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KEY CUSTOMERS
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1. GOMMUNICATION
M/,

TODAY AGENDA

) Communication

2) Teamwork

3) Problem Solving

4) Time Management

5) Adaptability and Flexibility
6) Attitude and Work Ethics
7)  Grooming & Etiquette

8) Self-Confidence

9) Networking

My
s

10) Ability to Learn From.. 3

COMMUNICGATION

No matter what job you have in life
Your success will be determined

* 5% by your academic credentials,

15% by your professional experiences,

80% by your communication skills.
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What if communication were not possible?

e

Maintaining the relationship / achieving your objectives
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10 LEVELS OF INTIMACY IN TODAY’S COMMUNICATION
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Communication
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Languag
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COMMUNICATION IS A SERIES OF
EXPERIENCE OF

Hear%

Touch @

COMMUNICATION GOALS

To change behavior

To get action

To ensure understanding
To persuade

To get and give
information
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DEGREES OF LISTENING
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Practice With Your Style - GFB
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Practice With Your Style - GFB Practice With Your Style - GFB
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IT'S WHAT YOU DON'T SAY THAT COUNTS!

BODY LANGUAGE EXERCISES

Good Posture

Poor Posture Good Posture Poor Posture
: ] 1
Forward r * Forwar d *
Head \ Piioed Head nJ
LR / % Rounded
f / { ) [ lf E Should
| .‘" \ W
| A\ Balanced || 1) Sway || M|
Flat Back | ) ight & yl.'\‘
T Y
\ \ ami 1 E”‘?
\ ) | )
E Bt/
; / y
& 5/ f | i!
\ | | LEARN TO READ AND INFLUENCE PEOPLE THROUGH
s . - NONVERBAL COMMUNICATION.

BODY LANGUAGE EXERCISES
B, K
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BODY LANGUAGE EXERCISES - Geswes
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Team Work

2. TEAM WORK

W
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“If a dog has four legs and a tail
and you call the tail a leg,
how many legs does the dog have?”

Individual Goals

-Abraham Lincoln

Common Goals

A

" WHAT IS A GROUP?

/ 2 Groub_cgf 7passengers tra/vglli'ng_in a flight
P u . il =

Coming together is a beginning.
Keeping together is progress.
Working together is success.

-Henry Ford
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What are the TEAMS °
you are familiar with?

&

Foot Ball Team

13
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What is the common thing that you see in these
teams?

* Common Objectives

* Winning the Game

10/31/19

WHAT IS A TEAM?22

* A team is 2 small number of people with
complementary skills who are committed to a

common goal for which they are mutually
accountable.

Together Everyone Achieve More

&

The Key To Effective Teams Is To Work
To SUPPORT And ENCOURAGE Each
Other To Success.

14
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GROUP DISCUSSION CHARACTER TRAITS OF TEAM
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1. Clear purpose

(qéa(ﬁqlcﬁmﬂ&m&?lﬁmtﬁ)
o8:[gn:00qpieon.

CHARACTERISTICS OF TEAMS

Action Plan

tasks

Vision Goals mission

15
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2. Informality
(0g0d06edldko3gopd:w00)

3. Listening techniques

* Unlike you are working with your boss

* Questioning me—— Geat reason

* Unlike when the teacher is at class in school

* Paraphrasing ey Malks it simple
Comfortable

Relaxed * Summarizing =)y Make ¢ shore

Freedom
N2 N2
3 2%

4. Civilized disagreement

(oploapeomtssoseos|cCpsapqooud)

5. Consensus decision making

(3300020069200 ODE|PIIVS(00D)

Agrecment
Conflicts and criticisms are welcome within the
team N N2
et et
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6. Open communication

(9CcoC:gn Gagiagad, QoOLd)

7. Clear roles and work assignment

(030710 0005308 o3000d)

What?
Why?
When? _ ANSWERS

For whom?

8. Shared Leadership 9. External Relations

(30:0%200E0) GalteaonCejeuononud)

* Not a single leader

* Team tries to makes relations with external parties

(3afepzopeoy $copdieomninsad
s00>8066pg[00ud)

* Members share leadership
* All are leaders
. (]
eTT 4
‘ LN Y P |

//\\/

\Nva
v @

=Fe

17



KUDOS To You! 10/31/19

10. Style Diversity

I1.Self Assessment

(03503050393 203(god 3200dGL:gOLD)

Focus on goals

* Leadership
* Approaches to tasks

* Skills diversity

(oppBleoppdeageq) e0p§conud)

