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Building better businesses through people
At h2h we deliver high impact, tailored Organisation Development solutions with integrity and
commitment.
As a result of our work:
•

Leaders achieve greater commitment and performance from their teams

•

Employees are more engaged, stimulated and prepared to go the extra mile

•

Tangible business benefits are realised

We achieve these results by:
•

Working with you at a strategic level to facilitate organisational shift

•

Providing high impact business coaching

•

Designing and delivering bespoke Leadership and Management development programmes

•

Enhancing a variety of personal and professional skills needed by your team

Here you will find an overview of our development portfolio. We can tailor the content of any module
to meet the specific and current needs of your business, align them with company processes and
create unique development programmes that deliver business results.
Our portfolio is delivered by a diverse team who all have high integrity, broad experience and
stimulating facilitation techniques.
Our clients describe them as:

“Excellent… made the learning very easy with a good mix of personal stories.”
“Very knowledgeable, enthusiastic and tried to work with the different parts
of the group.”
“Excellent facilitation, very interactive.”
“Fun and passionate about the subject.”
“Fantastic! Very authentic, presents with humility and made the module fly by!”
“Clearly knows their stuff extremely well, moved in a different direction on a
number of occasions to allow the group to explore things further and covered
all anticipated content.”
If you would like to discuss this further, please don’t hesitate to contact Tracey on 01347 879056 or
tracey@h2h.uk.com
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Leadership and Management Development
For over a decade, our experienced team has been designing and facilitating leadership development
programmes for a range of organisations – including large multi-nationals, entrepreneurial enterprises
and SMEs – all who have a commitment to fully engage with and enjoy the return on investment from
their people asset.
Our leadership programmes are designed following a forensic analysis of your business needs. We will
agree specific outcomes and will partner with you to ensure the calibre of your leadership community
is enhanced.

First Line Manager Development
We recognise that the transition to first line manager is one of the most challenging of a leader’s
career. All of a sudden, new leaders are expected to deliver results through others, rather than
through completion of their own tasks. Letting go is often a great challenge for this population. Here
we take our delegates on a journey that is supported by self-awareness, pragmatic insights, reflection
and planning for success.
All programmes are tailored and as an example may include:
•

A depth of understanding about what being a leader really means

•

What skills they need to master (in priority order)

•

Self-awareness, supported by psychometric tools if appropriate

•

A pragmatic toolset to manage themselves, their team and make a positive contribution to the
business

Leadership Development
Once leaders have mastered the art of achieving results through others, we can focus on taking their
leadership impact to higher levels.
As above, all programmes are tailored and as an example may include:
•

Defining your leadership brand

•

Heightening self-awareness and gap analysis with your brand aspirations

•

Developing a truly flexible leadership approach to meet the needs of various team members

•

Deepening business understanding, whole enterprise management and the impact on Key
Performance Indicators of decisions across the business

•

Growing sophisticated impact and influencing skills to be effective with a range of
stakeholders

5
h2h – People | Performance | Change
01347 879056 | tracey@h2h.uk.com | www.h2h.uk.com

Senior Leader Development
2016 will see the introduction of our senior leader programme. This benefits from research and
insights into the key challenges faced by senior leaders today and tomorrow. For this very reason, it
will be an open programme, enabling leaders to network with senior leaders from other sectors and
businesses in order to gain valuable insights and a broader external perspective on leading their
business successfully to 2020 and beyond.
This programme is targeted at senior leaders with significant profit and loss (or major budget)
responsibility, with accountability for a management team and a business unit.
Through executive coaching, academic research and over a decade of experience partnering
alongside senior leaders, we believe we understand what can have the most impact for senior
leaders.

Our programme will cover the following themes:
•

Confidence and legitimacy to be a senior leader

•

Assessing and developing your emotional intelligence and mental toughness

•

Developing the (strategic) thinking habit

•

Fresh, relevant and challenging insights into the leadership challenges in an ever-changing
workplace (for example leading the 4 generations you may have in your workplace; remote and
virtual working; impact of globalization and how it will continue to evolve)

•

Ethical decision-making

•

High order impact and influence

•

Access to an exclusive network of other senior leaders

Participating organisations will benefit from enhanced and inspiring leadership capability. This will be a
jewel in the crown for your talent development portfolio and participants will become ambassadors for
development.
On receipt of nominations, we can advise on timings for participant selection and place availability.
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Manager as a Developer
Four of the top 12 factors in creating a high performance workplace are directly associated with the
quality of the development conversations between a manager and their team members (according to
global research by Buckingham and Coffman). Given this correlation between development and
business performance, we should ensure our managers are well equipped to facilitate these
conversations.

