BUSINESS TRAINING

Knock ‘Em Alive - How to Create and Deliver

High Impact Presentations

Program Overview

No matter how good or important the message, if it's not delivered in an interesting and
effective way, chances are it won’t be heard at all. Strong and confident presentation
skills can advance a career while poor speaking skills can ground a rising star. In this
session, participants will learn how to conquer their audience, no matter how large or
small, and deliver effective presentations that get positive results. From dynamic
introductions to powerful closings, participants will have an opportunity during this
workshop to practice and refine their presentation skills.

Program Objectives
At this program's conclusion, participants should be able to:
Identify the essential components of a presentation.
Describe an audience analysis and why it is a heeded step in a presentation.
Organize information in a clear and concise manner.
Create an attention grabbing introduction.
Implement techniques for varying vocal tones and body language.
Develop strategies for handling hecklers, bullies, and other disruptive
participants.
Point out the benefits and pitfalls of various visual aid options and audience
seating arrangements.
Develop an action plan for improving presentation skills.

At the program's conclusion, participants will understand what makes a high-impact

presentation, will have practiced newly acquired skills, and will develop an action plan
for improvement.

Program Length: ¥ Day
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Facilitation 101 - How to Get the Most Out of

Business Discussions and Meetings

Program Overview

A skilled facilitator enables a group to deal with a problem or develop a plan for
delivering results in less time than it would take without their expertise. This course will
teach participants how to act as facilitators who can draw out and process audience
input for the purpose of moving a discussion forward. Participants will learn how
recognize group dynamics and motivations through dialogue, feedback and consensus
building.

Program Objectives
At this program's conclusion, participants should be able to:

Understand the difference between training, public speaking, and facilitation.
Identify and explain the process and values of facilitation.

Develop an agenda and objectives for a time efficient meeting.
Describe strategies for and know how to run a successful meeting.
Maintain neutrality while working as facilitators.

Know how to facilitate a brainstorming session.

Keep a meeting moving forward and on track.

Get results despite roadblocks, incomplete information, and/or difficult
participants.

Describe typical audiences and how to manage each.

Recognize group dynamics and motivations.

Build consensus and address resistance.

At the program's conclusion, participants will understand what makes a facilitated
session run effectively. They will know how to remain neutral, accommodate for
different work styles, build consensus, manage difficult audiences, and dispel their fear
of facilitating.

Program Length: ¥z Day
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If You Build It - A Guide to Project Management

Program Overview

There is so much to managing a project it can be overwhelming for someone who does
not have a roadmap going in. Participants will learn what the role and responsibilities
are of a Project Manager and how to initiate, plan, execute, and evaluate as well as how
to delegate responsibilities and manage multiple projects. This course will teach
participants what they need to know in order to oversee a project from start to finish
while continuing to perform the daily requirements of their “real job.”

Participants will learn how to develop a formal risk process. Using the Risk Identification
Worksheet, this session looks at how to carefully examine risks to decide which are
most threatening and must be managed as well as how to prioritize risk.

Program Objectives

At this program's conclusion, participants should be able to:
Present the scope of a project and gather requirements.
Create a project plan and assess risk.
Understand the importance of stakeholders.
Cope with budget and time constraints.
Develop SMART Obijectives
Stay on top of schedules, workloads, and “people problems.”
Delegate fairly.
Build flexibility vs. put out fires.
Negotiate effectively.

Program Length: ¥2 Day
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Business Class&de to Business Etiquette

Program Overview

Business etiquette goes far beyond using the correct fork. It's about projecting an image
of professionalism and credibility. In this course, participants will learn how to develop
and sharpen business communication skills with the purpose of enhancing both their
professional image and promotability. This course looks at all aspects of business
image—from body language, written and oral communications and dress to effective
and professional telephone, email etiquette and more.

Program Objectives
At this program's conclusion, participants should be able to:

i Define appropriate and inappropriate work behavior.

[ Project professional body language and understand how your body language
affects others.

i Describe appropriate business dress.

I Know how to handle office small talk, deal with office politics, and use the right
words for the right occasion.

I Exhibit proper telephone etiquette as it relates to leaving and receiving voicemail
messages and how to answer and transfer calls in a in a professional manner.

I Utilize a formula for writing clear, concise and professional business
correspondence.

[ Compose professional emails and respond professionally to email messages.

[ Understand the guidelines of cell phones and other electronics in the workplace.

I Recognize the impact of professional behavior inside and outside of the
workplace.

Program Length: % Day
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