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Raven Global Training
Course Syllabus

Communication Skills – Presentation, Interviewing and Negotiation Skills
Two Day Outline

Course Overview
This course explores how individuals communicate with each other in different environments and helps one understand their own communication style.  Individuals will learn how to present themselves in a professional manner in informal and formal presentations, how to ask questions to get the results you need to complete your audit work, and how to negotiate with audit clients to achieve a desired internal control environment.

Who Should Attend
Auditors, Audit Managers, and Chief Audit Executives desiring to understand why their best communication efforts are misunderstood or misinterpreted and want to develop more effective communication techniques in presentations, interviews, and negotiations.
Learning Objectives
At the end of this program, attendees will be able to:

Assess your Presentation Comfort Quotient (PCQ)

Present effectively in informal and formal situations
Design a presentation for flow and effectiveness
Deliver presentations
Obtain the information you need during audit interviews
Identify how to ask the right questions in the right way

Evaluate responses, including body language
Discover why negotiations are difficult and often fail
Solve conflicts
Program level:  Basic
Prerequisites:  None
Advance Preparation:  None
Instructional Method:  Group-live
Recommended CPE credit to be awarded for the program:  Field of Study – Personal Development
Program registration requirements:  Contact RGT to register. We accept Cash / Check
Course Outline (16 CPE)
Day 1:

1. Explore different communication styles, including how to recognize style preferences
2. Skills practice: Communication style self assessment

3. Understand and address communication filters
4. Learn to improve your approach to communicate effectively with other styles

5. Improve your listening skills
6. Learn how to build trust and rapport to improve all communications
7. Presentations

Assess your PCQ

Understand essential concepts and techniques for formal and informal presentations

Organize and deliver effective presentations

Delivering the power closing
Techniques to address public speaking fears
Skills practice: delivering a presentation
Day 2:

8. Interviewing

Preparing and planning for effective interviews 

Asking the right question (if you don't the answer is irrelevant) 

Better questions, better responses 

Did you hear what the client isn't saying? 

Driving, directing, and focusing the discussion

Interviewing Tips, Tricks, and Strategies

9. Negotiating and conflict resolution
Understand why negotiations are difficult
Get to the bottom of why an individual is being difficult

Explore best practices in negotiation

Learn to resolve conflicts
Refunds and Cancellations:

Subject to the written contract between Raven Global Training and the Client. Contact RJ Catlin at rjc@ravenglobaltraining.com, for additional administrative policies, including refunds, cancelations, and complaints. For more information regarding administrative policies such as complaint and refund, and cancellation please contact our offices at 571-283-1878.

Course Registration: 

Registration is processed exclusively by the Client. Contact Client for registration.

CPE: 

Raven Global Training is registered with the National Association of State Boards of Accountancy (NASBA) as a sponsor of continuing professional education on the National Registry of CPE Sponsors.  State boards of accountancy have final authority on the acceptance of individual courses for CPE credit.  Complaints regarding registered sponsors may be submitted to the National Registry of CPE Sponsors through its website:   www.learningmarket.org
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