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what our
clients
say...

“Brilliant troiner with
fascinating anecdotal
experience”

Learning and Development
Manoger, Nomuro

“Communicaid offers a
valuoble service which
oddresses the specific
cultural concerns a family
moy hove when
relocating. Cadbury feel
the courses are so
valuoble thot we
encouroge our expats to
ottend o full doy’s
training. We have only
ever received positive
feedbock from assignees
who have attended the
sessions and all have said
it mode their transition
eosier.”

International Assignments Teom,
Codbury

“The trainer knew the
subject matter intimately
with very relevont
experience os_he had
operated at o very high
level in Indio.”

Heod of Career Development,
Rolls Royce

“The trainer was excellent.
Experience ond knowledge
clearly come through.
Positioned perfectly.”

Senior Partner, KPMG

“l found the Effective
Business Writing course
beneficial becouse it
ollowed me to learn how
to plon my drafting, and
how to develop a cleor,
concise and accurate
writing. Only o few doys
ofter the course, my line
monoger congratulated
me on the improvements |
hod made.”

Diplomat, Foreign &
Commonweaolth Office
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Culture & Communication
Skills Consultoncy

We enoble our clients to create
profitoble international
relationships by building cultural
bridges that enhance
understonding and estoblish trust.

Experience

Communicoid offers you unrivalled
experience in culture and communication
skills training ond consultancy. Our ability
to offer o personalised solution, combined
with a global reach, allows us to count
many of the world’s leading organisations
among our clients.

Innovation

Client-led solutions together with
continuous improvement and progromme
innovation guarontee you the most
up-to-date approach and training.

Impoct
Using o unique 3-step opproach of:

1) Diognostic Consultancy
2) Progromme Design
3) Impoct Manogement

we design and deliver Culture and
Communication Skills training and
consultoncy that result in tangible, long-
term benefits to your organisation and
employees.

—

Our Clients Include

BAE Systems
Barcloys

BASF

BP

Burberry

Coble & Wireless
Codbury
Deutsche Bank
ExxonMobil
GBRD
GloxoSmithKline
HSBC

KPMG

LOréal

M&S

Nomura
Oronge

Rolls Royce
Santonder
Standard ond Poor’s
Tesco
Vodafone
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Communicaid is delighted to announce our
2012 Culture ond Communication Skills Public
Programmes. We have included many previous
favourites as well os exciting new progrommes
in response to feedback from our clients.

These public progrommes offer you the
opportunity to get to grips with many of the
most important culture oand communication
challenges offecting international organisations.
You will learn from expert trainers in a lively
ond interoctive environment with delegates
from o wide range of industries.

Monaging Global Talent

Effective Global Humon Resources Mongement
Effective Virtual Working (virtual training)
Effective Global Virtual Working

(virtual training)

Globol team managers

QOutsourcing professionals

Morketing and soles teams
Operation/Production directors and teams
Global HR, Learning and Development and
Tolent Manogers

Native and non-notive English speokers

All progrommes toke place ot our London
training centre.

Our Cultural Aworeness progrommes are
aimed ot enabling you to successfully forge
long-losting, profitoble relationships with
culturally diverse counterports. Presented by
expert trainers with extensive first hond
experience in their respective fields, these
progrommes will assist you to:

* Become more equipped to conduct
business on on international stoge

* Goain o better insight into the cultural
issues ot ploy when working globally

* Work more effectively when part of or
manoging o multicultural team

Communicaid’s Communication Skills
progrommes will help you to improve your
obility to communicate more effectively not
just with clients but also with colleagues,
suppliers and other contocts. In 2012, we offer
o choice of presenting, interpersonal,
negotiating and writing skills programmes that
are oimed ot helping you to:

* Achieve the desired positive impoct for
your communication

* Engoge your oudience and build
positive ropport more effectively

* Persuode ond build confidence in your
reoders



Doing Business
in China

The most populous country in the world,
the People’s Republic of China continues
to see foreign companies race to invest in
its companies and industries. A country of
etiquette and ceremonies, understanding
Chinese cultural, ethical and business
values is paramount for any organisation
wishing to conduct business in today's
ropidly progressing China.

‘Doing Business in China’ has been
designed to provide you with the
necessary knowledge to ensure your
success and combines in-depth background
information with hands-on proctical odvice.

\

Locaotions, Dotes & Fees

London
21 March, 21 June & 20 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Please note that local toxes may opply /

—

Benefits

This progromme provides you with:

* A fromework for understonding Chinese
business culture

* Analysis of cultural values and

behaviours prevalent in Chino

Discussion of the potential issues

involved in establishing business in

China

Practical strategies for working more

effectively with Chinese counterparts

Who should attend?
Anyone considering or already:

* Doing business with China

Establishing o network of Chinese
suppliers

Experiencing the challenges of working
in China

Employing Chinese nationals within their
organisation

Prog romme content

e China and the Chinese: Confucianism
and the Chinese mind; Chinese
languoge or languages?

* Chinese economy: facts and statistics;

Modern Chino; the implications of the

‘Open Door’

Working and doing business in Chino:

company structures ond key

characteristics; etiquette; relationships
and ‘Guanxi’; volues ot work

e Communicating with the Chinese:
meeting styles and organisation;
Chinese vs. Western communication
styles; decision-making process and
how to reach ogreement

Reloted courses
Negotioting with the Chinese



This progromme provides you with:

* An understonding of the impact of key
cultural values ond attitudes on
negotiations in Chino

* An enhanced obility to adopt your

communication style and develop skills to

be more effective when negotiating with
the Chinese

Improved skills and confidence to help you

moke o good first impression when

negotiating with the Chinese

Procticol strategies to avoid cultural

misunderstondings or foux-pos when

negotiating with Chinese counterparts

Anyone who:

* Negotiates regulorly with Chinese
government officiols, suppliers and business
portners

* Will be negotioting directly in China rather

than through a third party for the first time

Identifies and initiates relotionships with

Chinese counterports who will be involved

in future negotiations

Would like to adopt their negotiation skills

to be more effective in the Chinese context

Understonding of core Chinese cultural
volues and their impact on negotiations
Review of key negotiation skills and styles
* Awoareness of Chinese perceptions and
expectations of you

Building relationships and trust through the
negotiotion process

Reoching ogreement and expressing
disogreement

* Key business ond social etiquette for
negotiating with the Chinese

As global organisations increasingly invest
in China’s prosperous and competitive
market, the need to negotiate effectively
with Chinese counterparts is paramount to
the success of any business venture.
Transferring your negotiation skills
effectively to the Chinese context requires
a highly complex set of cultural skills and
understanding of Chinese business and
social culture.

Understanding Chinese business culture
and key concepts such os face and
Guonxi is essential for anyone responsible
for negotiations with Chinese
counterparts. ‘Negotiating with the
Chinese’ is an ideal follow on to ‘Doing
Business in China’ os it will build on your
existing knowledge of Chinese culture and
provide you with the awareness,
knowledge and skills you need to
navigate China’s complex working,
communication and negotiation styles.

22 Moy & 13 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate



Doing Business
in India

Indion culture is complex, having been
shoped by a variety of influences ranging
from Hindu philosophy to British colonialism
over thousands of years. More recently,
spectocular economic growth and the
explosion of offshore outsourcing and
manufacturing have brought even greater
economic and social changes to India and
its population.

‘Doing Business in India’ oddresses the
cultural issues related to working in or with
India and is ideal for professionals who wish
to understand India and its people better
with the aim of building more successful
business relationships.