Outcomes
1. Define the strategic importance of employee development in terms of current and future business
performance
2. Explore the full meaning of personal development and the direct impact that a line manager can
have on this
3. Understand and apply a pragmatic approach to support team members through the process of
identifying and implementing meaningful short, medium and long-term development goals
4. Develop skills to apply an everyday coaching style to facilitate daily learning opportunities for team
members
5. Leave with a pragmatic implementation plan of how to increase the development culture in their
place of work and how to engage and equip team members in this

Target audience
The workshop will benefit all line managers who have direct responsibility for people.

Format
Duration:
Attendees:

2 days with 1 facilitator
Minimum 8, maximum 12

Overview
This workshop will be highly experiential and pragmatic where short inputs of theory, research and
best practice are shared and then applied in a variety of individual and group working.
Strategic Importance of Development
•

Alignment between development and organisational capability including impact on business
performance, talent pipeline and responsibility to shareholders

•

Research on the impact of the manager’s role in development, how this links to engagement
and tangible business impact of highly engaged employees
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A Toolkit for Development Planning
Develop a deep understanding of the development planning process including:
•

Identification of key development areas

•

Expressing these as specific and achievable development goals

•

Understanding the learning process and different learning styles

•

Diagnosing learning needs

•

Identifying stimulating and relevant learning solutions

•

Reviewing progress effectively

Everyday Coaching
•

Develop a clear understanding of the behaviours associated with a coaching style and the
potential benefits of this

•

Understand and apply an everyday coaching model that is self-enabling, high impact and
makes a major contribution to everyday growth of team members

•

Develop core skills that underpin this model

Engaging Your Team
Clearly, for these conversations to be high impact, they need to be two-way. There are specific
actions you can take to enable your team members to prepare and contribute to these discussions in
a meaningful way. We will explore what these are and you will then write your own plan to take back
and apply in your workplace. Here we will also consider:
•

How neuro-diversity may present itself in your workplace and how you may manage this

•

How to optimise your internal talent and development processes to support your development
planning
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Coaching and Coaching Skills
In h2h, we have an experienced team of eight coaches who have high personal integrity and a range
of styles and approaches. All of our coaches are experienced, have accredited coaching
qualifications, subscribe to a professional code of ethics and have supervision arrangements in place.
We can support your coaching needs in the following ways:
•

One-to-one business coaching

•

Group business coaching

•

First 100 days coaching

•

Coaching skills development for your managers

•

Advanced coaching skills for a cadre of internal coaches

•

Coaching supervision (for your internal coaching capability)

•

Career transition coaching and outplacement through our sister company Newleaf
www.newleafsupport.co.uk
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An Introduction to Coaching
Aims
This one-day module is designed to give delegates an insight into coaching as a management style.

Outcomes
•

Clarity over opportunities for and benefits of using coaching as a management style

•

A consistent approach to coaching across the leadership population

•

Increased awareness of the key behaviours that underpin coaching

•

Deeper appreciation of the business and personal value of adopting a coaching style

•

Raised expectations in participants of their managers adopting a coaching style with them

Format
Duration:

1 day

Attendees:

Minimum 6, maximum 8

Overview
This is a pragmatic programme. Short, knowledge inputs are shared to prompt plenary debate and
interactive exercises and skills practice enable fresh skills to flourish.
•

Introduce the concept of coaching and how it differs from other management styles

•

Raise awareness of the role of coaching in developing others

•

Introduce participants to a framework for effective coaching

•

Provide an overview of the behaviours used by effective coaches

•

Develop core skills of high impact listening and questioning

•

Develop awareness to make the most of ‘coaching in the moment’ opportunities
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Mental Toughness
This workshop will be of particular benefit for managers, coaches and mentors. It will also benefit
those individuals who want to improve their performance through a range of mental toughness
development techniques.

