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747CG CATALOGUE -~

Course Outline

Communicating Effectively *  Motivational Principles

¢« Conflid and Energy Drains
Class Length 1 - 2 Day{s) Prerequisites None

- * Understanding Behavior - DiSC Personal Profile System®:
Overview
Each person brings to work a unique set of skills, knowledge, and bdiefs. Each person behaves ina way that they feel is Understanding self and others, Respecting differences, Capitalizing onstrengths
successful. The communication challenges in mostwork environments relate to the establishmentand maintenance of trust. i s : .
Effective interpersonal communicationis critical to establishing a motivational work environment that maximizes productivity. * People Compatibility: Recognizing dimensions of

behaviorand potential styleconflict, Choosing behaviors that demonstrate trustand respect, Maximizing cooperation through

This workshop looks atbehavior as a choice and increases awareness of the consequences behavioral choices have on others. adaptive behavior

Participants learn that through adaptive behavior they can choose communicationstrateg es that establish trust, mini mize conflict,

maximize cooperation, and createa positive work environment thatincreases productivityand enhances job satisfaction. * KeystoBuilding Trust
- * ActionPlans

Target Audience

Anyone whowants to understand others clearly and respond appropriate y in business situations, as well as in business

scenarios

The Problem

* Employees productivity is low because of the lack of trust with co-workers

* Moraleandjobsatisfactionis at an all-time low because of conflictamong employees

« Communication among co-workers, cross-functionally and vertically is non-existent causing stress, low productivity and
conflictin the workplace

Our Solution
To Leam to...

¢ link behavior, communication,and trust

* |mprove communication through various approaches

* Better understand yourself and others

*» Recognizeand respectindividual uniqueness

* Deal with differences in communication styles that can create interpersonal conflict which, in turn, decreases
productivity

* Leverage individual strengths and adapt communication strategies that minimize conflict

* Increase communication and influence managementskills

* |ncrease both personal and workplace productivity
« Establisha foundation of behavior-based communicationskills on which to build other key competencies
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Presentation Skills Essentials

Class Length 2 -3 Day(s) Prerequisites None

Overview

This fun, interactive, and engaging workshop is designed to provide you with the skills and techniques to design, deve op and deliver
more dynamic and effective presentations. You will enhance your current presentation style, reduce the anxiety that often accompanies
talkingin front of a group and deliver a presentation that gets results!

The secret to becoming a better presenter — Practice! We provide plenty of practice opportunity that cumulates in a 10 minute
session on Day 2 that will be recorded for your own review and self-critique. Coaching and feedback from our experienced
facilitator and the rest of the participants is a valuable element of learningin this session.

Target Audience
Sales people, managers, human resources — anyone who is responsible for presenting information to others to gain support,reach a
decision, provide data orsellanidea

The Problem

* Fear ofspeakingin frontofa group!
* Lack of preparation and practice

* |neffective communication skills

* Scattered flow of content

* Poor visuals

* Unclear message

+ Not understandingaudience needs

* Trying to present “likesomeone else” — not developing
yvour own style effectively
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Our Solution

To Leam to...

-

L]

-

Reduce thestress and fear of presenting
Plan the structure of your presentation
Identifyand capture clear objectives

Follow the rules when utilizing visuals to complement and clarify your Course Qutline
Introduction to Presentations: Why present? Your role? The presentation process

Research: Collectinformation and know your subject matter, Understand audience needs
Planning: Createa purposestatement, Get creative, organize the topics

Develop the Presentation: Create the presentation flow with the presentation devd opment form, Begin with a Bang, State the
Purpose, Create a Script, Develop Transitions, Close with Conviction

Devel op Materials: Handouts, Reference Ma terials, Visuals Rules

Presenter Skills: V3 communication (vocal, visual, verbal), prepare for challenges, engage your audience, be yourself

Practice: How and what to rehearse, Steps to Reduce Fear
Present: Practicing Skills message

Identify and capture clear objectives

Communicate to different audience needs

Create a dynamic opening

www.747cg.com
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Business Communications Course Outline

Class Length 2 - 3 Day(s] Prerequisites None sIntioducting
: * Your Role as a Communicator
Overview
This comprehensive communications course provides the participants with the knowi edge and skills to become an « Communicating with peers, managers, & subordinates:
effective communicator. In thisinteractive course, participants will learn the communication process and understand their

S : : : : : iy Types of information, Communication model, Filters
communicationstyle. They will learn to quickly organize and create clear, concise, and correctly written communications.

