
Bite-sized training at its best
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WHAT IS A LEARNING  
SHORT-TAKE®?
Learning Short-takes® are individual modules of learning 

that provide effortless administration, high quality learning 

outcomes, without the need for computers or trainers. 

Learning Short-take® books allow for portable learning 

and ease of use. Everything is in one bound volume - 

participant guide, learning journal, skill development 

action plan and extra quick reference materials. Free tools, 

templates and job aids are downloaded from the TPC 

website to supplement learning.

LEARNING SHORT-TAKES® 
- THE 3RD ALTERNATIVE
Learning Short-takes® are a recognized ‘3rd alternative’ 

to the way training is delivered to organizations globally. 

Traditionally, there are two main ways to deliver training. 

Learning Short-takes® offer the high retention gained 

from instructor-led training and combine it with the low 

deployment cost of e-learning. Learning Short-takes® 

provide an easy and effortless solution for individuals, 

managers, HR professionals and training professionals to 

implement corporate learning. Learning Short-takes® can 

be completed as self-study, as part of an instructor led 

program, or as the materials for a complete instructor led 

program. The options for use are endless!

WHAT’S THE BENEFIT TO 
TRAINERS, HR PROFESSIONALS 
AND ORGANIZATIONS?
One of the challenges for leaders, managers and trainers 

is to deliver timely, cost effective learning with minimum 

disruption to the business and maximum impact for 

employees. 

Learning Short-takes® are providing the training industry 

with a new, fresh and innovate training delivery option. In 

recognition of this challenge, TPC Learning Short-takes® 

are designed to deliver high-quality low-cost learning, with 

minimal time away from the workplace. 

Learning Short-takes® can be used as distance learning 

(self-study) or as materials for an instructor-led training 

program. Learning Short-takes® offer bite-sized corporate 

learning packages and provide a new choice when clients 

explore ways to train their people. BITE
SIZED
TRAINING:
It never tasted so good

Individual 

modules of learning 

that provide effortless 

administration, high 

quality learning outcomes, 

without the need for 

computers or trainers.

Learning Short-takes® 

are an effortless way of 

delivering in-depth learning.
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WHAT SUBJECT AREAS 
ARE COVERED?
Topics include Learning Short-takes® title about 

Leadership, Management, Trainer Development, 

Professional Development, Sales, and Customer Service.

HOW LONG DOES A LEARNING 
SHORT-TAKE® TAKE TO 
COMPLETE?
Each Learning Short-take® takes between 90 minutes and 

3 hours to complete as distance learning (i.e. self-study), 

or can easily be used as comprehensive participant 

materials for a 4-hour training program.

WE’VE 
GOT YOU 
COVERED

Whatever the topic,

WHAT ABOUT 
MEASUREMENT?
As well as extensive learning activities, participants 

complete a Learning Journal and a Skills Development 

Action Plan, maximizing the potential for learning to 

be applied on the job. Managers, Trainers and HR 

Professionals are also supported by the free Managers 

Coaching Kit, which provides guidance through the 

process of how they can influence participants to apply 

their new skills to the workplace.

WHAT’S INCLUDED IN EACH 
LEARNING SHORT-TAKE®?
Each Learning Short-take® title contains:

• Participant Guide with theory and activities

• Learning Journal to record key learning

• Skill Development Action Plan to consolidate 

learning into action

• Suggestions of other titles to create an expanded 

learning path

• Free Bonus Tools, Templates and Job Aids

• Free Manager Support Tools to coach and monitor 

progress throughout the learning process.

Each title has a variety of extra tools, forms, templates 

and job aids to download and use on-the-job. Tools may 

be downloaded free from the TPC website.

With 27 titles, the 

Learning Short-take® 

collection covers the entire 

spectrum of learning, with 

a broad range of focused 

solutions for your 

organization! 
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AT WORK
Learning Short-Takes®

Individual  

Professional Development

Designed to provide specific 

self-paced learning and enabling 

individuals to meet performance 

goals. Assists HR professionals 

to provide measurable learning 

for individuals. 

Managers can create individual 

learning pathways for each 

team member by assigning a 

personalized series of titles which 

match areas of development

Pre-course work  

for all participants

Trainers can issue pre-course 

work to participants to accelerate 

learning prior to the upcoming 

training course. This method can 

be used to enable the training to 

begin ‘instantly’ while the instructed 

training course is being developed 

around more specific content.

During Course  

training materials

For participants attending face-to-

face training Learning Short-takes® 

provide easy to distribute course 

materials for in-class participants. 

Alternatively, if the program 

is delivered at a distance, the 

facilitator may choose to debrief 

the Learning Short-take® completed 

as pre-course work, or use the 

Learning Short-take® during the 

distance learning session.

Post-Course  

training materials

Learning Short-takes® can be used 

as a refresher for training already 

delivered or can provide ‘stretch 

activities’ for participants to further 

enhance skill development and the 

retention of learning.

For Managers

The Managers Coaching Kit is 

provided as a free download to 

assist Managers with guidance 

for three phases of the Learning 

Short-take® training process: before 

the training, during the training and 

importantly how to support and 

coach after the training.
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In-depth, high 

impact, interactive bite 

sized units of learning 

used for self-study, training 

courses, professional 

development or distance 

learning.

COLLECTION
The Learning Short-Take®

Powered by the proven  

strength of ID9®!

Your organization can be assured of the 

highest quality of each and every title in 

the Learning Short-take® collection, with 

the knowledge they have been written 

using the ID9® framework. ID9® is a 9-step 

instructional design process used worldwide 

by professional trainers and instructional 

designers. This foundation ensures fast, 

effective learning boasting high rates of 

retention and engagement.

ID9®: THOROUGH, EFFECTIVE, PROVEN.