Aims
By the end of this workshop, participants will be able to:
•

Discuss the nature of challenge and the sources of stress and pressure – and the
consequence for performance

•

Assess individual strength and development needs in dealing with stressors, pressure and
challenge

•

Describe and practise the techniques for dealing and/or coping with stressors and challenges

•

Create and sustain effective plans to optimise performance and manage stress

Format
Duration:
Attendees:

2 days
Minimum 8, maximum 12

Overview
This highly practical and thought-provoking two-day Mental Toughness Development workshop
provides participants with the ability to understand stressors, pressure and challenge. Participants will
learn effective tools and techniques to reduce the effects of stress, increase their mental toughness
and achieve peak performance in both the workplace and their personal lives.

Content
•

Identifying goals – individual, team and organisation

•

Understanding the world in which we live and work

•

The AQR model of stress

•

Mental toughness and well-being – featuring the use of the Mental Toughness
Questionnaire

•

Understanding yourself – personality

•

Understanding yourself – how mentally tough are you?

•

How to conquer stress, pressure and challenge

•

Optimising performance

•

Developing mental toughness – individual and team
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Mentoring
“Mentoring is a one-to-one relationship in which an individual meets with a more experienced
colleague for help in developing their performance and potential.”

Aims
•

To develop an understanding of the role of a mentor

•

To understand the impact of mentoring on individuals and for the business as an organisation

•

To recognise how to use individual skillset to mentor effectively

•

To know how to plan and conduct an effective mentoring session

•

To reflect on personal goals and development needs as a mentor

Format
Duration:
Attendees:

1 day
Minimum 8, maximum 12

Overview
This one-day workshop provides participants with the knowledge, tools and skills necessary to be the
best mentor to potential mentees.
•

The difference between mentoring and coaching

•

The use of effective questioning

•

Exploring the VoicePrint model

•

Developing good rapport

•

Active listening

•

Feedback

•

The mentoring life-cycle, including:
– initiation
– direction-setting
– development
– finalising
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Impact and Influence
Aims
This workshop aims to:
•

Develop emotional intelligence

•

Enhance personal impact and influence in all interactions

•

Grow skills, confidence and agility in having clear, challenging and engaging conversations

Outcomes
Participants will return with:
•

Heightened self-awareness about personal impact

•

Insights and confidence to apply a pragmatic behavioural framework that enhances all
interpersonal interactions

•

Enhanced levels of emotional intelligence

•

Greater personal impact

Target audience
This programme is relevant for all professionals. It can be pitched at the appropriate level for different
populations and is tailored to the needs and environment of the attendees.

Format
Duration:
Attendees:

3 days with 2 facilitators
Minimum 8, maximum 12

Overview
The workshop is positioned in the context of emotional intelligence and will take participants on a
journey of self-awareness, appreciation of difference and growing capability to positively impact
interactions with others.
This is a highly interactive module where participants will be introduced to a behavioural skills
framework that underpins key leadership conversations. They will do a deep-dive on specific
behaviours, that make up this framework and that will increase their impact, influence, confidence and
agility in all leadership interactions. We put their skills under the microscope in a variety of ways, giving
them the opportunity to practise a real-life challenging conversation leaving with some rich feedback
on their personal impact.
This is a pragmatic workshop, continually addressing day-to-day issues. Participants will spend most
of the time working in pairs, trios and larger groups to practise, observe and share feedback on a
range of highly relevant behaviours.
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Boardroom Ready Women
Aims
To unlock potentially hidden talent, empowered to immediately increase their contribution and so
deliver stronger business performance.
Specifically, to enable a company’s High Potential talent to explore the many different attitudes and
behaviours in a working environment of high expectation and increasing change; to then understand
and apply insightful strategies and tools so they may better influence these and deliver business
results, whilst thriving in their work/life balance.

Outcomes
At the end of the programme:
Individuals will be able to
• Build exceptional business relationships, influence others effectively and deliver results
•

Maximise their personal impact at work and so build further confidence

•

Increase personal resilience so they can perform more effectively and confidently in
challenging situations

The business will have
• An inspired, confident and competent group of additional talent, more effective in contributing
and delivering goals at pace, ready to drive change and accelerate performance
•

Collectively unlocked the full potential of a key part of the employee base, enabling more
choice in succession planning, career expansion and better retention

Target audience
Female senior and middle management in a leadership role, identified as having or potentially having
high potential.

