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The Art of Effective Communication 
 

 
Course Duration: 2-day; Instructor-led 
Time Schedule: 9am-5pm 
Lunch: 1:00pm- 2:00pm 
Morning Tea-break: 10:30am-10:45am 
Afternoon Tea-break: 3:30pm -3:45pm 
 
 
INTRODUCTION  
The ability to plan and execute good quality communications in the workplace is one of the key 
attributes of the modern supervisors and leader. Developing this competency is vital to managerial 
skills enhancement given that effective communication is essential to the current and future success 
of any organization. However, because we are now operating in a tech-heavy, time-poor 
environment, not only do leaders need to be understand – they need to be understood – and quickly. 
 
Real communication is about first understanding self and then about knowing, with certainty, how 
other people differ from you and how your message comes across to them. This programme is not 
theoretical, it is designed to be fully practical hands on and results oriented; will focus on the 
essential basics of communication and then build on several key related skills. It will be a platform 
to provide the participants with high level skills necessary to communicate more effectively with 
their audience.  
 
 
WORKSHOP RATIONALE 
This fun and interactive workshop is designed to convey ideas and information in a clear and concise 
manner that is easily understood by the participants. This workshop is not theoretical, it is designed 
to be fully practical hands on and results oriented; will focus on the essential basics of 
communication and then build on several key related skills. It will be a platform to provide the 
participants with high level skills necessary to communicate more effectively with their audience.  
It also includes listening empathetically towards their peers and external clients to gain a better 
understanding of what is being conveyed 
 
 
WORKSHOP VALUE PROPOSITION  
This NLP enriched workshop is designed to boost the participants’ confidence by increasing their 
confidence to speak and present to their clients and counterparts, listen and question others with 
sharper questioning ability and gain the ultimate confidence in verbal and body language while being 
in the workplace   
 
Art of Effective Communication is designed to help participants develop their Verbal and Non-Verbal 
proficiency to meet their immediate office needs. This hands-on programme is designed to boost 
the participants’ confidence by increasing their confidence to speak and present to their clients and 
counterparts, listen and question others  



 

 
 

| Page 2 of 5 

 
 
LEARNING OBJECTIVES 

I. Gain the knowledge and skills required to create communications that gets the message 
across in an interesting and dynamic way 

II. Learn how to conquer nerves, capture an audience, and get them on your side 
III. Understand, step-by-step, the stages of preparing and executing successful 

communications 
 
ASSESSMENT TECHNIQUES  

I. A Pre and Post-Training Test will be provided before the workshop commences and at the 
end of the programme 

II. MCQ questions via an online platform will be specifically designed to evaluate the 
participants’ realization of the programme  

III. This is also to gauge the participant’s level of competency upon workshop completion 
 
 
TARGETED PARTICIPANTS 
Designed for managers, supervisors, and executives whereby this training seminar will also focus on 
the necessity of developing both personal skill and the right attitude for effective communication 
 
 
WORKSHOP OUTCOMES  
At the end of the workshop, participants will have achieved the following:  

• Planning to communicate and choosing the right way 

• Creative and systematic approaches 

• Self-awareness of communication style 

• Reading other people and managing their perceptions 

• Delivering your message 

• Handling conflict, understanding differences, and building confidence 
 
 
WHAT WILL THE PARTICIPANTS GAIN  

• Gained knowledge and skills required to create communications that gets the message 
across in an interesting and dynamic way 

• Learnt how to conquer nerves, capture an audience, and get them on your side 

• Understand, step-by-step, the stages of preparing and executing successful 
communications 

 
 
METHODOLOGY  
As the focus is on skills training, the approach of the programme is a practical one, i.e. “Learning by 
Doing”. This is a highly participative and interactive programme using a variety of training techniques. 
Participants will have opportunities to practice with work related training material. 
 