I3. Selection of members on the
basis of skills and competencies

(32qp020gIE: oi&ioyCeleozedluonod(d;

C\;geg:qooos

AV | Evaluate the bou
, performance
W 10
0, =
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4. Challenging the group regularly
with fresh facts and information

Innovative Ideas

Updated knowledge

(c0o§[gdqodes0me0R03
2[gado000 0005000d)

16. Developing trust among the members

(splgaacph adfozde| 9opbeannaad)

10/31/19

15. Individual responsibility and accountability

* Each employee is aware of what is expected from
them

* Achievement of individual tasks leads to the
achievement of teams tasks

(09DG00AgC:Ben
000050P0200§56§gOd0D)

BENEFITS OF TEAMS

s
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QUOTES:
3. Prohiem Solving
If I had an hour to solve'a problem,
I'd spend 55 minutes thinking

GASE ST“nv 1,2,3 about the problem ‘and

5 minutes thinking about solutions.

ORGANIZATION CHART

=
> 20§ Company i §opS:003a30l
> 30p5:00 grsgpiel cpde§iomoSypia? eagiag:o

e
Rt

Think consequences ==

of what could
solutions happen if...

safe and
respectful
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CASE STUDY 1 CASE STUDY 3
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Bl alamy stock photo

24 hr- oo%lsaglc
L LL+

August -8:30am

Man Environmnet
Safe Confirmation
Technique
Educati Slip
Qualification ucation
Boy Road Surface
prunk Age Late School Not smooth
Driver Rule Violation Wind
Guardian Weathe
Time
Tyre
Repair + Equipment
aintenance Horn Safe
Brake Lead
Check Turn
Performance Mirror
Signal
Light *“é‘
Car Traffic System %
™
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4.TIME MANAGEMENT

YOUR FUTURE IS
GCREATED BY
WHAT YOU DO TODAY,
NOT TOMORROW.

IMPORTANT
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Important

Not Important

URGENT US IMPORTANT

+ o§esqponmaceon03§tion
+ 2Bepdauodqrbonbesom
+ [gooosofciresom

* 209:07000§ e8I

« 8ieenom

« qpSe&sqodqoonomeoy
+ @050050Bon0deamndapbosp

Not Urgent

+ o8o€:fioimneconton
+ g8opBrofrogoiom

+ omooerpoyefipbom

URGENT US IMPORTANT
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+ 20pb3eadeonesiangd
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Urgent Not Urgent
!
20-25% 65-80%
25-30% 15%
i
15% >1%
50-60% 2-3%

* High performing
organizations

* Typical organizations

e 208

* G$0DI
* 3000500

» 0D

+ $0p1 56

» 3205000605 q:oRE

23080563650l

JEqeléletsepteiol Y obTels Elabop et ool !

Impact High

Low

Action-Priority Matrix

.
Quick'Wins
l IE : ||
Thankless
Fill Ins Tasks

Low Effort Hig;
N
Qs
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URGENT US IMPORTANT 21 TIME MANAGEMENT HABITS
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21 TIME MANAGEMENT HABITS 21 TIME MANAGEMENT HABITS
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21 TIME MANAGEMENT HABITS 21 TIME MANAGEMENT HABITS
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STANDARDIZE TIME STANDARDIZE TIME
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WHAT IS CONFLICT?

20E0300bcsiot [gderylydoofearn
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To Demonstrate Adaptability On The Job Are:
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Dictionary definition:

disagrgement, struggle, fight,

10/31/19
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A PIEGE OF CHEESE! OUTCOMES OF CONFLICT
WIN - LOSE
(0 CAD LOSE - WIN
LOSE - LOSE
WIN - WIN
pa s S— _ IGNORE
' Reaching win-win I
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When you have to deal with conflict
tackle the emotional issues first
then address values and interests
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= oI Respect (cooonse))
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14 Personality Traits of A Horrible Employee
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4.Doesn't Help Others
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6.Lies

1.Complaint
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7.Knows at All
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No matter who you are or
what you do, your manners
will have a direct impact on
your professional and social
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HANDSHAKE
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Certain Important Business Etiquettes Are :

* E-mail etiquette

¢ Dining etiquette

¢ Telephone etiquette
 Office etiquette

¢ Meeting etiquette

¢ Business card etiquette
¢ Cubicle etiquette

¢ Dress etiquette

¢ Networking

Ll
T

GRGCNS,

STILL EATING EXPECTING ANOTHER IT WAS
OURSE DELICIOUS

I'VE FINISHED I DIDN'T LIKE IT

P2
T
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DRESS CODES
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Dressing for Respect in the Office

