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Improving Your Communication Skills for Personal and Company Success

Effective communication and etiquette in the workplace cannot be overstated. Everything involves communicating. When team members communicate more effectively with each other, their managers, customers and outside groups or organizations, they are more likely to perform better and make it easier to accomplish their goals.
Participants in this workshop will take away practical communications skills that will open new doors and opportunities to engage colleagues and managers in productive conversations that will lead to a more effective workplace.  The course introduces participants to Canadian business etiquette basics such as the handshake, the skill of making small talk, business dining, to etiquette in the digital age such as using email and other business social networks. 
[bookmark: _GoBack]With Global Knowledge’s applied learning approach, participants will practice introductions, engage in conversations and learn how to make that first great impression.
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· Mid career professionals
· Those working on a team project
· Individuals that have recently been promoted or looking to advance their career
· Those who have recently been appointed to management positions
· People new to business or new to Canada
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Outcome: 
· Identify common and personal communication barriers to effective communications
· Develop skills in asking questions to open up conversations and enhance information gathering
· Learn what non-verbal messages are telling others
· Develop active listening skills to improve the quality of your relationships, job effectiveness, ability to persuade, motivate and influence others
· Enhance ability to handle difficult situations, avoid misunderstandings and conflicts
· Write professional business letters and emails
· Network effectively, including making introductions, shaking hands, and using business cards appropriately in the North American business context
· Dress appropriately for every business occasion
· Feel comfortable when dining in business and formal situations
· Feel more confident about your business communication in every situation
· Develop that extra edge to establish trust and credibility
Duration: 
5 days (9:00 AM – 4:00 PM)


Cost:
Business Etiquette & Communication (Course Code: 100202)
· $1,900 / student 
· Maximum Number of Students = 5
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