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By the end of this training, you will:
** be able to understand the communication principles;
** learn how to bust anxiety (for instance, when addressing larger groups);
** gain valuable communication skills and techniques;
*»* learn how to implement different communication techniques in life and
leadership;
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“Communication is a process 6
that involves sending and

receiving messages through the

verbal and non-verbal methods.”
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You cannot not communicate.

is about giving
and receiving messages.
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How they understand your message is influenced by your non-

verbals;
People receiving your message will apply (their own) meaning;
* The goal of communicating is to get others to think, feel or act;

Other people’s preferred style of communicating may be
different;

Some tools can be used in one-to-one(s) as well as for group
communication (but not all... discretion must be exercised);
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** Your primary consideration is YOUR AUDIENCE: Find out what you can
about them: special interests? demographics?

*»» Two other priorities are your:
> SUBJECT: Research it properly;

> OBJECTIVES: Be clear about them.

** Another non-negotiable: BE WELL PREPARED
> Plan your presentation;

> Practise it well.
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when addressing large groups

Confidence

In which field/role do you feel most
confident?

Where do your passions & expertise
lie?
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consumer

citizen neighbour

study / hobbies
my spirituality Community Member

Private Self

personal development

social life

Friend This is ME

close friend to ...

colleague

Career Person

bread-winner

supportive ...
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Important facts to remember

** Everybody feels some jitters before a performance;
¢ Stress is necessary - but we need to/can control it;
s Anxiety and Excitement feel exactly the same;

** They’ve come - because you know your stuff;

¢ Your mind controls your body... and vice versa;
*»*:Breathing and posture are confidence strategies;

** Have a power move, or give yourself an attitude altering pepTalk.
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*» Speaking is your ART: The more you practise, the better you
become.

*»» Speaking is your CHANCE: To get your message across, don’t miss
it!

** There may be an opportunity hidden in your crowd, don’t miss it!

** People have come because they want to listen to what you have

to say - make the most of it!
** People’s interest is in what affects them, make it relevant!

< |, me, and my make me listen to your why.
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People’s interest is easily lost - keep the talk
short & focused!
People’s interest is also gained by

entertainment (interesting facts/stories).
< Adopt famous quotes or sayings.

** People’s interest is governed by emotion - tell

stories to make your point!
** People won’t remember much of what you say

- keep speeches simple!
< Simple words are understood - focus on your
type of “audience.”
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and their effects

BECAUSE: People need to understand the reason (why?), especially
for something good.

BUT & AND: It deletes what went before it, so sometimes might be a
wiser choice of words.

YET: It provides hope when the situation is negative: the
subconscious waits for a different outcome.
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to influence and persuade

Agreement frame uses ‘and’ - non-confrontational.

PCP Sandwich acknowledges the good when giving negative feedback.
Yes frame conditions a positive reply.

Nodding while asking, predisposes affirmative response.

Using their words make you sound in agreement.

Seek common ground before disagreeing.

Anticipation loops create curiosity for what’s to come.

Framing gives a perspective to an argument.

Reframing paraphrases their words to be more agreeable.
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By the end of this training, you will:

** learn about different personality types;

** be clear about the importance and the role of leadership;
< be able to determine what makes good leadership;

** agree about the leadership traits we hate;

*»* learn why it’s vital for a leader to be charismatic;

¢ learn what to pay attention to when making decisions.
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based on the DISC Model




The DISC Behavioural Model

and how it affects communication
between different personalities.

Task-Focused People-Focused

Are you more...

m
9 =
B 5
5 2
) D
2 2

Q.

. Reserved or outgoing?

. Impatient or more composed?

. Competitive or collaborative?

. Focused on people’s well-being or on
getting the job done?

. A big picture or a detail person?

Reserved
papuaAoslu|

Co-funded by
i the European Union

Source: Steve Farrugia




Discover Technologies, expand opportunities!

DOMINANCE INFLUENCE

Direct Outgoing
Results-oriented Enthusiastic
Firm Optimistic
Strong-willed High-spirited
Forceful Lively

Analytical _ Even-tempered
Reserved Accommodating
Precise Patient

Private Humble
Systematic Tactful

CONSCIENTIOUSNESS STEADINESS
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Sees the big picture, hates detail;
Quick action, hasty, impatient, competitive, decisive;
Direct, very short, straight, forward communication;

Demanding, controlling, lacks sensitivity to people’s
feelings
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Keep your distance;
Strong handshake;
Direct eye contact;
Controlled gestures;

Lean forward.

Strong;
Clear, loud;
Confident;

Direct.
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“Win,” “Lead the field,” “Results,”
“Now,” “New,” “Challenge.”

Fast-Abrupt.

