[image: image1.png]LN

telematics

BUSINESS SOLUTIONS





Introduction

· Effective briefing allows managers, team leaders and project co-ordinators to communicate their goals and expectations from the beginning of every project.

· Whether employees are dealing with a supplier or talking to their team or colleagues, 

· Briefing Skills will help them brief people clearly and constructively.
· As participants learn how to develop focused, comprehensive briefs – and acquire the skills to present them successfully – they will find it easier to get the results they are aiming for in a wide range of situations. Most importantly, the business will benefit from the time and resources saved by giving others accurate, relevant information about the projects they are involved in.

· Who is the course for?

· Briefing Skills is for people who are likely to become line managers. It is also suitable for those who are already in post, but have had little or no formal training and limited work experience. There are no formal entry requirements and the easy to follow, step-by-step format of this course means participants can work at their own pace, making it ideal for anyone new to the subject.

What will you get from this course?

When you have completed this course, you will be able to:

· identify what to include in (and omit from) briefings

·  understand how to plan and prepare for briefings

·  describe how to deliver briefings effectively

·  Use feedback constructively to keep management informed.
