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Workplace Communication

Welcome to the Workplace Communication Training.

Language serves as a means for humans to communicate whether it is, through writing, speaking or
gestures. It acts as a bridge that enables us to express ideas, thoughts, emotions and more. Effective
communication in the workplace plays a role in facilitating interactions between colleagues, clients and
organizations themselves to tasks.

The purpose of this training course is to introduce and reinforce the principles of written communication
that will help you connect with both potential customers. Whether you are new to the world of
communication or already have some expertise in this area this course will provide you with a
foundation for your development while also enhancing your existing skills.



Course Overview;

The workshop will commence with introductions and an overview of what participants can expect
throughout the day. There will also be an opportunity for participants to identify their learning
objectives.

This workshop is designed to assist you in teaching participants how to;

Understand and define the components of communication.

Tailor these components according to their company’s needs.

Establish processes and plans for communication.

Refine content for their communications.

Key Components of Communication;
At the beginning of the session participants will gain insights, into the aspects of business
communication. They will also assess their assigned tasks.

The Foundation
In this session we will delve into every aspect related to the communication plan. Additionally, we will
cover elevator pitches and executive summaries.

Developing Your Communications Plan

Participants will learn about the three steps involved in creating a communications plan; defining
objectives choosing suitable channels and establishing effective delivery methods. Furthermore, we will
explore the process of setting up an approval system and compare strategies, with marketing strategies.

The Five Cs of Messaging
During this session participants will discover the five elements that contribute to crafting a successful
message; clarity, conciseness, completeness, accuracy (correctness) and compelling content.

Communication Strategies
In this session participants will explore two strategies that can significantly enhance their
communication success; goal setting and core messaging.

Sharing Information through Press Releases
This session aims to equip participants with the skills to create press releases.



Effective Online Communication
Participants will be introduced to using blogs and social media platforms as tools for conveying their
message online.

The Power of Storytelling
In this session participants will gain insights, into how storytelling can elevate their communication
efforts.

Discover Effective Time Saving Methods
In this session we will explore how communication fact sheets and the three Rs (relevance, reliability
and resourcefulness) can be effectively utilized to streamline and optimize the communication process.

Achieving Optimal Results
Participants will gain insights; into techniques such as search engine optimization leveraging analytics
and conducting SWOT analysis to maximize the effectiveness of their communication efforts.

Maintaining Consistency during Crisis Situations
We will briefly delve into communication strategies in times of crisis to ensure consistency and clarity, in
conveying messages.

Wrapping Up the Workshop
Towards the end of this course participants will have an opportunity to ask questions and develop a
customized action plan tailored to their needs.

Visit https://paramounttraining.com.au for more information or call 1300 810 725
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