
Webinar 4: Professional skills necessary to work in the Third Sector

A 60-minute recorded webinar, followed by individual work which can be completed over 5 days, before a live 60 minute webinar where participants give presentations in small groups, followed by verbal feedback. Following the webinar participants will submit written peer review/feedback.   During the live facilitated discussion, time will be set aside at the end of the session so that learners can apply for their digital badge. 

Aim of the Webinar 
The aim of the webinar is to enhance learners’ understanding and ability in the professional skills needed to work in the Third Sector. 
Learning Outcomes 
By the end of this session, learners will be able to: 
· Describe their experience of how they have used their skills in the workplace.
· Analyse a case-study on interpersonal skills.
· Prepare and deliver a 10-minute presentation 


	Time allowed
	Media/Learning Aids/Resources
	Trainer notes
	Assessment/evidence of achieving learning outcomes  

	Part 1: Recorded Webinar

	5 mins
	PP slide 1 Cover slide
	Show PP slide 1 Cover slide
· Welcome people to the webinar (note the first 30 minutes of the webinar can be delivered live or pre-recorded, followed by an interactive webinar.) 
· Explain that the webinar aims to embed people’s learning from the workshop and to give them a chance to reflect on how they have applied the learning around interpersonal skills into their own daily work. 
	

	5 mins
	PP Slide 2 Overview of Webinar
	Show PP Slide 2 Overview of Webinar
· Explain that after this webinar participants will be asked to apply their learning by analysing a case-study and giving a 10-minute presentation
· We will then come together in a live webinar to examine our learning in small group discussions and each person will receive peer feedback on their report.  
· During today’s webinar we will revisit the main subjects we covered during the workshop so that participants have a reminder. 
	

	5 mins
	PP Slide 3 A quick reminder of workshop topics
	Show PP Slide 3 A quick reminder of workshop topics
Here is a reminder of what we covered in workshop 3. We looked at the importance of interpersonal skills including active listening, asking insightful questions, how to use facilitation skills, methods and different interventions, negotiation skills, giving effective presentations and well-being and building resilience at work.
· All of these skills are important for our work in the Third Sector. 
	

	5 mins
	PP Slide 4 Great interpersonal skills
	Show Slide 4 Great interpersonal skills and remind participants that we need great interpersonal skills to: 
· Build relationships within our organisations, with our service users, communities and partner organisations. 
· Create positive working environments and build morale 
· Understand the needs of service users and communities
· Avoid misunderstandings and potential conflict arising
· Improve our leadership skills and enable us to better coach staff and volunteers.  
	

	5 mins
	PP Slide 5 Techniques for effective listening
	Show PP Slide 5 Techniques for effective listening. From the workshop we’ll know there are many barriers to listening. When we want to improve our listening, we must: 
· Focus on key points and remove any distractions
· Make yourself aware of verbal and non-verbal messages -remember the importance of body language.
· Listen with an open mind, be patient and don’t pre-judge
· Wait for the speaker to pause before you ask for clarification 
· Be attentive, but relaxed and empathise with the speaker
· Listen for facts, opinions and feelings
By using these techniques, we show others we are listening well. 
	

	5 mins
	PP Slide 6 Traits of a good listener
	Show PP Slide 6 Traits of a good listener – think of the acronym LISTEN
· L = look interested
· I = involve yourself by responding
· S = stay focused on the person 
· T = test your understanding
· E = evaluate the message
· N = notice your feelings
	

	5 mins
	PP Slide 7 Asking insightful questions
	Show PP Slide 7 Asking insightful questions – remind participants that listening is a key communication skill but so is the ability to ask insightful questions. Use the full range of questions available to you - open and closed questions- using: What, How, When, Where, Who? Expand your understanding by asking “Tell me about….” and “Give me an example of….”
Remind participants of the questions they wrote for the scenario exercise during Workshop 3. Questions are a great way of better understanding someone’s situation and of facilitating discussions.  
	

