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COURSE OUTLINE 

Full details of modules and topics covered in this e-learning course: 

DURATION: 

1 Month

CPD Points: 
30 

COURSE AIMS: 

Communications skills are essential across every career and taking time to gain certified skills in this area 

will be a definite benefit no matter the career you choose. This course aims to provide participants with 

a solid foundation in the theory and practice of personal and interpersonal communication 

DESIGNED FOR: 

Senior managers, line managers and supervisors, administrators, project managers and many more. 

WHAT IS INTERPERSONAL COMMUNICATION? 

Communication is central to human life. While technical skills are often important, every business, every 

nonprofit group, indeed every family, succeeds primarily because of good communication. 

Interpersonal communication is the process by which people exchange information, feelings, and 

meaning through verbal and non-verbal messages: it is face-to-face communication. 

Interpersonal communication is not just about what is said - the language used - but how it is said, and 

the non-verbal messages sent through tone of voice, facial expressions, gestures and body language. 

TOPICS COVERED IN THE MODULE:

1. Introduction to Interpersonal Communications

2. Written Communications

3. Active Listening

4. Questioning Skills

5. Types of Meetings

6. Leading Effective Meetings

7. How to Deliver Effective Presentations

8. Using Visual Aids

9. Presentation Skills
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MODULE 1:  Introduction to Interpersonal Communications

analysis, and effective interpersonal communications. 

Topics covered:  

1 Introduction 

2 Introduction to Interpersonal Communications 

3 Interpersonal Communication Activity 

4 Body Language 

5 Body Language (continued) 

6 Barriers to Interpersonal Communications Activity 

7 Transactional Analysis 

8 Transaction Analysis (continued) 

MODULE 2:  Written Communications 
Learning outcomes:  In this topic you will learn what are written messages, What to include in the 

messages, what is their structure and what are Proposals. 

Topics covered:  

1 Introduction 

2 Establishing the Reasons for Writing 

3 Planning the Document 

4 Mind Maps 

5 Proposals 

6 Getting Your Point Across 

7 Fogg Index Activity 

8 Creating Effective Documents 

Learning outcomes:  In this topic you will learn Interpersonal communication methods, Formal and 

informal communication levels,  Body language, Assertive communication, Ego states, Transactional 

Reflect and Move Forward 9 

9 Different Kinds of Text 

10 Reflect and Move Forward 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(vuFlXD5RSFr3)&c=(eAkiBY-2RMAu)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(Yl.YSC68MyQx)&c=(Uh8lm-Cj-c9W)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(sKkuGO1Xu6bZ)&c=(pJQNYj79asvu)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(bzpSkAsJtVk1)&c=(ZjuOzG9FOpUL)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(2cQyFL9pV2G7)&c=(YYST2iwnOlQn)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(v11aEVOvX9iD)&c=(30YvtH3E2jkh)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(X.H-t4O0L1-p)&c=(oY93Oi.zF914)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(iNMg4eOmcB1l)&c=(Mpba4sLFdP6x)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(K4UNmIIJ6IRk)&c=(57zZvnpCdi.M)&q=9
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(rv.i2RC6D68v)&c=(xjTDXECdA5SZ)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(hRkJkXkR5god)&c=(IRmsdriaIQ0K)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(bB-lbXfJdlZJ)&c=(Kva8UvXhWtzi)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(B3SIX61LQroN)&c=(DS29VqRkynDJ)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(4euzLNdO6Sb2)&c=(j0y67D9im5yV)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(-j4QVkU0KPzb)&c=(GLp6CEkmN7Wl)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(g-DE5KtjEKje)&c=(JcgUEo4KJVOA)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(90p75SPqJPpz)&c=(LQsos4SrSwsN)&q=8
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MODULE 3:  Active Listening 
Learning outcomes:  In this lesson you will learn how to Listen attentively, remain non-judgmental, 

Paraphrasing the speaker’s words, Listening and responding to feelings and Asking questions 

