
Workshop 4: Professional skills necessary to work in the Third Sector 9.30am to 4pm 

Aim of the workshop
The aim of the workshop is to enhance learners understanding and ability in the professional skills needed to work in the Third Sector. 
Learning Objectives 
By the end of this session, learners will:
· Practice interpersonal communication skills 
· Explore facilitation skills 
· Understand how to negotiate 
· Be able to recognise good presentation skills
· Understand self-care and wellbeing at work. 



	Time allowed 
	Session Content 
	Methods/Activities/ 
Tasks 
	Media/Learning Aids/Resources 
	Trainer notes 
	Assessment/
evidence of 
achieving 
learning outcomes 

	
5 mins
	Introduction to the overall programme
	Presentation - Introduce participants to the IO2 programme   
	PP slide 1 Module 4 Workshop 4
PP slide 2 Overview of Module 4
	Tutor to welcome participants to the Workshop 4, Module 4 part of the programme, using PP slides 1 Module 4 Workshop 4 and slide 2 Overview of IO2
	

	10 mins
	Icebreaker
	Ice-breaker 

	Choose from the list of icebreakers
	Icebreaker – choose an icebreaker from the list and facilitate the exercise. It is recommended you choose a Communication based ice breaker
10 minutes
	Participation in ice-breaker exercise

	5 mins
	Introduction to the workshop 
	Presentation 



Group discussion 
	PP slide 3 Learning objectives
Learning Log
	Present the workshop learning objectives by showing slide 3 Learning objectives 

Q1: What do I want to learn during Workshop 4?
Any questions
	Completion of Q1 Learning Log and Development Plan

	Interpersonal Communication Skills

	25 mins
	Working from strengths 
	Presentation 
Reflective exercise









Feedback and discussion

	PP slide 5 Strengths and Activity sheet Strengths

	Show PP Slide 5 Strengths - highlight that the strengths listed include skills, behaviours and approaches and that they are all relevant to working in the Third Sector. Ask people to work individually using Activity Sheet Strengths – ask them to focus on their work practices and: 
1. Choose up to 6 strengths that you show most often.
2. How could you use them more effectively?
3. Then choose 2 further strengths that you would like to develop.  
Up to 10 minutes
Still showing PP Slide 4 Strengths ask people to feedback which strengths they selected. Go on to ask for feedback on the further strengths each person would like to develop, and why.
Sum up by emphasising that it is good for us to work from our strengths and to recognise the strengths of our team members. 
15 minutes 
	Participation in reflective exercise, feedback and discussion 

	75 mins











	Interpersonal communication








Trust














Active listening
























Asking insightful questions








	Presentation 




Verbal question


















Small group work, facilitated feedback and discussion









Presentation, run through slide and refer to handout



Listening audit



Complete scenarios




Presentation 

	PP Slide 6 Interpersonal communication 




PP Slide 7 Why we need great interpersonal skills
PP Slide 8 Mehrabian 8-38-55


PP Slide 9 Communication and trust








PP Slide 10 Barriers to listening activity
2 Activity sheet Barriers to listening





PP Slide 11 Barriers to listening

PP Slide 12 Good listener? 
Handout: Active listening audit








PP Slide 13 Traits of a good listener & PP Slide 14 Techniques for effective listening
PP Slide 15 Insightful questions & PP Slide 16 Asking insightful questions  
PP Slide 17 Questions 
5 Task Scenarios – asking questions to solve problems
	Take participants through PP Slide 6 Interpersonal communication. Highlight that TRUST is a crucial part of all relationships and interpersonal communication. 
Ask the question: Why do we need great interpersonal skills? 
5 mins
Take participants through PP Slide 7  Why we need great interpersonal skills and PP Slide 8 Mehrabian 8- 38- 55 Model of Communication, which shows the great influence of non-verbal communication.  

Show PP Slide 9 Communication and trust. Explain the importance of formal and informal communication and team and individual communication in work-based relationships. Often formal communications focus on tasks and objectives of the role, whereas the informal builds the relationships between manager and employee, team members and multi-agencies. It’s important to build in time for the informal as well as the formal, particularly when working remotely.   10 mins
Show PP Slide 10 Barriers to listening activity and use 2 Activity Sheet Barriers to listening. Ask people to work in small groups to answer:  
1. When you consider effective listening, what are the barriers that get in the way? 
2. What can you do to remove or reduce those barriers?
15 mins

