
 
Communicating Effectively 

 Personal Development Training Series 

 
Testimonials: 
 

 
 
Training Uniqueness: 
 
• Focus on practical application 

of theory with real life 
examples from global 
companies 

• Examples from various 
industries – FMCG, Oil & Gas, 
Pharmaceutical, Services, 
Food Services, Retails, etc. 

• Experience sharing from 
different parts of the world 

• Practical handouts/ 
worksheets for immediate 
application and use 

• Case Studies during the 
trainings 

• Post training assessment 

 
Shahzad Training & 
Consulting International 
(STCI) 
Lahore, Pakistan 
Learning@shahzadtc.com 
www.shahzadtc.com 

 

Training Investment: 
• Please email at 

learning@shahzadtc.com 
 

Payment: 
• 100% Advance Payment 
• Cancellation charge 50% 

one week before training; 
100% afterwards 

• Payment by telegraphic 
transfer to STCI company 
account  

 

Dates: TBA 
Venue: TBA 

Please email your 
nomination to:  

learning@shahzadtc.com  
 

 
Language:  English  
 
Training Course Level: Basic – Intermediate – Advanced 
 
Methods of Delivery:  Instructor Lead Classroom OR Virtual Session of 2 Days Duration; Delivered as a 
public session OR in-house 
 
Target Audience:  All managers and staff  

 
It is essential to have effective communication to deliver business results. This includes verbal 
communication in the form of informal discussion or a formal meeting or a presentation, as well 

as written communication be it a simple email or a long report.  

 
Training Course Introduction: 

 
Communicating Effectively is an extremely practical training which will help you learn techniques for verbal 
and written communication, practice them and put them to use in real life situations immediately when 
required. 
 
Training Objectives: 
 

Writing Skills Presentation Skills Effective Meeting Skills 

• To provide you with the 
writing process. 

• To provide you with the 
pre-work needed for 
effective writing i.e. 
outlining objectives and 
writing for your audience. 

• To give you guidelines for 
choosing the correct 
vocabulary, writing 
sentences and paragraphs. 

• To help you prepare and 
deliver more effective 
presentations. 

• To show you how to select 
the most appropriate visual 
aids. 

• To teach you how to build a 
well-structured 
presentation. 

• To develop your skills in 
building rapport with your 
audience. 

• To teach you to use 
meetings effectively, 

• To help you learn how to 
prepare for a meeting, 

• To show you the accurate 
way to attend a meeting, 
and 

• To qualify you to be able to 
chair a meeting. 

 
Training Contents: 
 

Writing Skills Presentation Skills Effective Meeting Skills 

• Guideline Tables for 
Choosing Words, Writing 
Sentences, and Formulating 
Paragraphs 

• Real life formats and 
examples 

• Group activities for 
preparing formats and 
presentations 

• Guideline table for 
preparing effective 
presentations 

• Guideline table for 
delivering effective 
presentations 

• Formats for researching 
attendees 

• Formats for meeting 
agenda and minutes 

• Process to follow up 
meeting minutes till 
completion 

 
 
 
 
 
 
 
 
 
 
 
 
Training Methodology: 
 
This training includes presentations, demonstrations, and exercises. 
 
Coach: 
This training is conducted by Ahsan S. Razzaq. Ahsan possess 28 years of experience in Supply Chain 
Management from Fortune 500 companies such as P&G, Henkel, Olayan, Savola, Basamh to name a few. 
Ahsan has worked in Saudi Arabia, Pakistan, Turkey and several other countries. He has worked in several 
industries such as FMCG, Oil & Gas, etc. His profile can be viewed here. 
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