\

Locaotions, Dotes & Fees

London
27 Morch, 19 June & 11 September

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Please note that local toxes moay opply /

—

Benefits
This progromme provides you with:

* A framework for understonding Indion
business culture

* Analysis of cultural values and
behaviours prevalent in India

* Discussion of the potential issues
involved in estoblishing business in India

* Proctical strategies for working more
effectively with Indion counterports

Who should attend?
Anyone considering or already:

* Outsourcing to India

* Doing business with India

* Estoblishing o network of Indian suppliers

* Experiencing the challenges of working
in India

* Employing Indion nationals within their
organisation

Progromme content

* India overview: o country of controsts;

historical and political overview;

languoges in India

Religions, customs and peoples: Indion

identity; religion and its influence;

importance of the fomily; ottitudes to

and perceptions of foreigners

* The economic and business
environment: current economic climate
and the big changes of the 90s and
OOs; key sectors in India and the
growth of consumerism; structure and
hierarchy of Indion companies

* Communication and culture: Indion
monogement and communication styles;
estoblishing successful business relationships;
opprooches to decision-making



This progromme provides you with:

A fromework for understonding

Jopanese business culture

Analysis of cultural volues and
behaviours prevalent in Jopon

Discussion of the potential issues

involved in estoblishing business in Jopan
Proctical strotegies for working more
effectively with Jopanese counterports

Anyone considering or olready:

Doing business with Jopon

Travelling regularly to Jopon

Establishing o network of Jopanese suppliers
Experiencing the challenges of working

in Jopan

Employing Joponese nationals within their
organisation

Introduction to Jopon: core volues

and cultural norms; history, society ond
culture; Jopanese economy; Joponese
ottitudes to the West

Joponese behaviour: toboos ond
inoppropriote behaviour; social contocts
Novigating Jopanese business culture:
Jopanese company structure; objectives and
volues; corporote values; work ethic; key
considerations

Etiquette in the work ploce: business
leadership; teamwork vs. individualism;
upword mobility; business communication
styles

Socialising for business: building relationships
Body languoge: misunderstondings and
how to avoid them

Jopan hos a strong sense of hierarchy,
honour and etiquette which creates a
minefield of potential challenges for
Western businesses. Understanding
Jopanese cultural, ethical and business
values is paramount to any organisation
wishing to conduct business in today's
rapidly progressing Japan.

‘Doing Business in Jopon' has been
designed to provide you with the
necessary knowledge to ensure your
success and combines in-depth
background information with hands-on
proctical advice.

28 Morch, 26 June & 29 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate



Doing Business in
the Middle Eost

The Middle Eost is a region with a population
of 150 million ond still growing. It is a
significant emerging market, not only becouse
of its clear potential but also becouse it

brings with it long established links with Asion,

former Soviet and African markets. The shift
by certain Arab countries such as Oman and
the United Arob Emirates to openly court
foreign investment hos further encouroged
international business endeavours.

Like doing business in the West, organisations
doing business in the Middle Eost need to
understond who they are dealing with — their
morkets, their clients and their competition.
However, there are many preconceptions and
stereotypes of the Middle East that may
obscure your understanding of your
counterparts’ true volues, attitudes or
motivations.

‘Doing Business in the Middle Eost” hos been
designed to help you prepare for your
dealings in Bahrain, Jordan, Kuwait, Lebanon,
Omoan, Qator, Soudi Arobio and the United
Arab Emirates and will provide you with the
necessary knowledge, in-depth background
information and hands-on proctical odvice to
ensure your success in these countries.

Locations, Dates & Fees \

London
13 Morch, 13 June & 25 September

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Please note that local toxes may opply J

—

Benefits

This progromme provides you with:

* A fromework for understonding business
culture in the Middle Eost

* Analysis of cultural values and behaviours
prevalent in the Middle Eost

* Opportunities to discuss potential issues

involved in establishing business in the

Middle Eost

Practical strategies for working more

effectively with counterparts in the Middle

Eost

Who should attend?

Anyone considering or already:

* Setting up business in the Middle Eost

e Travelling regularly to the Middle East

* Experiencing the challenges of working with
the Middle Eost

* Recruiting and employing Middle Eastern
nationals within their organisation

Progromme content

* Breaking down stereotypes and perceptions
of the Middle Eost

Key cultural values in the Middle Eost
Communication styles in the Middle Eost
Cultural etiquette for both social and
professional contexts

Communicating in English in the Middle East
When and how to use written
communication

Cross-cultural competencies for more
effective relationship building and
communication

Non-verbal communication and listening
hobits

Dealing with culture closh: what hoppens
when different cultures meet

Developing concrete strategies for more
effective working in the Middle East



This progromme provides you with:

* An overview of the region

* A framework for conducting business
across the region

An insight into South East Asian social and
business culture

* A better understanding of the
commonolities and controsts between the
ten countries that comprise South Eost
Asia

Practical strategies for doing business
more effectively with South Eost Asian
counterports

Anyone considering or already:

Working in or travelling to the region
Considering doing business in any country
or countries of South East Asia
Developing o network of suppliers from
one or more South East Asian countries
Experiencing the challenges of doing
business across the region

Employing South East Asian nationals
within your organisation

Historical, political and social overview of

the ten countries that comprise South East

Asio

* South Eost Asion culture: religion,
languoge, beliefs and customs

* Shared cultural volues ond attitudes
across the region: hierarchy, foce and
harmony

* The regional business environment:
moanogement and working styles; meetings
and decision making; building relationships

* South Eost Asian business communication
and negotiation styles

* Challenges ond solutions for doing

business across South Eost Asio:

developing practical strategies

A vost region spanning all countries
geogrophically south of China, east of
India and north of Australio, the countries
of South Eost Asio comprise 560 million
people and a gross domestic product of
more than $1,100 billion. With established
South Eost Asio economies such os
Singopore and Maloysio combined with
new emerging economies such as Vietnom
ond Loos, the region continues to offer
significant investment opportunities.

This one doy ‘Doing Business in South

Eost Asia’ programme has been specially
designed to help you understond the vost
free trade area of the region. Our leading
expert will provide you with invaluoble
tools and techniques to moke your
business venture in o specific country or
countries of South East Asia o success

ond will offer a platform to discuss specific
experiences and challenges that you have.

20 March & 23 October

Individual Fee: £550 per delegate
Group Booking: £495 per delegate



Recent civil unrest and political upheaval in
moany parts of North Africa during what is now
commonly known as the ‘Arob Spring’ have
led many international organisations to rethink
their strategy in this region and to consider
new business opportunities. Business
competition in these opening markets will be
tough and moany organisations may find it all
too easy to forget the cultural and proctical
chollenges of doing business in this part of
the world.

Organisations doing business in the emerging
markets of North Africa need to understand
who - as well as what - they are dealing
with — their markets, their clients and their
competition. Doing business in North Africa can
be challenging but also extremely rewarding
for organisations that toke the time to build
relationships with their counterparts ond to
odopt to their different working styles and
proctices.

‘Doing Business in North Africa’ hos been
designed to help you to be more effective in
Morocco, Algerio, Tunisio, Libya and Egypt
through increased cultural sensitivity and
hands-on, proctical advice.