Facilitate the feedback session, asking people for barriers and solutions. 
PP Slide 11 Barriers to listening, refer to Handout Communication barriers in the workplace, 5 mins
Show PP Slide 12 Good listener? and the Handout: Active listening audit – ask participants to do the exercise to discover the extent to which they practice active listening and to identify some of their listening barriers
Give assistance with the scoring if required. 
Ask people to look at their scores and to identify their areas for development. 
Take feedback and questions.
15 mins

Show PP Slide 13 Traits of a good listener and PP Slide 14 Techniques for effective listening
5 mins

Show PP Slide 15 Insightful questions and PP Slide 16 Asking insightful questions  

Show PP Slide 17 Questions and use Handout Scenarios – asking questions to solve problems – ask people to work in pairs, work through two of the four scenarios to develop their competence in providing guidance, by asking questions only.   Remind them they can only use questions to help the person in the scenario to discover new insights into their situation. Ask them to write down their questions. There are 10 mins for the task. 

Facilitate a feedback session – highlight some of the best insightful questions. 10 mins 
	Answering verbal questions























Contributions in small group work



Contributions in feedback session 



Completion of listening audit and action plan












Completion of scenario questions

Contributions to feedback 

	10 min
	Break
	
	PP slide 18 Coffee break
	Break for 10 mins
	

	Facilitation skills

	50 min
	Role of the facilitator




Facilitation methods
	Presentation 













Group activity
	PP Slide 20 What is facilitation


PP Slide 21 What is the facilitator’s role? 
PP Slide 22 The Skilled Facilitator

Refer to Handout Facilitation


PP Slide 23 Handout Facilitation – Interactive Checklist


PP Slide 23 – Choosing facilitation methods
Activity sheet – Facilitation methods.





PP Slide 24 Observe and be alert 

PP Slide 25 Facilitator interventions


	PP Slide 20 What is facilitation

Introduce the session by explaining that we can often find ourselves in the role of facilitator – facilitating team meetings, consulting with service users, contributing to partnership and project meetings. Go through PP Slide 21 What is the facilitator’s role? Explain the facilitator’s role is multifunctional. Show PP Slide 22 The Skilled Facilitator
10 mins


Refer to Handout: Facilitation – this handout gives an overview of the facilitation process and gives ideas on how to achieve maximum participation and engagement from the audience

PP Slide 23 Activity - Handout Facilitation – Interactive Checklist – this will help people assess how interactive an event needs to be to meet its purpose. 
5 mins 


Show PP Slide 23 Choosing Facilitation methods
Put people it small groups and ask them to complete Activity sheet – Facilitation methods. Check that they know the methods before they start – give a brief explanation of any methods they are unsure of.  5 mins + 10mins for the task 




Go through PP Slide 24 Observe and be alert 


PP Slide 25 Facilitator interventions – discuss as a full group the strategies people could use if faced in the scenarios given. 10 mins
 Note: here are some ideas you could offer to the group: 

Responding to silence: check if people have understood the activity, consider that people might be reflecting, ask insightful questions, move on to the next activity. 
Dealing with dominant people: mix the groups up, gently suggest that they give others a chance to contribute, give them a task (e.g., note taker)
Working with shy people: avoid putting them with dominant people, ask people to work in pairs (shy people might feel more comfortable contributing in pairs, build in reflective tasks or written.
Two people locking horns – conflict: talk to them outside of the session to see what is going on, remind people of ground rules, keep them apart in group work
Dealing with difficult questions – don't panic, make sure you have prepared and know your subject, throw the question out to the rest of the group “That’s a great question, what do people think...?”
Handling side conversations and whispering – become silent, ask them for their ideas, remind them of the ground-rules
	











Completion of group activity






	40 mins
	Lunch break
	Lunch and networking
	PP slide 26 Lunch break
	Break for lunch. 
	

	Negotiation Skills

	50 mins
	Negotiation 



Stages of negotiation 



Negotiation skills





	Presentation















Scenario and discussion 

	PP Slide 28 What is negotiation? 


PP Slide 29 Stages of negotiation


Use Handout Negotiation Skills






Handout Task Scenario Pacific Crash negotiation & PP Slide 31 Negotiation 













	Show PP Slide 28 What is negotiation? Negotiation involves 2 aspects – the outcome you hope and the relationship with the other party.  
Show PP Slide 29 Stages of negotiation – explain that formal and informal negotiation it is important to go through the key stages, to achieve the best outcome and to maintain or even enhance the relationship with the other party. Use Handout Negotiation Skills and highlight the Checklist for a successful negotiation. 
15 mins
Show PP Slide 30 Negotiation skills and talk through it.
5 mins 
 
Next, split people into groups of 3 and give them the instructions for the Task Scenario Pacific Crash and Discussion by Showing PP Slide 31 Negotiation Task.  
5 mins 

Time people – they have 15 mins maximum to discuss and decide which 3 people will be able to use the life raft and which 3 will stay on the desert island. 
15 mins 


Show PP Slide 32 Debrief  
What factors did you consider in choosing which 3 would go for help and which 3 would remain on the desert island.

