
Presentation Skills Training Description

Presentation Types
• What are the implications of the size of the audience? 
• How to approach the design of a presentation and learn which areas you need to focus on most? 
• What types of presentations exist and what are the differences between them? 
• How different types of audiences dictate different kinds of presentations? 

Approach
• What techniques can you use to engage the audience such as laughter, story-telling, etc.? 
• What can you do to make your presentation viral so that your audience will spread your

message through word of mouth? 
• How to make an engaging story that your audience will remember? 
• How to have an impact? 
• How to start your presentation to fully engage your audience? 

Preparation
• What steps do you need to take to prepare a presentation from a blank sheet all the way to a

comprehensive presentation? 
• How to use interactive content to engage the crowd? 
• What types of content you need to produce? 
• What questions do you need to ask yourself? 

Structure
• How to use a minimal slide design to get maximum effect? 
• How to do storyboarding? 
• How to structure the slides to get maximum effect? 
• What to avoid when designing your slides? 
• Why certain popular features of common presentation software packages such as Power Point

are not useful and what can you do about them? 
• How to avoid “Death by Power Point”? 
• How to place various components such as text, images and headings on your slides for

maximum clarity and impact? 

Delivery
• How to deliver a presentation with reduced anxiety? 
• How to have the correct body language so you come across as a ‘great’ presenter? 
• How to become a communicator rather than act only as a presenter? 



• How not to bore the crowd? 
• How to handle questions? 

Environment
• How to take advantage of the environment? 
• What not to do during presentations which may undermine you or your message? 

By the end of this course, participants will be able to:

• Identify the fundamental parameters of a good presentation 
• Engage your audience and get their fullest attention 
• Prepare your story, understand what you want to show and record it 
• Design high-impact slides that deliver your message efficiently 
• Deliver your presentation with confidence and leave a positive and memorable experience for the audience 
• Control your environment to have the highest impact 

Advanced Time Management Skills Training Description

Define Goals 
• How to have goal-oriented thinking? 
• How to formulate your goals? 
• What is important to focus on and what should be left out? 
• What does it mean to place yourself first? 

Eliminate Unnecessary Stuff 
• What is the grand rule of productivity? 
• What are two fundamental laws of productivity that can significantly help you get more done? 
• What is the secret to success and how knowing this can make you more productive? 
• How many different ways can you delegate a task? 
• How to increase the efficiency of your phone conversations? 
• Is there a way other than multi-tasking to save time? 

Handling Meetings 
• What strategies can you use to increase productivity while attending meetings? 
• How can you avoid face-to-face meetings to increase productivity? 
• When and how to use alternative methods of communication? 

Managing Your Habits 
• Why people develop a bad habit? 



• What does it mean to be disciplined? 
• How can you be disciplined? 
• How to use a 6-Steps technique to eliminate a bad habit? 
• How to beat the urge of falling back to bad habits? 

Automate Everything
• What can be automated and why this matters? 
• How to implement a universal task management system? 
• What are the critical points to consider when considering such a system? 
• How to take advantage of automatic reminders to program yourself? 
• How to log your life and why is this significant? 
• Digital or paper; what are the advantages and disadvantages of each type to manage tasks or log

your life? 
• How to control and engineer your internet browsing habits? 

Advanced GTD 
• How to make sure tasks don’t get stuck in your “Next Actions” list? 
• How to stop procrastinating and get things done? 
• How to formulate actions? 
• When and how to review your GTD time management system? 

Managing E-mails 
• When is the ideal time to respond to e-mails? 
• How to prioritize and filter emails to reduce time spent handling unnecessary e-mails? 
• How to process e-mails? What are your options after reading an e-mail? 
• What are the fundamental productivity principles of e-mail management? 
• What is an ideal folder structure and e-mail workflow? 
• How to minimize slow moving e-mail conversations? 
• How to manage e-mail when you are on the move? 