17 Moy & 8 November

Individuol Fee: £550 per delegate
Group Booking: £495 per delegate

This progromme provides you with:

* A fromework for understonding business
culture in North Africa

* Analysis of cultural volues ond behaviours
prevalent in North Africa and their impoct
on doing business in the region

* Opportunities to discuss the potential issues

involved in doing business specifically in

Morocco, Algerio, Tunisa, Libya and Egypt

Practical strategies and tools for working

more effectively with counterparts in North

Africa

Anyone considering or already:

Developing new business in North Africa
Travelling regulorly to North Africa for
business

Experiencing the challenges of working with
North African contacts

Breaking down stereotypes and perceptions
of North Africa

Impact of recent events and political
change on the region

Commonalities and controsts across the
region

Key cultural values in North Africa

The impoact of Islom on social and business
cultures in North Africa

Verbal and non-verbal communication styles
in North Africa

Business and social etiquette when doing
business in North Africa

Developing concrete strategies for more
effective working across North Africa
Practical tips for travelling in the region



Doing Business
in France

Benefits
This progromme provides you with:

* A fromework for understonding French
business culture

* Analysis of cultural values ond behaviours
prevalent in Fronce

* Discussion of the potentiol issues involved in
establishing business in France

* Proctical strotegies for working more
effectively with French counterparts

Who should ottend?
Anyone considering or already:

* Doing business with France

* Establishing o network of French suppliers

* Experiencing the challenges of working in

France

Employing French nationals within their

organisotion

* Working on a joint venture or project with
French colleagues or partners

Progromme content

* An overview of France: economic, politicol
and historical context

* A cultural framework for doing business in
France

* French monogement, decision moking ond
negotioting styles

* How to build relationships with your French
contocts

* Communicating with the French: languoge,
non-verbol communicotion, interpersonol
interoction

* Proctical considerations: Do’s and Don'ts for
business success in Fronce

France is an attroctive choice for foreign
investment offering a skilled workforce,
modern infrastructure and o superb
location for trading with the rest of the
European Union. Toking advantoge of
these benefits, however, requires
businesses to work within the uniqueness
of French culture and to understand the
French woy of doing business.

‘Doing Business in France’ will help you
and your organisation to overcome these
chollenges, moximise your investments in
France and provide you with key tips
and strategies to ensure successful
relations with your French colleaogues and
clients.

Locations, Dotes & Fees

London
15 Moarch & 4 October

Individual Fee: £550 per delegate
Group Booking: £495 per delegote

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Kpleose note that local taxes moy opply

—



When working with counterparts from other
cultures you moy have been frustroted by the
fact that they do things in ways that are
fundomentally different to your own. Perhops
their priorities in the workplace are different to
yours or they seem to be sending you mixed
messoges. These different cultural attitudes
and behaviours are instilled early on in life
ond expressed in the woy we behave and
interact. Everything we do is influenced by our
cultural preferences, from the woy we stand
and talk, to the woy we deal with superiors,
conflict and decision-making. These intuitive
aond deeply founded differences can lead to
substantial cross-cultural miscommunication and
faux-pos if they are not correctly understood
or interpreted.

In an increoasingly competitive global
marketploce, being oble to work effectively
across cultures is more than a nice-to-have
skill. It is now a key competency for all
employees. ‘Working Effectively across Cultures’
will develop your global competencies through
an increosed awareness of the cross-cultural
values, attitudes and behaviours that impoct
on the workplace, allowing you to
communicote more effectively and efficiently
across cultures.

14 March, 20 June & 6 September

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

This progromme will provide you with:

An understonding of underlying cross-culturol
attitudes, volues and behaviours ond their impoct
on the workploce

Anolysis of key voriotions in business
communication styles across cultures

An increased owareness of your own
communication style ond working preferences and
how this impoacts counterparts from other cultures
An oworeness of key globol competencies needed
when working internotionally

Proctical tools and strategies for communicoting
more effectively ocross cultures

Anyone who:

Works in an international environment or on global
projects

Works with an international client bose or
multiculturol teom

Trovels regulorly overseos for business
Communicotes increosingly with colleagues in other
countries

Experiences the challenges of working with
counterparts from other cultures

Introduction to culture and global competence
The impoct of cross-cultural values, ottitudes ond
behaviours on work

Perceptions, stereotypes and expectations ocross
cultures: how you ore seen

Cross-cultural communication styles: high/low
context, non-verbal

Virtual communication ocross cultures
Self-ossessment exercises

Longuoge issues: communicating in English os an
international longuoge

Developing your global competence: owareness,
skills and strotegies

Procticol tools ond strategies for communicoting
more effectively across cultures



Effective Global
Leadership

Benefits
This two-doy progromme will provide you with:

* An increased awareness of culture and its
impact on you as a global leader

* An understanding of how communication styles
impact global business and leadership

* Improved communication skills to positively

interact and lead colleogues in a globoal

context

Enhanced leadership skills to more effectively

inspire and motivate people across cultures

* An opportunity to share your experiences of

global leadership with people in a similar role

Practical strategies to improve leadership of

and relationships with global counterparts

Who should ottend?
Anyone who:

* Leads an international or multicultural teom
either ot home or obroad

Manages global projects with counterparts
around the world

* Hos been identified as o potential globoal
leader of the future

Experiences the challenges of leading across
cultures

Progromme content

* Overview of key cultural drivers and their
impact on global leadership

Perceptions, stereotypes and expectations across
cultures

Cross-cultural leadership styles and working
preferences

Creating impact: adapting your communication
style for more effective global leodership
Manoging change, ambiguity and conflict across
cultures

Tips for dealing with the chollenges of matrix
manogement across borders

Effective virtual global leadership: practical
challenges and solutions

Intercultural competence for global leadership:
personal skills development

Practical tools and strategies for leoding more
effectively across cultures

Leadership self-assessments, models of
excellence and personal action planning

Operating globally and ocross
increasingly diverse geogrophies is now
the norm for most large organisations.
Orgonisations that are successful
internationally require their managers and
leaders to adopt a global mindset. Styles
ond opproaches that work well ot home,
when leading organisations or manoging
people, are often less effective in o
global context. Excellent global leaders
are able to flex their natural style and
odopt their default behaviours when
necessary according to the culture and
context where they are working.

Communicaid’s two-day ‘Effective Global
Leadership’ progromme will improve your
global leadership skills by increasing your
understanding of culture and how it
impocts cross-cultural communication,
working relationships ond leadership
styles. You will have the opportunity to
develop strategies to understond and
improve your global leadership style and
be better equipped to appropriately and
effectively respond to any cross-cultural
chollenge os a leader.

nocotions, Dates & Fees

London
30-31 Moy & 6-7 November

Individual Fee: £995 per delegate
Group Booking: £895 per delegate

All sessions are from 10om - S5pm
with one hour for lunch

Lunch & refreshments included

Qleose note that local taxes moy apply

—



Now more thon ever, there is greater
opportunity for international colloboration for
global ond virtuol teams. The benefits this
brings are obvious but less so are the
frustrations, challenges and conflicts of
dealing daily with individuals from different
cultures.

‘Manoging International Teams’ hos been
designed to help you understand your
international counterparts and colleagues
more effectively, allowing you to select and
deploy some of the elements of their cultures
to moximise teamwork ond strengthen group
performonce ond co-ordination.

6 March, 24 May, 5 September
& 21 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

This progromme provides you with the tools to:

Develop o greater owareness of the
volues, attitudes and behaviours of
different cultures

Communicote more effectively - both foce-
to-foce and remotely - with colleogues from
other cultures

Benefit proctically from the different ideos
and opprooches of team members from
other cultures

Plon ond coordinote working in cross-
cultural teams

Monoge cross-cultural conflict with greater
success

Anyone who:

Hos o global function within their
organisation

Regulorly monoges internotional project
teams

Monoges or colloborotes with team
members from different cultures

Cross-cultural issues ot work: benefits and
chollenges of cross-cultural team working;
cross-cultural volues ond attitudes within
teams; working proctices and styles
Strategies for international team building:
organisational culture and the concept of
o ‘third culture’; strotegies ond solutions for
effective team working

Achieving successful communicotion within
your teom: English os the longuoge of
international communication; how to cope
with the challenges of virtual communication

Working Effectively ocross Cultures,
Effective Global Virtual Working



Delivered via a virtual platform, this
progromme ollows delegates to experience
“best practice” virtual communication and
develop skills for effective global virtual
working.

