[image: image1.jpg]



Soft Skills kit for Corporate Clients
This is a Soft Skills kit for corporate clients with following modules:
1. Communication Skills

2. Presentation Skills

3. Leadership Skills

4. Motivation

5. Team Building

6. Time Management
7. Stress Management
The contents of each of the module are tweaked a bit depending the

feedback from the customer.
The duration for each of the module is indicated, however there is good

amount of flexibility as far as duration is concerned depending upon the

availability of time.

Corporate companies can choose one or any number of modules. We also

take the help of a few games to drive home the point. Some games are

played indoor and some are outbound too.
Investment for each participant/group can be discussed depending upon the

duration, location and number of participants.
All queries regarding registration can be addressed to:
ccubeconsultants@gmail.com
Book your programme well in advance to ensure that you get the dates that

you want as per your company calendar.

Communication Skills
Objective:
· To know, what communication is.

· Need for effective communication
· Importance of Body Language
· Non Verbal Communications
· Listening skills & its importance
· Transformation from reactive to creative communicator
Content:
· Defining communication
· Importance of understanding & improving organizational communication
· Communication – a two way process
· Reactive to creative communicator – constructive criticism
· Barriers to communication
· Role of Non Verbal types of Communications
· Body Language
· Write as you talk – effective e-mail & business writing
· Summarization.
Duration:
a. 1 to 2 days.
b. 2 hour, shall give an overview
Who Should Attend:
Young executives in a role, requiring extensive internal or external communication skills.
Methodology:
Management games, Role plays, Lectures, Power Point Presentations, Video film, Group discussions, Introspection & Application Suggestions.

Presentation Skills
Objective:
· To enhance an individual's way of presenting oneself before a group in public.
· To enable the participant in making an effective speech/ presentation in public & analyze it for identifying individual areas of strengths & improvements
· To make an individual a confident public speaker.
Content:
· Presenting oneself before a group
· Basics of public speaking skills
· Planning of the Presentation
· Preparation of the Presentation
· Delivery of the Presentation
· Demonstration of skills learned
· Summarization.
Duration:
a. 1 to 2 days.
b. 2 hour module also available.
Who Should Attend:
This program is designed for people at a team leader or executive level, where there is extensive emphasis to interact with others inside or outside the organization. Can be tuned for young executives too.
Methodology:
Management games, Role plays, Lectures, PPT's & Application, Suggestions.

Leadership
Objective:
· Develop effective leadership and tools for managing people and their performance in complex and changing work environment.
· Consider the principles of leadership & practice the personal skills involved in effective team leadership.
· Assess your leadership behavior and determine the best style to generate results
· Develop a high-performance team by first developing leadership skills
Content:
· Manager vs Leader
· Developing the Leader within
· Understanding leadership style and the situation
· Learning participative leader skills and techniques
· Analyze your own style of behavior and recognize your strengths/ weaknesses
· Learning to lead and building personal effectiveness
· Building credibility and trust
· Analyzing effective listening processes and skills
· Examining the leader’s role as motivator and coach
· Empowering People
· Accomplish goals and control outcomes when dealing with staff, peers, management and other departments
Duration:

a. 1 to 2 days.
b. 2 hour module can give a good exposure to Leadership Qualities.
Who Should Attend:
This program can be attended by anyone who leads a team or who is looking forward to lead one. The program will be a great refresher for senior people too who have long experience of leading teams.
Methodology:
Management games, Role plays, PPTs, Lectures, Team Games, Video film & Simulations.


Team Building
Objective:
· How to build a team
· Understanding the concept of interdependence
· Understanding one’s ego and strategies to deal with it
· Appreciate the difficulties faced by the teams and handling their problems
· Need and importance of communicating effectively and efficiently
· Understanding group dynamics
Content:
· Welcome & course objectives
· Communication in teams
· Dealing with group dynamics
· Conflict management
· Team Activities
· Principles of team building & examples of successful teams
· Screening the film
· Summarization.
Duration:
c. 1 to 2 days.
d. 2 hour module can highlight the importance of Team Building.
Who Should Attend:
This program is modeled around team dynamics, where people are required to participate and interact in the capacity of a team member. The program is designed for people in the executive or team leader capacity.
Methodology:
Management games, Role plays, Lectures, Team Games, Video film & Simulations.


Motivation
Objective:
The objective of this program is to increase the overall level of motivation & infuse enthusiasm in or outside the organizational context.
· To make feel the importance of dreams, enthusiasm & self motivation in life.
· To infuse faith in the participants.
· To help an individual in understanding concepts of motivation
· To help an individual reach high levels of motivation
· To help an individual in being more efficient as well as effective
· To make an individual a go getter
· To enable them to pursue their goals with 7Ds
Content:
The course will motivate the participants and help them excel in their profession:
· Qualities like Commitment will be discussed.
· Importance of Positive Attitude
· Self Motivation
· Setting higher goals.
· Importance of dreams, enthusiasm & self talk.
· Grabbing the initiatives.
· Summarization.
Duration:
a. 1 to 2 days
b. Can be managed in 1 to 2 hours.
Who Should Attend:
The program is modeled in the work setting, to increase the overall motivation level of an individual. Suitable for people of all ages, all levels.
Methodology:
Lectures, Role plays, Psychometric tests, Presentation, Experience sharing, Film

clippings, Management games & exercises, PPT's, Introspection & Group discussion.


Time Management
Objective:
· To increase the awareness of our productive time
· To put first things first to master over planning and scheduling
· To increase one's awareness about time robbers
· To facilitate oneself to eliminate time wasters
· To increase the awareness of one's productive time
· To have mastery over planning & scheduling
Content:
· Identify time wasters
· Concepts of time management
· Concept of Human time vs Clock time
· Time management matrix
· Application in personal & professional life
· SWOT analysis
· Summarization.
Duration:
a. 2 hours.
Who Should Attend:
This program is modeled at working executives who are handling multiple activities, and face severe lapses in meeting deadlines, and managing a balance between various work activities. People in the executive / managerial cadre require this program.
Methodology:
Management games, Role plays, Lectures, Video film, Group discussions, Introspection & Application, Suggestions.


Stress Management
Objective:
· To understand what stress is
· To know various stages of stress
· To understand causes of stress and how it affects life
· To know about consequences to the individual as well as the organization
· To enable in knowing techniques of coping with stress
· To achieve a sense of well-being
Content:
· Stages of stress. Stress differs from person to person
· Causes of stress
· Elements of stress
· Categories of stressors
· Ways of preventing, coping & managing stress
· Bringing Humor in your life to de-stress yourself
· Summarization.
Duration:
a. 1 day.
b. 2 hour lecture can give some tips to reduce stress.
Who Should Attend:
Stress is one of the invisible killers in today's business world. We don't admit this. The program is designed for working executives or mangers that are into routine tasks or high risk decision making roles.
Methodology:
Lectures, Role plays, Psychometric tests, Presentation, Experience sharing, Film

clippings, Management games, PPT's, Breathing, Relaxation & Meditation techniques, Group discussion & Introspection.
General Note:
The duration of all the modules can be suitably adjusted as per the complete programme of the organization and time constraints.
