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Communication basics — a semiar cycle in three modules

Overview

“Communication basics” is a seminar cycle designed to
strengthen the communication skills of consultants,
managers, and sales personnel. It consists of three
modules:

1.Managing relationships

2.High-impact presenting

3.Training the trainer.

The training consists of a balanced mixture of lecturettes
and different types of group activities which incorporate

real-life examples. Training language is English or
German (optional material in English).

Every module can be booked as a single 2-day seminar.

Nevertheless, since the modules are thoroughly
interconnected and build upon each other, we highly
recommend the complete series in the suggested
timeframe of 7—10 weeks for best learning effect.
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Timeframe
Participants
Language
Material

Price

Topics

3 two-day seminars over a period of 7—10 weeks
8—12 participants

English / German

Handouts (optional)

1850 € (+19% VAT) per day + expenses

I Listening

! Communicating

! Co-operating

! Preparing presentations

! Designing visuals

! High-impact presenting

! Planning workshops

! Interactivity — workshop dynamics

I Creativity techniques



Communication basics* (Road map)

1. Managing 2. High-impact 3. Training
relationships presenting the trainer
2 days 2 days 2 days
D R A\ Timeframe:
Q 7-10 weeks
\° 2
Listening Preparing Planning
Communicating Designing Interacting
Co-operating Delivering Creativity

* Every module can be booked
as a single two-day seminar.
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1. Managing relationships (Overview)

Facts

The seminar is aimed at employees who have to build,
shape, and maintain relationships with fellow-workers,
colleagues, and clients in the course of their work as
consultants, project managers, business coaches, and
managers. The participants will:

review the six phases of a project cycle: contact,
story, assignment, kick-off, relationships,
implementation

test and improve their listening skills

get to know different types of questions and their
purpose

learn to lead a meaningful conversation to gather
information and / or build trust

be able to analyze factors of satisfaction and
dissatisfaction in teams to improve team effectiveness
understand that relationships can be actively shaped
and learn how to do it.
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Duration

Participants

2 days

8—12 participants

Language English / German

Material

Handout (optional)

Price 1850 € (+19% VAT) per day + expenses

Topics

Levels of attention (four basic attitudes)
Effective listening
Body language (basics of reading body language)

Asking questions (types, how and when to ask
them, the balance of listening and talking)

Building trust
Creating rapport

Job satisfaction (satisfaction / dissatisfaction,
movement / motivation)

Team dynamics (motivation cycle)

Managing change (need for change, change and
corporate culture, implementing change)



1. Managing relationships (Sample slides)
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2. High-impact presenting (Overview)

Facts

The seminar is aimed at employees who have to give
professional and persuading high-impact presentations
in the course of consulting projects, in meetings, in front
of clients, on conferences, etc. The participants will:

learn the prerequisites for high-impact presentations
learn how to persuade their audience

learn different ways to structure their presentations
get to know design basics for presentations with
PowerPoint

acquire basic knowledge for the use of modern media
be introduced to the psychological mechanism behind
multimedia presenting

practice to give successful presentations

learn to interact with their audience

be able to learn from real-life examples.
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Duration

Participants

2 days

8—12 participants

Language English / German

Material

Handout (optional)

Price 1850 € (+19% VAT) per day + expenses

Topics !

Prerequisites (purpose, attention span)

Persuasion (storytelling, ethos / pathos / logos,
intercultural presentations)

Structure (different flow structures)
Use of media (technical and psychological basics)

Visuals (types of information, how to display
them)

Slide design (basics of communication design)
Body language, voice, pacing, reducing tension

Keeping the audience (audience-centered
presenting)

Handling questions and difficult situations



2. High-impact presenting (Sample slides)
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3. Training the trainer (Overview)

Facts

The seminar is aimed at employees who have to
implement concepts and knowledge, or to generate ideas
in the course of their work as consultants, project
managers, business coaches, and managers. The
participants will:
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acquire basic knowledge about adult learning needs
get to know different types of workshops

learn to design, prepare, and facilitate workshops
learn to use questions as a tool to promote learning
practice to deal appropriately with different personality
types

learn to deal with unexpected circumstances

learn to apply creativity techniques for generating ideas
learn to organize, facilitate, and follow-up a problem-
solving session

become more confident in difficult meeting and
workshop situations.
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Duration
Participants
Language
Material

Price

Topics

2 days

8—12 participants
English / German
Handout (optional)

1850 € (+19% VAT) per day + expenses

! Workshops and learning (types of workshops,
learning needs of adults, visuals and handouts)

I Structure (lecturettes and activities, benefit /
overview / navigation / underpinnings / summary)

! Time management

! The “usual suspects” (different personality types
and how to deal with them)

! Questions (types and techniques of asking)

! Difficult situations

I Creativity techniques (types of creativity

techniques and how to apply them)

! Problem solving sessions



3. Training the trainer (Sample slides)
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WENDELBERGER

COACHING & DESIGN SERVICES

For further information, please log onto the WEIBlog —
our weblog about topics related to creativity, presenting,
design, and more — under www.wendelberger.com

You can follow us on Twitter
under www.twitter.com/wendelberger

Please don't hesitate to contact us with inquiries or
comments.

Paule Gina Wendelberger
Dr. Axel Wendelberger

Kyffh&userstraBe 23
40545 Dusseldorf
Germany

Telefon +49 (0) 211 579 676
E-Mail mail@wendelberger.com
Website www.wendelberger.com
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