This progromme will provide you with the
tools to:

Understand the cultural drivers that

create different working and

communication styles

* Develop practical strategies to counter
the challenges of remote global
communication

* Select the oppropriote medium ond
communication style for each particular
context

* Communicate more effectively with

colleagues boased remotely

This progromme is aimed ot anyone who:

* Hos a global function within their

organisation

Regularly works os part of virtual

international project teoms

Lioises with clients and colleogues bosed

in overseas locations or offices

* Relies on emails, telephone calls and
video conferences to communicate with
international counterparts

Cross-cultural values and attitudes

affecting virtual and remote working

Cultural perceptions and assumptions:

how we are perceived

Practical challenges and solutions for

global virtual and remote working

* Forming, manoging and measuring
virtual relationships

* Best proctice recommendations to

harness more effectively the benefits of

globall virtual working

Working Effectively ocross Cultures
Effective Virtual Working

It is now an everyday occurrence to find
ourselves exchanging emails with contacts
around the world or joining conference
calls with overseas colleagues or clients.
Mony employees now work as part of o
matrix structure ond are manoged by
someone from another poart of the world
or manoge o geogrophically dispersed
team. Others regularly work on
international joint ventures or project
teams drowing together expertise from
several continents.

Global organisations are keen to harness
the expertise of international employees
worldwide while moximising the cost
benefits of virtual working. However, all
too often they ignore o fundomental
moanogement principle - that global
virtual workers must be fully integrated,
manoged and motivated. Cultural
differences in communication styles and
working proctices con eosily become
omplified and cause o loss of efficiency
and money if not addressed and
channelled appropriately.

Aimed ot those who monoge or work
with geogrophically dispersed colleagues,
this interactive two hour ‘Effective Global
Virtual Working’ virtual training
prograomme is designed to help you to
understand the benefits and challenges
of virtual global working.

18 April, 22 June, 18 September &
16 November

Individual Fee: £175 per delegate
Group Booking: £150 per delegate



Global talent is the greatest strength of
successful international organisations, yet
many companies struggle to effectively attract,
develop and retain a talented workforce.
Careful talent monogement and succession
planning across global operations can be
extremely challenging os well as time
consuming due to the diverse needs of local
markets and populations. Moximising human
copital effectively across the globe requires a
subtle combination of global best practice,
local understonding and owareness of the
impact of cultural orientations on workploce
behaviours and motivations.

‘Manoging Global Talent’ offers in-depth
insights into the chollenges and opportunities
facing organisational development, leadership
ond talent manogement teams in global
organisations and helps you to identify the
qualities and competencies needed to give
your global talent pool the competitive edge.
Training provides you with greater awareness
of the complex cultural issues at ploy when
transforming high performers into future
leaders.

25 April & 15 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

This progromme provides you with:

* An understonding of cultural drivers thot
motivate and incentivise employees across
different geogrophies

* A comparison of key people manogement styles
ocross cultures

* Proctical strotegies for monoging ond developing
tolent ocross cultures

* A toke-owoy toolkit for developing best practice
for global talent monogement

This progromme is aimed at:

Global HR, Organisationol Development,
Leadership Development ond Tolent Monogers
International ossignment or relocation specialists
* People manogers working in on international
role

Cultural drivers affecting global working
proctices

* Expectations and perceptions of people
moanogement ond development ocross cultures
Understonding the global mindset: qualities ond
attributes for effective global working

* Assessing ond developing o global mindset in
your workforce

Preparing local talent for global roles

Proctical strotegies, techniques ond tools for
more effective global talent monogement ond
succession plonning



Effective Global Human
Resources Manogement

Benefits
This progromme provides you with:

* A greater awareness of attitudes towards
manogement, development and reward
across cultures

* Communication strategies for global HR

* A comparison of key people manogement

styles across cultures

Practical strategies for evaluating HR

processes and proctices across cultures

Who should attend?
This prograomme is aimed ot:

* Global HR, Organisational Development,
Learning & Development and Talent
Manogers

* People manogers working in an
international role

Progromme content

* Layers of cultural priorities: organisational,
national and functional

Cultural drivers offecting global working
proctices

* People monagement styles and perceptions
ocross cultures

Attitudes and responses to feedbock,
development and reward across cultures
Shared global HR best practice

Practical techniques for evaluating and
odopting global HR processes

One of the greatest challenges for global
HR manogers is striking the balance
between organisational priorities and
local requirements. Global organisations
require HR managers to work in close
partnership with business leoders to
develop processes and proctices that are
consistent across their geogrophies but
that also have the flexibility to
accommodate local realities.

Policies in recruitment, reward ond
remuneration, diversity and inclusion,
performonce manogement and learning
ond development need to be designed in
such a way that they are effective in all
locations. Managing poor performance,
overseeing graduate recruitment ond
identifying training needs to nome but o
few are oll HR processes that are
perceived, interpreted and implemented
differently across cultures.

‘Effective Global Human Resources
Manogement’ enobles delegates to share
ond reflect on their own global HR
practices against an intercultural
framework. The programme offers
in-depth insights into the challenges and
opportunities of developing and aligning
global HR policies and provides practical
strategies for implementation ocross the
globe.

ﬂ_ocotions, Daotes & Fees

London
26 April & 16 November

Individual Fee: £550 per delegate
Group Booking: £495 per delegate

All sessions are from 10om - S5pm
with one hour for lunch

Lunch & refreshments included

Qleose note that local toxes may apply

W



In today’s busy working environment it is
essentiol to produce clear and
professional written communication to
tight deadlines.

This progromme is oimed ot equipping
participants with the confidence and skills
to produce professional written
communication, be it a report, proposal
or email. It will build understanding of
the key elements of good writing such os
planning, style, audience awareness,
punctuation and grommatical accuracy.

By the end of a highly intense and
interoctive doy oll attendees will disploy
more confidence in their ability to draft
effective business correspondence.

8 March, 10 May, 12 June, 12 July,
4 September & 22 November

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

LG S

This progromme provides you with the
tools to:

Speed up the writing process

Develop o professional, reader-friendly
written style

Expond the range of longuoge you
are able to use

Edit your own and others’ written work
more effectively

Improve the presentation of your
business documents

Anyone who:

Needs to write o large number of
business documents ot speed

Would like to refresh their knowledge of
sentence structure, grommor ond
punctuation

Currently relies on colleogues and
supervisors to edit their work

Would like to develop o more
professional business style

Key principles of good writing
Importance of planning and
organisation

Editing skills

Punctuation and grammatical review
Languoge expansion

Passive or active voice

Linking and sequencing your ideas
Tone ond register

Document types and approoch

Writing with Impact
Professional Email Writing



Benefits
This progromme provides you with the
tools to:

Express complex ideas and issues
effectively in your written
communication

Write documents thot get read

Build ropport with your readers

Write to influence, persuode, motivate
ond inspire

Write punchy documents that produce a
desired response

Who should attend?
Anyone who:

Needs to ensure that their written
communication is read and octed upon
Produces sales and marketing literature
Writes documents that require o decision
or oction

Hos already ottended Communicoid’s
‘Effective Business Writing’ programme

Progromme content

Review of key principles of good writing
Techniques for creating impact
Languoge to persuade and influence
Techniques for emphoasis

Moking your writing memorable

How to build warmth and ropport
Writing to your audience

Reloted courses
Effective Business Writing
Professional Email Writing

Writing
with Impoct

In order to ensure that your
communication is read and octed upon,
you need not only to write competently,
but also write with impoct. While a
document moy be correctly written and
well structured, there is often a distinct
aobsence of the sophisticated and
targeted longuoge necessoary to
influence, inspire and persuode. What is
more, the correct use of register, tone
ond degree of warmth is often missing
which can seriously impoct how your
messoge is received and acted upon.

This one-day ‘Writing with Impact’ course
will provide you with the high level skills
necessary to communicate more
effectively with your audience.

You will gain o competitive advantoge
and develop your ability to write more
persuasive and reoder-focused
documents.

