
Introduction

· Communication is vital to the success of any business. When it’s done right, it can result in excellent relationships with colleagues, customers and suppliers. But when it’s done wrong, poor communication can have a negative effect on a business’s relationships and its bottom line.

· This course will help employees improve the way they interact with people they work with. From understanding body language to learning active listening and questioning techniques, participants will gain a good grounding in the principles and practice of effective communication. As well as reducing the risk of awkward and costly misunderstandings, effective communication will save users time and increase the efficiency of their business.

Who is the course for?

· Communication Process 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 the main stages in the communication process

· Understand the importance of effective communication

· Describe some common barriers to communication

· Know how to avoid and break down these barriers.