	5 mins
	[bookmark: _Hlk75453724]PP Slide 8 Facilitator – observe and be alert
	Show PP Slide 8 Facilitator – observe and be alert We know that “Facilitation is the art, not of putting ideas into people’s heads, but of drawing ideas out” We use facilitation techniques to assist groups to work through their ideas to help the group meet their objectives. When we facilitate groups, we aim to ensure maximum engagement and participation and we do this by observing and asking ourselves: 
· What’s going on in the group? Is there anything I need to do about it? What are participative levels? Is anyone dominating or has anyone ‘opted-out’ and what are the reasons? What’s the atmosphere like and the energy levels?
As we facilitate a meeting or an event, we also need to look out for emerging needs to decide if we need to adapt the agenda or programme for the meeting.
	

	5 mins
	PP Slide 9 Facilitation methods
	Show PP Slide 9 Facilitation methods – here are some of the main methods we use to work through a group meeting or event - PowerPoint slides and handouts, reflective diaries and learning logs, Role play, Card sort, Lifeline exercises, Self-assessment questionnaires, Games, Drawing, collages, mind-mapping and decision making – e.g., post-its, polls. 
Choose methods based on the purpose of the activity and the levels of participation you want to encourage and people’s access needs. You can use simple mind mapping techniques when we are exploring ideas with groups during a one-off meeting or use a variety of techniques for a planning event for example with the Board and staff and volunteer team. 
	

	10 mins
	PP Slide 10 Case-study








PP Slide 11 Presentation 
Peer review form for presentation 
	Show PP Slide 10 Case-study - explain that, after this recorded webinar, participants will study a case study and answer the written questions to describe their experience of how they have used their interpersonal skills in the workplace. Following this they will prepare a 10-minute presentation. There will be a choice of two case studies. 

The written questions are: 
· What interpersonal skills are important in the first meeting with the group and why?
· How will you demonstrate that you are a good listener?
· Identify three insightful questions that will help you fully understand the groups goals.
· You are asked by the group to facilitate a workshop with their service users to gather their ideas on resilience and well-being. What facilitation methods will you use and how will you ensure active participation?
· From your experience – what piece of advice would you give the group to start their negotiations with potential partners. Explain why this is important.
You will have 5 days to complete this work. 
Show PP Slide 11 Presentation We will come back together in a facilitated webinar and you will make your presentation to a small group of peers. Tell them that their presentation will be peer reviewed by a peer on the programme. They can find out what the feedback will cover by reading the Peer review form for presentation

Remind them of their resources – Handout on Presentation Skills and the tips we covered in Workshop 2: 
· Focus on the audience – what do they expect to hear, see, do? How expert are they?
· Have clear objectives
· Take time to prepare – planning and practice 
· Follow a logical structure
· Have a clear start, middle and end -remember you only have 10 minutes.
· Consider using purposeful visual aids.
	

	5 mins
	PP Slide 12 Thank you
	Show PP Slide 12 Thank you – thank participants and tell them you are looking forward to seeing them in the live webinar. 
	

	
	Break for Case study work and preparation of presentation 
	Following the first part of the webinar, participants will have 5 days to do their written questions on the case study and to prepare their 10 minute presentation. 
	Individual work Analyse a case-study on interpersonal skills.

Prepare and deliver a 10-minute presentation 


	Live Webinar

	5 mins

+  45 minutes 
	PP Slide 13 Welcome
PP Slide 14 Applied Participant Research and Peer Review
Groups of 3
Peer review form for presentation
	· Welcome participants to the live webinar
· Explain that participants will work in small groups and will each give a 10 minute presentation to their peers. At the end of the presentations participants are asked to give eachother verbal peer feedback on their presentations, using the Guidelines provided. There will be 5 minutes for feedback after each presentation.
· Put participants into their small groups (3 maximum per group). 
	Deliver a 10-minute presentation to peers 


	5 mins
	PP Slide 15 Personal Action Plan

Peer review form for presentation
	· Ask if there any questions from the case study work or the presentations. Address any questions or feedback. 
· Remind participants to complete their Personal Action Plan following the webinar and give participants the deadline for completing a written Peer review form for presentation for one colleague. 
	

	5 mins 
	PP Slide 16 Skills Validation 
	· Congratulations – time to apply for your digital badge!
https://openbadgefactory.com/c/earnablebadge/R5LHXJa65IaCRE/apply
	

	5 mins
	PP Slide 17 Thank you
	· Thank everyone for their contributions. 
	



Page 1 of 7