/Locotions, Daotes & Fees

London
15 Moy & 27 September

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

All sessions are from 10om - 5pm with
one hour for lunch

Lunch & refreshments included

Qeose note that local taxes may apply

—



Professional
Email Writing

Email offers organisations and their
employees an instont and cost-effective
medium for internal and external
communication. However, what wos
originally envisaged to be an informal
and fost form of interaction hos now
become the default communication
vehicle. This has produced inherent
dangers for organisations that wish to
project o professional communication
imoge os well as protect against the
liobility of employee negligence.

Poor spelling, ineffective layout or
inoppropriate choice of vocabulary all
impoct on the audience, with
consequences ranging from simple
misunderstandings through to risked
reputations and loss of business.
‘Professional Email Writing” hos been
designed to help you avoid such pitfalls
and will assist in enabling you to create
the desired impoct and convey your
electronic messoge more effectively.

Locations, Dotes & Fees \

London
19 April, 3 July & 16 October

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Please note that local taxes may opply J

Benefits
This progromme provides you with the tools to:

Develop o friendly but professional emaiil
style

Prevent embarrassing email gaffes

Ensure your emails receive the attention
they deserve and are acted upon quickly
Avoid becoming an ‘email slave’

Who should attend?
Anyone who:

Corresponds regularly with clients and
colleagues by email and would like to
improve their professional style

Needs to improve the speed ond
effectiveness of their email correspondence
Would like to develop their ropport with
virtual correspondents

Would like to improve their online customer
service skills particularly when responding to
difficult situations

Progromme content

Email overview: pros and cons of using
emoil; email diognostic

Principles of professional writing: clarity;
conciseness; organisation and structure;
presentation and formatting

Style considerations for email: languoge
choice; your audience (tone; messoge and
purpose)

Building ropport through email (enhancing
virtual relationships)

Email etiquette: opening and closing;
attachments; copying, replying, forwarding;
when is email not oppropriate?

Editing your emaiils: tips; grammar and
punctuation

Related courses
Effective Business Writing
Writing with Impaoct



Grommar &
Punctuation for
Business Communication

Benefits
This progromme will provide you with the
tools to:

Ensure that your writing reflects your

level of professional competency

* Become a confident and efficient
business writer

* Write business documents more
accurately and professionally

* Soave time and embarrassment

* Ensure your reader is focused on the

content of your writing

Who should attend?
Anyone who:

* Requires more confidence when writing
emails, proposals, documents, etc.

* Needs to refresh their knowledge of
English grammar and punctuation

* Relies on colleagues to correct their
written work

Progromme content

* Grommatical terminology

* Simple and complex sentence structure
e Common pitfalls in English grommar

* Punctuation rules and trends

e Commonly confused words
Proofreading for grammar, punctuation
and spelling errors

Related courses

Effective Business Writing
Writing with Impoct
Professional Email Writing

The age of electronic communication hos
brought countless benefits to organisations
ond employees worldwide. Being aoble to
communicate vio email, instant messoge
and social forums hos resulted in
significant cost savings and enhanced
profitability for companies. While there are
numerous benefits of embracing these
new technologies, organisations cannot be
oblivious to the lack of structure and
grommor that these new communication
channels encouroge.

The ability to write clearly and correctly is
still one of the key ways for organisations
to differentiate themselves from their
competitors. Recent research, however,
hos shown that most groduates lack the
ability to write well.

This programme will provide you with
easy to use rules of English grammar,
punctuation and spelling in a lively and
non-threatening environment enabling you
to become a more confident and
accurate business writer.

nocotions, Dates & Fees

London
24 April & 11 October

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

kp\eose note that local toxes may apply

—



Influencing &
Negotiating Skills

At work, we frequently need to influence
the behaviour and decision-moking of
peers, reports and superiors as well as
toke part in more formal negotiations.
Whether upwards or sidewoys within your
own organisation, or with external clients
or suppliers, there will be times when you
wont people to see things from your point
of view.

Becoming more oware of the impact you
have on others as well as understonding
what drives your counterpart’s opinion and
position is vital in order to become
proficient in influencing and negotiating.

Locations, Dotes & Fees \

London
29 Moy & 9 October

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

All sessions are from 10om - Spm with
one hour for lunch

Lunch & refreshments included

Please note that local toxes may opply j

Benefits
This progromme will provide you with:

A more positive and confident approoch to
influencing and negotiating

An owareness of different negotiating
styles and how to respond to them

More personal impact when communicating
internally and externally

Greoter awareness of your current
influencing style and techniques for more
effective ways of influencing

Who should attend
Anyone who:

Needs to build relationships and influence
others within or outside your organisation
Hos a role which requires you to influence
rother than manoge

Tokes part in or leads price or other types
of formal negotiations

Manoges potentially difficult relationships
with clients and other external contacts

Prog romme content

Identifying your existing style: influencing
styles and preferences

Choosing o communication style and
approoch that works

How to expand your sphere of influence
Pre-negotiation preparation, setting
objectives, win-win and fall back positions
The negotiation cycle

Understanding the ‘other side’: their
perceptions ond expectations

Developing your emotional intelligence
The role of non-verbal communication

Reloted courses
Interpersonal Effectiveness



Interpersonal
Effectiveness

Benefits
This progromme will provide you with the
tools to:

Understand and adopt the principles of
effective interpersonal communication

* Network and build ropport and trust
Handle difficult situations with
professionalism

* Be o more effective communicator in o
wide range of work-reloted scenarios
ond contexts

Who should attend?
Anyone who:

* Requires more confidence when
interacting with colleagues and clients

* Needs to refresh and develop their
existing skill set

* Hos experienced challenging
interpersonal situations

Progromme content

* Moking sense of the message you give
and receive: clarity, active listening,
avoiding misunderstandings

Building relationships: rapport and
empoathy, networking

Interpersonal dynamics: others’
perceptions and expectations; style
switching

Delivering difficult messoges: giving
feedback, how to soy ‘no’

Effective influencing: ossertiveness,
creating shared vision

Related courses
Influencing ond Negotiating Skills
Communicating with Impact

The importance of good interpersonal skills
in the work ploce cannot be
underestimated. The ability to build
ropport and trust, to present ourselves
aond our ideas with clarity and
professionalism and to be able to handle
challenging situations is invaluable. With
an ever-increosing reliance on virtual
methods of communication, the
opportunity to proctise ond develop our
interpersonal skills in o professional
context has diminished.

When situations arise which require
something other than written
communication, whether it be delivering a
difficult messoge, handling a complaint or
building o new relationship, we con
sometimes find that we lock the key
interpersonal skills required to achieve the
best results.

‘Interpersonal Effectiveness’ will provide
you with the opportunity to refresh and
develop these core skills in o lively, open
and highly interoctive environment,
enobling you to become more confident
aond effective interpersonally.

nocotions, Dotes & Fees

London
16 Moy & 25 October

Individual Fee: £450 per delegate
Group Booking: £405 per delegate

All sessions are from 10om - 5pm
with one hour for lunch

Lunch & refreshments included

Kp\eose note that local toxes moy apply

—



Whether you are presenting your
organisation’s products to potential clients,
presenting your ideas within your own
organisation or toking part in industry
events of conferences, the ability to
present with confidence and clarity is
essentiol. It is surprising how even
experienced presenters suffer from anxiety
aond nerves before delivering an importont
presentation. Understanding your
audience’s expectations and reactions can
really help you to adopt your style and
pitch your presentation to their specific
requirements.

‘Presenting with Impact” will enable you to
re-evaluate your own skills and existing
presentation style and will equip you with
additional skills and techniques so that you
con prepare ond deliver excellent
presentations that are engoging, credible
and impactful.