W
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it !H 1 l'luﬁ n"”d Al i

. 110
BE YOUR
YOURSE Ll‘ I}I qrr

—— r/wymw' TEm r‘;?!ﬂm'r?m

CHASE FOLLOW
YOUR YOUR
DREAMS Il] ART

it ‘\ mmmw } i \"J“\it\"\‘\hw ”“P“

11 Strategies for Building Your Self-Confidence
1. 88c[o3pa580503086005c0pS: vegpedlst
2. §peqi€eomie se0p32(03go0p50ra06037000:dk
3. egnodempadesngEoo:cl
4. [g8cngEaqiqpsodjoneogzaonsdh
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6

. ©620gPeeaep0pSqPgborasgEad cvndedl
. 3038026200503 320:00090532[g6 6 [gp &0l
7. 63:E[g¢103 [310oE[gEc0ES0m:qE:0066805E
8. 6qo3&[gbcn&alggpizaozndjgésnaon:dl
9. of:0n260:68l0M
10.Plan A,B,C con:dli

My
s

11. eomim6[gpm083 6oEescSandlsé &

Step |: Preparing for Your Journey

* Look at What You've Already Achieved Step 2: Setting Out

* Build the Knowledge You Need to S d
* Think About Your Strengths diid the Rnowledge Tou Teed to stccee

* Focus on the Basics
* Think About What's Important to You, and Where

YouWant to Go * Set Small Goals, and Achieve Them

* Keep Managing Your Mind
* Start Managing Your Mind eep Managing Todr Tin

* And Then Commit Yourself to Success!

10/31/19
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Step 3:Accelerating Towards Success
* Keep yourself grounded

* identify specific strategies

U

Common Traits 0f Confident People Include:
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Common Traits 0f Confident People Include:
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itis Who Knows You.

U

Networking
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6y Angel L. Ramos
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#1Preparation #2 Work the Room
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#3 Networking Tools
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| t #4 Build Meaningful Relationship
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#9 Build and Maintain Connections
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Calculator

Envelopes

Markers

Scissors

Staples Copy paper

Stapler Paper Clips

Sticky

Tape Notes

Shipping
Labels

Pens

Colored
Paper

Rubber
Bands

Staple
Remover

Highlighter

A

ROW
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‘Calculator‘ ‘StiCkY Notes‘ Ri?ﬁg\fer

A

ROW

Column

2 3

A
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ROW,

A \M‘ Markers Scissors

5 ‘ Calculator‘ ‘ Sticky Notes ‘ Rsetr?ﬂ?er

Highlighter
Pens

Envelopes | | Rubber Bands

> Stipping

' = T
YOURABILTYTO

LEARN REPRESENTS
*  YOUR LEADERSHIP

POTENTIAL

DAN ROCKEL Ly
@LEADERSHIPFREAK

10/31/19

10. ABILITY TO LEARN FROM...

THE CAPACITY TO LEARN IS A GIFT,
THE ABILITY TO LEARN IS A SKILL, 7
THEWILLINGNESS TO LEARN ISA CHOICE.

Relearn

eGY N Unlearn

oc§ooSepich
G@B&ﬂu
cogen Goabaogiot
oa&x&é]u | @$oa&3]n _‘E\%i%
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Analyze and learn Clear The Air And Don’t Hold Any Grudges

+ 20§805[8: 880305[g§c0p58083N

* ¢oos 6oon05[gonn3 conEaionEdl

+ 20€x655E 880520050080l 4] 2 Srodion:dl

+ G&:eoon05[goopSypiadme 88300305 saoffepdzeep
o300l

+ oo0koggpieizaorze8a3aadh

o08lond Goesdae0005 v8cSeqeodndasopSur
3200E¢2:00050l00050
88=0659¢ so008a[gEenie[gdod odawmEgn
mcﬁémcﬁq&eén
88 303320305964 coy@zonEanodeqilepS

- 886i cBronnSesmngEepoem Sodeag(gé3s

* 60053q9(03 opSopgelo3ieSdl
» 86005 oBn3galmalgdq [ggéelgpE:38E[gEsonnS
8803 0300050060205
| q&:&:080omanteomEianeoscarneloypaopSdygdalacoSe

iy
[
TS

Sl
T
Sl
T

51



KUDOS To You!

. If  am not getting what | want, | will change the way
| go about doing it.

. There is no failure, only feedback.

3. Resistance in the client is a sign of lack of rapport.

There are no resistant clients, only inflexible
communicator.

. There is positive intention behind every behavior.

Thank you
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