Participants will practice using theories inrole play for successful listening, critical conversations and meetings. » Communication methods: Person, Voice, Written
« Communication components: Verbal, Voice, Visual, Body language
Target Audience
Business professionals who want to improve written and verbal communication for better results * Communication styles: Understanding your style,
Communicating tostyles, Directing, Analyzing, Supporting, Intuiting
The Problem

+ Information not getting to the right peaple = Quality of Thinking: Attitudelevels, Assuminginnocence

* Communications are not being comprehended as

) * Communicating UP!: Challenge process
intended

* Uncomfortable with confronting sensitive or criticalissues » Poorly written communications: no flow, missed * Levels of Listening
deadlines, speling and grammatical errors » Emails that create negative reactions
¢ Unorganized meetings

 Effective Conversations - Speaking: One-on-one, Difficult conversations

* Writing for Results: Plan/Write/Revise, Purpose

Our Solution Statement, Organization, Three C's, Document planner
To Leam (p...

« |dentify and perform the roles of an effective communicator * Finishing Touches

A o ¢ Email Etiquette
* Demonstrate active listening

e Perform aitical conversations with confidence e Effective Meetings: Planning, Facilitator checklist, Roles, Agenda, Follow-up/Parking lot

* Construct written communications efficiently and
accuratdy

* Facilitate successful meetings
* Craft emailscreating positive reactions

7 Z] 7 Oka3 0] 71 Cocasset St Suite #0, Faxborn, MA 02035 “ BALE =<
B L P Fhane: (FA4) 2150871 | Fec (A4} 2055117 | Cell(774) 225-8490 | Toll Free: (Bda) 74.7-2477
[ infoB747cg.com | www747cg.com www.747cg.com



Effective Meeting Essentials

Class Length 1 Day(s)
Prerequisites None

Overview
Meetings don’t have to be dull, boring and unproductive. Meeting will help you

become a more effective meeting faciliator and a more engaged participant.

Using the tools, techniques, ideas, and processes that are provided in this
workshop, you can learn to hold meetings where the minutes and hours are well
spent toachieve corporate goals!

Target Audience
Managers, team leaders, facilitators, humanresources — anyone who is
responsible for facilitating or attending meetings

The Problem

» Lack of planning for effective meetings
* Unproductive meetings

* Unclear goals, purpose, and focus

* Meeting interruptions and tangents

* Lack of participation

* No decisions, action iterrs, or follow-up

Our Solution

To Leam to...

* Understand the elements of productive meetings

* Understand the costofa meeting

» Consistently usea meeting process for greatersuccess

» Improve faciliationskills

+ Use various tools to assist with meeting effectiveness and follow-up
» Manageinterruptions and stay focused » Createan action plan

Course Outline

* Elements of Productive Meetings

* The Cost of aMeeting: Justifying the meeting
cosfs,

identifying other ways to get theinformation

* The Meeting Process (in person and virtual):
Plan, Start,

Facilitate, Cose, Follow-up

* Planning: Setting Goals, Using an Agenda,
Communicating

Expectations, ldentifying the Partici pants

e Starting: Restating goals, Setting Ground Rul es,
Assigning

Roles, Appreciating Participants

* Facilitation Techniques: Encourage participation,
Ask

Questions, Manage Conflict, Staying Focused,

* Facilitation Tools: The Parking Lot, Flip Charts,
PowerPoint

* Web Conferencing Best Practices

* Closing: Summarizing the meeting, Assigning
Action Items and Due Dates,

* Follow-up: Sending Meeting Notes, Adding
follow-up dates on calendar, Accounta bility

* Applying Skills: Createan action plan
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747CG CATALOGUE -
Business Writing Essentials

Course Outline
Class Length 1 - 2 Day(s) Prerequisites None

» Grammar Made Easy: Review the rules of punctuation and spdling, how to avoid the four most common grammar mistakes

Overview « Writing For Results: Learn the 5 C's of effective writing, | earn how to measure the clarity of your writing and how toimproveit, find out how

This workshop teaches the basics of business writingincluding improving grammar, writing with clarity, and beinga better proofreader. You will to give your writing that extra pizazz

learn howto create | etters, memos and emails thatare more effective, get the desired results and create a goodimpression on the reader.  Writing Politically Correct: Whats hould you never do in your writing, how to make sure that your writing meets today’s tough business
writing standards