3 Moy & 20 September

Individuol Fee: £450 per delegate
Group Booking: £405 per delegate

This progromme provides you with:

Greoter confidence when giving
presentations

New techniques to enhance your existing
presentation skills

The obility to interpret and engoge your
oudience

The opportunity to proctise and ossess your
current strengths ond presentation skills

The skills to use and control your voice
more effectively when giving presentations

Anyone who:

Would like to toke their existing presentation
skills to the next level

Needs to present to lorge audiences
Regulorly mokes formal presentations or
speok ot meetings in English

Delivers internal training or induction
progrommes

How to understond and engoge with your
oudience

Awareness of your own impoct

Preparing your presentation: avoiding ‘death
by PowerPoint’

Techniques for manoging nerves, particulorly
with large audiences

Effective use of voice: pocing, pousing,
rhythm and intonation

Non-verbal communication

Using humour ond anecdote

Monoging questions and interruptions
Projecting confidence and authority



This progromme provides you with:

Increased awareness of your own
communication style and areas for
development

* Greater confidence in your ability to
communicate effectively

Practical tools and techniques to add
impact to your communication

The obility to interpret and engoge
your audience more effectively

* The opportunity to assess and enhance
your existing skill set and identify
areos for development

Anyone who:

* Would like to improve their
communication skills with internal and
external stokeholders

Currently communicates with more
senior colleagues or counterparts

Is required to deliver difficult messoges
to large audiences

Speoks ot formal meetings or large
events

* Self oawareness — what is your

communication style?

Understanding others’ communication

styles

Selecting the right communication

mode for different contexts

* An understonding of when and how to
switch style

* Communicating empathy and putting

yourself in others’ shoes

Emotional Intelligence and ropport

building

Practical techniques for more confident

communication

Whether manoging others, working in a
cross-functional project team, selling
products and services or providing client
support, excellent communication skills are
crucial for all employees at any level
within any organisation. Communicating
well tokes thought and effort and con
moke a significant difference when
building client relationships, delivering
change or engaging internal teams.

Communicaid’s highly interoctive
‘Communicating with Impact ‘programme
will enable you to evaluate and develop
your own communication style and
existing skill set. During this course you
will have the opportunity to practise
powerful new tools and techniques in o
safe environment and you will toke away
proctical steps for more credible and
effective communication with any
audience.

Interpersonal Effectiveness
Writing with Impact

26 Morch & 13 September

Individual Fee: £450 per delegate
Group Booking: £405 per delegate



The lost ten years have seen o ropid rise
in the odoption of virtual working proctices
among organisations of all types and sizes.
In addition to increased productivity and
reduced business costs, organisations are
also benefiting from o more motivated
workforce seeking o better work/life
balance.

These opportunities, however, are often
outweighed by the challenges that virtual
working con bring. Poor communication, o
lock of trust and employee disengogement
con all too easily moke virtual workers less
effective. When organisations do prepare
their virtual workers and teams, the focus
tends to be on developing technology skills
rather than on the interpersonal ond
communicative aspects of working in a
virtual team or environment.

Aimed at those who manoge or work
remotely, this interactive two hour ‘Effective
Virtual Working’ virtual troining programme
is designed to help you to understond the
benefits and challenges of virtual working.
Delivered via a virtual platform, this
prograomme allows delegates to develop
good practice for effective virtual working.

17 April, 28 Moy, 7 September &
9 November

Individual Fee: £175 per delegate
Group Booking: £150 per delegate

Delivered vio a virtual platform, this
programme oallows delegates to experience
“best proctice” virtuol communication and
develop skills for effective virtual working.

This progromme will provide you with the
tools to:

¢ Communicate more effectively with
colleagues bosed remotely

* Develop practical strategies to counter the
chollenges of working virtually

¢ Leveroge the benefits of working remotely

This progromme is aimed ot professionals
who:

Regularly work as part of virtual project

teoms

Lioise with clients and colleagues bosed

remotely

e Work regularly from home or satellite
offices

* Rely on emails, telephone calls and video

conferences to communicate with

colleagues and counterparts

* Key definitions and concepts of virtual

working

Varieties of remote communication and tips

for using each more effectively

Practical challenges and solutions for

virtual working

Building and maintaining virtual

relationships

* Recommendations ond best proctice for
more effective virtual working
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Corus is Europe’s second largest steel producer, providing
steel and aluminium products ond services to customers
worldwide. Originally o British-Dutch merger, Corus is
now o subsidiory of the Indion Toto Steel.

To coincide with their acquisition by Tota Steel, Corus
opprooched Communicoid to provide on initial Indion
culturol owareness raising intervention for all stoff, from
shop floor to senior manogement.  As most stoff had
little or no exposure to India or Indion business culture, it
wos important thot this first workshop wos designed os
on awareness raising introduction to Indion culture,
business proctices and customs.

The core aims of the progromme were:

To increose understonding of Indio, particulary Toto
Steel’s locations

To raise owareness of Indion cultural values and
working styles

To provide advice, tips ond proctical strategies on
how best to develop working relationships with Indian
counterparts

Key challenges were seen os:

* Designing o flexible workshop thot would be relevont
and useful for all levels of Corus stoff

* Ensuring o format that wos both fun and meaningful

* Incorporating information obout Tota Steel's corporate
culture and brand values

Communicaid recommended o group size of no more
than 15 delegates to allow for maximum participation
ond interaction. Detoiled conversations with Corus’
humon resources personnel enobled Communicaid to
design o dynomic owareness raising workshop which
included specific information on Tota Steel's geogrophies
ond brand values.

Initiolly the progromme wos offered to all London stoff
interested in learning more about their Indian
counterports. Bosed on the success of these first
deliveries, Communicoid wos then opprooched by teoms
ot other Corus locations including Port Talbot and

corus

Scunthorpe to odopt and deliver the workshop to
meet their requirements. Since then training hos also
been delivered to Indion colleagues working on
secondment in the UK.

Communicaid designed interactive workshops based
on the following key components:

.

Context and bockground to Indio, including
religion, geogrophy and politics

An in-depth understanding of underlying ottitudes,
volues and behaviours

Insights into working/business proctices, structure,
hierarchy ond etiquette in Indion organisations

An initiol understanding of Tota Steel and its brond
volues

.

.

.

The workshops gove delegotes the essentiol
knowledge and skills to understand Indion business
culture and build initiol relationships with their
colleagues ot Tota Steel. Severol months later, most
delegates hod had their first experiences of
communicating with new Indian colleagues. Corus
then asked Communicaid to focilitote o more
advanced workshop for those employees working
more closely with Indion colleogues bosed on
proctical case studies and evaluation of experiences
so for. This allowed delegates to ossess their
learning to date, apply it to their own context and
develop further strotegies for building more successful
relationships with Indion colleogues.

“Communicoid hos provided informative Indion culturol
oworeness progrommes, which are perfectly oligned
with our objective of providing proctical odvice, tips
ond strategies on how best to develop successful
working relationships with our Tota counterparts”
Annanya Sarin
Head of Communications, Corus



Following Royal Assent of the Crossrail Bill,
Crossrail Ltd was keen to continue its objective to
raise awareness of the project and its benefits,
ond ensure that the local communities hod the
opportunity to discuss in detail how this project
would offect them. The multicultural noture of
London meant that Crossrail staff would be in
contoct with o diverse population. As an equal
opportunities employer that embroces diversity,
Crossrail Ltd commissioned Communicaid to
develop the cross-cultural skills of its stoff
involved on this project.

Crossrail Ltd understonds the importance of its
employees being oble to manoge sensitive
situations and questions from individuals from
local communities more effectively in order to
present o positive public imoge of the planned
construction. They were particularly concerned
about the opinions of residents of the Spitalfields
area in Eost London.

