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Communicating Effectively  

Who is this course designed for? 

Front line management, who need to develop their skills in 
sending and receiving `messages’, to make sure that all lines of 
communication are clear and understood. 

 

 What’s in the course?  

 

 The benefits and drawbacks of 1-way v. 2-way 
communication 

 Speak before you think - the language of 
behaviour 

 Message received and understood? 

 “What you heard is not what I said!” 

 The Windows of the Soul, and other cues. 

 Learn to listen, not just hear 

 Prepare your message 

 Choose your “Rudyard Kipling” approach (the 
`5WH’s) 

 Who needs to know, anyway...? 

What are the course objectives? 

 Explain why clear communication is so important 

 Identify exactly what we are trying to achieve 

 Choose the best method of approach 

 Explore the barriers to effective communication 

 Agree an action checklist for senders and receivers to get 
their message across more effectively.  

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes    No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
 
  

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £225 
(+ VAT) 

 
1-day workshop 
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