Personal Skills
	Get Better at Prioritising
By the end of the module participants will :
· identify good and bad time management symptoms

· be aware of the 80/20 rule

· be able to practically use Stephen Covey’s urgent/important Matrix

· list their time wasters


· have solutions to the time wasters

· know twenty time management tips


	Confident Communication 

By the end of the module participants will:

· understand what assertiveness is - and what it isn’t

· know what their response style is
· identify passive, aggressive and confident responses

· recognise the importance of body language

· understand and know how to use a range of techniques to communicate confidently

	Managing Stress

By the end of the module participants will:

· know what stress is 
· recognise the fight or flight reaction

· know when and why stress is harmful?
· understand the different personality drivers 
· have some tips for handling pressure
	Managing Challenging Behaviour 

By the end of the module participants will:

· be aware of possible behaviours for dealing with conflict

· recognise their conflict handling style

· have useful techniques for dealing with difficult behaviour



	Influencing Skills
By the end of the module participants will:
· know what influence is and who they want to influence
· be able to use ABCD to set outcomes
· know how to establish rapport with anyone quickly and easily

· have a range of great questions to influence the conversation 
· understand how to chunk up and down 
	Personal Impact
By the end of the module participants will:

· understand the power of first impressions

· be aware of what  emotional intelligence is 

· be able to reframe 

· recognise the benefits of positive thinking

· set well formed goals




