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	Development and delivery of training activities

	Why choose us?
	How we work 
	What will you get out of it?

	· Over 20 years of experience in training in the business world

· Work at all levels in the organization from supply chain/production to the executive board

· Experience with a multitude of industries with ability to learn about and adapt to the business and culture

· Academic and professional recognition – studies in business management, psychology and holder of federal diploma in business training


	· Careful analysis of company culture and job situations, and stated needs

· Development (design or adaptation) of creative, pragmatic training activities

· Excellent classroom delivery

· Practical follow-up 


	· Making sure that the training you buy fits your company culture and the working environment 

· Provide more than motivational value, with real skill building 

· Ensure the trainers you hire are competent in relationship and classroom management

· Evaluate the impact and transfer to the work environment




Client list :

Addax – Arinso - Baume & Mercier  - British American Tobacco - Cargill – 

Digital Equipment Corporation – Ebay - Ecole Polytechnique Fédérale Lausanne – 

Firmenich – FritoLay - International Electrotechnical Commission - JP Morgan - Levi Strauss – Nestlé International Training Centre -  Novartis Consumer Health - Novartis Pharma –  Novell – PepsiCo - PricewaterhouseCoopers - Reuters – Serono - SGS – SITA - Sun Microsystems – UNAIDS - World Economic Forum - …
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	Workshop Title : Assertiveness skills 

	Duration : 2 days
	Languages : English / French

	Why, Who and What ?

Assertive people are able to express their feelings, live and work independently, feel strong and have self-confidence. Contrary to passive and aggressive behaviour, assertive behaviour is based on respect and equality in relationships. At work, assertive people take action pro-actively, find solutions to problems and persevere in face of difficulties. 

The course methods include presentations of information and models, group work, discussion, practical exercises for skill-building in triads or pairs, and role plays. The course is aimed at being informative, fun and practical. 



	Module
	Key Development Areas

	1. Assertiveness theory
	General overview of theory. 

Diagnostic exercise: Understanding differences between passive, aggressive and assertive attitudes and behaviours. 

	2. Building self-confidence
	Identifying my personal strengths and rights. 

	3. Communicating assertively  
	Improving understanding through effective listening. Clarifying and probing to explore assumptions, perceptions and expectations. 

	4. Increasing self-awareness and independence
	Stating needs, feelings and beliefs clearly and openly. Requesting information or help assertively. 

	5. Exploring obstacles
	Using the ABCDE system for altering perceptions, attitudes and behaviours. Identifying individual situations and challenging dysfunctional beliefs. 

	6. Putting into practise
	Role plays to integrate the skills and receive feedback. Personal goal setting and planning for action. 

	7. Dealing with difficulties 
	Giving feedback, requesting change using the DESC message. 

	

	8. Managing my emotion
	Dealing with threats and coping with own anger and fear. 

	9. Protective techniques
	When rationality and clarity fail, techniques to use to protect oneself. 

	10. Celebrating achievements and abilities
	Increasing self-confidence  through looking at own self-actualisation. 


	Workshop Title : Coaching for Performance

	Duration : 2 days plus an individual session 
	Languages : English / French

	Why, Who and What?
One of the manager’s responsibilities is to create an environment where employees can grow and develop. Coaching does that.  It is significantly different from management because coaching focuses on helping someone grow and develop based on his / her own best interests, as well as the best interests of the company. Coaching and good management really help people engage in their work.

This course is primarily designed for managers and can also be interesting for HR professionals, project team leaders and anyone who is required to transfer knowledge and improve others’ performance. 

All participants have a one-on-one coaching session with the trainer prior to the course. This is a fun, dynamic course full of practical exercises and role plays. The participants receive a copy of John Whitmore’s book Coaching for performance.


	Module
	Key Development Areas

	1. The hats of a manager 
	What management style is best suited to effective coaching 

	2. The coaching process
	How to structure a coaching session

Understand the benefits of coaching

Understand the key skills of coaching 

	3. Setting goals/objectives  
	How to ask questions to help your coachee formulate a well-defined outcome for his/her objective using the SPACES model 

	4. Exploring reality and resources
	Draw out the current level of performance and available resources using the STAR model

	5. Giving feedback 
	Give behavioural and specific feedback 

Separate giving feedback from advice and praise

	6. Exploring options 
	Explore the coachee’s solutions

Check the ecology of the solutions

	

	7. Problem solving techniques 
	Use problem solving and creativity techniques to guide your coachee through a problem 

	8. Putting into practise
	Plan and run an individualised coaching session with a peer


	Workshop Title :  From conflict to cooperation 

	Duration: 2 days plus an individual coaching session 
	Languages: English - French

	Why, Who and What? 

