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COURSE OVERVIEW 
 
How well you communicate can make or break your professional image, influencing how others view your work, 
your performance…even your technical skill sets and your prospects for career mobility. This communication and 
interpersonal skills seminar will teach you how to choose and use the most appropriate words and emotional tone 
for every business situation. You’ll gain insights into your communication style and that of others, while providing 
you with skills for clearly and effectively receiving and transmitting information, ideas, thoughts, feelings and 
needs 
  
 OBJECTIVES 
 
•    Recognize the communication importance  
•    Understand the characteristics of effective  

 communicators   
•    Identify barriers to effective communication  
•    Recognize and assess your own communication style  
•    Choose words that are appropriate for a particular  

 situation  

•    Use verbal and nonverbal techniques  
•    Learn techniques for giving and receiving  

constructive feedback 
•    Sharpen his listening skills  
•    Improve telephone communication skills  
•    Work with difficult people  
•    Encourage new ideas  
  

WHO SHOULD ATTEND 
  
Those Professionals who want to improve their communication skills, analysts, and customer service and support 
personnel.  And who want to advance their credibility with diplomatic communication 
 
COURSE PROGRAM 
   
Communication Style Differences 
  
•    Develop awareness of your communication style  
•    How stress negatively impacts how you  

communicate  
•    “Read” others so that you can communicate more  

effectively  
•    Utilize diplomacy, tact and credibility when  

communicating  
 
Effective and Powerful Communication Skills  
 
•    How to positively impact the visual, verbal and vocal  

components of communication  
•    The “Know-Feel-Do” model of communicating  
 
Assertiveness Theory and Interpersonal Skills 
 
•    Listening Skills  
•    Speaking Skills  
•    Questioning Skills and Techniques   
 

Listening for Effective Communication 
 
•    The barriers and obstacles to effective listening  
•    How good listening is critical as a “receiver” of a  

communication  
•    Build rapport through good listening skills  
•    How to use active listening skills  
•    Using listening skills to build and improve your  

“image  
 
Dealing with Difficult People 
 
•    Identify the types of difficult people  
•    Understand why difficult people are difficult  
•    Deal with difficult people  
•    Use your communication skills to:  
•    Control your behavior  
•    Select appropriate ways of behaving  
•    Influence others behavior  
•    Give and receive feedback effectively  
•    Improve performance and manage others  
•    Carry out disciplinary procedures and interviews 



 
 
Note:  To confirm your registration kindly complete the form below and send to us by fax or email. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

Creative Regional Consultant and Training 
P.O.BOX:88685 Dubai, UAE  

Contact no: 00971508514851 Fax no: 0097142944372 
Email us: info@creative-seminars.com/ hr@creative-seminars.com 

Website: www.creative-seminars.com 
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                       I want to register                        I want to receive more details 
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Complete the form and submit by email or fax it to: +97142944372 