Target Audience « Getting Started: What to doifyou have writer’s block?, learn how to get started and how to stay focused on the topic, learn the most

Business professionals at all levels who wanta quick and easy approach to any writing: emails, general correspondence, memos and reports important “thing” you must havein the first paragraph of al most everything you write

The Problem » Effective Writing: Learn the six organizational methods, find out what you learned in grade school that you MUST usein order tocreatea

FEEIR well organized report
» Writingis notclear &d >

« Thereare grammarandspelling errors » Netiquette: Discover the ten mostimportantrules to follow when writingan email, learn the new communication problems email has

* Writing style does not convey the tone andis not produced and how to avoid them, find out when email is the proper form of communication and when itis not

consistent * Letters And Memos: Whatare proper memo and letter writingstandards, learn how tosay "no” in your writing without risking business
» Letters, memos, and emails are not effective and do not produce desired results relations hips so you can continue to do business with thereaderin the future

o » Editing And Proofreading: Learn how to edit your documents, learn four techniques to make you a better proofreader and find out the
Our Solution

To Leam o...

* Find and correct the four most common grammar mistakes

* Write high-impact|etters and memos and get the results you desire

» Insureyour writingis “politically correct”

» Smash your writer's block

* Organizeyour writing for better results

* Understand therules of netiquette to create better, shorter and more effective emails
* Writea properletter or memo

* Say “no” in your writing without risking business rdationships

* |kethetips on proofreading

six most commonly missed errors

*Optional: Each participant will be asked to submit, prior to the first day of class, up to three samples which the instructor will review
with the participant the day of the workshop. Additional service includes post class coaching and review. Coaching
frequency depends on client.

"'
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Writing for Leadership Course Outline

Class Length 1-2 Day(s) e Business Writing

Praequisites Business Writing ¢ Fundamentals Review

. * Technique

Overview * Creating Masterful Reports
As a member of management, writingis vital to the success of your team, project, and career. You arecalled to write documents that will be e The Art and Science of Executive Reports
used to represent your organization, as catalyst to garner resources, or to position your group for success. Due to the increased usage of * Writing Effective Performance Evaluations
technology, the importance of high impact communication has increased as well. As a leader there is not ample time to be visionary, » Netiquette

manage projects, devel op peopleand be a prolific, profici ent writer. e Points from the “Pros”

e Avoiding the Communication Kill ers
Writing for Leadership has been deve oped with the demands on a leader in mind. It focuses on providing practical techniques to write

reports, summaries, evaluations, emails, etc. with higher qualityandinless ime. This isa hands-on, one-day course devd oped by former
senior managers, who have experience as editors of publications and recognize the demands of being a leader in a corporate

environment.
*Optional: Each participant will be asked to submit, prior to the first day of the course, up to three samples which the instructor will
Target Audience review with the participant the day of the workshop.
Anyone who wants to learn the art and science of how to craft powerful documents to persuade and inform leaders, peers and senior Additional service includes post course coaching and review. Coaching frequency depends on client.
management. This program reinforces and expands writing knowledge and skills with a focus on writing for the “C Level” within an
organization.
The Problem

* The tone of written communicationis not as professional as itshould be for managers
*» The types of documents and audience needs are different when someone takes on the role of manager
* Performance evaluations, reports and other management documentation is not getting the desired results

Our Solution

To Leam to...

* Understand the fundamentals of writing as a member of management
e Avoid the most common errors spotted by management

 Write successful executive summaries, successful reports and performance evaluations
* |dentify and clearly communicate goals and expectations

* |ncrease your writing effectiveness

* (Organize your writing to address management needs

» Use email effectively

* Getyour pointacross to many different audiences

¢ (Coach the people that report to you on enhancing their
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747CG CATALOGUE -
Writing to Improve Your Bottom Line

Course Outline

Course Length 1-2 Day{s)or 10 Webinar Sessions
Prerequisites Successfully complete a basic writing skills program like 747CGs Business Wiriting Essentials Wnting programs,ora

similar program. Complete the Better Business Writing Assessment. Complete anonline Eventhing DiSC Werkplace, Everything DiSC Management, or This is a practical course. : . : i s g
Everything DiSC Sales Profile. (Your mwleat work determineswhich profile.) Attendees mustcomplete the six formal assignments listed below. In addition to these formal writing assignments, each may be asked to
Keyboarding and beyond basic experience using Microsoft Wonl 2003 or 2007 complete a vari ety ofinformal,in-class writingassignments, participatein class discussion, and present reports.