Sales & Customer 

Service Series

• Negotiating for Success

• Negotiating for Success -  

The Next Step

• Negotiating the Million Dollar Deal

• Sales Force Leadership

• Customer Service Excellence

• Understanding Customer 

Motivation

• Understanding Relationship 

Selling

Management & 

Leadership Series

• Making Meetings Work

• Managing for Performance

• Managing Organizational Change

• Persuasive Presentation Skills

• Recruiting for Results

• Successful Project Management

• The Effective Leader

Professional 

Development Series

• Confident Facilitation Skills

• Creative Business Thinking

• Effective Time Management

• Influencing for Opportunity

• Listen and Be Listened To

• Understanding and 

Managing Diversity

Trainer Development Series

• Adult Learning Principles 1

• Adult Learning Principles 2

• Adult Learning Principles 3

• Debrief and Feedback Strategies

• Fast-track Instructional Design

• Internal Performance Consulting

• Leading the Training Team

10
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ADULT LEARNING PRINCIPLES 1
Adult Learning Principles 1 combines self-study with realistic workplace 

activities for trainers, educators, facilitators and managers to develop skills 

and knowledge in the principles of adult learning. It will add adult learning 

techniques to your ‘grab bag’ of learning design tools for improved learning 

outcomes. After evaluation of your current approach to learning design, you 

will learn to develop new and innovative strategies to engage learners at 

every level. Significantly increasing participant retention and training results 

Adult Learning Principles 1 will fuel your confidence in designing successful 

training workshops and e-Learning every time. 

The principles of adult learning work on the basis that we all learn differently, 

and the way we like to receive and interpret information varies from person 

to person. Adult Learning Principles 1 will assist you in building a good 

mix of adult learning styles which is critical in ensuring learning, thorough 

participant retention and workplace application.

Adult Learning Principles 1 includes the Adult Learning Principles Quick 

Reference Wall Chart, provided as a free downloadable tool.

Course Content

• Understanding Adult Learners

• Adult Learning Principle 1

– Global vs Specific Learners

• Adult Learning Principle 2

– Learning Style - Modalities

• Adult Learning Principle 3 -

– Learning Types - The 4Mat System

Learning Objectives

• Successfully match adult learning terms with 

definitions.

• Determine your personal Learning Style 

preference.

• List and give working examples of three Adult 

Learning Principles

– Global vs Specific, Learning Styles and 

Learning Types.

• Develop strategies and ideas to link Adult 

Learning Principles with Instructional Design.

12
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ADULT LEARNING PRINCIPLES 2
Adult Learning Principles 2 combines self-study with realistic workplace 

activities to develop skills in learning measurement. Building on Adult 

Learning Principles 1, this Learning Short-take® examines the importance 

of Return on Investment (ROI) in training and explores common myths 

around learning measurement. For trainers, educators, facilitators and 

managers the library of training activities will allow you to develop new 

and innovative strategies to assess learning during workshops, training 

programs and e-Learning sessions.

In the world of training and development, the subject of measuring ROI 

is discussed frequently. Organizations everywhere are searching for the 

perfect measurement system to link human resource capability with the 

business strategy. To achieve this result, it is important to understand how 

learning can be effectively measured in the classroom.

Adult Learning Principles 2 provides a library of 18 training activities that 

can be used to measure learning during training courses. It also includes 

the Training Review Analysis tool, provided as a free download.

Course Content

• Understanding ROI

• Measurement Myths

• Kirkpatrick’s Model

• Measuring through Review

• Bringing it Together

Learning Objectives

• Explain the importance of ROI (Return on 

Investment) in training.

• Identify common myths about measuring training in 

the classroom.

• Explain Kirkpatrick’s Learning Evaluation Model.

• Explain the value of Review as a solid training 

measurement

• Describe the various types of Reviews.

• Identify and explain the distinct levels of Review.

• Create a Skills Development Action Plan.

14
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ADULT LEARNING PRINCIPLES 3
Adult Learning Principles 3 combines self-study with realistic workplace 

activities to build advanced knowledge of adult learning principles. 

Building on Adult Learning Principles 1 and 2, it explores three 

sophisticated principles of adult learning: Multiple Intelligences, Whole 

Brain Learning and Metacognitive Reflection. Adult Learning Principles 3 

is designed for educators, trainers and facilitators who work in instructor-

led training, e-Learning, distance learning, self-study and other types of 

learning interventions. 

The reliance on just a few training approaches may be a combination 

of trainer “comfort” and organizational expectations. Often, corporate 

training represents a school-like environment: lectures followed with 

an activity. With increasing pressure on training departments to reduce 

training session duration and convert instructor led training to e-learning, 

trainers must adopt the latest ways of delivering learning. 

This Learning Short-take® will provide a plethora of innovative ideas and 

refuel the way you design learning. Adult Learning Principles 3 includes 

the Multiple Intelligence Quick Reference Card, provided as a free 

downloadable tool.

Course Content

• Whole Brain Learning

• Multiple Intelligences

• The Metacognitive Process

Learning Objectives

• Explain the value of using a balanced adult 

learning approach.

• List the characteristics of left brain dominance vs. 

right brain dominance.

• Use the Brain Dominance theory to analyze and 

make improvements to an existing training program.

• List the Multiple Intelligences.

• Analyze an existing training program and 

suggest improvements to maximize the Multiple 

Intelligence Balance.

• Define metacognitive reflection and be able to 

implement learning and review activities using this 

training method.

• Create a Skills Development Action Plan.

16
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CONFIDENT FACILITATION SKILLS
Confident Facilitation Skills combines self-study with realistic workplace 

activities to provide you with the key skills and techniques to become a 

more effective facilitator. You will be guided through a comprehensive 

approach to prepare for a facilitation session, focus the group, draw 

out ideas, manage difficult behavior, build consensus, maintain 

high energy, close the session, and construct customized agendas. 

Confident Facilitation Skills also includes a comprehensive reference 

guide of proven group facilitation techniques.

Facilitation is fast becoming a key skill for anyone who is in a team, 

leading a project team, heading up a working group, or managing a 

department. Facilitation is the skill and art of guiding others to solve 

problems to achieve objectives without personally giving advice or 

offering solutions. A facilitator provides the structure and process 

- enabling groups to function effectively and make high-quality 

decisions.

