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	Agenda
Managing People with Confidence

ILM Award in First Line Management

5 Day Programme

	Day 3
	Understanding the Communication Process in the Workplace

The aim of this session is for delegates to understand the communication process and to be able to develop their own communication skills to help them become more effective first line managers.

The workshop will focus on understanding the process, recognising and remove barriers as well as using non verbal communication skills more effectively.

	09:15
	Tea/Coffee

	09:30
	Welcome and workshop objectives

The importance of effective communication

The impact of getting it wrong

Understanding the communication process and chain

	10.30
	Tea/Coffee

	10.45
	Recognising barriers
Using different methods of communication

Tutorial – individual and group opportunity

	12.45
	Lunch

	13.15
	Listening as a communication tool

Understanding perception

Non verbal communication

	15.00
	Tea/Coffee

	15:15
	Improving  one to one communication

The feedback loop

Unit Assessment

	16.15
	Questions and Close
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