The approaches used would include:  

• Short lectures to reinforce the basics  
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• Liberal use of discussions to enhance understanding and confidence  

• Individual and group exercises that are workplace oriented  

• Video presentations  

• Extensive use of training activities including exercises, quizzes, role-plays, and games that 
stimulate learning and participation  

 
The method of training and facilitation will be participants paced, participative and skills oriented. In 
addition to short lectures and discussions there will be individual and syndicate group exercises 
benefiting particularly from the cross exchange of personal experience and group dynamics. 
 
 
 
 
 
Course Contents 
 

Day 1 

CONTENTS / SUB-CONTENTS METHODOLOGIES DURATION 

Pre-Assessment  

• 10 minutes Written Test 

• Discussion on Pre-Test  

Online Assessment 

via Google Form 
¼ hour 

Module 1: Mechanics of Communication  

• Introduction & Icebreaker 

• The Communication Model  

• Qualities of a good communicator 

• Overcoming communication barriers 

Practical session 

• Theory 

• Self-Introduction 

• Group formation 

• Individual 

opening pitch 

 

1-hour theory 

 

1-hour practical 

Morning Tea Break ¼ hour 

Module 2: Persuasive Communicator  

• Effective enunciation  

• Clear Speaking (Pronunciation Practice) 

• Techniques to make an impression 

Practical session 

• Theory 

• Mirroring & 

Matching 

• Calibration 

¾ hour  

theory 

 

¾ hour  

practical 

Lunch & Solat Zohor 1 ½ hours 

Module 3: Communication Evolution Tools 

• Adjusting your style for a better approach 

• Communicating when stressed 

• Discovering humans representational systems 

Practical session 

• Theory  

• VAKAD 

assessment  

• DOPE profiling 

¾ hour  

theory 

 

¾ hour  

practical 

Evening Tea Break ¼ hour 
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     Day 2 

CONTENTS / SUB-CONTENTS METHODOLOGIES DURATION 

Pre-Assessment  

• 10 minutes Written Test 

• Discussion on Pre-Test  

Online Assessment 

via Google Form 
¼ hour 

Module 4: Communication Mastery 

• Interpersonal vs Intrapersonal skills 

• Ways to Boost Confidence 

• Asking good questions (open, closed, probing) 

Practical session 

• Theory  

• SWOT analysis 

for self 

assessment 

• Group 

presentation 

¾ hour  

theory 

 

¾ hour  

practical 

End of Day 1  8 – 8 ½ hours 

CONTENTS / SUB-CONTENTS METHODOLOGIES TME 

Module 5: Power Boost Confidence via Body 

Language 

• Exude confidence (from within) 

• The power of eye contact to build rapport and 

improve business relationship 

• Gestures & Facial expression 

• Be more in control of body language and 

turning opportunities to deals 

Practical session 

 

• Theory 

• Video analysis 

• Body language 

blunders 

1-hour 

theory 

 

1-hour 

practical 

Morning Tea Break ¼ hour 

Module 6: Oral Conversations   

• Clear Speaking (Pronunciation Practice) 

• Effective speaking skills 

• Active vs passive listening  

• Boosting telephone etiquette confidence  

Practical session 

• Theory 

• Tongue twisters 

practice  

• English 

conversations  

• Role-play  

• Active listening 

assessment 

1-hour 

theory 

 

1-hour 

practical 

Lunch & solat zohor 1 ¼ hours 
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CONTENTS / SUB-CONTENTS METHODOLOGIES TME 

Module 7: Communication across the Generation 

• Emphatic Listening 

• Preferred Communication Styles 

• Communication effectively for better team 

dynamics  

• Create Action Plan  

Practical session 

• Theory 

• Chinese whispers 

• Group discussions 

• Develop a personal 

action plan 

1-hour 

theory 

 

1-hour 

practical 

Evening Tea Break ¼ hour 

Post-Assessment  

• 10 minutes Written Test 

• Discussion on Post Test 

• Group photo 

• Evaluation Form 

Online Assessment 

via Google Form 
¼ hour 

End of Workshop 8-8 ½ hours 