Are you working longer hours? Are you being asked to deliver more results with less resources? Do you find it hard to focus on what you are supposed to be doing because the organizational changes seem to be non-stop? Do you find yourself short-tempered, intolerant of others, and finding it hard to cope at work? One of the consequences of the increase of work-related pressure and individual stress in companies is the rise of aggressive behaviours and the related relational and conflictual problems. It is hardly suprising. How do you deal with difficult situations or difficult people?

This course is for all those employees and managers who need to know how to handle difficult situations, where they have act positively, calmly and firmly. Following the course, the participants should be able to:

· recognize their own behaviour in difficult, conflictual situations (what triggers them, how they experience it, how they manage and how they get out of them);

· use at least two techniques of self-management to distance themselves and take stock;

· apply facilitative communication methods to act and react;

· elaborate their own personal strategy for dealing with conflict.
The trainers will draw on different techniques from assertiveness and negotiation, as well as emotional management. The learning methods include interactive presentations, simple concepts, group work, practical exercises in pairs or triads, case studies, and the transfer of simple, effective and practical techniques. 



	Module


	Key Development Areas

	1st day 

	Introduction 
	Clarification of course objectives, expectations, methods of learning and norms.

	Defining conflict 
	Differentiation between a problem, a difference of opinion and a conflict. Types of conflict. Causes and effects of conflict. Personal and emotional aspects. Auto-evaluation. 

	Analysing conflictual situations 
	Application of an analytic method to understand the attitudes and assumptions of the people involved. Technique to stand back and take stock.

	Seeking solutions 
	Sharing and working in cooperation. Brainstorming of mutually beneficial options for conflict resolution

	Overcoming negative thoughts
	Understanding and breaking the vicious cycle of thoughts, feelings and behaviours – how our thoughts condition our feelings and reactions.

	2nd day 

	Check-in 
	Using “circles of excellence” to increase feelings of well-being and empowerment. 

	Applying facilitative communication methods
	Gathering information; sorting out the facts from the assumptions. 

Formulating one’s own needs. 

Reframing the problem and working on the content.

	Increasing your capacity to manage yourself and your feelings
	Techniques from emotional management (sophrology and neuro-linguistic-programming). Managing one’s internal states. Knowing how to use one’s own resources. 

	Integrating new resources 
	Presentations of individual situations; observation and feedback. Individual reflection and integration. 

	Cooperating
	Methods and techniques for resolving differences of opinions, problems and conflicts, and for building trust. 

	Individual coaching session 
	Follow-up on the elaboration of the personal strategy for dealing with conflict. 


	Workshop Title : Customer Focus for IT support specialists

	Duration : 1, 5  days
	Languages : English / French

	Why, Who and What ?

IT support specialists are typically analytical, rational problem-solvers and place their value on their technical expertise. Dealing with end-users’ requests for technical support requires interpersonal sensitivity and communication skills, as well as understanding the customers’ needs for reliability, access, responsiveness, security and credibility.  

This course is designed to increase the IT support specialists’ understanding of customers’ needs and wants in both tangibles and intangibles, so that they can respond practically and effectively to non-technical end-users’ requests for support. 

The course methods include presentations of information and models, group work, discussion, practical exercises for skill-building in triads or pairs, and role plays. The course is aimed at being informative, fun and practical. 



	Module
	Key Development Areas

	1. What do customers really want ?
	Defining standards of quality for delivery of service. Ranking your customers’ priorities.



	2. What makes me mad !
	Objective observation of facts and feelings linked to difficult situations with customers. Awareness of personal development needs.

	3. Exploring customers’ needs  
	Clarifying requirements and needs, giving individual attention, listening, checking the message, and questioning techniques.

	4. Defining support/service standards
	Finding solutions for customers requests, setting standards for reliability, responsiveness, access, security.