* To roise stoff awareness of how cultural
differences can impoct communication with the
culturally diverse communities of central
London

* To enoble stoff to present clear information
about Crossrail to diverse local communities in
a culturally appropriate woy

* To help delegates minimise the barriers that
the general public may foce in getting
information from Crossraiil

The moain challenges were seen os:

* Designing training that would equip delegates
with the skills to communicate more effectively
with o very wide range of diverse communities
Delivering a short training progromme that
would have o real impact on delegates’
behaviours
Providing delegates with tangible skills to
enoble them to build rapport quickly with
people from o wide range of cultural
boackgrounds
* Engoging with delegates with a wide range of
functions from technical to administrative roles

The training focused on developing
Crossrail employees’ understanding
of the role that culture plays in
communication. The progromme was

designed in order to provide delegates with the
skills to engoge with members of any community
os opposed to focusing on just one or two groups.
The skilled trainer olso provided exomples of
specific groups and proctice activities based on
interaction with target communities such as the
Sylheti or Traveller communities. Delegates were
provided with detailed information packs on each
of the local groups.

* Smoall group progrommes were designed to
moximise delegate participation and interaction

* Delegates were encouroged to evaluate their
own ottitudes and behaviours and the impact of
these on local communities

* Training wos highly interoctive to encouroge
delegates to challenge their cultural assumptions
and experience the impact of different
communication styles and cultural behaviours

Feedback from each session was extremely
positive. Delegates welcomed the opportunity to
share experiences encountered to-date with
colleagues and learn how culture ploys a vital role
in cross-cultural communication. After completing
the training delegates were more confident and
better equipped to carry out their role of engoging
with local communities and communicating the
benefits of the Crossrail project.

“Really enjoyed learning about different cultures
aond goining an understonding of them.”

“Really enjoyed the nature of the session —
interaction wos very good. Discussion character
of the session wos very impressive.”

“Very thorough opprooch to communicating and
demonstrating the power of effective
communication.”



isa highl% experienced trainer and coach with
a commercial background in sales and marketing
within the insuronce sector. She hos o keen
interest in personal development ond chonge
manogement ond delivers o wide ronge of
culture and communication training programmes
including sales and influencing, interpersonal and
negotiation skills.

GR hos extensive experience manoging large
teoms ond hos been involved in numerous high
level negotiotions ond chonge manogement
tronsitions.

is o seasoned Humon Resources and training
professional, with 27 years’ experience in bot|
strategic and “hands on” HR, working for blue
chip companies in the financiol services, B28,
publishin?. airline and engineering companies in
the UK, Europe and Asio-Pacific.

LC worked in Singopore os Humon Resources
Director for McGraw-Hill Asio-Pacific where she
established the HR function for eleven growing
businesses in Singopore, Taiwan, China, Hon
Kong. Jopan, Thailond, Australia and Indio. L
now works as o consultant providing HR training
ond odvice, cooching oand cross-cultural
manogement progrommes.

hos over eleven yeoars of experience in
consultancy, humoan resources monogement and
intercultural troining and hos lived “in the UK,
Polond, Egypt as well as her native Germany. Her
key areos of expertise include global leadership,
multicultural teoms, international assignments,
repatriation and cross cultural manogement.

PS now works as an intercultural training
consultont in London. Her experience in the field
of international HR project management involves
working in areos of recruitment, organisational
development, performance manogement and
employee relations.  More recently, PS has
worked on several global leadership consultancy
projects focusing on leodership, diversity, cross
cultural issues and workforce development.

is an HR professional with over 15 years
experience in and around the Far Eost. She hos
worked with senior monogement teoms ond
individuols ond hos developed national ond
international personnel to a global standard. HS
hos worked with teams throughout the Asia
Pacific and beyond in countries including Burma,
Cambodio, ndonesio,  Maldives, = Nepal,
Philippines, Thailond, Timor Leste and Vietnom.

Her experience spans the private, public and not
for profit sectors and includes o wealth of diverse,
manogement, HR and Learning and Development
projects. Now, settled back in her native UK with
her fomily, HS works as o cooch and consultont
for all levels of manogement on all areas of HR
aond business manogement. HS is fluent in English,
French and Thai.

hos travelled extensively throughout her 30
year professional career, and hos visited more
than 135 countries on five continents. She hos
]b9e7e8n travelling to the Middle Eost regulorly since

DM wos Middle Eost Sales Manoger for o Fortune
500 IT compony for several yeors in the 1990s
and early 2000s, running o territory from o
regional ﬁub in Dubai thot extended throughout
the Middle East and North Africo. She wos olso
responsible for marketing and public relations,
including print and broadcast medio.

Her earlier career wos spent ot o mojor supplier
of banking technolog?. Eased in London, where
she opened and developed markets, again in the
Middle Eost, os well os in Indio, Pokiston,
Australio, South Africa and

Jopon.

is a consultont specialising in outsourcing and
cross-cultural issues affecting relationships
between Indio and Europe. He has been involved
in the software industry, predominantly in India
and the UK, but he has also worked in Germany,
Austrio, Sweden, Switzerlond, Jopon and France.
He now provides troining aond consultancy for
globcxl organisations  building  relationships
etween Europe and Indio.

SJ spent the first 17 years of his career working
for Larsen and Toubro, India’s largest engineering
group, os o software developer and in sales and
moarketing. In 1993, SJ relocated to London ond
wos responsible for sales and marketing, business
development, brond building and commercial
negotiations.

, Communicaid’s Culture and Communication
Manoger, has extensive experience of developing
culture and communication skills training
progrommes for o wide range of cultures and
multicultural groups. In recent years, CW has
assisted mony of our clients to understond the
important role culture and communication ploys in
international business ond relations including
Cadbury, GloxoSmithKline, Rolls Royce and Sony.

CW’s training background spans 18 years in the
UK os well os overseos in France and Spain. She
hos worked across all mojor sectors designing and
delivering communication skills training to senior
manogers and directors. CW is responsible for the
monogement of all Communicaid Cultural
Awareness  and  Communications  Skills
programmes.

is an experienced focilitotor, cooch ond
consultant  specialising in  manogement
performance and effective communication. He
hos 15 years of experience in learning ond
development and works with mojor multinationals
and public bodies across diverse sectors including
pharmaceutical &  biotech, technolo%vf;,
telecomms, government and financial services. His
key focus is on creating sustainoble and
meosuroble performance improvement omong
high-potential, middle and senior manogers.

DS hos particulor expertise in leadership ond
manogement excellence, influencing ond
negotiating skills, effective communication and
presence, change moanogement and emotional
intelligence. DS’s background is in marketing and
he wos also Heod of Export for the UK branch of
one of the world's largest multi-national
manufacturers, Linde AG, where he developed
and moanoged o global, multi-million pound
business. In his spare time, DS focilitotes and
cooches on international leadership programmes
for WYSE International, o charity offilioted to the
United Nations.



Personalised Solutions

In oddition to our public Culture and
Communication Skills programmes,
Communicoid also provides training and
consultancy in the following areos:

1. Communication Skills

Communicoid offers o range of
Communication Skills training progrommes
for both native and non-native speakers
of English. Our progrommes include:

Advanced Writing Skills
Report Writing

Email Writing

Proposal Writing
Presentation Skills
Negotiation Skills
Speech Training
Interpersonal Skills

2. Cultural Awareness

Communicoid offers a range of Cultural
Awareness progrommes to moximise
international business communication:

Pre-secondment cultural awareness
preparation

Country/region specific business
awareness

Cross-cultural owareness

Building international teams

Working in remote teoms
Cross-cultural mergers ond acquisitions

3. World Languoges

Communicaid delivers intensive and
extensive (ongoing) foreign languoge
training. In 2011, Communicaid delivered
100,000+ hours of training in more
than 65 world languoges and dialects.

4. Professional English Languoge
Communicoid is one of Europe’s leading
providers of professional English languoge
training. Providing training to both the
expatriote UK market aos well os overseos
morkets, Communicaid specialises in the
following areas:

* Business English

* Banking and Financial English
* Legal English

* Insurance English

* English for Marketing and Sales
* Medical English

Many of Communicaid’s English
progrommes are designed ond delivered
by dual-qualified trainers (industry
professionals as well as linguists).