Overview * [nstructions for a accomplishing a task - e.g,, change a tire, address a printer, prepare for a client call, or enter resultsina CRM

* Two letters/memos/emails

Do instances of poor writing and bad grammar permeate your business communication? Have poor writingand bad grammar resulted _ _ i
» Reportinresponse to a supplied sasestudy or real life situation

inlosing a sale, a promotion, an opportunity, or stalled asuccessful career? Is writingabout good news easier than writingabout the notso

good? * A memo written on your major project for the quarter
If you answered yes, or maybe, to any of those questions then 747CG can help you to become a stronger, faster writer You will 3 Dc?curnent‘the progress madeona major project
become a proficient writer about to apply everything from basiclanguage usage to editing techniques which will erase uncertainty and build * Editaprovided 10-15 pagereport

sdf confidence.

This highlyinteractive, fast paced practical writing programis fun and full of tips and techniques thatcanincrease your bottom line by

making your written commurication compelling, brief, and active. Enrollment requirements: All formats arelimited to 10 attendees. Enrollment is tentative until our facilita tor has reviewed three to five writing

samples - writing samples must be submitted 30 business days prior to the session start date and your Better Business Writing assessment.

Target Audience
Anyone charged with writing assignments thatcould negatively impactther organization

The Problem
* [ncomplete messages

* Incorrect messages
* Confusing messages

Our Solution

To Leam to...

» Focus quickly on the purpose of any writing task

» Reduce reader boredom withoutsacrificing clarity or substance

* Connectaudience awareness and your writing style

» Sequenceinformation and data for maximumimpactandreadability

» Author clear and concisesentences » Leverage the active voice

Tighten content using punctuation, grammar, lists, and other techniques
Effectively proofread and edit
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747CG CATALOGUE -
Technical & Report Writing

Course Length 3 Day(s) Course Outline
Prerequisites Participants should bring at least five writing samples of vanying lengths, content, and purpose. These may be tharownor from
someone else. The author’s identification may be blocked. During this course, these are reviewed and rewritten,
Day 1
Overview * Understand the general format of reports - categories

* Brainstorm and organizeinformation

» Apply mechanics of writing: usage, capitalization, punctuation
» Use of active/passive voice

* Avoid wordiness and pompous language

» Introduce varietyin sentences - graphics and visual aids

* |nternational guideline variations

» Writefor thereader

The ability to write clear, concise documents related to technical issues is a highly desirable skill thatis much different from
writing letters, emails, and non-technical documents. The

creation of effective technical materials requires discipline,

organization, and a keen eye for detail. This courseis designed to give good writers or technical staff members, who have
decent writing skills, the tools needed to design, deve op, and maintain technical documents.

747

Target Audience ; : _ Consulting
, , - , , _ o ; » Write executive summaries grouvp
Good writers or technical staff who have decent writing skills, but require the tools needed to design, develop, and maintain technical
documents Day 2
* Describe responsibleresearch
The Problem » Avoid plagiarism and distortion oftests and research results
* Lack of consistency, format, and type style » Inconsistent organization and structure » Describe ethical implications of research & devel opment
* Failure to consider targetaudience e Use effective laboratory research reports
» Write persuasive evaluation reports
Our Solution « Write definition assessments, describing mechanisms, essays, surveys
To Leam t... * Use tables, graphs and charts effectively
¢ Put complex subjects in terms that are clear and concise * Format documents effectivey
* |kethe development of a writing style that’s more useful to readers * Use numeric information
* Writereports usinga fastand easy approach * Copyright considerations
* Writereports that maximizeimpact on your readers
* Writeso others apply your ideas Day 3
* Use thecommand of language and grammar * Use of visual enhancements

« Become moreorganized and pay attention to details
« Use various strategies of technical writing
* Enhance documents with visuals and graphics

Apply U.S. Military writing guiddines

Understand ethical implications

Write abstracts

Calculate the Fog Index

Comply with approved styles guides

Engageinreview of participant’s writing with constructive critique
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747CG CATALOGUE -
Conversation

Course Outline

Class Length 1 Day(s)
Prerequisites None

Fundamentals of Business Conversations

Controlling Emotional Intelligence and Avoiding Being Defensive

The Conversation Model

* Perform the “clever” flow in critical conversation: issue, mutual purpose, accountability, resolution, action plan, and recording

Overview
This one day workshop examines how leaders coach, communicate, praise, and model crucial conversational behaviors.