	5. Proposing support and service
	Proposing, seeking agreement, negotiating and closing. 

	6. Putting into practise
	Dealing with requests. 

Building skills through role play and feedback.

	

	7. Personal evaluation and action planning
	Planning your further skill building

	8. Course wrap-up and evaluation
	


	Workshop Title : Facilitation Skills 

	Duration : 2 days  
	Plus individual follow-up coaching sessions 

	Why, Who and What ?

Facilitated meetings and discussions make the most effective use of time spent together by colleagues working together towards a common goal, or on a common task. Learning how to facilitate meetings or workshops will allow the participant to plan an effective process to give and receive information, and improve joint problem-solving and decision-making.  The workshop is specifically for those people, who have no formal authority but responsibility to make things happen through others. 

Learning objectives:

At the end of this two-day program participants should be able to: 

· explain the purpose, benefits and methods of facilitation

· plan and organise a facilitated meeting

· facilitate a meeting; establish norms, maintain communication flow, monitor progress, keep people on track

· use a variety of facilitation processes to give and get information, to problem-solve and make decisions

· understand their own strengths and improvement areas in facilitation skills

The workshop is particularly practice-based with lots of opportunities to plan, and facilitate processes. Each participant will have the opportunity to facilitate and/or co-facilitate.




	Module


	Key Development Areas

	Day 1

	Introduction: Why facilitate?
	Course expectations

Definition of facilitation; its benefits and methods.

Technique: Story boarding  

	Responsibilities of a facilitator 
	The role of the facilitator; planning and organising meetings; facilitating and follow-up

Techniques: Affinity diagram / Process review

	Processes 
	Types of processes depending on purpose

Avoiding difficulties of meetings

Technique: Potential problem identification

                    

	Giving information 
	Clarity of outcome; agenda preparation.

Clarity of communication; rules and norms of meetings. Practice of processes to sell ideas, to present recommendations, to report on progress.

Technique: action planning worksheet



	Day 2

	Getting information 
	Facilitating inputs from team members. Communication flow, monitor progress, keep team members on track. 

Techniques: nominal group technique / best current thinking  



	Problem-solving and decision-making 
	Prioritising and decision-making processes in facilitation 

Techniques: Recommending alternatives for decision / steps in problem-solving



	Review of learning 
	Review of course content and own progress in  facilitation skills. Action planning

	Follow up 

	Individual coaching session 
	Following the workshop, each participant has an individual one and a half hour coaching session with the trainer. 


	Workshop Title : Influencing & Negotiating

	Duration : 2 days
	Languages : English / French

	Why, Who and What ?

Negotiation skills are required daily to work effectively with others. To be able to persuade others to take action, to convince others to share resources, to influence, get agreement on making things happen are all part of business life. 

This course is designed for managers and individual contributors who need to negotiate with other people with whom the long term relationship is important. It is not about hard bargaining. The facilitator draws on Getting to Yes (Fisher, Ury and Patton) and Negotiating Rationally (Bazerman and Neale) to help participants prepare and negotiate. 

The course methods include presentations of information and models, group work, discussion, practical exercises for skill-building in triads or pairs, case-studies and role plays. The course is aimed at being informative, fun and practical. 



	Module
	Key Development Areas

	1. Strategies of influencing and negotiating
	Awareness of influence and persuasion ; what works and what doesn’t work.  Understanding your preferred influencing style. 

	2. The negotiation process
	Understanding of the process : 

1. Analysis 

2. Planning

3. Discussion

	3. Contacting
	Developing ways of getting acquainted, establishing rapport. Understanding the barriers of language and culture. 

	4. Opening 
	Discovering each other’s needs and interests ; the skills of listening, message checking, questioning to explore.  Defining together the reasons and issues to negotiate. 



	5. Expanding
	Expanding the  “pie”; brainstorming for solutions. Using ‘what if’ scenarios and contingent concessions.  


	

	6. Contracting
	Closing the deal. Summarising and putting into action.

	6. Putting into practice
	Building negotiation skills through role-plays and feedback. There are five opportunities to role play and receive feedback. 


	Workshop Title :  Interviewing skills for selection

	Duration : 2 days
	Languages : English, French or German

	Why, Who and What ?