Confident Facilitation Skills includes the Confident Facilitation Initial 

Meeting Tool, provided to you as a free download.

Course Content

• Facilitation Defined

• The Role of the Facilitator

• Key Principles of Facilitation

• Content versus Process

• Encouraging Group Participation

• Managing Group Conflict

Learning Objectives

• Define the role of a facilitator.

• Identify the key facilitation principles.

• Describe best practices related to each 

facilitation principle.

• Be able to differentiate between process and 

content facilitation.

• Identify the core practices and skills required for 

effective facilitation.

• Explain how to stimulate group participation and 

positively handle conflict.

• Create a Skills Development Action Plan.
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CREATIVE BUSINESS THINKING
Creative Business Thinking includes a library of brilliant creativity tools, 

fun activities, and challenging business scenarios. These will help to 

stretch your thinking by deliberately challenging existing perspectives and 

considering alternative ways of working.

Creative Business Thinking is packed with techniques for creative thinking 

and fun “mind quiz” activities. Creative Business Thinking constructively 

challenges the status quo to enable innovative and current ideas to 

surface and solve problems in ways that may not initially come to mind.

Within each of us there exists an infinite capacity for creating ideas 

and nurturing them through to innovation. Creative Business Thinking 

emphasizes pragmatic tools and techniques to successfully unlock 

creative potential. Creative Business Thinking includes the Creative 

Business Thinking Techniques Wall Chart, provided to you as a free 

download.

Course Content

•  Creativity and lateral thinking

•  Unleash those creative forces

•  Personal creative thinking techniques

•  Tools for creative business thinking

•  Working in groups for creative thinking

•  Self-Assessment on creativity in business

Learning Objectives

• Undertake a self-assessment in creativity.

• List personal and organizational 

creative contributions.

• Choose personal creative techniques to be 

used in the workplace.

• Match group creativity techniques with case 

study applications.

• Use six thinking hats to solve a 

business challenge.

• Create a plan for an upcoming team meeting 

employing creative thinking techniques.

20
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CUSTOMER SERVICE EXCELLENCE
Customer Service Excellence combines self-study with realistic workplace 

activities to build advanced knowledge of customer service principles. In a selling 

situation this Learning Short-take® helps to uncover customer needs and sell 

the value of the product on benefits rather than just price. In a customer service 

environment this Learning Short-take® helps to listen to the voice of the customer, 

responding to their stated needs and uncovering their unstated needs. 

Customer Service Excellence helps to identify common threads amongst 

customer interactions which can be applied to all situations, and also unique 

situations that often need to be addressed in the moment, without preparation. 

Customer Service Excellence includes job aids for remembering the Customer 

Satisfaction Model, 5-step Customer Service Model and the 7-step Handling 

Difficult Situations Model provided as free downloadable tools.

Course Content

• Introducing Customer Service 

• Customer Service Excellence 

• Understanding Customer Types 

• 5-step Customer Service Model 

• Handling Difficult Customer Encounters 

• Communicating with Customers 

Learning Objectives

• Define the skills and attributes of an effective 

customer service professional

• Explain the Customer Satisfaction Model

• Identify Customer Types and Customer Needs

• Implement strategies to retain dissatisfied customers

• Explain the 5-Step Customer Service Model

• Use superior communication skills to enhance 

customer interactions

22
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DEBRIEF AND FEEDBACK STRATEGIES
Debrief and Feedback Strategies combines self-study with real workplace 

activities to develop skills in delivering training feedback and debriefing 

learning activities.

Debrief and Feedback Strategies will guide you in evaluating your current 

approaches to delivering feedback and activity debriefs, and in developing 

new and innovative approaches to maximize learning for instructor-led and 

e-Learning training.

Participants in training value constructive feedback over tangible rewards. 

The effective use of providing feedback and debriefing activities is vital 

for transfer of learning, participant motivation and workplace application. 

Learning and application opportunities can be wasted when participants 

fail to receive relevant information about their performance. By providing 

you with a better understanding of useful debriefing and feedback delivery, 

Debrief and Feedback Strategies will help you capitalize on your training 

sessions.

Debrief and Feedback Strategies includes the Higher-Order Question Job 

Aid, provided as a free downloadable tool.

Course Content

• Types of feedback

• How to provide feedback

• Top Tips for handling corrective feedback

• Handling difficult feedback situations

• Considerations for providing feedback for e-learning

• The Value of Debrief

• Structuring the debrief

• Debrief questions

• Debriefing Role Plays

• Using the power of the group

Learning Objectives

• Explain the value of feedback in training and  

workplace performance improvement

• Use appropriate techniques for delivering feedback

• Select and apply effective e-learning feedback strategies

• Design training and other types of workplace debriefs

• Explain and list debrief questioning techniques

• Create a Skills Development Action Plan

24
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EFFECTIVE TIME MANAGEMENT
Effective Time Management combines self-study with realistic workplace 

activities to provide the key skills and techniques that allow you to manage 

your time more effectively. You will learn to do the things you ‘have to do’ 

more efficiently, and generate more time for the things you ‘want to do’. 

You will learn tips, tricks and techniques to ensure a positive return on your 

investment in time, increasing success in both your work and personal life.

Time is our most unique and valuable resource. We all have 24 hours 

in a day, 168 hours in a week, and we spend it at the same rate. Time 

management is about more than time - it is really about managing our 

lives. Effective Time Management will assist you to balance priorities, 

achieve more, be more efficient and learn to maximize minutes!

Effective Time Management includes the Daily To Do List and the Weekly 

Planner, provided to you as free downloadable tools.

Course Content

• Getting Started

• Time Matrix

• Daily and Weekly Actions

• Tips and Traps

• A Final Thought

Learning Objectives

• Identify your own habits and time 

management behavior.

• Set short, medium and long term goals.