The purpose of Conversation is to provide you with techniques to enhance your communication skills and increaseyour results during
critical conversations.

Improve tact and confidence by planning and rehearsing the conversation (which will be practiced using specific strategies) that can
create mutual respect and understanding and open channels of communication.

Conversation addresses critical conversation; those that involve emotions and/or high risks. Planning and rehearsing the conversation
will provide you with positive results.

Target Audience

Supervisors, team leaders, and all levels of management that want to conductchallengingconversations with tact and confidence

The Problem

¢ There are diversity and authority issues which prevent effective conversations

* Meeting discussions are not productive

* Management directionand coachingis ineffective

Teamwork and i nnovation is stalled

Poor performance and quality because real issues are not addressed effectivdy

L ]

Our Solution

To Leam to...

* Acknowledge the attitudes and skills necessary to conduct conversations

* Be a good listener and how it will improve your overall communication with others

* Applyactivelisteningskills and understand what affects listening

+ Master emotions thatdestroy dialogue

* Use key listening skills to encourage others toshareissues they are fearful of bringing up
* Avoid getting mired in others’strong emotions and learn how to attain the meaning behind their emotions
* Disagree with others without making them become silent or defensive

* Recognize theroot cause of our negative emotions

+ |nfluence our emotions so we get to conversation that will gettheresults we want

21 Cocasset St Suite #0, Foxbora, MA 02035
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747CG CATALOGUE -
People SKkills & Professionalism

Class Length 1Day{s})
Prerequisites None

Course Outline
Overview

Psychol ogists have proven that the mostimportant factor in yoursuccess and well-  » People Skills and Professionalism Defined
being is notyourintelligence, education. or physical assets, but how effective you AR
are with people. = AAA of Professionalism

* Developinga Great First Impression
Participants will learn techniques to improve communication and relationship
building skills, how to enhance professionalism, and increaseconfidenceina

variety of business situations. * Vocal and Verbal Communication

* The Impact of Body Language

Using the DISC® Assessment, this workshop will help participants S COMMUSEYOI A =

understand their own communicationstyle and how to adjust theirstyleto fit * Written Communication Etiquette

the needs of others. o ,
* Phone Communication Etiquette

Target Audience * Sticky Situations
Managers and employees atall levels who want to improve their

* Choosinga Positive Attitude
communication abiliies and develop professional strategies forsuccess

The Problem

» Lack of courtesy and respect within business teams

* Misunderstandings due to ineffective communication
* Poor customer service

* Unprofessional attire for business casual environments
* Finger pointing and lack of personal responsibili ty

* Badattitudes

Our Solution

To Leam to...

Behave professionallyin all situations

Identify the benefits of being professional

Projecta positiveimage that exudes confidence

Work positivelyand professionally with others

Define why different communicationstyles impactunderstanding
Identify strengths and opportunities forimprovementin your own iy
communication style R

» Define strategies to handle challenging situations more professionally WL, - _ -:Rﬁ:&\\\
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Dealing with Difficult People

Class Length ¥z - 1 Day{s) Prerequisites None

Overview

Difficult people are typically working from the negative side of their
personality, rather than froma conscious desire to be difficult. These people
are often unaware of themsdves and how they may affect others. Theyalso do
not realize how harmful their actions are to their own career success. At work, we
are constantly faced with trying to work with others who may challenge our ability
to get things done.

Thereis great value to be gained when you take the time to try to understand
another’'s viewpoint. By changing our attitude towards these difficult
individuals and changing your viewpoint about what makes them “wrong” you
canfinda wealth of knowledge to improve your own ability to work with all
types of people.

Target Audience
Anyone that wants to understand techniques to manage and work with difficult
people

The Problem

* Certain people negatively impact others causinglost productivity
* Employees may not do thar own work correctly

« Disruptions to business processes and communicationstrategies

* Losing revenue and, sometimes, losing customers

« Bottie-necks and delays

Our Solution

To Leam to...

