Personal Management Basics (PMB) – Interpersonal Skills

Module Name: 	Co-operating with Others - Interpersonal Skills

Purpose:	The ability to work and communicate with a variety of people is essential to building strong relationships and achieving success in the workplace. 

Logistics: 		PMB modules are weaved throughout the 12-week program.
This module could be broken down into smaller modules to meet the participants and schedule needs.
			2 – 3 hours

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions: 

A) Interpersonal skills are measures of how adept you are at interacting with others. Active listening is an interpersonal skill, as is knowing how to communicate to someone else that you respect. When problems arise you use your interpersonal skills to resolve conflict with others.  People learn interpersonal skills by interacting with family members, going to school, and socializing with their peers. Healthy interpersonal skills reduce stress, resolve conflict, improve communication, enhance intimacy, increase understanding, and promote joy.

B) It is suggested the module Interpersonal – Communication be held following this module.

Essential Skills: 	Continuous learning, Thinking Skills, Working with Others, Oral Communication

Transferability to the Workplace 

Benefits to the team when individuals on a team have strong interpersonal skills:
 
· Become aware of behaviours or attitudes that might be impacting their ability to co-operate with others.
· Use appropriate tone to communicate respect for others.
· Recognize nonverbal and verbal cues and their meaning – their own cues and the cues of others.




Learning Objective
 
By the end of the session the participants will be able to:

· Learning objective: Define interpersonal skills.
· Discuss why co-operation is important to them.
· Discuss why co-operation is important in the workplace.
· Identify nonverbal and verbal cues and their meaning – their own cues and the cues of others.
· Identify strategies to enhance active listening.
· Discuss the importance of identifying the impact our body language and tone have on others.
· Identify 2 things they could do to work better with other people in the classroom.
 
Assessment(s):

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.
· The overall assessment tool at the beginning, middle and end.
· Active Listening questionnaire, Appendix B.
· Communication Effectiveness, Appendix C.

Personal Management Basics (PMB) Topics include:

	Topics
	Modules

	Introduction to PMB’s
	· Introduction to PMBs
· Self-Management Skills
· Co-operating with Others

	Self-Management Skills
	· Self-Awareness
· Responsible Behaviour
· Managing Stress
· Positive Attitude
· Taking Initiative
· Adaptability and Flexibility

	Co-operating with Others
	· Interpersonal Skills
· Respect for Others
· Respect for Expectations
· Reliability
· Personal Presentation




Program Overview – Lesson Plan 

Activity – Watch video 

Watch the following video (approximately 3 minutes in length) https://www.youtube.com/watch?v=k2PJ6T7U2eU&list=PLeroZ-zM8IWti1HM0P5ktfTX97jPoFtB9

Ask: What happened in the video?

Ask: How were the birds acting towards each other?

The facilitator to scribe the answers.

Debrief the video and connect it to today’s learnings.

Today we are going to be exploring the idea of interpersonal skills. 

Learning objective: Define interpersonal skills.

Share the definition of interpersonal skills. 

Interpersonal skills are a measure of how adept or how at ease you are at interacting with others. 

Ask: Can we work with that definition today?
· If not, work with the participants to create a definition that works for the group.

Ask: Where did you learn how to interact with other people? 
-Grandparents, family, friends, work, the community.

Ask: Do you believe you can develop and change the way you interact with each other?

Connect the words the participants used to describe the video to the definition of interpersonal skills.

Learning objective: Discuss why co-operation is important to them.

Ask:  Why is co-operation important to you?

Ask: In your daily life how do you show/practice co-operation?

Ask: When we co-operate with others what happens?

Ask: What is your reason for choosing to co-operate?

Share that co-operation is a choice we make. It is a frame of mind to add value, versus, causes havoc in a situation or relationship.

Co-operation is a choice, so is choosing to not co-operate. 

Ask: When you choose not to co-operate, what has often just taken place?

Even though we do not have the ability to control others, we do have the ability to control how we respond to them.

Ask: How could our internal response to a situation impact our outward behaviour? In this case, we are looking at non-cooperative behaviours. 

Move the participants into pairs and ask them to share their answer with their partner.

Ask: 
1) Can you think of a time you choose to co-operate versus cause havoc? 
2) What was the short-term and long-term impact on the situation and / or relationship?

Debrief on the ideas shared to-date and if possible connect your comments back to the video.

Learning objective: Discuss why co-operation is important in the workplace.

Building on our conversation today and throughout our time together, we are going to explore why we would want to be co-operative versus non-cooperative in the workplace. 

Write the following 2 questions on flip chart paper then move the participants into 2 groups. 

Group A) Ask: What type of behaviours show co-operation in the workplace?

Group B) Ask: What type of behaviours do not demonstrate co-operation in the workplace?

Review the ideas shared by the participants and build on them where necessary.

The next few questions we would like you to reflect on, and, answer them on your own.

Ask:  
A) What is your personal reason for being a co-operative team member? 
B) What is your personal reason for being a co-operative class member? 
C) What often causes you to choose not to co-operate?
D) In order to increase your co-operative spirit identify 2 behaviours you could do less of in your daily life? Work life? School life?