Look at their watch;

Leaning back in their chair;
Challenging or disagreeing with
you.
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Needs personal connection, hates lack of social

support;
Speaks to everyone, communicator, high energy;

Outgoing, the heart of a party, loves (to organise)

activities;
Optimistic, friendly, uses gestures, can be hasty, clingy
and excitable.
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Get close;
Relaxed, humour;
Friendly eye contact;

Expressive gestures.

Enthusiastic;
High and low modulation;
Friendly;

Energised.
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“Fun,” “l feel,” “Sociable,” “Will

make you look good,” “Exciting.”

Fast-skip around

Looking around the office or room;
Skepticism;
Negativity.
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¢ Thrives on detail, calculating, reserved;
< Adheres to rules, hates risk, cautious;

% Prefers to work alone, highly organised,

methodical;
** Precise, deliberate, formal, questioning, can be
indecisive and suspicious.
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Conscientiousness

Body Language: Word and Content:
*» Keep your distance; < “Here are the facts,” “No risks,”
** Firm posture; “Proven,” “Analysis,”
+* Direct eye contact; “Guarantees.”
** No gestures.
Pace (Speech & Action):
Tone of Voice: < Slow-methodical.

«* Controlled:;
** Direct; Signals to Look for:

** Thoughtful; *» Evasiveness;
¢ Little modulation. ** Almost no verbal communication;
¢ Difficult questions so you will end
the meeting.
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Promotes harmony, hates arguments, reserved;
Nurtures the team, motivator, caring;

A step-by-step, slower but steady pace, hates

disorganisation and crises;
Calm, logical, relationship builder, tends to avoid
uncalculated risk.
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Relaxed;
Methodical;

Lean Back;

Friendly eye contact;

Small gestures.

Warm;
Soft;
Steady;

Low Volume.
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< “Step-by-step,” “Help me out,”
“Guarantee,” “Promise,”
about it “Think

** Slow-Logical

< Asking you to repeat the
information;
** Trying to gently end the meeting
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Managing Performance
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Problem Solver Driving for Results

AN

Quality Monitor Motivator

~ .

People Person Inspirational

|

Team Leader
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“Leadership is the ability of an
individual or a group of
people to influence and guide
followers or members of an

organization, society or
team.”
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Without leadership
there is no focus,

there is only chaos,

people are lost,

time is lost,
all is lost.




A group will achieve more than an
individual the group is

organised and well-led.
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What is leadership?

Leadership is the art of

getting someone else to do

something you want to OTHERS
done because he wants to

do it.

LEADERSHIP COMMUNICATION
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starts with you,
but it’s about your people!

YOU - Preparation

OTHERS - for/against

Source: Steve Farrugia
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" Public Life |
* Presenting Yourself ~ Toolkit

Clear outcomes 3 ’I Cognitive Biases
« Visualisation/Focus YOU Beliefs | Values

Productivity/Drive Preparation | Personality Types

Others

human nature
. J

Assertiveness
Commanding Respect
Vision/Goal creating

People-/Task-oriented - - Presentations
Inspiration Communic. Non-Verbals

skills

Leadership ] Charisma
qualities Persuasion

v

\
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Consider the questions below:

* Is there a difference between a strong
leader and a good leader?

** How do you understand the difference?

*» Can you give any examples of such
leaders?
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Integrity, Bold, Calm (under stress), Humility,
Competent, Wise, Good listener, Visionary,
Consulting, Caring, Develops People, Protective,
Problem Solver Flexible, Inspirational, Respectful,
Experienced, Focused Determined, Motivator,

Driven, Fair, Decisive, Disciplined

A good Leader develops people and creates Leaders.
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Discuss in groups how you perceive different
leaders. What are the good and bad sides of them?

*» Autocratic
Democratic
Bureaucratic
Transactional
Caring

Bottom-line focused
Laissez-faire
Stressed out

People developers
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What if you don’t have enough information?

¢ You will rarely have all the information you need.
** Ensure you have sufficient information; seek it out!

**» People will often provide you with only as much information

as they believe you need to know to agree with them.
Beware! Dig deeper!
*» Decisions include an element of “gut feeling.”
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What id you don’t have enough information?
What if you take the wrong decision?

** Indecision can be a game loser as much as making a wrong
decision.

** Don’t rush a decision, but make it! Timing matters.
*» Gut feeling matters where it’s backed by experience.

s We all make wrong decisions: admit, adjust, learn!
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What if you take the wrong decision?
What if your decision is unpopular?

*» A good/strong leader does what is best for the group, rather
than for one particular individual, not even if that individual
is the leader herself.

*** Your job is to use a well-structured presentation to explain
how everybody wins then the group wins.
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What if your decision is unpopular?

What is you need to delegate a decision and are afraid to/are
insecure about this?

% It's easy to do everything yourself, but that is NOT

leadership. The leader develops team individuals by
providing training and clear objectives.

