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Raven Global Training
Course Syllabus

Outstanding Facilitators are Made, Not Born!
One Day Outline

COURSE OVERVIEW:
Auditors conduct meetings daily, but sometimes instead of conducting meetings we need to facilitate meetings. In this workshop, you will learn skills necessary to facilitate effective meetings and workshops. You will also gain tips and strategies to improve your presentation skills to make you a more effective facilitator. Through lectures, group discussions, exercises, and coaching and feedback sessions, you will become more equipped to effectively facilitate meetings.
WHO SHOULD ATTEND

Auditors, Audit Managers, and Chief Audit Executives desiring to facilitate effective, productive meetings
ATTENDEES WILL (NASBA Learning Objectives)
Identify key skills for a successful facilitator

Explore and practice facilitation techniques

Learn how to address activities and behaviors disruptive to meetings

Gain feedback from your peers and the instructor on your facilitation techniques
COURSE OUTLINE (8 CPE)
Facilitator responsibilities

Individual personality types & group dynamics

Promoting a positive environment

· Setting objective

· Getting agreement on expectations

Facilitator attributes

Skills required for effective facilitation

Questioning and interviewing skills

· Posing critical questions

· Listening attentively

· Encouraging discussion

Presentations skills
· Understand essential concepts and techniques for formal and informal presentations

· Organize and deliver effective presentations

· Techniques to address public speaking fears
Negotiating and conflict resolution skills
· Understand why negotiations are difficult
· Get to the bottom of why an individual is being difficult

Facilitation techniques

· Agendas

· Icebreakers & community builders

· Observation

· Timing

· Intervention

· Visual aids

Documenting and recording meetings and resolutions
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