Who was most influential in making the decision and how did they negotiate their points of view? 
What strategies did you use to make your decision? 
What are your key learning points from this session on Negotiation? 
10 mins 
	












Participation in group task









Contribution to debrief session





	Presentation skills

	35 mins
	Good presentations










Focus on the audience








	
	








Refer to Handout Presentations
	PP Slide 34 The good, the bad and the ugly Presentations – ask people to work in groups for 15 mins to:  Think about what makes a good presentation and then discuss your individual presentation strengths and discuss what you would like to do more effectively.
15 mins  
Facilitate the feedback session and highlight the points on PP Slide 35 Good presentations and refer to Handout Presentations. Tell participants that the handout is full of tips and ideas about how to create, structure and give effective presentations and how to get maximum engagement from the audience. 
10 mins
Show PP Slide 36 Getting the audience to listen – this summarises some of the ideas in the Handout. 
[bookmark: _Int_YRTOMfs0]Go through PP Slide 37 Presenting well – remind the of Mehrabian’s model 7 :38 : 55 and how it is as important to prepare yourself as it is preparing the words you’ll say in you presentation. Confidence is important – you may not always feel confident, but if you look confident the audience will trust you. Confidence starts with knowing your subject.  
10 mins
	Participation in group task and feedback session 

















	10 mins
	Break
	
	PP slide 38 Coffee break
	Break for 10 mins
	

	Well-being at work 

	50 mins
	Resilience



Well-being

























Build resilience








Managing stress

Self-care

	



	PP Slide 40 Resilience


PP Slide 41 How Can We Boost our Wellbeing? and blank flipchart sheets, pens 


















PP Slide 42 Things I can control and PP Slide 43 Discussion




PP Slide 44 Stress busters 


PP Slide 45 Self care

	Show PP Slide 40 Resilience to introduce the subject of resilience and well-being at work. 
5 mins
Show PP Slide 41 How Can We Boost our Wellbeing Ask people to add to Padlet (or another platform) around this topic. 
10 mins
[If people are stuck for ideas -  Character strengths – identifying own strengths and using strengths, courage Empowering beliefs – building self- esteem, looking for positive news stories and social media, limiting negative thoughts, learning Positive emotions – expressing gratitude, acts of kindness, flow (getting lost in the work/moment), giving positive feedback to others, celebrating positive outcomes/making a difference Building resilience – reframing problems/looking at obstacles from different angles, using character strengths, mindfulness, moments of calm, perspective, problem solving together, peer support, learning Positive relationships – building trust, peer mentoring and support, managing conflicts well, listening well, looking for win-wins. 
Facilitate a feedback session – highlight the common ideas and also novel ideas. 10 mins

PP Slide 42 Things I can control and then show PP Slide 43 Discussion 
Facilitate a discussion in the full group: How can we support others in our organisations to build resilience? Encourage people to suggest specific actions. 
10 mins

PP Slide 44 Stress busters – a list of suggestions that can help. Not every idea will suit each person, but there may some ideas you could explore. 
Show PP Slide 45 Self-care and ask people to work in pairs to reflect on the following points: 
1. What helps you stay well at work?
2. Are there any situations at work that trigger your stress levels?
3. What are the first signs that you are feeling stressed?
4. What support could you ask for to support you in these situations? 
10 mins + 10 min feedback
	



Completion of group mind map and reflection on full group maps

















Participation in discussion 








Active participation in task




	10 mins
	Summary of the learning
	Reflection and action plan
	PP slide 46 Personal Action Plan Learning Log and development plan
	PP slide 46 Personal Action Plan – ask participants to complete their Learning log and development plan 

Address any final questions
	Completion of Learning log and action plan

	5 mins
	Webinar 2 
	Presentation 
	PP slide 42 Webinar 2
	Show slide 42 Webinar 2 - give a short introduction to what we will cover in Webinar 4. During the pre-recorded webinar we will present a case-study and after the pre-recorded webinar you will have 5 days to complete a short question and answer sheet on the case study and prepare a short presentation, which you will present to your peers during the Live Webinar. You will be given written guidance on what to include in your presentation and advice during the pre-recorded webinar. 
Ask if there are any questions. 
	

	
	Close
	
	PP Slide 43 Thank you!
	Show PP Slide 43 Thank you! Thank everyone for their contribution and participation. 
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