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EFFECTIVE COMMUNICATION SKILL FOR EXECUTIVE (2 DAYS)
HOW WILL YOU BENEFIT: 
By the end of this program, participants will be able to:

· Enhance awareness of the importance of effective communications towards increased managerial and executive effectiveness in business.

· Upgrade knowledge in the various aspects, process and principles of business communication.

· Provide opportunities to practice business communication skills in specific business contexts.

· Provide great usage of electronic advances such as SMS, video teleconferencing, voice mail, fax and e-mail.

· Help you become more effective communicators and therefore are able to interact with others at all levels.

KEY CONTENTS:

Module 1 – Overview of Business Communication?

· The current challenges

· Types of communication

· Managerial communication preferences

· Effective communicators

Module 2 – Verbal Communication

· Written communication

· Oral communication

· Presentation skills

· Public speaking

Module 3 – Nonverbal Communication

· Kinesic behavior

· Proxemics

· Paralanguage

· Object language

Module 4 – Communication Process

· Sender, encoding, message, receiver

· Active listening

· Art of questioning

· Cross cultural sensitiveness

Module 5 – Effective communication methods

· Telephone courtesies

· Face to face communication

· Handling meeting

· Memorandum

· Formal report

· Electronics advances e.g. E-mail, SMS

Module 6 – Interpersonal Skills

· Difficult business communication

· Dealing with angry clients

· Dealing with emotions in business communication

· Influencing and negotiating skills

METHODOLOGY 

There will be group interaction, individual exercise, case studies, role-play, lectures and video/ films.

WHO SHOULD ATTEND?

Supervisors, Line Leaders, Coordinator, Maintenance, Quality Executives from all departments and all level of employees who wants to improve business result.
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