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Frequency and duration: 10 x two-hour classes

Course Aim:

The aim of the Meeting Skills course is to provide students with the necessary skills
and knowledge to chair and participate in meetings conducted in today’s work
environments, including the ability to work remotely.

Course Description:

Effective communication in a meeting context is important to modern businesspeople.
Being able to do so in English is not only important but also more difficult. You should
develop many necessary and useful skills which will transfer well to your work
environment.

In our Meeting Skills course, you will have the opportunity to advance your English
language skills in the following areas:

chairing and participating in meetings
building rapport

dealing with agenda issues

clarifying discussion topics

making positive suggestions

dealing with disagreement and criticism
reaching agreement

taking minutes

chairing and participating in online meetings

Course Materials:

The course material used in class is from material developed in-house and
supplementary material will be provided by the instructor when needed.
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Course Details: The unit order may be subject to change as instructors choose how to structure their lessons.
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‘ Frequency and duration: 10 x two-hour classes

Course Aim

The aim of the Negotiation Basics course is to provide students with the necessary
basic skills and knowledge of how negotiations work in English in today’s work
environments. This course will include not only a technical understanding of
negotiations, but also look at the English language skills required at various stages
of a negotiation.

Course Description

Building on our Meeting Skills course, this first Negotiations course will help you
develop stronger competency in effective communication in a negotiation. In our
Negotiation Basics course, you will have the opportunity to advance your English
language skills in the following areas:

e understanding basic concepts about negotiations

e preparing to negotiate using a plan

e building rapport with negotiating counterparts

e stating opening positions in the proposal stage

e using questioning techniques to probe your counterpart’s interests
e knowing how to bargain appropriately

e closing a negotiation

Note: On completing this course, you could also sign up for ITI's Negotiating Internationally
course.

Course Materials:

The course material used in class is from material developed in-house and
supplementary material will be provided by the instructor when needed.
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Course Detalls:

The unit order may be subject to change as instructors choose how to structure their lessons.
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