» Distinguish when itis useless to argue with the difficult person
* Maintain their own sense of self-confidence

» Avoidverbal abuse

* Select the correct course of action

* |dentify copingstrateges

Course Outline

The Motivational Cycle
Patterns of Difficult Behaviors
Effective Coping

Managing Anger
Communication

Building Self-Esteem
Taking Action

Providing Useful Feedback
Handling Conflict

Taking Criticism

Practicing Reinforcement
Preparing to Communicate

* Communication Skill Practice
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Building Stronger Business Relationships
Class Length %% - 1 Day{s) Prarequisites None

Course Outline

Overview

The foundation of personal and professional success lies inassessing behaviors » What Successful People Know

using the DiSC® Personal Profile understanding others and realizing the i mpact of * Understanding Behaviors: Behavior vs.
your behavior System on the peoplearound you. personality,

* Analysis of The Results: The four dimensions,

This course will help youincrease understanding and communication to build recognizing and appreciatingstrengths, potential

stronger, more success ful relationships.

liabilities
Target Audience o Bq-.llldm.g RElEtIDI‘H'-nhIPS: Benefits of s.tljnnger
All employees relationships, observing and understanding other
behaviors, communication strategies, adjusting
The Problem behavior, res pectingand valuing one another

* Lack of respectand understanding of differences
* Poor communication and conflict

* Low productivity and motivation

¢ Ineffective teams

Our Solution

To Leam ...

+ Define the basic dimensions of behavior

* |dentify the techniques for adjusting behavior depending on thesituation
and other people’s needs

* Maximize strengths and reduce weaknesses in the work environment

* Progress fromjudging to valuing one another’s strengths and weaknesses
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747CG CATALOGUE -
Building Better Relationships with Emotional Intelligence Course Outline

Class Length 1 Day(s)
Prerequisites None

Define Emotional Intdligence: whatitis, how it works, why itisimportant

Discuss what EQis not

Introduce the 4 key EQ skills

Discuss the 4 EQskills, utilizing interactive and fun exercises:self-awareness, self management, social awareness, reationship management
Each skill discussion will conclude with work on deve oping an action plan for the participants

Review and discuss breakthroughsin EQ research

Complete action plan to implement learning

Overview

Leaders with high EQ have been shown to add as much as 127% more value to the bottom line of their organization than average
leaders. Not compared to bad leaders—but compared to leaders with average EQ. In this highly interactive one day course, participants will
learn the fundamentals of EQ in a powerful and high impact method. When they walk out of the course they will beable tostart utilizing and
practicing EQin their work and personal lives.

The days when intelligence was your ticket to success is gone. Current research shows that!|Q along with skills and knowledge make up
only 20% of what you need for success. Emotional Inteligence (also knownas Emotional Quotient}is the other 80%.

Emotional intelligence, or EQ, is a concept that describes factors that set successful leaders apart from other leaders. EQ can be defined as
those skills that people use to manage their own emotions wisely, to help them achieve their goals and to manage their interactions with
others in ways that maximize the chances ofinfluencing others constructivey.

Target Audience
Anyone that wants to assess their emotional intelligence and learn how to manage and leverageit

The Problem

* Managers and employees unable to influence their peers, subordinates, or superiors

» Managers and employee ineffective when working with tearms and thereis a decreasinglevel of trust
* Managers unable tolead people through change or to successful outcomes on projects

* Consistently high rates of conflict on teams

» Lack ofunderstanding of how to communicate with
people outside of individual’s “comfort zone”

Our Solution

To Leam ...

* Master the ability to communicate toany group

* Understand the principles of emotionalintelligence (EQ)

* |dentify how the brain works when presented with stress

or lack of clarity

* Develop skills to increase communication between team members or teams
» Acquire skills to manage yoursdf and relationships better
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Conflict Management Strategies

Class Length 1 Day(s)
Prerequisites None

Overview

Conflictis often fearedand sometimes avoided because many
people do notknow how to manage the conflict to generate
positiveresults. Prevent conflictfrom becominga crisis by
learning to understand your own reactions to conflict, how
communicate through conflict, and minimize conflict situations.

Target Audience

Teams and individuals who need additional skills to work through conflict
situations, managers who need to coach and mediate

conflict with employees, and executive teams who need to reach consensus

The Problem

* Stress and frustration caused byunresolved conflict

¢ Misunderstandings due to unclear communication

« Differentcommunication dynamics prevent teams and individuals from
working together

* Thetimeittakes to resolve conflict can derail deadlines and projects
* Emotional reactions to conflictsituations

* Meetings that never reach a conclusion

Our Solution

To Leam to...