Being a skilled interviewer ensures two important factors ; it ensures that the right people are being selected to do the job, and it makes sure that the candidates are favourably impressed by a professionally-conducted interview.  

This course aims to teach managers and professionals who are involved in interviewing to define what skills are required by the candidate to do the job, to ask the right questions and to evaluate the information gathered, in a time-efficient manner. 



	Module
	Key Development Areas

	1. Introduction 
	Setting expectations and learning objectives. 
Awareness of typical pitfalls in interviewing and selection. 

	2. Who are you looking for?
	Defining the skills profile required for doing the job successfully. 



	3. The competency model
	Understanding the model which allows you to gather and evaluate candidate’s information. 

	4. Asking the right questions
	Asking competency-based questions. Using follow up questions to probe for complete answers.

	5. The selection process
	Understanding the selection process. How to review curriculum vitaes, telephone screening of candidates, taking references. 

	6. Organising interviews with the team
	Dividing roles and responsibilities, coverage of competencies in the planning stage. Post-interview decision-making. 

	7. Conducting the interview
	Putting the candidate at ease, opening the interview, timing and pacing. Closing the interview.

	

	8. Practise opportunity
	Build your interview skills by participating in a real interview, being observed and receiving feedback. 

	9. Other selection methods (optional)
	Awareness of panel interviews, role plays, simulations and psychometric testing; their advantages and disadvantages.


	Workshop Title : Listening & Influencing Skills 

	Duration : 2 days
	Language: English / French

	Why, Who and What?

Why learn how to listen? Listening is a major skill in communicating and although it is done everyday, numerous misunderstandings and misinterpretations arise because we thought we heard something while the person who said it, maintained s/he said something else. 

In working with others, listening can be part of influencing skills. It is considered to be important for exploring other people’s agendas to be able to understand others’ perspectives and expectations. 

Who? The course is open to all.

What? This course is based on a case study. Through out the course participants are invited to practise the newly acquired skills in role plays. 



	Module
	Key Development Areas

	1.  Working from strengths
	Collaborative model of working together as well as individual change strategies.

	2. The Pull Style of Influencing
	Understanding of how the Pull style differs from the Push style and in what situations it is appropriate.

	3. Establishing level of skill.
	Measuring skill level and effectiveness. Exercise on audiotape.

	4. Exploring
	Exercises in development of both listening and summarising behaviours. 

	5. Questioning techniques
	Exercises in development of both information-seeking and message-checking behaviours. Link to biasing in influencing.

	6. Building on common ground
	Relationship building: moving from common interests to common values. Proposing and building differentiators and appropriate use of each.


	

	7. Openness / Disclosing
	Use and benefits in responding to aggressive behaviour or initiating potentially difficult exchanges. 

	8. Skill practise and learning review
	Transfer of the skills to the work environment. Role-plays linked to real-life situations. Feedback. 


	Workshop Title : People management skills

	Duration :  1 – 3 days 
	Languages : English / French 

	Why, Who and What ?

This course can be designed for new managers or more experienced managers, based on the company culture, needs and management practice. The modules below are the basic development areas for all managers and can be used to develop a customised program.



	Proposed modules
	Key Development Areas

	1. On becoming a manager
	Awareness of the role of a people manager. Changes in values, time lines and contributions to the organisation.

	2. Setting performance objectives
	Ability to formulate appropriate performance objectives with employees. 

	3. Listening skills
	Ability to listen effectively, to be able to paraphrase key messages and feelings, and to explore through questioning employees’ concerns.

	4. Giving feedback 
	Ability to formulate feedback in behavioural language, to be able to provide constructive feedback and positive feedback to employees.

	5. Motivating employees
	Ability to adapt an appropriate motivational style according to employees’ work-related needs. 

	6. Developing employees
	Ability to define employees’ talents and to provide opportunities to develop those talents. Awareness of the limitations of development of weaknesses.

	7. Managing the performance review 
	Awareness of the performance review process. Ability to formulate clear performance reviews. 

	8. . Managing performance issues
	Awareness of the performance improvement process and the disciplinary action process. 

Ability to discern performance issues and take appropriate action.


	Workshop Title : Performance management 

	Duration :  1 day
	Languages : English and French 

	Why, Who and What ?

Understanding of the performance management process and its role in aligning individual objectives with the business objectives is key to building the organisations capabilities. 

