recognise and apply the key skills required to be a successful communicator
· Handle conflict in the workplace confidently and positively, or even better, prevent it from occurring in the first place

· Apply an assertive, low emotion approach in all workplace interactions in order to achieve your objectives

· Give balanced and constructive feedback to assist the recipient in achieving their objectives
Course Content
 
Session 1 The Communication Model
· The importance of good communication
· Communication model

· Barriers to communication

· Levels of communication

· Verbal and non-verbal communication

· Cultural differences

· Asking the right questions

· Active listening

Session 2 Responding to Conflict
· What is conflict?
· The causes of workplace conflict

· Conflict questionnaire – how do you respond to confrontation?

· The 4 possible responses to conflict

· Conflict case study

Session 3 Assertiveness Skills
· Assertiveness defined
· The 3 behaviours – aggressive, passive and assertive
· Assertive techniques

· Making and refusing requests assertively

Session 4 Feedback
· Guidelines for giving effective feedback

· Tips for receiving feedback

Session 5 Review and Close
The course is 1 day long. 
 

Pre-requisites
 
There are no pre-requisites.