• Weed out tasks that are unimportant or a waste 

of time.

• Prioritize your work and create daily and 

weekly planners.

• Make instant changes to your workspace.

• Handle interruptions and avoid sidetracks.

26
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EFFECTIVE CORPORATE MENTORING
Effective Corporate Mentoring provides a step-by-step guide for 

successful mentoring.

Mentoring is widely recognized today as an extremely beneficial career 

development tool. High ranking employees report that having a Mentor 

is one of the top factors affecting an employee’s success, career 

satisfaction, and whether they stay with an organization.

This Learning Short-take™ combines self-study with realistic workplace 

activities to provide you with specific skill development in the area of 

Mentoring.  It is equally suited for both the skilled Mentor or for those new 

to mentoring.

Effective Corporate Mentoring assumes you have been given 

responsibility for an employee as their Mentor. You will be undertaking a 

process of skill development and will learn the optimal sequence of steps 

and accompanying techniques for successful and rewarding mentoring 

for both Mentor and Mentee.

Effective Corporate Mentoring includes the TPC Mentoring Meeting 

Planner & Mentoring Journal, provided to you as a free download.

Course Content

• Why Mentor

• The First Meeting

• The Second Meeting

• The Third Meeting and Beyond

• The Final Mentoring Meeting

Learning Objectives

• Explain how mentoring can improve job skills and work 

performance.

• Identify the difference between mentoring, coaching and 

counselling.

• Explain the different roles in the mentoring process.

• List questions to ask during mentoring meetings.

• Plan for the first and subsequent mentoring meetings.

• Record mentoring meetings using TPC Mentoring 

Meeting Planner & Mentoring Journal.

• Overcome pitfalls when conducting mentoring meetings.

• Create a Skill Development Action Plan.
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FAST-TRACK INSTRUCTIONAL DESIGN
Fast-track Instructional Design combines self-study with real workplace 

activities to provide you with loads of tips, tricks and techniques for writing 

and creating sensational training courses. You will learn the basics of 

Mattiske’s ID9® process that reduces instructional design time, balances 

the needs of all learners and ensures maximum participant retention and 

application. ID9® will fuel you with contemporary ideas and recharge your 

enthusiasm for course design.

A sound instructional design process is critical to training success and 

learning retention. The instructional design process dictates the flow of 

the training program and if structured effectively, ensures both trainer 

and participants achieve program and learning objectives. Fast-track 

Instructional Design introduces ID9®, the 9-step instructional design 

model, which facilitates program success from a ‘great Open’ to a 

‘sensational Close.’

Fast-track Instructional Design includes the ID9® Wallchart, provided as a 

free downloadable tool.

Course Content

• About Instructional Design

• The 9-Step ID Process

- Overview

• Create the Opening

• Create Training Modules

• Create the Learning Check

• Create the Close

• Create Materials

Learning Objectives

• Write clear and concise course goals.

• Write results oriented learning objectives using 

action verbs.

• Demonstrate practical use of the 9-step Instructional 

Design model in course development.
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30
INFLUENCING FOR OPPORTUNITY
Influencing for Opportunity combines self-study with realistic workplace 

activities to provide you with the key skills and techniques to influence 

those around you. You will learn the theory of influence, influence 

principles and strategies, as well as how to plan and prepare for 

important opportunities to influence. As a result, you should achieve 

greater results in your organization, work more productively and 

effectively in a team environment, and develop stronger working 

relationships with co-workers, suppliers and customers.

The ability to influence others is critical in today’s competitive business 

environment. Being highly skilled in influence enables you to build the 

relationships you need to get results inside or outside the organization. 

Employees and managers alike cannot assume they have power over 

others - they must earn it through influence. Being an influential person 

is a skill that can be learned and practiced. Influencing for Opportunity 

will help you succeed in the modern corporate environment by 

increasing your ability to influence others. 

Influencing for Opportunity includes a Job Aid and learning support 

tool, ‘6 Rules of Influence’, provided to you as a free download.

Course Content

• Fundamentals of Influence

• Influence: A Choice

• Naturally Occurring

• Influence Patterns

• Methods of Persuasion

• The Challenges of Influence

• Building a life of Influence

Learning Objectives

• Identify patterns of influence.

• Evaluate how you currently use influence 

behaviors and identify areas for development.

• Develop influence behaviors for greater 

personal and business success.

• Establish clear and powerful influence goals.

• Increase influence to overcome resistance.

• Describe how to ask for and receive support.
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INTERNAL PERFORMANCE CONSULTING
Internal Performance Consulting will provide you with key strategies to assist 

trainers, educators and facilitators to make a successful shift to the Internal 

Performance Consulting (IPC) role and identify where you fit in this role.

The training function has evolved in recent years from a focus on training 

employees to improve individual performance, to a more comprehensive 

focus that aims to improve individual, team, and total organizational 

performance. Trainers and facilitators are often asked to add internal 

performance consultation to their existing roles increasing the need for 

effective and efficient activity planning.

Internal Performance Consulting is a must for new or existing trainers, 

facilitators and educators who want to shift from a ‘reactive training order 

taker’ to a ‘proactive learning business partner’ and assist the organization 

in achieving its objectives. This Learning Short-take® addresses business 

challenges and traps and how to efficiently add IPC tasks into your role.

Internal Performance Consulting includes the Training vs. IPC Cycle Card, 

provided as a free downloadable tool.

Course Content

• Exploring the Internal Consulting Role

• Internal Performance Consultant Roles

• 6 Traps for new Internal Performance Consultants

• Building Business Acumen

• Managing Time

• Internal Performance Consulting Flow

• In Summary

Learning Objectives

• Identify patterns of influence.

• Describe the Internal Performance Consulting role and 

identify where you fit.

• List different Internal Performance Consulting roles and 

how each IPC role relates to your role.

• Define six Internal Performance Consulting traps and how 

to overcome them.