This course is designed for people managers to understand their role in managing their employees’ performance within the company’s performance management process.  The way managers individually use the performance management process is critical to its acceptance and success. 



	Module
	Key Development Areas

	1. Setting the scene: What? Why? And How? 
	Understanding of the process, its components, how it works and the importance of putting it into practise.

	2. Setting objectives
	The cascade of objective setting.  How to set clear SMART objectives for performance and development. 

	3. Performance standards used in qualitative evaluation
	Using internal performance standards (behavioural criteria, competencies) to set expectations in performance. 

	4. Managing the objective-setting meeting
	Preparing for the objective-setting meeting. Running the meeting. 

	4. Giving feedback
	Using a behavioural based model to provide useful feedback on performance 

	5. Evaluating performance
	Awareness of the performance review process. Understanding of the internal rating system and distribution.  Being able to formulate clear performance reviews.

	6. Managing the performance review
	Preparing for the performance review meeting. Ensuring the success of the meeting. 


	Workshop Title :  Presentation Skills  Level 1 for beginners

	Duration : 2 days 
	Languages : English or French

	Why, Who and What ?

A skilled presentation gives you the greatest chance to convey your credibility and competence, and to persuade others to accept your ideas. 

This course is designed for those who:

· as part of their job have to make short, factual presentations on new ideas for internal implementation, explaining technical services or products, or the status in project progress reviews;

· have little experience in creating and delivering presentations;

· believe that improvement is possible. 

The course objectives are:

· Manage your time optimally in preparing, creating and delivering a presentation;

· Adopt an effective presentation structure to meet your purpose and your audience’s expectations.

· Convey and explain technical or job-related information about solutions, concepts, services in a clear, interesting and lively manner. 

· Understand how to create slides with impact.

· Interact easily with your audience, i.e. ask stimulating questions, confidently run a Question and Answer session. 

The method of delivery focuses on highlighting and encouraging the strengths of each individual in a fun and respectful way. Each aspect of presenting is addressed to ensure that presenters can present logical and interesting presentations in a lively manner. 

The participants have the opportunity of making four short presentations. The second one is video-taped and the tapes are watched individually with the trainer rather than in the plenum. Participation is limited to 8 to ensure that all participants get sufficient individual attention.

The course can be delivered in two consecutive days, or on two different days allowing the participants to practise, digest and return to a second day of training with renewed energy. 



	

	Module


	Key Development Areas

	1. What makes an effective presentation?
	Decide what aspects of presentations should be focussed on, and what aspects should be avoided. 

	2. Where do I start?
	Ask yourself the four questions to ensure that you will be doing the right thing:

Why? To whom? What about? How?

	3. Who’s out in front?
	Use an easy, structured approach to analysing your audience to avoid addressing the wrong people or in the wrong way.

	4. What do I say first?
	Use a presentation structure to put your content together in the most logical way – so that people can process your ideas.

	5. What do they need to know?
	Ask yourself what they need to know to stop yourself from telling everything you know! Find out how you can prepare and organize your content.

	6. How shall I show them?
	Use slides or flipcharts in the appropriate manner.

	7. What do I do if they ask me a question?
	Use interactive methods to involve the audience. Handling questions, objections and other challenges. 


	Workshop Title :  Presentation Skills Level 2 for experienced presenters

	Duration : 1 day
	Languages : English or French

	Trainers: 
	Kate Lindley & Françoise Zimmermann

	Why, Who and What ? 

A skilled presentation gives you the greatest chance to convey your credibility and competence, and to persuade others to accept your ideas. 

This course is designed for those participants who:

· have delivered a good number of presentations to various audiences on various subjects;

· have found their tried-and-tested way of presenting is not enthusing the audience;

· believe that perhaps improvement is possible, maybe just one difference will do the trick!

The course objectives are:

· Use your voice and posture to convey enthusiasm in your presentation

· Interact with your audience to maintain their interest and involvement 

· Present to influence your audience with a challenging structure

The method of delivery focuses on highlighting and encouraging the strengths of each individual in a fun and respectful way. Feedback is given regularly.  The participants have the opportunity of making two short presentations. The second one is video-taped and the tapes are watched individually with the trainer rather than in the plenum. Participation is limited to 8 to ensure that all participants get sufficient individual attention. 