Ask the participants to share their ideas with their table or in small groups. Ideally, we would want to hear 1-2 ideas per table.

We live in a world where once we can identify something we would like to improve in ourselves, we have the opportunity to figure out how and practice it. Practice makes us better.

Learning objective: Identify nonverbal and verbal cues and their meaning – their own cues and the cues of others.
Learning objective: Discuss the importance of identifying the impact our body language and tone have on others

Hand out and review, Are you connected?  Cues & Clues, Appendix D.

Ask: What happens to you when someone demonstrates they are attentive?
Ask: What happens the opposite way, when some demonstrates they are not interested?

Ask: Can we assume the items on this list are 100% true for every person we interact with?
· No 

Ask: Why is this list not 100% true for everyone and in every situation?

Ask: Would it be fair to say this list is a good benchmark to work from?

Ask: If you thought someone was not interested in what you were sharing because they were not smiling and looking at their watch, what could you do?
-Ask them if they are interested?
- Ask them if now is a good time?

Ask: At the same time, what can you take away from this to improve the message you are sending?
-Example: My smile or lack of one, body stance, eye rolling and pace have an
impact on how others can connect with me. 

Move the learners into small groups.

Review 3 workplace situations where cues and clues can send mix messages

Situation A – Example from workplace
Situation B – Example from workplace
Situation C – Example from workplace

Hand out Communication Self-Assessment, Appendix A.

Learning objective: Identify strategies to enhance active listening.

Active listening is an interpersonal skill, as is knowing how to communicate to someone else that you respect them.

Hand out and review Appendix B and C with the participants. 


Learning objective: Identify 2 things they could do to work better with other people in the classroom.

Ask: Identify 2 things you could do better to increase co-operation with your peers and/or facilitator in the classroom?

Provide the participants with the chance to share their ideas and then wrap up.

Wrap-Up

Ask:  What is the positive connection between co-operation, control and consequence?








APPENDIX

Appendix A – Communication Self-Assessment
Note: Assessment and answer key are available.


Appendix B - Active Listening Activity
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Appendix C - Communication Effectiveness 
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Appendix D - Are you connected?  Cues & Clues

[image: ]
		Page 1 of 1

image3.png
Workplace
Education
Manitoba

& WEM





image4.png
Communication Effectiveness Checklist Workplace )
Education
Manitoba 2

|
Besides knowing one's communication style and matching your communication
style to the speaker's, here are some other tips that will help build rapport and

connection during your conversation.

Check off where you feel you are right now in your own personal
communication style.

Never do Do Do
Sometimes| Always

Use Eye Contact

Use Meaningful Gestures

Alternate Your Voice Tones

[Ask Questions

Be Open-Minded

Take Time Out

Have a Desire to Listen

Use Silence

Use Personal Experiences & Meaningful
Analogies

summarize Message

Be Patient

Listen Responsively

Remove Distractions

Re-Phrase for Understanding
Listen with the Heart

Copyright Workplace Education Manitoba www.wem.mb.ca 2019
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signs that you have someone’s attention:

signs

Smiling

Nodding

Eyebrows raised

saying. "Yes, please go on..."

Leaning forward

They are actively listening

They are so excited to talk to you that they interrupt or finish your sentences

that someone is losing interest:

Their eyes are wandering; looking over your shoulder, not making eye
contact, looking down or at their watch

Fidgeting

Pursed lips or closed mouth smile

They are whispering or doing something other than listening to you
Yawning or stretching

They interrupt you or change the subject

that someone is uncomfortable or feeling awkward:
Pacing

Rising or shifting away from you

Leaving the area or room completely

Fidgeting

Head lowered, no eye contact

Shoulders rounded, closed posture

Blushing

Profuse sweating

Trembling

Complaints of nausea or headache or just not looking as though they feel
good

Talking too much or not at all

Not eating or drinking or just eating and/or drinking

Copyright COCC 2008, www.culturalcompetence.ca, adapted and used with

perm

ission from The Civility Group Inc. Distributed by In Good Company, a

division of COCC, www.civiltyexperts.com. Reprinted with permission.
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Active Listening Activity

Instructions: Identffy and rate the behaviour that helped or impeded your ability to

actively listen to your partner.

Impeding Behaviours

While _ was talking I ...

Usually

Sometimes

Rarely

Planned what | was going to say

Thought about ofher Things—random fhoughts
unrelated fo what we were talking about

Interrupted the speaker

Felt distracted by demands in my daily life

Tried to finish the speaker’s sentences

Fidgeted (played with my pen, fapped my
feet, etc.)

Helpful Behaviours

While _ was talking I ...

Rarely

Sometimes

Usually

Kept eye contact with the speaker

Positioned myself so that | faced the speaker

Focused on the feeling behind the words

Observed the speaker's body language and
noted what it told me about the speaker's

Tisfened non-judgmentally, wilhout evaluafing
content

Asked relevant questions (1o gef more
information)

Clarified The message & The feelings behind
the message

Understood the key points in the message

Was able 1o 'stand in their shoes' (e,
understand their perspective in a non-

Source: HRSDC Communications Essentlal Module

hiip://www hrsdc.ge.ca/eng /workplacesklls/essential_skils/general/iools_apps shim
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