
Psychology of Positive 
Communication 
2-day In-house Training Program

Understanding the Psychology of Positive Communication is essential to building positive relationships at work. By
developing our personal and social competencies, we are able to influence positive work interactions and
performance.

This is designed to help participants develop the skills to be a positive communicator with all levels of internal and
external colleagues and customers. Participants will understand the psychology of positive communication and
communication styles - how to give and receive feedback, the importance of EQ, how to handle stress and conflict in
communication and the power of non-verbal communication to build trust and rapport.
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Key Objective

• Understand the communication model and the importance of Positive Communication in the workplace

• Identify  different communication channels and how to communicate effectively with each channel

• Build trust and rapport through verbal and nonverbal communication

• Build good relationships with colleagues and customers with leading and influence strategies

• Use emotional intelligence to communicate positively at the workplace

• Resolve stress, conflicts and difficult interactions with colleagues and customers

• Use best practice in structuring your document 

• Choose words that support your message and don’t distract your reader

• Learn the value of good written communication



Psychology of Positive Communication
2-Day In-House Training Program

Introduction
Understanding the Psychology of Positive Communication is essential to building positive relationships at
work. By developing our personal and social competencies, we are able to influence positive work
interactions and performance.

This 2-day training program is designed to help participants develop the skills to be a positive communicator
with all levels of internal and external colleagues and customers. Participants will understand the psychology
of positive communication and communication styles, how to give and receive feedback, the importance of
emotional intelligence, how to handle stress and conflict in communication and the power of nonverbal
communication to build trust and rapport. It explains basic communication theory as it applies to the
workplace, and offers "real-life" scenarios that demonstrate the use of positive communication.

In addition, this course includes modules on business writing for those who are required to write business
documents. It concentrates exclusively on the skills you need to make the writing process easier and the
resulting document more effective.

Key objectives
Through our comprehensive training program, participants will be able to:

• Understand the communication model and the importance of Positive Communication in the workplace
• Identify different communication channels and how to communicate effectively with each channel
• Build trust and rapport through verbal and nonverbal communication
• Build good relationships with colleagues and customers with leading and influence strategies
• Use emotional intelligence to communicate positively at the workplace
• Resolve stress, conflicts and difficult interactions with colleagues and customers
• Use best practice in structuring your document
• Choose words that support your message and don’t distract your reader
• Learn the value of good written communication



Course Outline

Day 1

Module 1: Defining positive communication at the workplace 
• The Importance of Positive Communication

• Typical Communication Challenges

• Effects of Poor Communication

• Outcomes of Positive Communication

Module 2: Understanding the languages of the brain

• How our brain filters perception

• Visual, Auditory, and Kinaesthetic Communication Channels

• Self-Assessment- Communication Style Assessment

• How to discover other people’s preferred communication channel

• Communication with the Left and Right

• Brain Communication with the Conscious and the Subconscious Mind

Module 3: Art of positive communications

• Understanding verbal and non-verbal communication

• Mirroring body language to create rapport and trust

• Apply active listening skills and powerful questioning techniques

• Giving and receiving effective and positive feedback

• The Difference between positive & Negative language

• Practicing positive language



Course Outline

Day 2
Review of learning

Module 4: Fundamentals of business writing
• Principles of effective written communication
• Clear, concise and direct expression of ideas – the 6 cs
• The importance of positive tone and appropriate style 
• Crafting short, simple sentences to increase readability
• Choosing familiar words that make your meaning clear
• Getting rid of the waffle that bores readers
• Putting action in your verbs for direct, concise writing

Module 5: Plan first write later
• Clear objectives/purpose
• The Power of 3
• Organization and planning. 
• Classifying and Information sequence.
• Activity – Planning the outlines
• Idea Tree

Module 6: Business writing & easy, efficient, and effective emails
• Emails that speak.
• Two tools of clarity – Lists and tables.
• Subject line etiquette.
• What do you want the reader to do?
• Activity –Writing 
• Organize and write effective business emails 
• Communicate to your audience effectively 
• Apply techniques for presenting your ideas effectively
• Apply techniques for communicating clearly