Format
Duration:
Attendees:

1 or 2 days
Minimum 8, maximum 12

The programme consists of highly interactive workshops and a follow up review workshop for all
participants to ensure new behaviours and impact are embedded. Subsequent one-to-one mentoring
for an identified few is optional.
Confidential pre-workshop challenges and outcomes are sought from each participant, sent only to
our programme director and used to identify themes for focus.
Optional inclusion of a follow up review with the company’s board or leadership team to share
learning, observation and propose strategies to leverage all talent going forward.
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Overview
The workshop consists of six modules, using techniques of theory/exercise/reflection and learning
applied, following the model of ‘The C.A.R.B.O.N. Way to Sparkling Success™’
Introduction - Experience, Why we’re here, Outcomes, Approach
C
A
R
B
O
N

Cutting through – Influencing Yourself
Action – Influencing Others
Resilience – Responding to Setbacks and Building Mental Toughness
Belief in self – Unlocking Unconscious Barriers
Outcome planning – Effectiveness of Self and Others
Needs – Our Human Needs, Role of Work, Work & Life Integration

Action plans – Set by each individual
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An Introduction to Finance for Non-Financial Managers
Aims
The aims of the programme are:
•

To educate managers who have a need and requirement to increase their knowledge of
financial information to enable them to make more informed decisions

•

To develop the participants’ understanding of the value of each of the documents that the
company prepares to inform stakeholders of the financial performance of the business

Outcomes
•

Participants will gain clearer insights into the decisions and actions that need to be considered
based upon the financial performance of the business

•

Managers will have the confidence to discuss and share their opinions on the financial
performance of the business and to justify, where necessary, the decisions that they make

Target audience
Anyone in the business whose performance will be enhanced by having a clearer understanding of the
relevance, interdependencies and value of the range of documents that are available to inform them of
the on-going performance of their business.

Format
Duration:
Attendees:

1 day
Minimum 4, maximum 8

This is a very interactive workshop, where participants will develop their insights into the value that
financial and management accounts provide in support of the decision-making processes.

Overview
The course content will include an in-depth analysis of the following topics:
•

Perspectives and conventions in financial information

•

Cash flow

•

Using financial information

•

Working with budgets

•

An introduction to preparing and interpreting management accounts

•

Using cost information to manage activity

•

Making financial decisions
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Delegates will develop their understanding of financial information using materials developed from
‘live’ financial statements. They will work in groups to form opinions as to the nature of the information
provided; what the information tells them about the performance of the business and what decisions
the managers of the business might consider taking in the light of their interpretation of information
provided to them. They will also have the opportunity to demonstrate their learning by preparing a
balance sheet.
The programme will be fully interactive and the maximum size of the delegate numbers has been
pitched at a level that will allow the facilitator to focus on their differing needs.
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An Introduction to Project Leadership Skills
Aims
In a rapidly changing environment, all organisations are relying more and more on being able to deliver
projects to achieve improved business performance. Project management is no longer a specialist
activity; it is an essential technique that should be in the skillset of all managers.

Outcomes
•

Understanding the key principles which will make projects more successful

•

Developing practical leadership skills to build teams and to motivate and guide teams through
the key project processes (objective setting, planning etc.)

•

Planning to apply these skills to every-day project work

Format
Duration:
Attendees:

2 days
Minimum 4, maximum 12

Project Leadership Skills is a two-day course, focusing on the key principles that make projects
successful and the practical leadership implications for project managers and project team members.
It is also highly valuable for senior managers who sponsor projects.

Overview
The course is highly participative. Participants work in teams for the duration of the programme, each
working on a case-study relating to a different project type, taking turns to lead their team through the
most important elements of successful projects. After each element the practical leadership and team
working lessons are reviewed. Informal competition between the teams raises performance levels and
creates more opportunities for learning.
We use a milestone-based approach to planning, which is fully compatible with standard project
management methodologies, but the course can also be used as a standalone method. It is an
excellent introduction to the topic and can be equally valuable for more experienced project managers
who want to improve their performance by enhancing their project leadership skills.

Course components
What does good project management look like? An introductory session where participants draw on
their own experience to derive a model of effective project management.
The project team
How to build a project team, how to develop team spirit and collective accountability and how to
design effective team processes and develop team working behaviours.