* Define the benefits of producti ve conflict

* |dentify and minimize the root cause of conflicts

» Understand how different communicationstyles react to conflict

* Challenge your own attitudes and reactions to conflict » Developstrategies to

work conflict situations
* Improvecommunicationand compromise

Course Outline

» Benefits: Good and bad conflict, conflict or
disagreement?, the benefits to good conflict

» Types of Conflict: relations hip, information,
interests, organization, beliefs

» Conflict Causes: methods toidentify the root
cause of conflictsituations

« Communication isthe Key: DiSC*®
communication styles, understand how different
styles react to conflict,

» Self-Destructive Behaviors and Attitudes:
challenge your thought process and reactions to
conflict

* Responding to the Negativity and Emotions of
Others

» Minimizing Conflict Situations: when toavoid
conflict, when to work throughit

« Conflict Resolution Strategies

* Facilitating: working through team conflict

» Situations and Strategies: Small groupactivity to
applyconcepts to individual or team conflict
situations
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747CG CATALOGUE -
Executive Presence

Class Length 4 Day(s)
Prerequisites None

Overview

This four day interactive workshop is for seasoned professionals who need a litle more polish - whether running meetings, presenting to, or
speaking with the executive level .

Every day, we see experienced, clever, motivated professionals who are excellent at what they do, almost ready for promotion, but their
communicating-upskills lack the professionalism and shine required to move up (and communicate up) within their organization.

Target Audience

Professionals who present or speak with middle or higher-evel management
Anyone that would like to improve their professional image and communicating up skills

The Problem

* Long-standing professionals are knowledgeablein their job, but weak in cormmunicating ideas tosenior management and up

* Old habits die hard; a valuable employee keeps displaying bad habits when communicating either one-on-one or in a groupsetting
+ Seasoned professionals give presentations often, but still feel very anxious aboutdoingso

Our Solution

To Leam to...

* Project confidenceand poise

* Choose words carefully for effective executive communication
* Present with strength

* Speakconcisdy

* Get to the point

* Managea challengingroom

¢ Handleandanswer questions appropriately

* Speak with authority

* Think on their feet

* Respondina quick, confident manner

* Exchangeideas comfortablyin a group setting
* Project confident, redlaxed body language

Course Outline
This is a highly customized workshop. Topics and outline will be customized; we focus on the areas youwant to improve,

WS
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747CG CATALOGUE -
People SKills for a Global Workforce—Cultural Intelligence

Class Length 1-2 Day(s) Course Outline

Prarequisites Cultural Intelligence Multi Rater Assessment
o » Define Emotional Intdligence

Overview -- List El competencies

Working in communities where languages, work styles, information flow, and even views of life are very different. People are challenged daily As companies expand across borders people find themselves
with understanding the cultural nuances of team members. Consequently, the distance, complexity of tasks, and the diversity of team -- Utilize a computer based game to apply Emotional
members all increase the chance for blunders. » [ntelligence skills to workplace situations

-- TakeanEl assessment
* Define Cultural Intelligence
-- Overview the four Cultural Intelligence competencies:

The sclution is Emotional and Cultural Intelligence Training.
Research suggests that leaders with strong E are more effective, butit’s nota reliable indicator of whether that effectiveness is sustained

outside of one’s own cultural context or across borders.
-- Use resources to better understand and discuss the workplace impact of Hofstadter's six dimensions of culture

Target Audience * Apply Skills Learned to Customized Case Studies
Anyone who works ina multicultural global organization and wants to improve leadership, communication skills, or team effectiveness - Apply emotional intelligence, cultural intelligence, and remote people skills to customized practice cases to better prepare for global
can benefitfrom thecourse workplace collaboration
Use technol ogy for a blended approach toapply skillsina virtual setting.
The Problem
* Lack of understanding about cultural differences i
e Misunderstandings, lack of respect, and frustration

* Poor productivity with team managers and managers scattered across the globe
* Distanceand task complexity causes ineffectiveness

Our Solution

To Leam to...