Kate Lindley is a communication skills trainer with extensive experience working with senior managers who need to make presentations that impact. She works with Françoise Zimmermann, an actress and experienced teacher of theatrical skills. 




	

	Module


	Key Development Areas

	1. What excellent presenters do!
	What makes the difference in an excellent presentation depends on the ease and enthusiasm of the presenter. Find out exactly what it is!

	2. The basics of preparation 
	Purpose, people, process – 3 quick points to make sure you are on track

	3.  The basics of public speaking
	Use the 3 T model to guide your thoughts during your presentation. 



	4. Dealing with nervousness and apprehension 
	Working an actress, learn how to relax, control your breathing, and project your voice. 

	3.  Presenting to influence
	Use a challenging structure to inspire and influence your audience



	5. Posture and presence
	Increase your confidence in speaking in front of the audience. Learn to move in to the audience, with ease and audacity!


	Workshop Title : Time Management / Personal Effectiveness

	Duration : 1.5 days
	Languages : English / French

	Why, Who and What ?

Because it seems that we never have enough time to do all the things we are supposed to do, or want to do, or in the way we would like to do them. The techniques of time management should help us to be effective and spend more time on the things that are important; to do what we do efficiently and increase our enjoyment of work.

Time Management is for those who feel they need to manage their time and their professional activities better. Learn how to :

· Set priorities

· Plan your tasks 

· Schedule your activities

· Manage yourself

· Introduce efficient work methods and systems

· Communicate more assertively about possibilities and limits


	Module
	Key Development Areas

	1. Introduction
	Clear expectations of the course and learning objectives.

	2. Setting direction
	Understanding what is really important ; our main contribution at work.

	3. Prioritising activities
	Differentiating between reactive and active activities. Prioritisation of activities against the criteria of importance and urgency..

	4. Setting objectives
	Clear SMART objectives, linked to the main contribution at work.

	5. Using planning tools
	Use of appropriate planning tools such as bar charts to estimate time and steps for task accomplishment; project plans for keeping track; To-Do Lists.

	6. Personal effectiveness
	Awareness of personal performance curve; consequences of personal style and habits. 

	

	7. Scheduling
	Use of calendars, monthly and weekly schedules. Mapping of tasks. 

	8. Organising yourself, your work environment 
	Identification of personal time-wasters and solutions. Organisation of work space. 

	9. Working with others
	How to establish clear ways of working with others. How to say no. 


	Workshop Title :  Training skills

	Duration : 2 days
	Languages : English / French

	Why, Who and What ?

Transferring knowledge and skills to those who work with you requires training skills. This course is for all business professionals, or subject matter experts, who have to occasionally deliver training sessions on their area of expertise.

The first day content aims to teach professionals to prepare efficiently a well-structured and interesting training session, and  to develop the presentation and hand-out material. 

The second day sessions aims to teach professionals how to deliver a lively, interactive training session.  

On the second day, Françoise Zimmermann, an actress and acting teacher, will help participants acquire confidence and ease in front of an audience. 



	1st day: Preparing your training sessions



	Module


	Key Development Areas

	1. Introducing the training session
	Setting learning objectives; determining the level of knowledge and skill acquisition. 

	2. Understanding adult learning theory and individual learning styles


	Brain power: retaining information. Adult motivation in learning. The learning process in steps. Individual learning styles. 

	3. Structuring your training sessions
	Matching the process with teaching activities to suit best the knowledge and skill acquisition required. 

	4. Developing your content
	Developing the theoretical content and structuring it under key points, with examples, analogies, anecdotes and applications. Preparing your notes.

	5. Developing training and learning aids
	Preparing visual aids for use in presenting your material during the training. Preparing hand-outs for participants. 


	

	2nd day : Delivering your training sessions



	Module
	Key Development Areas



	6. Speaking in public
	Dealing with your apprehension; Warming up your voice; Starting off with confidence; Standing and talking at ease; Varying your pitch and pace; Closing on a high!

	7. Interacting / managing the group
	Getting acquainted / breaking the ice; Leading discussions; Asking questions; Brainstorming ideas; Controlling the class. 

	8. Practise opportunity on video
	Delivering your training session (or part thereof) and receiving feedback from trainers, other participants and the video. 
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