








Time Activity Activity Detail

11:00 AM- 11:30 AM Inaugural Inaugural & Icebreaking

11:30 AM- 12:30 PM Anatomy of Effective 
Communication

• Role of ‘Information’ and ‘Emotion / 
Feeling’ in human communication

• The ‘Results’ and ‘Relationship’ as the 
building blocks of ‘Effective 

Communication’
• The Process of Relationship building : 

‘Impressions’ to ‘Skills and 
Competencies’ to ‘Character’ 

12:30 PM- 01:30 PM Communication & 
Etiquettes 

• Meeting People 
• Business Meetings

• Handling Online Meetings

01:30 PM- 02:00 PM Interpersonal & 
Workplace Skills 

• Constructive Conflict Handling 

02:00 PM- 02:45 PM LUNCH BREAK 

02:45 PM- 3:30 PM Etiquettes • Personal Dressing Grooming
• Professional Conduct 

3:30 PM- 4:00 PM Etiquettes • Handling Mobile Telephony

4:00 PM- 4:15 PM Tea Break

4:15 PM- 5:00 PM Interpersonal & 
Workplace Skills 

• Body Language 
• Hygiene and Proximities

5:00 PM- 6:00 PM Communication & 
Etiquettes

Writing Professional E-Mail 

6:00 PM- 6:15 PM Winding-Up p Question-Answers , Feedback & 
Valedictory. 
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