• List critical business challenges and write how your role as 

an Internal Performance.
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LEADING THE TRAINING TEAM
Leading the Training Team combines self-study with workplace activities to 

develop skills in effectively leading the training team to deliver organizational 

goals. It will guide you in evaluating your current approach to management 

of the training function and in developing new and innovative approaches 

for application in the workplace.

Learning and development managers are often highly competent trainers 

who have been promoted on their technical capability and have a history 

of success in designing and delivering learning outcomes. Apart from their 

knowledge of instructional design, training delivery, training administration, 

and training logistics, today’s training manager must have skills in 

leadership, coaching, counselling, and resource planning.

By providing you with new, fresh methods in the various facets of learning 

and development management, Leading the Training Team should help you 

improve the success of your team.

Leading the Training Team includes the Training Partnering Opportunities 

and Communication Plan, provided as a free downloadable tool.

Course Content

• Expectations of the Training Function

• The Changing Role of Training

• The Training Management Function

• Training Team Roles and Responsibilities

• Creating the Training Plan

• Proactive Training Management

• Communication

Learning Objectives

• Assess key business challenges against current 

training function contribution.

• Analyze each step of the Internal Performance 

Consulting and Delivery Process cycles.

• Evaluate the role of Training Management and 

personal contribution.

• Assess personal Training Management skills and 

attributes as a role model.
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LISTEN AND BE LISTENED TO
Listen and Be Listened To combines self-study with realistic workplace 

activities to provide you with the key skills and techniques of effective 

and enhanced listening. You will learn to build more effective work 

relationships with your co-workers and leaders by tuning into key 

communication messages and responding appropriately. You will 

learn tips, tricks and techniques to boost active listening capability and 

discover that effective listening helps command respect from both the 

speakers and listeners point of view.

Our unique view of the world and personal style - based on our values, 

beliefs, attitudes and behaviors - affects how we act, perceive information, 

and communicate with others. It also influences the way we listen and 

how others listen to us. When we expect to hear certain things, we may 

pay attention to only what interests us. Our perception about a person, 

situation or subject influences our reception of information, and how much 

attention we choose to pay. Listen and Be Listened To breaks down the 

art and skill of active listening which is critical to building and maintaining 

effective working relationships.

Listen and Be Listened To includes an impactful ‘Listening Tips’ Wall 

Chart, provided to you as a free download.

Course Content

• Listening & Communication

• Listening versus Hearing

• Barriers to Effective Listening

• Your Natural Listening Style

• Passive Listening

• Active Listening

• Better Questions, Better Answers

Learning Objectives

• Define listening.

• Explain why listening is important.

• Identify the barriers to effective listening.

• Identify their listening style and the listening style 

of others.

• Demonstrate techniques for active listening.

• Create a Skills Development Action Plan.
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MAKING MEETINGS WORK
Making Meetings Work combines self-study with realistic workplace 

activities to provide you with the key skills and techniques to make meetings 

work. Your meetings will become more focused, efficient, targeted and 

more likely to have a productive impact on the company’s bottom-line. You 

will learn how to more effectively prepare, manage, facilitate and actively 

participate in meetings.

It is estimated that the average professional spends 21.5 hours per month in 

meetings, or two weeks every year. It is also estimated that at least 50% of 

this time is wasted in unproductive meeting activity. Making Meetings Work 

will provide you with the tools to help you save time and money.

Making Meetings Work includes the Meeting Administration Checklist,

Course Content

• Types of Meetings

• Why Meetings Fail

• Solutions to Meeting Barriers

• Planning the Meeting

• Preparing the Agenda

• Conducting the Meeting

Learning Objectives

• Evaluate your current level of meeting success.

• Identify the various types of meetings and 

explain key differences.

• Develop solutions to common 

meeting problems.

• Outline the steps for a successful meeting.

• Carry out meeting planning and preparation.

• Create a Skills Development Action Plan.

• Create a Skills Development Action Plan.
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MANAGING FOR PERFORMANCE
Managing for Performance is written for managers and training 

professionals. For managers, Managing for Performance will assist you in 

ensuring that your team gets the most out of internal and external training 

courses and e-learning programs to help meet your personal, team and 

organizational goals. It provides managers with an understanding of their 

role in the training process and how they can ensure that team members 

apply what they learn after training.

For learning and development professionals, Managing for Performance 

explores strategies to engage managers and key stakeholders with 

participants throughout the entire learning process – all with minimal 

effort for you and the manager!

Managing for Performance includes the Pre-Learning Short-take® 

Manager Conversation Tool and the Post-Learning Short-take® Manager 

Conversation Tool, provided as free downloads

Course Content

• The Managers Role in Learning & Development

• High Performance Learning Model™

• Providing Support & Influencing Motivation

• Coaching Learners to High Performance

• Motivating & Supporting Learners Completing 

Learning Short-takes®

Learning Objectives

• Analyze a self-assessment regarding Manager 

involvement before, during and after employees’ 

learning and development

• Define each element of the High Performance 

Learning Model™

• Complete a High Performance Learning 

Model™ matrix for a case study and 

actual scenario

• Coach employees throughout the 

learning process with the aim of creating 

high performance
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MANAGING ORGANIZATIONAL CHANGE
Managing Organizational Change will provide mangers and leaders 

with the tools and techniques to lead in a changing environment. This 

Learning Short-take® includes a series of realistic workplace activities to 

assist in identifying the reactions to change within your team, and guides 

you through the steps to influence team members, to gain agreement 

and implement change.

Managing the challenge of change is a powerful responsibility. Making 

the investment of time, energy and money to implement the change 

successfully will benefit everyone - the employee, management, and the 

organization. Advocates of change will enhance the implementation and 

installation of change. Employees will return your investment in them with 

increased productivity, higher motivation, and personal growth.

Managing Organizational Change includes the Strategic Change 

Implementation Worksheet, provided as a free downloadable tool.

Course Content

• Responsibility for Managing Change

• Understanding Your People 

- The Change Matrix

• Dealing with Fear and Anger in the Change Process.

