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COURSE DESCRIPTION 

Developing Essential Communication Skills for Everyday Workplace Success is separated into 4 sections intended to 
develop and refine communication skills.  Focusing on teaching leaders fundamental skills regarding communicating 
successfully within an organization. Developing Essential Communication Skills for Everyday Workplace Success offers 
guidance on how to communicate verbally (spoken and written) with VP and Senior Executives, including planning 
meetings, developing reports and proposals for leadership.  Additional course components explain cultural factors and 
how they influence communication, both written and verbal; how verbal signals, nonverbal behavior, and emotional 
intelligence can help make or break communication. Additionally, you will build a proactive approach to owning and 
managing your emotions while being aware of the emotions of others. By considering the delicacy of situations, adjusting 
or adapting your communication style to communicate with diplomacy and tact, and by examining two essential skills: 
listening and questioning, you will become more empathetic and patient with others. 
 

TARGET AUDIENCE 

Individuals who wants to:   

 Develop or refine skills for communicating effectively with VP’s, refine cross-cultural communication skills, 
interpersonal communication skills, communication skills in the professional environment and become more 
diplomatic and tactful in communication. 

 Individuals who want to advance their aptitude for emotional intelligence. 

 
This includes: Faculty, Informal and Formal Leaders, Staff, Managers, Directors, Division Chairs, and Deans. 

COURSE TOPICS AND EST. DURATION 

 Preparing to Communicate Effectively at the VP Level 

 Techniques for Communicating Effectively with Senior Executives 

 Culture & Its Effect on Communication 

 Communicating Across Cultures 

 Interpersonal Communication that Builds Trust 

 Being a Receptive Communication Partner 

 The Impact of Situation and Style When Communicating with Diplomacy and Tact 

 Owning Your Emotions  

 Building Self-Management Skills 

 Applying EI at Work 

 Being Aware of the Emotions of Others 
Est. Duration – 6 hrs.   



KEY LEARNING OUTCOMES 

 Identify characteristics and drivers of leadership that affect communication and apply principles to build
credibility.

 Learn how to conduct a meeting with leadership, plan content and develop reports and proposals.

 Be a confident communicator by focusing on your intention, audience, body language, tone, and emotions.

 Be receptive to communication by listening, asking clarifying and discovery questions and adopting an open
learning mind-set.

 Utilize techniques to sustain self-regulation and to become aware of the emotions of others.

IMPORTANT INFORMATION 

 This is a package training.  In order to receive EGC’s the full training package should be completed.

 Contact the EDC in order to sign up for this training package.

 100% content is online.

EMAIL: 
EDC@BRAZOSPORT.EDU 

WEBSITE:  
HTTP://WWW.BRAZOSPORT.EDU/EDC 

TELEPHONE: 
 979-230-3356 

http://www.brazosport.edu/EDC


 

 

  

 

 

 

Your Personal Training Checklist   

 

 

Developing Essential Communication Skills for Everyday Workplace Success (11 courses total) 

Course Title Complete 

Preparing to Communicate Effectively at the “C” Level  
 

  

Techniques for Communicating Effectively with Senior  
 

  

Culture & Its Effect on Communication  
 

  

Communicating Across Cultures  
 

  

Interpersonal Communication that Builds Trust  
 

  

Being a Receptive Communication Partner  
  

Owning Your Emotions  
  

The Impact of Situation and Style When Communicating with Diplomacy and Tact  
  

Building Self-Management Skills  
  

Applying EI at Work  
 

  

Being Aware of the Emotions of Others  
 

  

 

 

Link to access the course on 

Skillsoft.  It will redirect you to the 

Skillsoft login page.  

https://is042.skillport.com/

