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Effective Communication Skills Training Course Information

Effective Communication Skills Training Course Content

Target Audience & Purpose 
This course will benefit anyone who communicates with 
others in the workplace and beyond.

Overview
For the better part of every day, you are communicating 
to and with others. Whether it’s the speech you deliver 
in the boardroom, the level of attention you give your 
spouse when they are talking to you, or the look that you 
give to the cat, it all means something. This workshop 
will help you understand the mechanics and methods of 
communication and how to make the most of them.

Course Inclusions
•     Comprehensive learning materials incl. exercise files
•     Post course telephone support
•     ‘Certificate of Attendance’ on completion of course
•     Light lunch plus morning & afternoon tea

Understanding communication barriers
Like most things in life, communication is far more 
complicated than it seems. Identifying and exploring 
some of the common communication barriers can help 
you reduce their impact on your communication with 
others.

Paraverbal and non-verbal communication
Much of a message is not in the words used. In this 
module we consider how to control and enhance non-
verbal signals as well as how to read those signals from 
other people.

Listening and questioning
Listening is harder than we think, but it is a powerful tool 
in communicating effectively and building relationships 
with others. In this module we focus on listening and 

Learning Outcomes 
By the end of this course you will be able to:

•     Identify barriers to communication and ways to 
overcome them
•     Develop your non-verbal and para-verbal 
communication skills
•     Use the STAR method to speak on the spot
•     Listen actively and effectively and ask good questions
•     Use appreciative inquiry as a communication tool
•     Capably speak and network with others
•     Establish common ground with others
•     Use “I” message
•     Describe the features of emotional intelligence

also on the art of questioning – fundamental parts of 
active listening if we truly want to understand others’ 
communication.

Mastering the art of conversation
Engaging in interesting, memorable small talk is a 
valuable skill, yet it’s daunting for most people. How do 
you know what to share and when to share it? How do 
you know what topics to avoid? How do you become 
someone that others find interesting to talk to? In this 
module we focus on these questions and practise how to 
be a good conversationalist.

One Day Course from 9.00 am to 4.30 pm
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Emotional intelligence
Your emotional intelligence (EI) is a part of you that affects 
every aspect of your life. In this module we focus on 
understanding the root causes of your emotions and how 
to use them, and the triggers of others’ emotions and how 
to handle them, so that you can interact effectively with 
others.
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