For more information on any of the
obove progrommes or to discuss how
Communicaid con assist you with your
culture and communication skills needs,
please contoct:

Communicaid

+44 (0)203 370 8580
public@communicaid.com
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+44 (0)203 370 8580
+44 (0)203 370 8501

public@communicaid.com
see boack cover

| wish to reserve place(s) for: Group Booking: 2 or r.norfe delegates
R from the same organisation

Progromme title:

Date of session:

Nome: Position:
Company:

Address:

Telephone: Fox:
Email:

Signature: Date:

( Poyment details )

1) Invoice contoct:

Purchose order number (if applicable):

Invoice address (if different):

2) Bonk cheques

Sterling poyment: cheque enclosed for £
Cheques must be drown on an English bank in the UK, payoble to Communicoid Group Ltd.

Euro poyment: cheque enclosed for €
Cheques must be payoble to Communicoid Group Ltd.

3) Cord poyment: please charge my cord for the omount of:
We occept Mostercard and Viso. Please supply:

CordNumber:|||||||||||||||||

Expiry Dote:

Nome of Cardholder:

I:l | have read ond understood Communicaid's Terms and Conditions. (Pleose Tick Box)

i’ T: +44 (0)203 370 8580 E: public@communicaid.com W: www.communicaid.com ( 32




Conditions of Service
1. Definitions

‘The Company’ means The Communicaid Group. ‘Service’
meons any service supplied by the Company. ‘Client’
means any person, firm or company to whom the
Company supplies Services.

2. Application

No conditions other than those set out herein nor shall any
voriotion thereof be binding on the Company, unless
otherwise specifically ogreed in writing by o Director of
the Company. These Conditions shall be incorporated in
every offer, acceptance and contract for Services by the
Company subject to the foregoing any conditions proposed
by the Client are hereby excluded.

3. Acceptonce

Any written quototion for services will remain open for
acceptance for 90 days unless otherwise specified from
the date of despotch and thereafter will lopse unless
otherwise stated in writing. The Company will not be
bound by any oral quotation.

4. Prices and Poyment

Prices quoted are exclusive of VAT. An additional charge
moy be mode for all expenses incurred by the Compony
ot the request of or by agreement with the Client which
are not included in the quotation.

4.1 Poyments for services shall be mode prior to
commencement of any training on presentation of invoices
unless otherwise specifically agreed in writing by o
Director of the Company.

4.2 The Company reserves the right to discontinue any
training should invoices remain unpaid. No refund for
unconsumed training will be considered, and the
outstanding invoices will be due for payment in full.

5. Confidentiality

All documentation made availoble by the Client during the
course of provision of the services shall remain the
property of the Client and shall be treated os confidential,
and shall not be disclosed to any third porty.

6. Cancellations

6.1 Group sessions will continue to toke ploce even if some
of the participonts are absent unless otherwise ogreed. If
supplements are quoted per hour for additional
porticipants in a group, the hourly charge will remain ot
thot quoted for the duration of the course, even if a
participant drops out subsequently.

6.2 Public Courses: Courses cancelled with between 4 ond
2 working weeks' notice prior to the scheduled start dote
of the course are subject to a 50% concellation fee, and
courses cancelled with less than 2 working weeks’ notice

are subject to a 100% cancellation fee.

6.3 The compony will seek to postpone courses on
ogreement given ot leost two weeks’ notice, but reserves
the right to impose a 10% postponement fee, or to treat
the postponement os o cancellation should the course not
go ahead within a three month period from the initial
scheduled stort date. Courses postponed ot less thon two
weeks’ notice will be treated os cancelled. Once the

timetable for on intensive course hos been confirmed, the
Client will be charged for the full number of hours during
the agreed period. No refund will be considered for hours
that the student is unable to ottend.

In all coses, the completion of an enrolment form or
written acceptance of a quotation is deemed to constitute
confirmation of o course and will be controctually binding.

7. Conditions of Enrolment

7.1 Members of group closses are expected to attend their
courses ot the scheduled times.

7.2 The Compony reserves the right to make changes of
troiners whenever it considers this necessory

7.3 In all coses the completion of an enrolment form or
written acceptonce of a quotation is deemed to constitute
confirmation of a course.

7.4 Corporote Progrommes moy be subject to terms and
conditions loid down in o separate controct between the
Client and the Company. Should no such contract exist,
the terms and conditions of service described herein shall
opply.

8. Sub-Controctors

The Client recognises ond ogrees thot the Company moy
use sub-contractors for some or all of the work.
Notwithstonding the foct that the Company moy use
sub-contractors for services to be performed under this
ogreement, the Company shall remain completely
responsible for all actions of such sub contractors relative
to the Services which are the subject of this agreement.

9. Use of Company Personnel

On occeptance of o quotation, the Client contracts that
he will not use the services of any Relevont Person
directly and other than via the Compony. In the event
thot any Client or ossociate uses the services of o
Relevant Person other than pursuant to o controct with
the Company, the Client shall forthwith pay to the
Company:

A) Where the Relevant Person becomes an employee of
such Client or ossociate, a sum equal to 17.5% of the
gross annual remuneration of such Relevant Person or a
sum of £6,000, whichever shall be the higher ond

B) In any other cose, the sum of £6,000 (exclusive of
VAT).

For the purposes of this clouse, ‘Relevont Person’” means
any trainer or monager or other person who shall hove
been engoged either os on employee or independent
controctor by the Company and who shall have provided
services for such Client directly or indirectly through the
Company within 12 months preceding the use of their
services by the Client or an ossociote os oforesaid.

10. Jurisdiction

These conditions shall be interpreted in occordance with
English low ond the Compoany and the Client irrevocably
submit to the non-exclusive jurisdiction of the English

Courts.

The Communicaid Group Limited



‘The progromme wos very
relevant and interesting. The
trainer used his own real life
experiences together with current
cose studies to highlight key
issues facing multinationals
operating in China. It wos
exoctly what | wos looking for."

HR Director - Business Growth
Pilkington (UK)

“Fobulous progromme and greatly
opprecioted. | would highly
recommend it to others.”

Human Resources Business Partner
Codbury (USA)

“The progromme provided the
chance to interoct with
individuals with outstonding first
hond experience of Libyo.”

Supervisor
ExxonMobil (UK)

"The Jopanese briefing, delivered
to key De Beers LV personnel,
provided not only an invaluoble
insight into working effectively
with our Joponese counterparts
but also an understanding of
Jopanese society and values -
key to the success of our new
operations in Japon."

HR Manoger
De Beers LV (UK)

whot our
clients
soy...

"Communicaid provided o briefing
on Sweden which wos both wide-
ranging and tailored to my
porticulor needs. A yeor loter,
now in Sweden, | coan soy
without doubt thot the briefing
hos been of value to me."

Financial Controller
BNFL/Westinghouse (Sweden)

“The Living & Working in France
progromme provided my wife
ond me with a very useful and
stimulating insight into general
ond corporate French culture. It
wos well researched and equally
relevant to both of us.
Communicaoid delivered exactly
whot we needed to prepare us
for the French way of life."

Director
Insignia Bourdais (France)

"I enjoyed the opportunity to
discuss intercultural motters with
an expert. | also opprecioted the
depth of analysis."

Human Resources
Unicredit (ltaly)
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LONDON

Communicaid
Mitre House
12-14 Mitre Street

London EC3A 58U
United Kingdom

PARIS

Communicoid
4 rue d'Astorg
Paris

75008
France

T. +44 (O0)203 370 83580
F: +44 (0)203 370 8501
E: public@communicaid.com
W: www.communicaid.com

T. +33 (O)1 77 71 25 85
F: +33 (O)1 77 71 25 86
E: info@communicaid.fr
W: www.communicaid.fr