By the end of this course the delegates will be able to:

• Re-evaluate and simplify your goals to increase your productivity 
• Focus on what is most important and use techniques to simplify everything to boost your

productivity 
• Use a series of techniques to save lost time in meetings and use alternative means of

communication according to your needs 
• Use a step-by-step technique to replace your bad habits with good habits and increase your

productivity 
• Automate your notes and tasks, program yourself for good habits, engineer your environment

and monitor yourself to increase efficiency 
• Improve your current time management system using advanced GTD techniques on action

formulation, periodic review and prioritization 



• Process e-mails systematically using advanced e-mail management techniques such as
automation, task management, filtering and frequency control 

Assertiveness Skills Training Course Description

What is Assertiveness?
• How does assertiveness differ from aggressive or passive behavior? 
• What are examples of assertive behavior? 
• How to avoid appearing aggressive, when you want to be assertive? 
• What is passive-aggressive behavior and how to deal with it? 

How to Criticize?
• What kinds of criticisms are good and what kinds are bad? 
• How different types of people react to criticism? 
• How to criticize and change someone’s behavior? 
• How to receive criticism? 
• How to use a step-by-step approach to give constructive feedback? 

How to Deal with Emotions?
• How to appeal to emotions to get maximum effect? 
• How to present your view systematically and assertively? 
• How to take advantage of body language to say and get what you want? 
• How to distinguish between different behaviors using non-verbal communications? 

How to Request?
• How to ask for what you want? 
• How to construct your sentences to get your message across confidently? 
• How to use a number of advanced techniques to respond to someone when your request is not

registered? 

How to Praise?
• What does praising do? 
• Why praising is difficult? 
• How to deliver your praise to get maximum results? 

How to Disagree?
• How to express your disagreement and stay friends? 
• What is the 6-step disagreement technique? 



• How to say No? 

By the end of this course, participants will be able to:

• Distinguish between assertive, aggressive and passive behavior 
• Express yourself assertively using specific verbal and non-verbal techniques and get maximum results 
• Request what you want assertively and get it 
• Criticize and change behavior while staying friends 
• Use a simple technique to reinforce the behavior of others 
• Disagree with the other person in such a way that helps them understand your stance on the matter without

taking it personally 
• Say No and be loved for it! 

Body Language Part 1 Training Course Description

Visual Content
Body language is highly visual and the best way to learn is by imitation, observing case studies and
role plays. After all there are many non-verbal signals to learn such as reading eyes, arms placement,
legs placement, head orientation, hands, mouth, zones and other signals. As a result, this course is
specifically designed to accommodate these special requirements in a novel way. The course contains a
large number of gesture cards which are documented in the workbook and the powerpoint slides.

Modular Design
Body Language is all about reading people's gestures, eyes and body posture. To teach them, you
simply need to show a gesture as an image or show it in person, discuss it with delegates, get them to
practice it and move on to the next gesture. This course is designed to be modular, so you can easily
walk through these gestures as necessary and tell delegates about the significance of each. This way,
you can easily use a subset of these signals in any course you deliver as necessary.

Integration with Other Courses
Since Body Language is applicable to just about an area of communication skills, this modularity is
indeed a necessity since you may want to address body language in a given course such as conflict
management, anger management, communication skills or other interpersonal skills courses and may
need to focus on specific related gestures which you can pull out from the set of gestures provided in
this course.

High Resolution Body Language Graphics
Each gesture is illustrated with elaborate diagrams showing exactly how the body language signal
works in practice. The graphics presented here are specifically developed for this course. Each course
contains in excess of 60 illustrations alone. The gesture images are provided in high resolution so you
can print them with high quality if necessary.



In this highly practical course delegates will learn:

• What is body language all about? 
• What are universal non-verbal gestures? 
• How to read body language? 
• How to interpret a person's signals on initial contact? 
• How to read a person's eyes? 
• How to avoid misinterpretation and deliberate faking? 
• How to interpret feelings? 
• What is the difference between positive and negative body language and how does it affect communication? 
• How to read a person's confidence and frustration? 
• How to interpret the eyes and read eye cues? 
• How to spot lies, dishonesty, doubts and thinking? 