• Strategies for Managing Change 

- the 8 Steps

• Tips and Traps of Managing Change

Learning Objectives

• Identify your role in the change process.

• Learn how to identify and address the human 

face of change, and overcome emotional and 

intellectual challenges.

• Take action in overcoming performance barriers.

• Build confidence in getting your team through the 

change and beyond.

• Create a Skills Development Action Plan.
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NEGOTIATING FOR SUCCESS
Negotiating for Success combines self-study with realistic workplace 

activities to develop skills in successful negotiating. This Learning 

Short-take® is particularly relevant to those who are new to 

negotiating or who would benefit from strengthening negotiation 

skills. You will learn how to effectively prepare for a negotiation using 

your own real life business opportunity and how to incorporate key 

steps and elements into the negotiation process. You will identify 

how to achieve a win/win outcome in a negotiation and will be able to 

differentiate positional bargaining from principled negotiation. 

Negotiation is an ever-present feature of both our personal and 

professional lives, and in the business world effective negotiators 

are in high demand. Bringing a complex negotiation to a successful 

conclusion can be one of the most individually exhilarating and 

valuable aspects of business today. 

Negotiating for Success includes the Negotiation Planner, provided 

as a free downloadable tool.

Course Content

• Negotiation Defined

• Preparing for Negotiation

• The Negotiation Process

Learning Objectives

• Define negotiation - what it is and what it isn’t.

• Explain the win/win model of negotiation.

• Differentiate between positional bargaining and 

principled negotiation.

• List the steps in preparing for a negotiation.

• Identify and explain the steps in the 

negotiation process.
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NEGOTIATING FOR SUCCESS - THE NEXT STEP
Negotiating for Success - The Next Step combines self-study with real 

workplace activities to develop the skills of a successful negotiator. 

This Learning Short-take® assumes that you have some experience in 

negotiation and are familiar with basic negotiation tools and techniques. 

If you are new to negotiation or would benefit from refreshing your skills 

you may consider completing the Negotiating for Success Learning 

Short-take®.

Negotiating for Success - The Next Step will expand your toolkit of 

basic negotiation techniques by further exploring concepts for improved 

negotiation outcomes, plus other advanced negotiating skills. You will 

learn the negotiation variables and decision-making influences, as 

well as how to deal with negotiation tactics, maintain the negotiation 

relationship, and build trust in negotiations.

Negotiating for Success - The Next Step teaches the critical variables of 

a negotiation and how you can use them to your benefit, strategies for 

maintaining positive working relationships after negotiations conclude, 

the factors that influence the decision-making process, and the various 

negotiation styles and how to deal with them effectively.

Negotiating for Success - The Next Step includes the Negotiation Power 

Planner, provided as a free downloadable tool.

Course Content

• Negotiation Variables

• Decision Making Influencers

• Dealing with Negotiating Tactics

• Maintaining the Negotiation Relationship

• Building Trust

• Summary

Learning Objectives

• Describe critical variables in a negotiation and how these 

can be used to benefit you at the negotiating table.

• Identify those factors that influence the decision-making 

process during a negotiation.

• Describe the various negotiation styles and how you can 

adapt your own style to deal with them more effectively.

Learning Short-Take® Catalog © 2018, TPC - The Performance Company Pty Limited. All rights reserved25 of 35 Back to contents



48

NEGOTIATING THE MILLION DOLLAR DEAL
Negotiating the Million Dollar Deal combines self-study with real 

workplace activities to develop skills in important level and complex 

negotiating. Add master negotiating techniques to your ‘grab bag’ 

of traditional negotiation tools for improved negotiation outcomes. 

Evaluate your current approach to negotiation and develop new and 

innovative strategies to develop your skills as a master negotiator and 

achieve winning outcomes when the stakes are high.

Wherever parties with different interests and perceptions depend on 

each other for results, negotiation matters. Negotiating the Million 

Dollar Deal assists you to change the rules of the negotiation game and 

advance your full set of interests by understanding and shaping the 

others side’s opinions. The techniques provided in

Negotiating the Million Dollar Deal will teach you to uncover 

components that influence closing price, understand your options, 

reverse non-negotiable positions, identify and counter adversarial 

tactics, and establish power within the negotiation.

Negotiating the Million Dollar Deal includes the Negotiation Planner and 

the BATNA Evaluator, provided as free downloadable tools.

Course Content

• The negotiation evolution

• Negotiation planning

• BATNA revisited

• Negotiating beyond price

• Interests versus positions

• 3-D Negotiation

• Adversarial negotiation tactics

• Developing personal power

• Checklist for success

Learning Objectives

• Uncover negotiable components that influence the closing price.

• Know your options and the options of your fellow negotiator

• Turn non-negotiable position statements into readily negotiable 

statements of interest

• Identify and counter adversarial negotiation tactics.
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PERSONAL STRESS MANAGEMENT
Stress is an interactive process that occurs between an individual and 

their environment. Anything that places a physical or psychological 

demand on someone can cause stress. The critical difference between 

stress that debilitates and stress that invigorates is the reaction of the 

individual. What distinguishes the level of stress you experience is the 

meaning you attach to the demands on you and how well you cope.

Personal Stress Management provides a toolkit for a balanced life.  This 

Learning Short-take aims to provide you with specific skill development 

in the area of Stress Management.  It will assist you to understand and 

manage stress by identifying its sources, recognizing its symptoms, 

and applying effective stress management techniques to improve your 

ability to cope.

Throughout this Learning Short-take you will undertake a process 

of self-assessment, reflection and skill review, and be able to use 

this conscious awareness as a solid base for your ongoing personal 

development and success in your role.

Personal Stress Management includes the Personal Stress 

Management Strategic Planner, provided to you as a free download.

Course Content

• Getting Started – Overview

• Sources of Stress

• Emotion Management

• Stress Management

• In Summary

Learning Objectives

• Define stress and stress management as a part of daily life.