18
h2h – People | Performance | Change
01347 879056 | tracey@h2h.uk.com | www.h2h.uk.com

Project objectives
A structured approach to objective development, exploration of the practical challenges to developing
and agreeing clear objectives and approaches for overcoming those challenges.
Milestone planning
How to lead a team through a milestone planning process to produce plans that are simple,
accessible and robust. Lots of opportunity will be given to practise this important technique.
Allocating responsibilities
A simple approach for allocating principle responsibilities, using a ‘responsibility matrix’ which
becomes part of the milestone plan.
Securing resource
The different ways of securing project resource (usually people) and an opportunity for participants to
practise the negotiation of resource agreements.
Controlling the project
How to develop an effective project control method and how to create an environment where all
project workers identify problems early and take appropriate corrective action.
Risk and stakeholder management
Considering what might go wrong and taking early action to prevent it, or develop mitigating actions.
Project scorecard
Using a model of ‘project health’ to assess whether the project is being effectively managed.
Learning transfer
Participants plan the implementation of the learning to meet their own needs.
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Unleash Your Creative Potential
Aims
This programme aims to give everyone in your organisation the tools to be more creative in everything
they do. It enables participants to be more innovative with their current resources – no longer having
the need to ‘buy-in creativity’ from external specialists.
The programme:
•

Provides the tools to apply creative and innovative thinking to business challenges

•

Enables each individual to unleash their creative potential

•

Increases awareness of the key behaviours which underpin creativity

•

Facilitates new solutions for your current business

Outputs
•

Deeper appreciation of the business need for innovation

•

Raised expectations in participants of their own ability to be creative

•

A toolkit to use in any business, in any sector on any product, service or business model

•

Inspired participants

Format
Duration:
Attendees:

1 day
Minimum 6, maximum 16

Knowledge-based, plenary debate, group work on live problems and real-life examples. We will
require a current product or process within your organisation to work on in the group sessions.

Overview
This course is challenging and inspirational. It goes beyond your usual ‘outside the box’ blue-sky,
anything goes creativity and harnesses innate ability to be more innovative.
We will open participants’ eyes to incredible creativity and innovation all around us and show how
these were conceived using a series of ‘tools’. Once mastered, this method for creativity and
innovation can be applied to any product, service or business need – with surprising results!
During the course, the participants will also have the opportunity to work on real-time business issues
faced by your own business – bringing innovation to life immediately and making it real – not just
theory.
A variety of challenges, stimulating debate and engaging tasks form the basis of this business-relevant
day of creativity and innovation – leaving participants eager to do more.
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Interviewing Skills
Aims
By the end of the course, participants will be equipped with the necessary skills, knowledge and
confidence to interview candidates for their company. The overall aims are to:
•

Deliver a legally compliant recruitment process

•

Provide a positive experience to encourage promising candidates to join the company

•

Confidently interview using relevant skills and techniques

•

Evaluate fairly and effectively to enable accurate and defensible decisions

•

Provide relevant, objective feedback

Outcomes
Success will be measured by observation of mini interviews and the feedback provided by peers and
the course facilitator.
Delegates are able to confidently deliver a fair, accurate and legally compliant recruitment process,
with particular focus on the interview.

Target audience
New and existing line managers who are recruiting currently or due to recruit new team members – or
managers who feel that they need a refresher as part of on-going management development.

Format
Duration:
Attendees:

1 day
Minimum 6, maximum 12 to allow for skills practice and group work

This is a very practical workshop. Delegates will be asked to develop a short, relevant interview by the
end of the day and practise delivery on other delegates.

Overview
•

Pre-selection in overview

•

Interview prep – the do’s and don’ts before the candidate turns up

•

Process – simple structure of an effective interview

•

Core interview techniques – questioning, listening and recording information

•

Practise mini interviews

•

Evaluating information – and making decisions from the interview

•

Feedback – key pointers

•

Legislation – key legislation plus critical do’s and don’ts
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Working with an experienced recruiter, delegates will develop their understanding and skills using
simple, practical and effective tools and interviewing techniques – together with mini practical
sessions throughout the day to transfer learning back to the real world.
The course will provide hands-on exposure within a safe environment, whilst increasing delegates’
confidence to carry out one of the trickiest and most demanding aspects of management.
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Absence Management
Aims
By the end of the course, participants will be equipped with the necessary skills, knowledge and
confidence to manage and conduct meetings and situations around absence management at their
company. The overall aims are to:
•

Understand the implications of managing attendance

•

Confidently plan and prepare for absence discussions

•

Understand the latest legislation

•

Manage situations in a positive manner that promotes attendance

•

Effectively manage any formal absence meetings

•

Understand what you can and cannot do

•

Know when to use the more formal approach of disciplinary procedures

Outcomes
Success will be measured by observation of role-play techniques and feedback given in the critique.