Many elaborate topics are covered. Examples are:

• What does it mean to show the thumbs gesture? 
• What is the difference between showing the back of your hand or your palm? 
• What does it mean if a person's eyes look up to the right? What if the eyes look down to the left? 
• How to read a person using a cluster of gestures? 
• What if a person's hand is touching her face, such as her chin resting on her hand, touching her ear, touching her

eyes, etc.? How to read different gestures in different contexts? 
• How would you respond to a dominant handshaker who wants to show he is in charge? 
• How would you know if an individual is nervous even if he displays gestures that show signs of confidence? 
• Where to look at in someone else’s face to see if they appear trustworthy? Should you take them seriously? 
• How to spot liars based on their gestures non-verbal signals? 
• How to know what a person is going to decide on before he states it? 
• How to know if a person is not convinced despite showing that he is still thinking about your argument? 

This course is continued with Body Language Part 2 which contains more advanced gestures provided in the same format.

Body Language Part 2 Training Course Description
This course continues on the same format as Body Language Part 1. It covers more advanced
collection of gestures and signals used in personal or professional life while interacting with
others. As before, the course has a large number of gesture cards that describe each behavior.
Slides and workbooks contain various detailed explanations on these gestures, where they are
used, what they mean and how to counteract them when necessary.



The modular nature of the course allows you to use the content easily in your own courses. The images
and illustrations are designed with a uniform and consistent artistic style which can help you to polish
your content and get the message across quickly and efficiently.



The modular nature of the course allows
you to use the content easily in your own

courses.

In this highly practical course delegates will learn:

• Power, politics, domination and show of status 
• Dealing with difficult people 
• Meeting people in groups or in meeting rooms 
• Presentations and public speaking 

Many elaborate topics are covered. Examples are:

• What are intimidation gestures? 
• How to know if someone isn’t sure of what they are saying only based on their body language? 
• How to take advantage of the power of touch? 
• How to turn the table if you are consistently dominated? 
• How to show that you mean it? 
• How to appear serious and in charge? 
• How to know if someone will be argumentative just based on how they sit on a chair? 
• How personal zones affect our behavior just about everywhere? 
• Why people in large cities appear cold? 
• How to join a group of strangers confidently? 
• How to sit in a meeting room to get best results? 
• How to engage the audience effectively using body language? 

Decision Making Skills Training Course Description

What is Decision Making
• What are the characteristics of a good and bad decision maker? 



• How much analysis do you need to do? 
• What is involved in decision making process? 

How to Choose Actions
• How to choose between a set of options where each has its own advantages and disadvantages? 
• How to make a quantifiable comparison between alternative options? 
• How to systematically compare related options? 
• How to systematically compare unrelated options? 

How to Analyze the Impact of Your Actions
• How to use a measure to compare pros and cons? 
• How to carry out a force field analysis? 
• How to compare the benefits versus the costs of taking different options? 
• How to systematically analyze a cascade of decisions where one leads to another? 
• How to visualize your decision making process? 
• What tools can you use to increase your creativity when making decisions so you can come up

with more options? 

How to Decide in Groups
• What are the implications of deciding in groups? 
• Why thinking in groups can sometimes be so frustrating? 
• What can you do to increase the efficiency of your meetings? 
• How to prevent dominant people from take over the meeting or the decision making process? 
• How to encourage newcomers or those who are shy to present their views without fear of

criticism? 
• What tools can you use to streamline the process of group decision making? 
• How to avoid groupthink, where participants are so eager to reach a decision without causing

conflicts that they end up choosing a wrong solution? 

What are the Principles of Decision Making?
• Do you always have to make sure you get a better bargain than others? 
• What are the philosophical implications of complexity when making decisions? 
• What is the best way to plan your course of action and what principles you need to be aware of?
• What can you learn from game theory when making decisions? 

By the end of this course the delegates will be able to:

• Use good decision making processes to get the best out of your decisions 
• Choose the best available option based on a number of criteria using a trade-off analysis 
• Use a series of systematic comparisons to identify the most ideal decision 
• Make a decision using quantifiable pros and cons to evaluate the impact of your decision 
• Systematically analyze the implications of taking an action so you can decide whether to go ahead with it or



not 
• Make decisions based on problem analysis using a common currency and calculate the net benefits 

• Graph your decisions and the corresponding outcomes visually and calculate the best course of action 
• Take advantage of many age old principles, guidelines and heuristics to make the wisest decisions 
• Make optimal decisions in groups by using everyone’s inputs and prevent individuals from dominating the

decision making process 
• Use a structured method to collect and process opinions of a panel of experts while avoiding common group

discussion issues 
• Use a simple technique to encourage group participation and increase the likelihood of free expression of ideas 

