
 
 

 
INTERPERSONAL 
MANAGING SKILLS 

Communication is the glue that holds an organization  
together.  It's the critical ingredient in efforts to improve 
quality, encourage innovation and initiative, and build  
productive teamwork. 

But good communication skills don't come naturally.  
People may possess the technical skills required of their po-
sitions but need help with the interpersonal aspect of  
getting the job done. 

Unfortunately, it often takes years of trial and error to  
develop reliable techniques for effective communication.  In 
the meantime, the negative results can be costly. 

The good news is that AchieveGlobal has developed a 
remarkably effective way to give employees at all levels the 
critical communication skills they need. With  
Interpersonal Managing Skills, they will be able to  
influence and motivate others to reach new heights of  
productivity and performance. 

 
 
Clarifying and Confirming 
Participants learn to: 
♦ Listen in a new way to under-

stand what others say and mean 
before reacting 

♦ Clarify and confirm to get accu-
rate and complete information 
before taking  
action or making commitments 

Balanced Feedback 
Your employees learn to: 
♦ Reinforce high standards of qual-

ity and achievement while help-
ing people find satisfaction in 
doing their jobs well 

♦ Give balanced feedback that en-
courages people to put forth their 
best efforts and ideas 

♦ Evaluate suggestions and prevent  
mistakes without stifling initia-
tive or cooperation 

Discussions Skills 
As skilled communicators, your 
people will learn to: 
♦ Open discussions in a way that  

encourages others to participate 
♦ Promote a free exchange of in-

novative ideas and information 
♦ Summarize agreements and ac-

tion steps so that all involved un-
derstand what needs to happen 
next 

Managing Differences 
Your employees will learn the 
skills needed to: 
♦ Negotiate differences without 

being forced to accept unsatisfac-
tory  
compromises 

♦ Avoid win-lose conflicts that can 
cause resentment and lack of 
commitment 

♦ Gain acceptance of difficult or  
unpopular positions 

Skills that enhance performance and productivity 



Crediting 
Participants examine the impor-
tance of recognition as a motiva-
tor, as well as how to: 
♦ Give people more than just a 

pat on the back or a vague 
compliment 

♦ Inspire individuals to strive for 
and maintain high levels of  
performance 

Benefits to Participants 
♦ Provides critical skills that 

make them more effective in 
virtually every role and func-
tion they perform 

♦ Boosts productivity and quali-
ty as they elicit maximum co-
operation from others 

♦ Creates a positive, open envi-
ronment where people feel free 
to express ideas and opinions 

♦ Helps managers motivate 
people so they'll come through 
for them again and again 

♦ Reduces the occurrence of 
deadlocked, counterproductive  
disagreements among em-
ployees 

♦ Reduces stress and improves 
job  
satisfaction 

Benefits to Your Organiza-
tion 
♦ Improves quality, productivity, 

and profit 
♦ Fosters an innovative spirit 

where ideas are freely shared, 
explored, and implemented 

♦ Encourages teamwork and re-
duces dissension 

♦ Reduces turnover among ex-
ceptional performers 

♦ Improves communication 
across  
departmental lines 

♦ Reduces interpersonal prob-
lems and challenges that ac-
company  
organizational changes 

♦ Unlocks a wealth of new ideas 
and sparks healthy initiative 

 

 

Implementing Interpersonal  
Managing Skills 
 Interpersonal Managing Skills 
is a two- to two-and-a-half day 
seminar.  Appropriate for anyone 
who manages people, projects, or 
events, the seminar is best suited 
for six to nine participants. The 
effectiveness of Interpersonal  
Managing Skills is ensured 
through: 
  
♦ Interactive training methods:   

Interpersonal Managing Skills 
uses a variety of techniques, 
including case study, simula-
tion, connections  
exercises, role play, video and 
audio, to ensure greater under-
standing—and faster applica-
tion—of the concepts and 
strategies presented. 

♦  Follow-up:  The Interpersonal  
Managing Skills follow-up ma-
terials  
review techniques for working 
through the most stubborn 
problems and offer strategies 
to overcome  
obstacles to skill use.  Follow-
up can be conducted either in a 
self-paced, self-instructional 
format or in a group seminar. 

♦ User’s Guide:  The Applications 
Guide allows participants to 
apply seminar content to a va-
riety of  
management situations, includ-
ing giving performance ap-
praisals,  
promoting team spirit, and as-
sisting new employees. 

A Strategy for Outstanding  
Performance 

Interpersonal Managing Skills 
is one of AchieveGlobal's com-
prehensive, integrated sales, con-
sulting, and training solutions. 

Based on more than 38 years' 
experience, rigorous market re-
search, and repeated product test-
ing, our sales and service training 
solutions utilize a  
variety of interactive training 
methods and target the skills, be-
haviors, and attitudes that have 
the most decisive impact on 
productivity. And that translates 

into improved performance at 
every experience level. 

Selected programs have been 
translated into 44 languages and 
dialects and have been culturally 
adapted to reflect local customs 
and business situations. Compre-
hensive consulting, project man-
agement, and customization  
capabilities, offered through our 
network of offices on six conti-
nents,  
ensure global continuity, training  
relevance, and effectiveness, and 
local, customer-focused service. 

AchieveGlobal is part of Times  
Mirror Training, Inc., a subsidi-
ary of Times Mirror, the Los An-
geles-based news and Informa-
tion Company. 
 
For more information about how 
AchieveGlobal can help your 
organization create dynamic so-
lutions to its business challenges 
call us at (800) 456-9390 or e-
mail us at 
www.achieveglobal.com. 
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