Format
Duration:
Attendees:

1 day
Minimum 6, maximum 12 to allow for skills practice and group work

The workshop will be highly interactive with the use of exercises and role-play. Delegates will be given
objective feedback on their delivery.

Overview
•

Introductions/expectations of the workshop

•

Implications and costs of absence to the business

•

Preventative factors in absence

•

Roles and responsibilities of various stakeholders

•

Role of the ‘Return To Work’ interview (case study)

•

Absence management policy and procedure

•

Legal considerations

•

Skills practice
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Performance Management
Aims
•

To explain what effective performance management is and the benefits associated with this

•

To introduce delegates to the performance management process

•

To introduce delegates to the role that objectives and competencies have in the review
process and enable the delegates to develop clear objectives for their colleagues

•

To develop key skills of listening and questioning to use during the performance management
conversation

•

To evaluate performance fairly, objectively and in a way that builds motivation and engagement

•

To understand the importance of personal development planning

•

To enable delegates to experience a performance review meeting in a safe environment

Outcomes
•

To gain an understanding of the role that performance management plays in the development
of an organisation, teams and individuals

•

To become familiar with the company-specific performance management process and
competencies

•

To appreciate the importance of objectives and the ability to construct SMART objectives

•

To develop interpersonal skills that enable effective conversations to take place

•

To be able to construct effective personal development plans

•

To make sure the delegates feel confident to be able to run a good performance management
meeting after the programme, integrating the skills they have learned during the course

Format
Duration:
Attendees:

2 days
Minimum 8, maximum 12

Overview
This will be a course that blends a little pre-course reading with some expert input and a considerable
amount of hands-on experiential learning. The course will be fast-paced and engaging and will
concentrate on building up core skills, behaviours and confidence among the delegates.
The session will first put in place the building blocks for delegates, so that they understand why it’s
important to spend time on performance management and how it links into the business objectives.
On top of these foundations, we’ll then build up the behavioural skills – such as how to write
motivating and energising objectives for a colleague and develop vital active listening skills. We’ll then
move onto delivering a really effective performance management session, including introducing the
meeting and evaluating performance using best practice approaches and models.
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An Introduction to Presentation Skills
Aims
This programme aims to equip participants with the core skills and knowledge required to deliver high
impact presentations.

Outcomes
Participants will leave with:
• The skills and confidence to prepare and deliver high quality and engaging presentations
•

A rehearsed presentation that they can then deliver in their workplace

Format
Duration:
Attendees:

2 days
Minimum 4, maximum 6 to allow for skills practice and personal feedback

Overview
This is a very practical workshop. Delegates will be asked to prepare a 5 to 6 minute presentation
prior to the course. Each delegate will have the opportunity to present at least one presentation and
receive objective feedback on their delivery technique.
•

Deciding on the aims and objectives of the presentation

•

Researching and selecting material

•

Creating an effective ending

•

Holding interest

•

Non-verbal communication

•

Using visual aids

•

Influencing your audience

•

Involving your audience

•

Managing nerves

•

Video skills practice and critique x 2
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Advanced Presentations
Aims and outcomes
This advanced programme builds on 'An Introduction to Presentation Skills' and prepares participants
to deliver more challenging presentations, taking care of the subtleties of managing the audience and
achieving even greater impact.

Target audience
Delegates who have attended 'Introduction to Presentation Skills' to be taken to an advanced level.

Format
Duration:
Attendees:

1 day
Minimum 4, maximum 10

Overview
•

Review content from theory of 'Introduction to Presentation Skills'

•

Take delegates to the highest level of presentation skills

•

Managing the audience

•

Using the presentation area and room layout effectively

•

Video skills practice and critique x 1
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Effective Meetings
Aims
By the end of the course delegates will be able to;
•

Understand the purpose and objectives of a meeting

•

Identify the participants who should attend

•

Know how to plan and communicate to participants

•

Be able to set an agenda

•

Know how to control the timing of the meeting

•

Know how to curb over-enthusiastic contributors

•

Know how to involve quiet participants

•

Know how to review and agree action points

•

Know how to follow up after the meeting

Outcomes
The delegates will be able demonstrate the techniques to employ in running a motivational and highly
participative meeting.
The delegates will learn how to prepare, lead and reach a successful outcome of an effective meeting.

