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Overview 
 
In today's team-oriented workplace, the development of effective communication skills, meeting 
skills and presentation skills is an important key to success.  This often directly impacts how 
successful an organization is in achieving their goals. 
 
However, for many people, these interactions can be meaningless, lead to interpersonal conflict 
and wasted time. Therefore, communicating effectively, managingmeetings profesionally and 
making business presentation powerfully will have a massive impact on team motivation and 
effectiveness. 
 
Through this interactive workshop, self-assessment, role-playing activities, video simulations and 
relevant games, participants will gain practical experience initiating and responding to various 
forms of communication, gain new skills and confidence to lead and facilitate productive 
meetingsand develop powerful presentations with impact. 
 
 

Benefits of Attending 
 
By the end of this workshop, participants will be able to : 

 Understand the fundamental of effective communication 
 Recognize that effective communication skills will increase team’s productivity and 

performance 
 Communicate with more confidence  
 Use verbal and non-verbal techniques to enhance the message 

 Plan and design effective meetings 

 Capture highlights, decisions and actions from each meeting and ensure follow through 

 Use a range of facilitation tools to help manage information 

 Adopt best practices before, during and after meetings to ensure that their time spent in 
meetings is well invested 

 Identify elements that make presentations powerful 
 Prepare, structure and deliver effective presentations 

 Use visual aids and other models more strategically and effectively 

 Build self-confidence and reducing nervousness  

 Prepare for difficult questions and challenging participants 
 





 

Who Should Attend 
 
Managers, Supervisors, and anyone whowishto improve the way they relate to others, lead 
effective meetings that increase productivity and present ideas to influence and gain team 
commitment 
 
 
Methodology 
 

 Interactive discussions 
 Group & individual exercises 
 Role Play 
 Relevant Games 
 Video Films 

 
 

Course Outline 
 
DAY 1 

 Fundamental of effective communication 
 Qualities of an effective communicator 
 Verbal and non-verbal communication techniques 
 Indentitying communication styles 
 How best to communicate with the people with different communication styles 
 Listening effectively to build rapport 
 Questioning techniques to aid understanding 

 
DAY 2 

 The essentials of a productive meeting  
 The meeting purpose and objectives  
 Planning an effective meeting  
 Using the agenda to structure a meeting  
 Meeting management templates  
 The role of the chairperson  
 Recording minutes easily & effectively  
 Techniques to encourage participation  

 
DAY 3 

 Principles of designing and developingeffective presentations 
 Learning styles & audience rapport  
 Using Visual Aids  
 Presenting with Confidence  
 Closing with Impact  
 Overcoming nervousness and handling difficult questions 

 
 

Your Course Instructor 
 

Totok Krisdianto is a Senior HR trainer and coach. He is passionate about human resource 
training, coaching and sharing his skilled human resource knowledge with others. 
 
His specialty is in the area of motivation, communication skills, coaching & counseling, 
leadership, managerial skills and personal development. 
 





 

Had an Instructor’s License of Dale Carnegie Leadership Program(1997)and attended several 
workshops on HR issues in Singapore (1997), Houston and Boston, USA (2000). Attended the 
7 Habits of Highly Effective People Program (1994). He also has attended an Advanced 
Leadership Seminar in Hawaii, USA (2008).  
 
He has taken his Master Degree in Human Resources from Atma Jaya University, Jakarta 
(2004). His formal qualifications are supported by his extensive business background in several 
industries such as a Senior HR Advisor in ConocoPhillips, a Senior Consultant in Medco 
Energy International and BMW Indonesia. Hi is now one of our instructor of LDI Training. 
 
His clients cover businesses such as banks, insurance, pharmaceuticals, automotive, 
manufacturing, mining, oil & gas, educational and government institutions. 
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