*» A good leader trusts and takes responsibility.
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It may be described as:

** CHARM - be a charming person

*» ENCHANTING - cast your feel-good magic
** GOOD-NATURED - just be nice, be kind
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It tells people that:

** You like them - but you’re not a doormat
** You're comfortable being you - be authentic!

% You're not here to impress anyone!
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It tells people that:
*** You’re emotionally stable - not insecure

It makes people:
** Proud to know you - want to be around you and want to help you
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This make people:

** Trust you - because you trusted them first

*» Admire you - because you’re modest

** Respect you - because you don’t compromise your
values to please anyone
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*»* Speaks well of others to others and \ ' /
to you

% Uses a kind of tone of voice - and ( . ‘
sound honest

** Can be anyone - introverted or
extroverted

¢ Is not out to find fault in others
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** Respect yourself first - don’t be a pushover

**» Respecting others is also important but... it
doesn’t mean they will respect you

*» Know your aim - don’t switch values easily

+* Set boundaries - remember you’re a leader ﬁ

It
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This module will teach you skills, techniques, and practical strategies to effectively
use your time, prioritise tasks, and improve productivity.

By the end of this training, all participants should be able to identify their time
management challenges and implement effective strategies to manage their time
more efficiently.

Some key learning outcomes gained through this time management training are
increased productivity, stress reduction, work-life balance, etc.
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INTRODUCTIONTO

TIME MANAGEMENT
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) .
% A dynamic process % “Deciding what to do and determining

how much time to allocate to each task”

< Gives you more opportunities in the

professional field . _ _
% helps you with stress relief

** Gives you more time to do things you enjoy . o
%+ Pushes you towards achieving your goals
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How can you improve your

TIME MANAGEMENT skills?




Eisenhower Matrix

Urgent

Not urgent

d=d
c
(o]
=
s
(o]
Q.
E

Quadrant I: Do it first

High-value tasks that are time
sensitive & have consequences
if not completed in time.

Examples:
* Crises & emergencies
* Pressing problems
* Projects with deadlines

Quadrant Il: Schedule it

High-value tasks that strategize
around long term goals with no
set deadline.

Examples:
= Relationship building
* Long-term planning
* Personal improvement

Not Important

Quadrant lll: Delegate it

Low-value tasks that need to be
completed, but don't require
your expertise.

Examples:

* Busywork

* [nterruptions

= Some regular routines

Quadrant IV: Delete it

Low-value tasks that distract
focus from important tasks,
wasting time & energy.

Examples:
* Internet browsing
» Pointless meetings
» Disruptive socializing

«* reclaimai
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This method has vyou
organise your tasks into 4
guadrants sorting them by
Important vs. unimportant
& urgent vs. not urgent.

It works well for people
who need to make tough
decisions.
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Pareto Analysis

Discover Technologies, expand opportunities!

The 80/20 rule is the idea

that 20% of actions are

responsible for 80% of

outcomes. It helps 20%

you prioritize tasks that will g

solve problems. 20%

Result
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Pomodoro Technique

; ®
THE POMODORO TECHNIQUE
A SIMPLE. METHOD D BALDNCE. FOCLS WITH DELBERNE. BREAKS

1 PLAN YOUR TREKS y
How many pomodoras mighiryov neeo ¢

NO SNEAKY

2 DO 1 POMODORO WORKING |

Time for 25 mins thentekea S min b(es\;/

FOCUSED WORK,

e 2.5 MiNS

ProTteCT !
Yove- poroporo |

3 REPEATX 4 POMODOROS
Then take 3 \onﬁer break.

This techniqgue has you
utilize a timer to break
down vyour work into
intervals. Each interval is
known as a Pomodoro.

It can help people who
feel they might be burnt
out.
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Apps that can help you:

9:41

< Settings

& Do Not Disturb
2 Personal Set Up
== Sleep Set Up

Work Set Up
Focus lets you customize your devices and silence

calls and notifications. Turn it on and off in Control
Center.

Share Across Devices / L )
Focus is shared across your devices, and turning one
on for this device will turn it on for all of them.
Focus Status On

When you give an app permission, it can share that
you have notifications silenced when using Focus.

I

Bear Focus Timer

<- Both iPhones and Androids
have.a focus feature!
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N\~

Forest: Focus for
Productivity
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Time Blocking Method

To use this method, assign

each time block in your day

to a task. These tasks can be . e | B e
anything from eating

breakfast to studying for a

test.

Email Email
12 - 1pm 12-1pm
1PM
Social Media, 1pm Social Media, 1pm Social Media, 1pm Social Media, 1pm Social Media,
eetin:
2PM -2
ail, 3:
rep for tol

with many obligations, such
2:30 - 3:30pm EEr.

