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Programm
Training in Leadership and Management 
Part I: LEADERSHIP AND COMMUNICATION
Venue: 
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	Day 1
	

	
	Effective communication

· Forms of communication
· Verbal
· Non verbal
· Body Language (Paraverbal)
· Outer appearance
· Body behaviour
· Facial expressions
· Way of speech
· Cultural aspects

· Formal – Non formal
· Do´s and don’ts
	

	
	COFFEE
	

	
	· Communication models
· Schulz von Thun
· Coding and decoding messages
· Harvard
· Getting to Yes/negotiation

· Communication skills and techniques:
· Active listening
· Show interest and respect (verbal-non verbal)
· Paraphrasing 
· Summarizing
· Refraiming
· Mirroring
· Ask questions
· Do´s and don’ts 
· Types of messages (I-massage, You-message) 
· Describe instead of judges
	

	
	LUNCH
	

	
	· Questioning
· Open questions
· Closed questions
· Leading questions
· Suggestive questions
· Circular questions
· Interview techniques 
	

	
	COFFEE

	

	
	· Successful dialogues

· Presentation skills


	

	Day 2
	

	
	Feedback
· What is Feedback
What does not belong in feedback?
· Techniques of giving Feedback
· constructive feedback
· Expression of criticism
· Expression of praise
· Constructively saying "NO"

	

	
	COFFEE

	

	
	Feedback (part 2)

	

	
	LUNCH

	

	
	· Conflict management
·     Recognizing and understanding conflicts: types & causes of conflicts
· Reasons for the neglect of conflict management in organizations 
· Forms of conflicts
Conflict dynamics and escalation
· Carrying out conflict resolution conversations
· Solving conflicts instead of avoiding them: strategies

	· 

	
	COFFEE

	

	Day 3
	

	
	· Leadership
· Essential elements of good leader
· Difference between leadership and management
· Leadership competences – according to the given slides
· Leadership styles

· skills
· 4 types of skills (short)
· technical 
· methodological
· social
· personal
	

	
	COFFEE
	

	
	· Leadership roles and instruments
· Delegation
· Distribution of roles
· Decision making process
· Changing leaders
· Dilemmas in leadership roles

	

	
	LUNCH

	

	
	· Motivation of staff

	

	
	COFFEE 

	

	
	· Supporting instruments of leadership
· Peer coaching
· topics        role allocation 
· tasks and attitudes 
· phases of peer coaching

· Activity  -  case presentation 

· topics- conditions of success
· for whom it is suitable
· limits of peer coaching 
· effects of uses
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