Topics covered:  

1 Introduction 

2 Listening Activity 1 

3 Listening Activity 2 

4 Five Tips for Being a Good Listener 

5 Letting Them Know You’re on the Ball 

6 Tone, Volume and Pace 

7 The Five Arch-Enemies of Good Listening 

8 How to Identify People’s Needs Through Listening 

9 Why the Right Question Makes All the Difference… 

10 Asking Questions Activity 

11 Reflect and Move Forward 

MODULE 4:  Questioning Skills 
Learning outcomes:  In this topic we will investigate: the purpose of questions, Different types of 

questions and the use of questions in different scenarios. 

Topics covered:  

1 Introduction 

2 Questioning Skills 

3 Closed Questions 

4 Closed Questions Activity 

5 Open Questions 

6 Open Questions Activity 

7 Probing Questions 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(xA.hexbsfvp1)&c=(kEiKpS60Sdzy)&q=9
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(hRkJkXkR5god)&c=(3agwPnHEjYR-)&q=10
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(KvHNnI.nsnnI)&c=(NCdWAzpLmRQS)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(FbwtZ3gNdafT)&c=(Avoit8dzDGp5)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(pV0xVd6YJZR-)&c=(auqZOdetinqh)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(DpCtAVXCcO7.)&c=(fl0FxYkyI588)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(U1KfqDcHx4-L)&c=(V2nmJbgs01Si)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(4K33VLXui2g-)&c=(pZHB0-d0JDlm)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(SbW6dfyGrMYw)&c=(yvseT3n20EVa)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(PnNyB.qqrCio)&c=(bs2qVxMQyER8)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(JDuzKRGM-Blj)&c=(Pz6eopc1XVN1)&q=9
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(UC.wVRVd7sVG)&c=(DJdn6nZhgA.V)&q=10
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(I2dbLYkcWz3U)&c=(0XnnXGVakn6K)&q=11
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(qDVDnI0Ro2q9)&c=(4jsDP9NUGcAi)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(fw66.SX4xSxL)&c=(ej54mpPbSpmn)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(-pYU70rBRXDF)&c=(prezIwo.qFuD)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(hs-ij7qL.BI1)&c=(kWtDyRrpPtw2)&q=4
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8 Direct Questions 

9 Hypothetical Questions 

10 Questioning Activity 

11 Reflect and Move Forward 

MODULE 5:  Types of Meetings 
Learning outcomes:  By the end of this topic you will have covered reasons for holding a meeting, 

reasons why meetings might fail and different types of meetings. 

Topics covered:  

1 Introduction 

2 What is the Purpose of the Meeting? 

3 Why Meetings Fail 

4 Types of Meetings 

5 Reflect and Move Forward 

MODULE 6:  Leading Effective Meetings 
Learning outcomes:  By the end of this topic you will have covered planning for an effective meeting, 

chairing a meeting, assessing your own performance, summarizing a meeting, reporting and following 

up a meeting and how to enhance your performance at meetings. 

Topics covered:  

