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Course Introduction:

Can you tell if someone is telling the truth just by looking at them? It is a skill that a lot of people

do not have. Through Body Language Basics you will be given a set of tools to use to your

advantage. These tools can be utilized in the office and at home. Understanding Body Language

will provide you a great advantage in your daily communications.

Body Language Basics will provide you with a great set of skills to understand that what is not

said is just as important than what is said. It will also give you the ability to see and understand

how your own Body Language is being seen. You will be able to adjust and improve the way you

communicate through non-verbal communications.

Course Objectives:

Define body language

Understand the benefits & purpose of interpreting body language
Learn about translating gestures into words

Understand the differences between open & closed body language
Understand common body language mistakes & how to avoid them
Gain insight into the differences in body language between genders
Understand the signals you're sending to others

Learn the role facial expressions play in body language

Learn how the proper body language in business can strengthen negotiating strategies
Understand how body language can expose deception

Learn how to improve one's own body language

Learn how to match words with movement to instill trust

Who Should Attend?

If you already consider yourself a good presenter and you wish to become even better, this

workshop is for you, it will significantly improve your ability to communicate.

Course Outline:

Module One: Getting Started

Icebreaker
Housekeeping Items
The Parking Lot
Workshop Objectives
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Module Two: Communicating With Body language
= Learning a New Language
= The Power of Body Language
= More Than Words
= Actions Speak Louder Than Words
= Case Study

= Module Two: Review Questions

Module Three: Reading Body Language
= Head Position
= Translating Gestures Into Words
= Open Vs. Closed Body Language
= The Eyes Have It
= Case Study

= Module Three: Review Questions

Module Four: Body Language Mistakes
» Poor Posture
= Invading Personal Space
=  Quick Movements
= Fidgeting
= Case Study

= Module Four: Review Questions

Module Five: Gender Differences
= Facial Expressions
= Personal Distances
= Female Body Language
= Male Body Language
= Case Study

= Module Five: Review Questions

Module Six: Non-Verbal Communication
=  Common Gestures
= The Signals You Send to Others
= [ta€™s Not What You Say, Ita€™s How You Say It
= What Your Posture Says
= Case Study

= Module Six: Review Questions
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Module Seven: Facial Expressions

Linked With Emotion
Micro-expressions

Facial Action Coding System (FACS)
Universal Facial Expressions

Case Study

Module Seven: Review Questions

Module Eight: Body Language in Business

Communicate With Power
Cultural Differences
Building Trust

Mirroring

Case Study

Module Eight: Review Questions

Module Nine: Lying and Body Language

Module Ten: Improve Your Body Language

Module Eleven: Matching Your Words to Your Movement

Watch Their Hands
Forced Smiles

Eye Contact
Changes in Posture
Case Study

Module Nine: Review Questions

Be Aware of Your Movements
The Power of Confidence
Position and Posture

Practice In a Mirror

Case Study

Module Ten: Review Questions

Involuntary Movements
Say What You Mean
Always Be Consistent
Actions Will Trump Words
Case Study

Module Eleven: Review Questions
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Module Twelve: Wrapping Up
=  Words from the Wise
= Review of Parking Lot
= Lessons Learned

= Completion of Action Plans and Evaluations

Course Certificate:

International Center for Training & Development (ICTD) will award an internationally recognized

certificate(s) for each delegate on completion of training.

Course Methodology:

A variety of methodologies will be used during the course that includes:

e (30%) Based on Case Studies

e (30%) Techniques

e (30%) Role Play

e (10%) Concepts

e Pre-test and Post-test

e Variety of Learning Methods

e Lectures

e Case Studies and Self Questionaires
e Group Work

e Discussion

e Presentation

Course Fees:

To be advised as per the course location. This rate includes participant’s manual, and-Outs,

buffet lunch, coffee/tea on arrival, morning & afternoon of each day.
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Course Timings:

Daily Course Timings:

08:00 - 08:20
08:20 - 10:00
10:00 - 10:20
10:20 - 12:20
12:20 - 13:30
13:30 - 15:00
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Morning Coffee / Tea

First Session

Coffee / Tea / Snacks
Second Session

Lunch Break & Prayer Break

Last Session
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