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Training Solutions for the Caring Employer





ADVICE  (  TRAINING  (  WORKSHOPS  (  SEMINARS  (  FACILITATION








  Communication and Business Skills   





This programme deals with core business & communication skills vital to the success of all organisations & is geared to the needs of reception and administrative staff. Participants will have the opportunity to improve both written and verbal communication skills, which will help them to become more effective in promoting their organisation, its services & qualities.





Areas covered can be geared to the needs of your organisation and include:





Getting to Know You – Your worst office nightmare!





How do we Communicate & Why Doesn’t it Always Work?              





Barriers to Communication





Constructive Listening





Telephone Courtesy





Identifying the Needs of User Groups – Communicating Effectively





De-Jargonise your Written Communication:


Letters


Reports – gathering information


Reports – a framework


A word on E-Mail Etiquette





How to Handle Complaints & Move On 


           


Tel:01384 878287
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