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Dynamic Writing

“The Dynamic Writing course in its entirety is very
interesting and helpful and has become my favour-
ite course. It is my goal to practice the tools you
have provided and master the craft of writing.”

“Techniques that | found most interesting and
helpful include the structure of a ‘Quick No’ letter. |
also found of interest learning how to recognize and
respond to a letter of complaint that may conceal a
reasonable request, and how to reject a complaint.”

“Although | found the
whole Dynamic Writing
course to be both useful
and informative, con-
structing the core sen-
tence, writing the outline,
and collecting information
on cue cards, will be the
most helpful for my work.
The information pre-
sented in Dynamic Writing will remain a great
reference tool in my future writing endeavours.”

“I loved this course for the vast information it
provided me. | definitely will recommend this course
to others. Thanks again!”

“Since taking Dynamic Writing, I've improved my
report writing skills and the techniques | learned
have saved me many hours. Dynamic Writing was
a great course. | have taken many writing courses
in university and none were as well tailored for
business writing.”

Clear Communication Consultants Ltd.
Vancouver, BC Canada
www.clearconsultants.com

(604) 632-4042
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The Dynamic Series

Dynamic Writing

Learn proven techniques for
writing quickly and effectively

For more information or
to register, please call:

(604) 632-4042
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Course Outline

Dynamic Writing teaches participants to write
clear, results-driven communications. The
workshop focuses on business and technical
correspondence, with
participants learning how to
write memos, emails,
letters and documents in
up to 40% less time. We'll
also look at the importance
of tone and learn how to
foster goodwill and collabo-
ration through writing.

Dynamic Writing is highly recommended to all
staff, supervisors or managers who write
emails, letters, memaos, or planning docu-
ments.

The workshop includes:

® Short presentations

® Teamwork and individual instruction
® Optional marked assignment
°

Access to Written Power, our online writing
course

® Follow-up after completion

Additionally, all Dynamic Writing participants
will receive a copy of Dr. McKeown'’s Powerful
Business Writing and a 60-page workbook.

Learning Objectives

Dynamic Writing teaches proven techniques
for writing quickly and effectively. Participants
who complete this workshop will be confident
in their ability to:

Write quickly and correctly, using computer
shortcuts where applicable

Use proper grammar to write clearly
Spell and punctuate correctly

Write psychologically effective letters
Organize email correspondence quickly
Take effective notes at meetings

Use a positive tone in communications in
order to get good results

Present written reports and minister notes
clearly

® Get correspondence approved in less time
and with fewer rewrites

Enquire about booking
a Dynamic Writing
group workshop
tailored to your organi-
zation.

(604) 632-4042
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Winning Communication Skills

“I have taken the time to read up about personality
types in your materials to better understand how
my manager likes to approach problems, tasks etc.
Taking her communication preferences into
account, | have now decided to send her an email
when | need to discuss something with her. She
really appreciates this new approach.”

“Your approach was the first to really make an
impact on how | view the events that have occurred
in my life and how | have dealt with them. | am
delighted to say that, not
only have | been able to
approach situations with
a new sense of knowl-
edge and skills, my
effectiveness in helping
others through their
challenges and difficul-
ties has been signifi-
cantly improved and enhanced.”

“The biggest thing | learned from your course was
that being assertive means putting the issue out in
front, taking the emotion out of it and being able to
discuss it openly and honestly.”

“I have been applying what | learned both at home
and at work. | am now able to better understand
why people behave in certain ways - in particular,
ways | used to find annoying. Now that | know
more about the people around me | am better able
to work with them. Thanks for an excellent course!”

“I want to convey my sincere thanks for the time
you took to assist me through what has challenged
me for such a long time.”

Clear Communication Consultants Ltd.
Vancouver, BC Canada
www.clearconsultants.com

(604) 632-4042

Unlocking Learner Potential
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The Dynamic Series
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Workshop

Identify your personality type
and learn how to work with
other types that pose
particular challenges

For more information or
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Course Outline

Winning Communication Skills teaches
participants a range of flexible, reliable com-
munication skills they can use to work suc-
cessfully with a wide
range of people. Our
facilitators help each
participant identify
his or her individual
personality type, and
learn how to work with other types that pose
particular challenges.

This workshop is ideal for all staff, senior
officers, and managers, and includes:

® Short presentations

® Group work involving innovative communi-
cation approaches

® Work on actual job challenges, both indi-
vidually and as part of a team

® Active participation

® Exploration of a variety of cognition tech-
niques

® Ongoing feedback from peers and instruc-
tor

All participants will receive a workbook and text
containing tips on applying innovative commu-
nication skills at work.