• Identify personal sources of stress.

• Recognize how emotions relate to possible responses to stress and list 

at least ten symptoms of stress.

• Identify and apply effective stress management techniques to create 

more balance in your life.

• Develop an action plan to implement stress management strategies 

and maximize your personal performance.
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PERSUASIVE PRESENTATION SKILLS
Persuasive Presentation Skills combines self-study with realistic workplace 

activities to provide presenters with the key skills and techniques 

to prepare and deliver dynamic presentations. After assessing your 

current approach to preparing and delivering presentations, Persuasive 

Presentation Skills will help you develop unique and innovative strategies 

to improve your presentation success from small meetings to large 

audiences. You will learn to effectively plan your communication by using 

a real-life upcoming presentation.

A dynamic and powerful presentation gives you a platform to 

communicate your message effectively, influence your audience and 

spark desired action. Effective presenters spend a considerable amount 

of time preparing for their presentation, ensuring that the structure, 

content and communication style is appropriate for their audience. It is 

often what happens before the presenter enters the room that dictates the 

success of the presentation.

Persuasive Presentation Skills includes the Persuasive Presentation Skills 

Presentation Planner, provided as a free downloadable tool.

Course Content

• Preparation Fundamentals

• Presentation Structure

• Connecting with Your Audience

• Developing an Individual Presentation Style

• Tips and Tricks for Getting Your Message Across

• Creating Effective Support Materials

• Mastering Nervous Energy

Learning Objectives

• Explain the importance of preparation in delivering a successful 

presentation.

• Explain how to structure your presentation to deliver key messages.

• Describe how to connect with your audience and maintain attention.

• Identify key factors for enhancing your message and projecting 

credibility.

• How to design and use visual aids to support your message.
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RECRUITING FOR RESULTS
Recruiting for Results combines self-study with realistic workplace 

activities to provide managers with the key skills and techniques to 

recruit and select the right employees for an organization. You will learn 

to deliver cost savings to the business by employing the right people, 

reducing employee turnover and re-recruitment costs, and achieving 

organizational results.

The recruitment of good employees is critical to long term business 

survival and should be treated as a competitive and strategic 

activity. Recruiting for Results will provide you with the skills to find 

the best people to fit the culture of your organization and contribute 

to its goals from writing the position description to powerful 

interviewing techniques.

Recruiting for Results includes the Candidate Assessment Summary, 

Candidate Profile, Interview Report Form, and the Position Description, 

provided as free downloadable tools.

Course Content

• Recruitment Overview

• The Recruitment & Selection Process

• Establishing the Need to Recruit

• Determining the Requirements of the Position

• Internal Sources of Employees

• External Sources of Employees

Learning Objectives

• Outline the purpose of recruitment.

• Identify the steps in the recruitment process.

• Explain how to establish a recruitment need.

• Develop effective Position Descriptions and Person Specifications.

• Identify the various sources of employees (internal and external).

• Explain key principles of interviewing and candidate selection.

52

Learning Short-Take® Catalog © 2018, TPC - The Performance Company Pty Limited. All rights reserved29 of 35 Back to contents



54

SALES FORCE LEADERSHIP
Sales Force Leadership combines self-study with realistic workplace 

activities to help you develop skills in key facets of sales management. It 

will guide you in evaluating your current sales management approaches 

and help you develop new and innovative approaches for application in 

the workplace.

Sales managers are usually highly competent sales people who are 

often promoted on their technical skills and selling capability. Apart from 

product, service and sales knowledge, today’s sales manager needs 

skills in leadership, coaching, counselling, planning, finance, business 

strategy and innovative ways of dealing with people management issues.

By providing you with new, fresh methods in various facets of sales 

management, Sales Force Leadership will ultimately help you improve the 

success of your team and reduce the stress of a managing a sales team.

Sales Force Leadership includes the Sales Meeting Planner, Sales 

Meeting Plan Summary, and the Sales Planning Worksheet, provided as 

free downloadable tools.

Course Content

• The Role of the Sales Manager

• Sales Planning

• Organizing the Sales Force

• Deploying the Sales Team

• Measuring and Managing Performance

• Make Sales Meetings Work

Learning Objectives

• Reflect on current sales management skills and identify areas for personal 

development.

• Compare the current sales environment with possibilities for the future.

• Draft sales goals based on an analysis of current sales.

• Finalize and create a communication strategy for sales goals.

• Analyze the current business using SWOT Analysis.
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SUCCESSFUL PROJECT MANAGEMENT
Successful Project Management explores effective strategies to planning 

and implementing projects within your organization using proven Project 

Planning tools. You will learn the keys to successful project management 

by following a structured approach to project planning, implementation and 

review. By using a real workplace project, Successful Project Management 

strengthens your project management skills. It covers both the essential 

theory and practical skills for project excellence.

Project Management is a method and set of techniques based on planning, 

estimating and determining work activities to achieve a desired result on 

time, within budget and according to specification. During a project’s life 

cycle, project management focuses on three basic parameters: quality, 

time and cost. A successfully managed project is one that is completed to 

specified quality, on or before the deadline, and within budget.

Successful Project Management includes the Problem Summary 

Report, Project Evaluation Report, Project Plan, Project Status Report, 

Project Task List, and the Work Package Assignment, provided as free 

downloadable tools.

Course Content

• The Project Management Triangle

• Essentials for Every Project

• The Project Life Cycle

• Phase 1 - Define the Project

• Phase 2 - Plan the Project

• Phase 3 - Implement Project

Learning Objectives

• Build direction and standards when managing projects.

• Focus on your current projects, looking for improvement opportunities.

• Work through the Project Management Life Cycle.

• Use standard forms and tools.

• Create a Skills Development Action Plan.
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THE EFFECTIVE LEADER
The Effective Leader will guide managers and leaders at all levels 

towards maximizing your effectiveness as a leader in the workplace. 