1 Introduction 

2 Leading Effective Meetings 

3 Objectives of the Meeting 

4 Follow Up After the Meeting 

5 The 5 C’s 

8 Enhancing Performance at Meetings 

9 Managing Meetings Activity 

10 Reflect and Move Forward 

6 Enhancing Performance at Meetings 

7 Managing Meetings Activity 

8 Reflect and Move Forward 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(l28RaxDMOV8E)&c=(sxS8w08Cy.D.)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(le3YRHofwh6C)&c=(XD9M8FO9i3WZ)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(-pYU70rBRXDF)&c=(WsiFtlkwhPU9)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(gAyqYoVbHN0A)&c=(k1PrOELSGSJ7)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(6-krskmxhCUn)&c=(k1PrOELSGSJ7)&q=9
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(GSqeBNB6IFsO)&c=(WYjX8b7BGA3I)&q=10
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(2SS4zSQ4PYHs)&c=(-VWRnOSFJ.s.)&q=11
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(7l-hZF5WseCa)&c=(dvhWzwwzAVcK)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(VeVLA.9hy6vY)&c=(.vucO9uDOpb6)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(STttP.DdRKzU)&c=(ZMstp2JakPU7)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(q8vF0dhjQhRa)&c=(8vOkP7RskFLZ)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(eNgAplCgDvN-)&c=(P3BRLblAbl2f)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(vkkeRSRULEL8)&c=(X0zdEjgQ..YN)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(oWCldJMo0ump)&c=(gPo5hKVWytIU)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(43u3xdkC65Ta)&c=(GUAUHBrE4Olx)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(7y.6QsEaPV.Q)&c=(d04nYNdQl5pO)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(mDX2K2nT2YGh)&c=(wAKua-Ced8SW)&q=5
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MODULE 7:  How to Deliver Effective Presentations 
Learning outcomes:  This topic covers how presentations are made and how they should be presented. 

Topics covered:   

1 Introduction 

2 Delivering Effective Presentations 

3 Reasons for Presentations 

4 The 'Who', 'What', 'Where', 'When' and 'How' 

5  Preparing and Presentation 

6 Delivering the Presentation 

7 Special Needs 

8 Reflect and Move Forward 

MODULE 8:  Using Visual Aids 
Learning outcomes:  By the end of this topic you will have covered Considering visual aids, Types of 

visual aids, Advantages and disadvantages of visual aids and Computer prepared visual aids 

Topics covered:  

1 Introduction 

2 Using Visual Aids 

3 Preparing Visual Aids 

4 Reflect and Move Forward 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(yiTdj7XZbI0H)&c=(PNVNxue.22dd)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(L9ZmQZOtGnu9)&c=(h30biIto2I7D)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(xCL4ZKuvb4Z8)&c=(5abQ0iQ3YYqF)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(IUhQQez2wj-q)&c=(zYW7j-eel6Cu)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(gVPp1DVBoC6X)&c=(HjbmNs44GNdv)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(P4jSZOdc-QCh)&c=(A4QiWh-BXcnR)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ePX4d1NJgDSy)&c=(Rj.Y4x4YOX6o)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(IOtjIgBSdXrJ)&c=(22EnJDIQ-f9-)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(xixNF-IUccfg)&c=(A4QiWh-BXcnR)&q=6
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(XTo-HSRXcD2f)&c=(GfjMjjj5l8bl)&q=7
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(TKIhwLMdjgY2)&c=(IHiYyobRdy6s)&q=8
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(dgvRBDfL49j4)&c=(vp8qRK8NXhR8)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(b1aK1avKOUQv)&c=(na1RjR4lbRb1)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(1EGL4LKBXKbA)&c=(S6.Mp0pVBtsv)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(9vudmGbgkaVL)&c=(JTJ5TVHo97gX)&q=4
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MODULE 9:  Presentation Skills 
Learning outcomes:  In this topic we will look to cover Presenting yourself, Relaxation techniques, Voice 

intonation and Dealing with questions. 

Topics covered:  

1 Introduction 

2 Presenting Yourself 

3 Effective Presentations 

4 Dealing With Questions 

5 Presentation Skills Activity 

6 Reflect and Move Forward 

http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(GIFonrGhh0cb)&c=(nJIaIH7.wFu1)&q=1
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(dE0zqcLxIZ65)&c=(rXqmmoK2VkHd)&q=2
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(FgPn82ly7sqy)&c=(mEA08FgNrp5X)&q=3
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(ALhJ-dMM0eZa)&c=(PElTCn.jyc10)&q=4
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(dxyzA-FUxH5E)&c=(kNo8-zLnr43P)&q=5
http://www.sentrelskills.com/pitman/Test/Question.aspx?tag=1&i=(i7CZm2eeFVPD)&c=(VIRYSkil6po-)&q=6