* Apply Emotional Intelligence skills in common, everyday workplacesituations

* Liststeps and actions to take to further develop Emotional Intelligence

Evaluate personal behaviors in the four Cul tural Intelligence competenci es of Drive, Knowl edge, Strategy, and Action

Successfully build the framework and communication required to cross cultural and geographic differences in order to succeed

« Apply emotional intelligence, cultural intelligence, and remote people skills to customized practice cases to better prepare for global
workplace collaboration
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747CGC CATALOGUE -~

Understanding Yourself—The Key to Success

Class Length 1 Day(s)
Prerequisites None
Prework Evenvthing DiSC* Workplace Profile

Course Outline
Overview
This highly interactive program has four modules. Each attendee mustcomplete ¢ Learnabout the DiSC® modd and the
an Everything DiSC® Workplace Profile as pre- work. After the workshop, 747CG : A
provides a Comparison Report for every pair who attends the workshop. 747CG E/anyring DG N aciaisce Map

has a similar workshop titted Understanding Yoursdf and Others: The Key to + Identify yourstyleand explore thepriorities

Successful Management. thatdrive you during your workday

Target Audience  Discover thesimilarities and differences among
Anyone who needs to build relations hips and improve their performance the DISC styles

The Problem » Discover your reactions to different DISC® styles
Many employees do not, » |dentify what works for youand what challenges
* Understand themsedves and how they affect others S

* Understand their reactions to other people you when working with eachstyle

* Know how to maximize on what they do well « Use the DiSC model to understand the people

* Havea positiveattitude about themselves

* Know howto adapt to meet another’s expectation you work with

* Learn how others have bridged ther differences

Our Solution e
To Leam to... e B
* Develop theskills needed to effectively relate with others * Practice using Di SC to build more effective

» |dentify the behaviors you exhibit thatadd value to rdations hips
* Evaluate the behaviors you exhibit that need improvernent

* Communicate to meet the other person’s expectations * \Write an action plan for building more effective
* Understand why people behave as they do
* Read others

relationships at work

relations hips
* Learn a method called people reading
* Develop skillsin recognizing people’s DiSCstyles

based on their behavioral cues
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Think on your Feet! Present with Clarity & Confidence

Class Length 6 Hours Course Outline
Prerequisites None

Overview
Usingimprov-based techniques and exercises that mimic real -world work situations, participants will learn to better
communicate a message, stay on target, and connect with their audience.

Target Audience

Seasoned or not-as-practiced presenters who want to punch up their presentations, stay on track, and communicate their message more
clearly

The Problem
Day-to-day responsibilities often distract us from the focus we need to give our presentations.

Delivering a presentation - as a one of or on a repeated basis -can be daunting, and we can lose focus of our message and how to
connect with ouraudience.

QOur Solution
To Leamn to...

* Focus onthe presentation message

* Usetechniques for incorporating a messageinto a memorable presentation
* ke methods for connecting with your audience.

+ |keinteractive, improv-based exercises to incorporate energyinto your presentation
* Revisiting message and purpose

* Creating a strong message; tailoringit to your audience

* Methods for breathing and projecting voice properly

* Methods to project with confidence and authority

* Exercises tospeak with strength: posture and projection

* (On your feet: Practice

21 Cocasset St Suite 40, Fasborn, MA 02035 P
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747CG CATALOGUE m
Creating Winning Business Writing through Storytelling |

Class Length 1/2 Day
Prerequisites None

Course Outline
Overview * Pre-work: Each participantsubmits three
Itis a paradox. Today’s PR professionals have more outlets than ever to share samples of writing to be reviewed by facilitator

company news and changes — social media, blogs, websites, and emails. That
should be a good thing, butitis also turning out to be one of the biggestchallenges * Introductions and Storytelling|cebreaker

that PR professionals face. Each of these communication channels requires a » DefineStorytdling: Introduce the six key

slightly different writingstyleand voice. elements needed to constructan effective story,
three basic plots (challenge

Professional messages must now compete with social sharing of videos and plot, connection plot, and creativity plot)

stories. Thechatteris deafening. With so much competition for consumer’s * Four Most Common Grammatical Errors and

mindshare, the only waya message can break throughisifit evokes a strong How To Avoid Them

emotional response. * Creating a Professional Styleand Tone

* Creating the Story
Target Audience

Anyone whois responsibl e for creating messages to enrich the public’s impression
of an organization, its services,and/or products,

The Problem

Many employees do not,

* Organizations and products are not interesting on their own. Theinterest
comes as part of a broader story or pervasive need or message.

* The method consumers use to obtain information has changed. Instead of
waiting for a newspaper or television

report, consumers search outinformation using keywords.

* Traditional mediais cuttingstaff, resultingin fewer trusted news sources,
which has resulted in more competition to geta message heard.

“S
QOur Solution
To Leam to...
* Examine the power of storytelling for getting readers to careabout your
message
+ Review the basics - grammar is still king and elements of professional style e
are expected u_-

* Practicestorytelling to strengthen marketing messages

com
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