By demystifying the key concepts of communication, team building, 

leadership styles, individual and team motivation, performance, and 

interpersonal skills, you will be better equipped for success in your 

leadership role. 

The Effective Leader includes covers both the essential theory and 

practical skills for successful leadership of teams. Through a series 

of self-assessment and action learning activities you will identify the 

differences between management and leadership, write a vision and 

mission statements, and identify your natural leadership style. 

The Effective Leader will illustrate how to use additional leadership 

styles and how to plan and lead effective team meetings. 

Increased leadership skills move individuals and teams to increased 

resilience in the face of change, enhanced performance and greater 

success!

The Effective Leader includes the Meeting Planner and Meeting 

Agenda, provided as free downloadable tools.

Course Content

• Principles of Effective Leadership

• Management vs Leadership

• Leadership & Vision

• Leadership & Mission

• Leadership Style

• Understanding Behavior

Learning Objectives

• Define of the relationship between leadership 

and management.

• Understand the meaning of vision, mission and values.

• Know the role of leader as coach.

• Apply the theory of the functional and situational 

approaches to leadership.

• Work on the personal qualities of leadership and to display 

the will to lead.
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UNDERSTANDING AND MANAGING DIVERSITY
Understanding and Managing Diversity provides you with specific skill 

development in either managing or contributing to an inclusive and diverse 

workplace through understanding and displaying acceptable workplace 

behaviors. It includes general guidelines and information, underpinned 

by specific legislation relating to workplace conduct (discrimination, 

harassment, bullying, and victimization) in most countries.

Developing and maintaining an inclusive and diverse workplace is not just 

about complying with the legislative and organizational code of conduct 

requirements. What’s just as important is that everyone in the workplace 

displays respectful behavior, which is inclusive and reflects the values of 

fairness and equal opportunity for all.

Understanding and Managing Diversity will develop your skills in balancing 

the application of relevant legislation and Code of Conduct policies in the 

workplace with displaying acceptable workplace behaviors of respect, 

fairness and transparency in all interactions.

Understanding and Managing Diversity includes the Defining Workplace 

Behavior Job Aid, provided as a free downloadable tool.

Course Content

• Understanding the Business Case

• What’s the Risk?

• Legal Overview

• Direct Discrimination

• Indirect Discrimination

• Workplace Harassment

• Vilification

• Bullying

• Victimization

Learning Objectives

• List at least three reasons why workplace diversity is important to business.

• Define distinct types of workplace harassment, discrimination, vilification, 

victimization and bullying.

• List six potential scenarios of workplace behaviors that are prohibited.

• Discuss the responsibilities of employees and managers.
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UNDERSTANDING RELATIONSHIP SELLING
Understanding Relationship Selling combines self-study with realistic 

workplace activities to develop skills in understanding the value of 

building relationships with your customers to facilitate repeat business 

and achieve referrals. It compares traditional selling techniques with 

more modern sales processes based on the development of trust, 

rapport and empathy. This Learning Short-take® will guide you in 

evaluating your own approach to selling, and help you develop new and 

innovative strategies to foster key relationships, understand customer 

needs, and provide appropriate sales solutions. 

Relationship selling is based on the premise that the best source 

of new business is through existing customers and referrals from 

existing customers. This approach requires a long-term commitment 

to providing ongoing customer satisfaction, rather than just a short-

term focus on making sales. While relationship selling may take longer 

to cultivate, the organization will be rewarded with increased repeat 

business, new business and referrals from satisfied customers. 

Understanding Relationship Selling includes the ‘Relationship Selling’ 

Job Aid, provided as a free downloadable tool.

Course Content

• Traditional versus modern approaches to selling

• Evolution of the selling function

• Inside the sales call

• Principles of relationship selling

• Relationship builders and relationship breakers

• Top ten tips for relationship selling

Learning Objectives

• Define relationship selling.

• Explain the difference between traditional selling and relationship selling.

• State key differences between product-based selling and needs-based 

selling.

• Explain the importance of trust in relationship selling.

• Explain the principles of relationship selling.

• Describe how to maintain a relationship even when the answer is ‘no’.
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UNDERSTANDING CUSTOMER MOTIVATION
Understanding Customer Motivation combines self-study with real workplace 

activities to help you understand the key elements that motivate customers. 

You will learn specific techniques to encourage your customers to start or 

continue to do business with you and to provide them with the products and 

services that they need.

Understanding Customer Motivation investigates the importance of creating 

value for customers, why customers buy, the impact of buying objectives 

and influences, the four customer types and adapting the selling process 

accordingly, and a process for identifying value opportunities in your 

business.

Customers are interested in products and services that fulfil their needs 

and wants. If a customer doesn’t have a perceived need or want, then it is 

unlikely that they will buy. As an experienced salesperson, you will appreciate 

the importance of need creation in motivating customers to want to own or 

use the products and services that you sell. By examining the psychology 

and critical motivators of buying, Understanding Customer Motivation will 

assist you in garnering new and recurring customers and preserving positive 

customer relationships.

Understanding Customer Motivation includes the Value Identification Tool and 

the True Motivators Reminder Card, provided as free downloadable tools.

Course Content

• Customer Psychology

• Elements of Customer Motivation

• Value Creation

• Buying Objectives

• Buying Influences

• Customer Behavior Types

Learning Objectives

• Explain the psychology of buying and the elements of customer motivation.

• Explain the importance of creating value for customers and the impact on customer 

motivation.

• Identify value opportunities in your business.

• Explain why customers buy and the impact of buying objectives and buying influences.

• Develop strategies for aligning customer behavior types with need creation 

opportunities.

• Create a Skills Development Action Plan.
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FOR MORE INFORMATION ON ANY OF THE LEARNING SHORT-TAKES®  
OR OTHER TPC SERVICES PLEASE VISIT OUR WEBSITE www.tpc.net.au

If you would like to speak with a TPC representative, or alternatively arrange a time to meet, email tpc@tpc.net.au 

and you will be transferred to the most appropriate location to suit your individual needs.
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