
I N T R O D U C T I O N

COMMUNICATION 
SKILLS

Please contact us at: 

+27 11 274 9256/9327/9200 

training@academicadvance.co.za 

http://www.academicadvance.co.za

R 1,330 inc l  VAT(Non-WHC) 

R    800 exc l  VAT(WHC Div is ions)

C O U R S E  F E E  

Ground  F loo r  T ra in ing  Room 
31  Pr incess  o f  Wa les  Te r race  
Park town ,  Johannesburg ,  2193  
 
Courses  a re  a l so  o f fe red  i n  Durban
on  a  regu la r  bas i s .  
 
On-s i te  t ra in ing  fo r  g roups  o f  20  o r
more  w i l l  be  cons ide red  ,  sub jec t  t o
v iab i l i t y .  

V E N U E

C O U R S E   D U R A T I O N

1  day  (S ta r t  and  end  t imes  may  va ry

s l i gh t l y ,  con f i rma t ion  w i l l  be

p rov ided  on  reg i s t ra t i on )

B O O K I N G

C O U R S E   O U T C O M E

A C C R E D I T A T I O N  A N D  R E G I S T R A T I O N

T A R G E T  A U D I E N C E

Th is  cou rse  i s  pa r t i cu la r l y  he lp fu l  t o  i nd i v idua ls  who
are  c l i en t  f ac ing ,  o f fe rs  cus tomer  se rv i ce ,  l ead  teams
or   regu la r l y  engage  in  i n te rac t i ons  where  e f fec t i ve  
commun ica t i on  i s  requ i red .  

The communicat ion process 
The di f ference between direct  and indirect            
communicat ion 
Dichotomies and communicat ion 
The def in i t ion of  act ive l is tening and i ts key           
components 
Ways to become a better l is tener 
Common l istening problems and solut ions 
Creat ing a l is tening mindset using framing, posi t ive
intent,  and focus 
The use of  body language to ref lect  a posi t ive        
l is tening at t i tude 
The di f ference between sympathy and empathy,  and
when each is appropr iate 
Asking quest ions,  probe for informat ion, and using
paraphrasing techniques 
Bui ld ing relat ionships to create an authent ic          
communicat ion exper ience 

 

Delegates wi l l  have a better understanding of :  
 

Effective communication is a basic requirement for the achievement of
organizational goals. Where there is effective communication, people
experience fewer  misunderstandings, employee morale is better,  
strategy is clear to all and each person understands where they fit in. 
 
Communication includes both verbal and non-verbal communication. It
is estimated that 55% of all  communication is made up of non-verbal   
 communication. 
   
According to experts, a considerable portion of our communication is
nonverbal. We respond daily to thousands of non-verbal cues and
behaviours, which includes postures, facial expressions, eye gazes,     
   