Target audience
Anyone who wants and needs to prepare, hold and participate in an effective meeting.

Format
Duration:
No of delegates:

1 day
Minimum 4, maximum 10

Overview
•

Defining objectives

•

Managing the agenda

•

Drawing up an agenda

•

Time management

•

Timing

•

Controlling and engaging the group

•

Location

•

Remaining assertive

•

Room layout

•

Identifying conflict before it arises

•

Organisation

•

Managing the usual suspects

•

Preparation and rehearsal

•

Closing the meeting

•

Communication and interpersonal skills
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An Introduction to Negotiation Skills
Aims
By the end of the course participants will be able to:
•

Understand the importance of preparation and how to set about it

•

Use a proven model to move through the stages of negotiation to work towards a win-win
situation every time

•

Understand the different styles of negotiating

•

Establish both their and other party’s bargaining positions

•

Effectively close and confirm the negotiation

Outcomes
The delegates will have a clear understanding of how to prepare and conclude a successful
negotiation with a win-win outcome. They will practise this using fresh negotiation techniques
supported by observation and feedback.

Format
Duration:
Attendees:

1 day
Minimum 4, maximum 8 to 10

Overview
This is a very practical workshop. Delegates will learn about important negotiation techniques and
have the chance to practise them in a safe environment using a varied mix of role-plays taking
delegates progressively up to the next level.
•

What is negotiation?

•

Opening the negotiation

•

Why do negotiations break down?

•

Questioning techniques

•

How successful are you in negotiation?

•

Listening skills

•

The negotiation model – the four stages

•

Controlling emotions

•

The importance of preparation

•

Effective tactics to employ

– What to prepare

•

Making concessions – the techniques

– Preparing a range of objectives

•

Closing techniques

•

Constants and variables

•

Confirming agreement

•

Researching the other party

•

Negotiation role-play and critique
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Negotiation Skills - Advanced Tactics
Aims and overview
This is a very practical workshop. Delegates will learn about important negotiation techniques and
have the chance to practise them in a safe environment using a varied mix of role-plays taking
delegates up to the next level progressively.
•

Body language in negotiation

•

Transactional analysis (overview of the psyche)

•

Using adjournments

•

Effective tactics to employ

•

Negotiation video role-play and critique

Format
Duration:
Attendees:

1 day
Minimum 4, maximum 10
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What our customers are saying…
h2h - a responsive, flexible organisation with the
ability to develop concept into ideas and design a
well-engineered programme to take our
organisation forward.
President, Global Offshore Organisation

The course really challenged me early on and I
did some serious self-reflection and faced some
tough realisations as a result of the activities. I
don’t think the journey is over or ever will be, but I
hope that moving forward through my career I will
be able to take some key lessons with me while
continuing to work and develop myself as an
influencer/leader/manager.
Delegate, Global Management

The course and the delivery were both perfectly
pitched – relaxing and welcoming as well as
challenging and insightful. I have certainly learned
some very useful lessons – both about my own
character and tendencies and those of others
and how to bridge the gap between them.
Immediately after finishing the course, I started
putting into practice open questioning and the
techniques we learned in the behavioural flexibility
exercise when dealing with those I manage dayto-day.

After identifying a need to develop my
managerial style and effectiveness I worked
with Susan at h2h through a series of oneto-one coaching sessions and I am in no
doubt about the benefits. The sessions are
hugely motivating, producing great results,
and feedback and I now look to get the
best out of every situation. I’m more
effective as a manager, a better leader and
more productive in myself and within my
role.

I now have clarity of thought, my
confidence has been restored. I am
genuinely re-energised. As a consequence
of the coaching, I additionally have kickstarted my own personal development,
finding the time and removing the excuses.
Sales Director, Individual Coaching
Programme

What we value most is the “Understanding
h2h has of the business and what needs to
be delivered.”
HR Manager,
Performance Car Manufacturer

Technical Manager, Leadership Programme
in the Media Sector

I consider this course the only one I have attended from which I have
captured significant learnings which will enable me to do my job better.
Delegate, First Line Leader Programme for a Global FMCG Company
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