Personal Impact Skills Training Course Description

What is Personal Impact
• Why do you need it 
• How to brand yourself 
• How others see you and what this means for your life 

How to Improve Your Inner Presence
• What is the correct attitude 
• How to use the power of concentration 
• How to adopt the right mindset to achieve results 

How to Improve Your Outer Impact 
• How to behave when interacting with others 
• What is the ideal body language to project presence 
• How to improve your listening skills 
• How to use the right words when formulating your sentences 
• How to control the tone of your voice for best results 
• How to take advantage of your environment 
• How to talk to get others to listen to you 

How to Stop Being Shy
• Why are we shy 
• What types of shyness exist 
• How can you tackle each type 

How to Present Yourself
• What is the best way to present yourself in a short amount of time 
• How to make and deliver a pitch 
• How to use the power of small talk to increase your presence 



• How to establish rapport 
• How to use high-impact words to get results 

How to Present Stories
• How to make engaging stories 
• How to deliver your story to fully get the attention of others 
• How stories are structured and what you need to include in them 
• How to tell stories to create a word of mouth wave 
• How to embed your ideal conclusions in the story and deliver your message indirectly 

By the end of this course the delegates will be able to:

• Define your brand and how you want others to see you 
• Increase your confident and stop being shy when confronted with new situations. 
• Apply techniques to improve your inner presence and increase your personal impact 
• Adopt a desired outward personality that best represents your image while impressing others with your presence

and charisma 
• Make small talk and present yourself with short formal and informal pitches to others 
• Use a high-impact language, attitude and mentality to project a strong presence 
• Make and deliver engaging stories that increase your impact on others and help them remember YOU 

Goal Setting Skills Training Course Description

Importance of Goal Setting 
• What are the benefits of goal setting? 
• How goal setting can help your team and organization? 
• How to boost your perseverance? 

How to Capture Desires?
• What are mind maps and how can they help you capture your desires? 
• How to make a visual representation of your desires? 
• How to use the power of association to make sure you don’t leave anything out? 

Mission Statement
• What is a mission statement? 
• How can mission statements help you in your long-term and short-term goal setting? 
• How to make sure your goals are consistent? 
• How to use an easy step-by-step approach to create a mission statement? 



Goal Formulation 
• How to formulate goals so that you know you are progressing forward towards them? 
• How to formulate goals so that you get to achieve them? 
• How to formulate goals so that you don’t get overwhelmed by them? 
• How to formulate goals so that they motivate you rather than discourage you? 
• How to formulate goals so that you know what is involved? 
• What is the different between positive and negative goals and why this matters? 

Coaching 
• How to coach others? 
• How to self-coach? 
• What is an ideal sequence of activities to go through when coaching? 
• How can self-coaching help you reach your goals? 

Autosuggestion 
• What is autosuggestion and what is its significance on goal setting? 
• What is Law of Attraction and how can it help you achieve your goals? 
• What are the traditional techniques on immersing yourself in activities that help you to achieve

your goals? 
• How can you use technology and modern software tools to boost the power of autosuggestion? 

Procrastination 
• What is procrastination? 
• What causes procrastination? 
• How can you avoid procrastination? 
• How can you take advantage of techniques such as The 10 Minutes Rule or Head Start to avoid

procrastination? 

Goal Visualization 
• What is NLP and how does it relate to goal setting? 
• How can you use NLP to visualize your goals and facilitate your progress towards them? 

By the end of this course the delegates will be able to:

• Appreciate the incredible power of goal setting and its impact on your success 
• Capture your desires systematically using visual techniques and set your short-term and long-term goals based

on them 
• Create a mission statement and define your long-term goals using the 8-steps technique 
• Define your goals in a way that will help you achieve them and increase the likelihood of success 
• Use the GROW model to self-coach or coach others 
• Use a variety of traditional and modern techniques to automate the process of constantly reminding yourself of



your goals 
• Adapt a positive mentality to task completion and use a series of techniques to become more productive 
• Use visualization techniques to maximize the likelihood of reaching your goals 