Meeting w/ Sam
3PM
- [ ndmin,spm
as worklng
4PM 3:30 - 4:30pm
students/pa rents.
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Eat That Frog Technique

TASKS

Create a Toodledo

v Task

Create a Toodledo
v Task

and break it down into

- Subtasks

Create a Toodledo
B Folder

that contains

v 4 Ta S k S and

: Subtasks

This technique encourages
you to start your day by
first doing the things that
you may not want to do,
but will benefit you in the
long run.

It works well for people
with long-term goals.
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This law is based on the idea that the
amount of time you give yourself to
complete a task, is the amount of time it

will take you to complete that task.

This technique works well for
procrastinators and people that work
well under-pressure.




1) Take a break between tasks! When doing a lot of tasks without a
break, it is harder to stay focused and motivated.

1) Plan ahead! Make sure you start every day with a clear idea of what

you need to do — what needs to get done THAT DAY. Consider
making it a habit to, at the end of each workday, go ahead and write
out your “to-do” list for the next workday. That way, you can hit the
ground running the following day.
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Prepare a presentation for an upcoming meeting to
share a new project idea.

JE Do Schedule . Schedule a family outing or activity to spend quality
time with loved ones.

Spend an hour browsing social media without any
specific purpose.
Respond to urgent work emails and prioritize them

Tasks you will do immediately Tasks you will schedule to do later

Ex: Project Planning he. Ex: Health checkup, Exercise

IR NOT URGENT based on importance.
@  Delegate Eliminate . Dedicate 30 minutes to engage in a physical activity
or exercise routine for personal well-being.
[ e it ey aske Sty Swlplimingis . Review and update your resume or LinkedIn profile

and delegate to someone else
Ex: Web Surfing, Watching TV

R —— to enhance professional opportunities.
" Organize your personal email inbox, which is not
crucial for your immediate tasks.

Reflect on personal goals and create a short-term

action plan to achieve one of them.
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You get to decide where your time goes. You can either spend
it moving forward, or you can spend it putting out fires. You
decide. And if you don’t decide, others will decide for you.

Tony Morgan
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The following are the articles/books recommended for you to read - iallﬂm 1

to understand time management skills better and how to enhance
y

them: 1 i SN
d

[ &

e

> “14 Time-Management Techniques To Improve Productivity,”
https://www.indeed.com/career-advice/career-
development/time-management-technigues
https://myhours.com/articles/time-management-skills-
techniques-strategies-list The article “Time Management
Skills, Techniques and Strategies - The Ultimate List”
highlights all possible ways in which a person can enhance
their time management skills.
https://www.spica.com/blog/time-management-techniques
This article prepared by spica.com includes 58 different
techniques to help an individual manage his time more
effectively.

Funded by the
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In this module, you will learn:

> what’s the difference between adaptability and flexibility skills;

> about the importance of adaptability and flexibility in various aspects of life and
work;

> practical strategies to enhance these skills;

Ty Co-funded by
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INTRODUCTION TO FLEXIBILITY
AND ADAPTABILITY

o




Adaptability is the art of making
comprehensive adjustments in response
to the evolving world around us.

In contrast, flexibility is about giving more
or less a subtle shift without altering the
core components or overall approach.

Example: A person may be adaptable by
moving to a new city to start their career
and flexible by agreeing to change the
date to do so.




Flexibility skills?

5 How can you improve
8 your Adaptability and
004




CHECK THE INFOGRAPHIC
HERE.



https://drive.google.com/file/d/1vs2Zy_VRoSsEnvesf_qBhd_R8GwMBXvh/view?usp=sharing

Further reading

The following are the articles/books recommended for a participant to read to understand
the concept of flexibility and adaptability skills better and how to enhance them:

> LinkedIn article, “What are some examples of adaptability and flexibility in teamwork
that impressed you?” The article includes feedback from academics and experts.
https://www.linkedin.com/advice/3/what-some-examples-adaptability-flexibility-
teamwork-impressed

Open Source Workplace’s article, “Importance of Workplace Adaptability and
Flexibility.” The article gives a proper overview of the difference between these two
skills and why they are important in the workplace.
https://opensourcedworkplace.com/news/importance-of-workplace-adaptability-

and-flexibility

An article neting which skills, activities and accomplishments help one highlight their
“adaptability” and “flexibility” and how they can demonstrate it in their CV.
https://enhancv.com/resume-skills/flexibility/

Ted Talk, “Adaptability creates opportunities.”Jasper Reid explores that building on
one’s adaptive skills can teach one to better welcome change.
https://www.youtube.com/watch?v=hXqqruJF9gl&ab channel=TEDxTalks

AN Funded by the
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BE ADAPTABLE
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Thank you!

For more information:

www.betesproject.eu

www.facebook.com/BETESproject

www.class365.eu

ecect.projects@gmail.com
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