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Introduction

All human interactions are a form of communication. In the business world, nothing can be achieved
without effectively communicating with employers, employees, clients, suppliers, and customers.

The aim of this course is to help participants become more efficient and effective in managing their
life. Participants in this interactive course will address various skills you need every day like time
management skills, communication skills,s, and negotiations.

Course Objectives of Life Skills

¢ |dentify time management challenges and assess their efficiency in managing their time
Explain the Time Mastery Profile components and their use in better managing their time
Use advanced communication tools and skills to deliver various types of messages
Describe and harness the power of body language

Learn & practice negotiation skills in your life

Course Outlines of Life Skills
Day 1
Managing time effectively to increase productivity

Keeping a to-do-list

Prioritizing your typical day

Breaking tasks down into steps

Using a progress report to track schedule

Learning how to avoid typical time wasters
o Self-imposed time wasters
o System-imposed time wasters

e Making your meetings short and productive

Day 2

Time management challenges and assessment
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e Definition of time management
e Time management challenges
e Modern time management

Time Mastery Profile components

e Adopting the right attitude

e Setting smart goals

e Setting top priorities

e Conducting a rigorous analysis

e Preparing a successful plan

e Preparing a detailed schedule

e Avoiding continuous interruptions
e Planning efficient meetings

e Handling written communications
e Mastering the delegation process
e Avoiding the harm of procrastination
e Improving the use of team time

Day 3
Powerful communicator

e Generating enthusiasm using two-way communication
e Leveraging the power of a positive attitude in your team
e Maintaining an atmosphere of trust and cooperation
e Developing the habits of an active listener
e Using body language to make a bigger impact
o Visual
o Vocal
e Building rapport with the team - 'The Mirroring Technique'
e Writing professional and accurate E-mails
e Providing proper orientation and positive discipline

Business communication skills
e Business communication
e Creating powerful short presentations
e Business writing
Day 4
Mastering body language for good communicators
e The art of body language
e Components of non-verbal communication

e The power of appearance
e Communicating through colors
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e Evaluating your body language skills
e Eliciting thinking patterns through eye movement
e Building rapport using body language

Day 5
Negotiation Skills

Negotiating techniques to Avoiding Confrontational Negotiating
New Techniques in Influencing

Understanding the Power in Negotiating

Negotiating Pressure points and Countermeasures

BATNA Best Alternative to a Negotiated Agreement
Negotiation Exercises
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Blackbird training cities

Amman (Jordan)

Bali (Indonesia)

Batumi (Georgia)

Birmingham (UK)

Cairo (Egypt)

Copenhagen (Denmark)
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Amsterdam (Netherlands)

Bangkok (Thailand)

Beijing (China)

Bordeax (France)

Cape Town (South Africa)

Doha (Qatar)
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Audit & Quality Assurance Finance, Accounting, Budgeting Marketing, Sales, Customer
Service

IT & IT Engineering

Supply Chain & Logistics

Health & Safety

Customs & Safety

Aviation C-Suite Training Agile and Refinement

UK Traininig

PARTNE

Head Office: +44 7480 775526 | 0 7401 177 335
Email: training@blackbird-training.com
Website: www.blackbird-training.com


https://blackbird-training.co.uk//city/human-resources-management-courses
https://blackbird-training.co.uk//city/audit-quality-assurance-courses
https://blackbird-training.co.uk//city/finance-and-accounting-courses
https://blackbird-training.co.uk//city/branding-marketing-customer-relations-sales-courses
https://blackbird-training.co.uk//city/branding-marketing-customer-relations-sales-courses
https://blackbird-training.co.uk//city/secretarial-and-administration-training-courses
https://blackbird-training.co.uk//city/legal-training-procurement-and-contracting-courses
https://blackbird-training.co.uk//city/project-management-courses
https://blackbird-training.co.uk//city/it-security-training-it-training-courses
https://blackbird-training.co.uk//city/Supply-Chain-Logistics-courses
https://blackbird-training.co.uk//city/management-leadership-courses
https://blackbird-training.co.uk//city/self-development-courses
https://blackbird-training.co.uk//city/oil-gas-training-and-other-technical-courses
https://blackbird-training.co.uk//city/health-Safety-training-courses
https://blackbird-training.co.uk//city/telecom-engineering-courses
https://blackbird-training.co.uk//city/occupational-health-and-safety-training-courses
https://blackbird-training.co.uk//city/Customs-courses
https://blackbird-training.co.uk//city/Aviation-courses
https://blackbird-training.co.uk//city/c-suite-training-courses
https://blackbird-training.co.uk//city/agile-and-refinementt-courses

<

MANNAI

co

BL/\CKBIRD

FOR

TRAI

Blackbird training Clients

GAC |

Booking.com

2

O

DueaEE

CORPORATION UNE FILIALE D’ EGA oxFAM Sopttal Meckats Attty
MANNAI Trading Alurmina Corporation Bookingcom Oxfam GB International Capital Markets
Company WLL, Gui Netherlands Organization, Authority,

Qatar uinea Yemen Kuwait

b3

waltersmith Petroman Ol Limited

Nigeria

b5

Reserve Bank of
Malawi,
Malawi

e
BPKH

Badan Pengelola
Keuangan Haji

Bonk of Nigeria
quenu

A
)

BADAN PENGELOLA
KEUANGAN Haiji,
Indonesia

Nigeria

.Nor‘th il

Company

Neorth Oil company,

NATO
Italy

i spese
deibagll alelisall
]
National Industries
Group (Holding),
Kuwait

EZEDC

o BTGy oS RRTION ComPaty

EKO Electricity

s

e S0
Qatar Foundation

< <FAs

ol ARt eugh il dunwg o

Kuwrait Foundiation for the Advancement of Sciences.

Qatar Foundation,
Qatar

AFRICAN UNION ADVISORY
BOARD ON CORRUPTION,
Tanzania

o

Matruk

Ministry of Interior
Kingdom of Saudi Arabia

Mabruk Oil Company
Libya

Ministry of Interior,

i

Salan ciiy
GULF BANK

ENI CORPORATE Gulf Bank

UNIVERSITY, Kuwait
Italy

Hamad Medical
Corporation,
Qatar

USAID
Pakistan

O

BROADBAND
ualfiaita-dloat UNITED NATIONS

Oman Broadband UM,

UK Traininig

KFAS

Kuwait

Q £ L eSI Bss gannd | RS0

Saudi Electricity Company

Saudi Electricity
Company,
KSA

Tse el 1S 2eel2lr S alalt Gy utt
General Organizalion for Social Insurance

General Organization for
Social Insurance
KSA

TC

Aogaul Sullaidl

STC Solutions,
KSA

abes - Loyl agkni dish
AMITSOATY FOR ELECTRICTY REGULATON, CMAN

Authority for

TNE

Head Office: +44 7480 775526 | 0 7401 177 335
Email: training@blackbird-training.com
Website: www.blackbird-training.com




LONDON TRAINING PROVIDER

www.blackbird-training.com a training@blackbird-training.com ‘. +44 7480 775526 / +44 7401177335


http://www.tcpdf.org

