
GR sp
THE POWER TO UNDERSTAND

People convey messages differently, and hear them differently. 
In the workplace, the consequences of miscommunication and 
misunderstanding can be devastating. This course explains how 
to avoid misunderstandings and build business relationships 
that are based on an exchange of clear ideas and messages.

Suitable for people at all levels of the organisation who need to 
be able to communicate effectively.

At the end of the course you will be given
a training manual to take home that will 
include the practice exercises and 
Ə�ƬƺȸɎǣˡƬƏɎƺ�Ȓǔ�ƏɎɎƺȇƳƏȇƬƺِ

29 City Mill Lane, 2nd Floor,
Gibraltar +350 200 47277 training@grasp.gi

The course covers the following:
ٚ Why do we need to communicate
ٚ Communication in the workplace
ٚ Verbal and non-verbal communication
ٚ Written and electronic communication
ٚ Face-to-face communication
ٚ How we communicate
ٚ Dealing with question

DURATION OF COURSE 1 DAY

ٚ You’ll understand how effective 
  communication works and what   
  you can do to master it in business

ٚ Effectively communicate to 
  a targeted audience

ٚ Selecting the appropriate method  
  of communication for maximum  
  impact.

BENEFITS OF THIS COURSE:

ٚ Effective, clear and concise
  communication amongst teams
ژ
ٚ Articulate clear expectations
  in written team communication

ٚ Improve productivity through  
  clear, concise and precise
  communication

BENEFITS FOR YOUR BUSINESS: Start time: 10:00am

Morning Break: 11:15am

Lunch: 13:00pm - 14:00pm

Afternoon break: 15:15pm

Finish: 16:30pm

COURSE TIMETABLE

BUSINESS COMMUNICATION



BUSINESS COMMUNICATION MODULES

MODULE 1

ٚ Getting the message across
ٚ  ƺȇƺˡɎɀ�Ȓǔ�ƬȒȅȅɖȇǣƬƏɎǣȒȇ
ٚ Áǝƺ�ǔƺƺƳƫƏƬǸ�ǼȒȒȵ
ٚ !ȒȅȅɖȇǣƬƏɎǣȒȇ�ɎȒ�ƬȒȇɮƺȸɀƺ�
ٚ !ȒȅȅɖȇǣƬƏɎǣȒȇ�ɎȒ�ƺɴƬǝƏȇǕƺ��
���ǣƳƺƏɀ
ٚ xƏǸǣȇǕ�ȒɖȸɀƺǼɮƺɀ�ɖȇƳƺȸɀɎȒȒƳ

ٚ�àƺȸƫƏǼ�ɮɀ�ȇȒȇٮɮƺȸƫƏǼ�
��ƬȒȅȅɖȇǣƬƏɎǣȒȇ
ٚ�àƺȸƫƏǼ�ƬȒȅȅɖȇǣƬƏɎǣȒȇ�ƫƺȇƺǔǣɎɀ
ٚ�ÁɯȒٮɯƏɵ�ȵȸȒƬƺɀɀ
ٚ�³ɎɵǼƺ�ƏȇƳ�ɎȒȇƺ
ٚ� ȒƳɵٮǼƏȇǕɖƏǕƺ
 ٚ�¨ȒɀɎɖȸƺ
 ٚ�RƏȇƳɀ�ƏȇƳ�ǔƺƺɎ
   ٚ Appearance
 ٚ�¨ɖɎ�ǣɎ�ƏǼǼ�ɎȒǕƺɎǝƺȸ

MODULE 3

ٚ�Xȇ�Ɏǝƺ�ƳƺȵƏȸɎȅƺȇɎ
ٚ�!ȒȅȅɖȇǣƬƏɎǣȒȇ�ǣȇ�ȅƺƺɎǣȇǕɀ
ٚ�!ȒȅȅɖȇǣƬƏɎǣȒȇ�ǣȇ�ȇƺǕȒɎǣƏɎǣȒȇ
ٚ�áȒȸǸȵǼƏƬƺ�ƬȒȅȅɖȇǣƬƏɎǣȒȇ��
��ƬǝƺƬǸǼǣɀɎ

MODULE 2

ٚ�áȸǣɎɎƺȇ�ƏȇƳ�ƺǼƺƬɎȸȒȇǣƬ
��ƬȒȅȅɖȇǣƬƏɎǣȒȇ
ٚ�Áǝƺ�ɯȸǣɎɎƺȇ�ɯȒȸƳ
 ٚ Letter
  ٚ Email
 ٚ Internal Memos
 ٚ Writing Reports
 ٚ�xǣȇɖɎƺɀ�Ȓǔ�ȅƺƺɎǣȇǕɀ
ٚ�àƺȸƫƏǼ�ƬȒȅȅɖȇǣƬƏɎǣȒȇ
 ٚ�ÁƺǼƺȵǝȒȇƺ�0ɎǣȷɖƺɎɎƺ
 ٚ�¨ȸƺɀƺȇɎƏɎǣȒȇ�³ǸǣǼǼɀ�

MODULE 4

ٚ�(ƺƏǼǣȇǕ�ɯǣɎǝ�ȷɖƺɀɎǣȒȇɀ
ٚ��ȵƺȇ�ƏȇƳ�ƬǼȒɀƺƳ�ȷɖƺɀɎǣȒȇ
ٚ�¨ȸȒƫǣȇǕ�ȷɖƺɀɎǣȒȇɀ
ٚ�!ǼȒɀɖȸƺ
ٚ��Ɏǝƺȸ�ƏɀȵƺƬɎɀ�Ȓǔ�ȷɖƺɀɎǣȒȇǣȇǕ

MODULE 6

ٚ�áǝƺȇ�ɯƺ�ƬȒȅȅɖȇǣƬƏɎƺ�ɯǝƺȇ��
��ɯƺ�ɀȵƺƏǸ
ٚ�Áǝƺ�ɀȵȒǸƺȇ�ɯȒȸƳ
ٚ�áƺ�ƬȒȅȅɖȇǣƬƏɎƺ�ɯǝƺȇ�ɯƺ��
  listen
ٚ�Áɵȵƺɀ�Ȓǔ�ǼǣɀɎƺȇǣȇǕ
ٚ�nǣɀɎƺȇǣȇǕ�ȵȸƺǴɖƳǣƬƺɀ
ٚ�IƏƬɎȒȸɀ�ɎǝƏɎ�ǣȇǔǼɖƺȇƬƺ�ǼǣɀɎƺȇǣȇǕ
ٚ�nǣɀɎƺȇǣȇǕ�ɀǸǣǼǼɀ
ٚ�0ȅȵƏɎǝɵ�ƏȇƳ�ȵȸȒƫǣȇǕ
ٚ�«ƺǔǼƺƬɎǣȇǕ
ٚ�IƺƺƳƫƏƬǸ
ٚ�ªɖƺɀɎǣȒȇǣȇǕ

MODULE 5