Learning Objectives

Winning Communication Skills equips
participants with the skills to communicate
effectively and professionally, and with a wide
variety of people. Participants who complete
this workshop will be confident in their ability to:

® Solve communication challenges in a
variety of ways

® Understand their temperament prefer-
ences

® Overcome subjective
and objective commu-
nication blocks

® Respond assertively
when necessary

® Employ empathic techniques that promote
understanding

® Adapt listening and response techniques
to improve teamwork

® Participate more effectively in the
workplace and at home

Enquire about booking a Winning Communi-
cation Skills group workshop tailored to your
organization.

(604) 632-4042
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writing quickly and effectively

Listening & Responding teaches simple
and effective techniques for removing
listening blocks and responding to clients in

a listener-friendly
manner. Partici-
pants will learn how
to improve commu-
nication skills by
moving from
dogmatic, position-
based resolutions to
more genuine,
|nterest'based Moving from dogmatic,

position-based resolutions to

reSOIUtionS. more genuine, interest-based

resolutions

The Dynamic Series

Listening & Responding

Unlocking Learner Potential
Workshop presented by:

eI consultants.com




Participant Benefits

WORIC SAMPLE

moenconsulting.ca

Listening & Responding

“What | have found most noticeable since taking
this course is when someone is talking to me | have
stopped rushing ahead in my mind adamant that |
know what they want and where they are going.
This helps me truly focus on the person as one who
has the right to be listened to. It also lays ground-
work for sound communications skills. Thanks so
many times for such a wonderful day!”

“Since taking your course | have discovered trigger
words that before would get me upset or frustrated.
Now | try to focus my
attention on what is truly
being said before |
respond.”

“With an unruly client on
the phone | will smile - it
comes through in your
voice. This takes the
edge off their anger and
frustration and it is easier to come to a positive
resolution.”

“Seeing the difference between ‘real’ and ‘working’
relationships, | am now working towards being a
more pro-active listener and communicator. Thank
you.”

“I realized from the conflict drama triangle in this
course that | have gradually taken on the behaviour
of the ‘villain’. These negative feelings were
affecting my outlook and attitude at work. | am now
able to change and move outside the triangle,
whereas before the situation would only have
worsened. Thank you!”

Clear Communication Consultants Ltd.
Vancouver, BC Canada
www.clearconsultants.com

(604) 632-4042

Unlocking Learner Potential

eI consultants.com
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Course Outline

Listening & Responding teaches simple and
effective techniques for removing listening
blocks and responding to clients in a listener-
friendly manner.
Participants will learn
how to improve
communication skills
by moving from
dogmatic, position-
based resolutions to more genuine, interest-
based resolutions.

Listening & Responding is highly recom-
mended to staff, senior officers, and managers

who want to learn basic and advanced commu-

nication techniques. The workshop includes:

® Short presentations

Group work in listening and speaking
Oral presentations

Active participation

Exploration of consensus-finding tech-
nigues

Ongoing peer and instructor feedback

All participants will receive a listening and
responding skills workbook, as well as a
textbook on improving business listening skills.

Learning Objectives

This course teaches participants how to listen
and respond effectively, and provides partici-
pants with the skills necessary to communicate
with a wide variety of people. Participants who
complete this workshop will be confident in
their ability to:

® Overcome mental barriers to listening well
® Understand the four internal blocks to

listening T Ty

¥

® Deal with 3
common errors
in appraising
speakers

® Understand and
adapt to cul-
tural differ-
ences

® Adopt a flexible, situation-appropriate
listening approach

® Understand the target audience(s)
® Understand the roles of emotion and logic

® Respond from a perspective based on
shared interests

Enquire about booking a Listening & Re-
sponding group workshop tailored to your
organization.

(604) 632-4042
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Other workshops in The Dynamic Series
include:

Dynamic Writing teaches participants to
write clear, results-driven communications.
The workshop
focuses on busi-
ness and technical
correspondence,
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40% less time.
We'll also look at
the importance of
tone and learn how to foster goodwill and
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The Dynamic Series

Dynamic Writing

Learn proven techniques for
writing quickly and effectively

Winning Communication Skills teaches
participants a range of flexible, reliable
communication skills they can use to work
successfully with a
wide range of
people. Our
facilitators help
each participant
identify his or her
individual personal-
ity type, and learn
how to work with
other types that
pose particular
challenges.

The Dynamic Series

Communication Skills

Workshop

Identify your personality type
and learn how to work with
other types that pose
particular challenges
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