Speak to Be Heard and Understood: The Art of Effective Communication

Target Group:

e Ukrainians looking for a job in Romania;

e those who want to improve their professional path or communication at their
current workplace;

e those who already have a job but feel that communication is not their strong
side;

e those who strive to learn how to speak persuasively, not be afraid of public
speaking, and be heard and properly understood.

Number of sessions: 10

Duration of each session: 120-180 minutes

Format: theoretical lectures, interactive methods — practical exercises, role plays,
discussions.

Course goal: to develop skills for effective, confident, and interculturally competent
communication in a professional environment.

@ Course Structure: 10 Training Sessions
@ Day 1 — Introduction. What is Effective Communication?

09:00 - 09:15 | Welcome and introduction
Icebreaker game (“Who am | in communication?”), creating a safe atmosphere.
Goal: to establish contact, relieve tension, and define expectations.

09:15 - 10:00 | Session 1 — Basics of Effective Communication
Mini-lecture: components of communication, typical barriers, the role of context.
Interactive: group discussion “When I’'m not understood — why?”

10:00 — 10:15 | Coffee break

10:15 - 11:30 | Practice — Personal Communication Style
Exercise “My communication profile” + barrier diagnosis.
Breathing exercises for clear articulation.




11:30 - 12:00 | Summary and reflection
Participants share one insight and one personal challenge.

Day 2 — Communication Styles and Personality Types

09:00 — 09:15 | Warm-up: “What kind of communicator am 1?”
Game identifying communication styles (passive, assertive, aggressive).

09:15 — 10:00 | Mini-lecture — Communication Styles and Psychotypes
Types of styles, audience psychotypes, how to adapt a message.
Examples of successful communicators of different types.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Adapting Your Style
Exercise “Explain it to another”: how the style changes depending on the interlocutor’s

type.

11:30 - 12:00 | Summary and self-reflection
What helps me be understood? What does my natural style sound like?

@ Day 3 — Active Listening

09:00 — 09:15 | Warm-up: “Pass the Message”
Short task on accurate information transfer.

09:15 — 10:00 | Mini-lecture — What is Active Listening
Basics, techniques, obstacles.
Discussion on why listening = respect.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — “Mirror Listening”
Work in triads: speaker, listener, observer.
Feedback and analysis of nonverbal cues.

11:30 — 12:00 | Reflection: What changed my attitude toward listening?




Day 4 — How to Express Your Opinion

09:00 — 09:15 | Warm-up: “Say It Differently”

09:15 - 10:00 | Mini-lecture — The “I-message” Formula

How to express yourself without accusations, clearly and logically.
Articulation exercises.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — “I-messages” and Diction
Role situations: how to convey your position while staying calm.

11:30 - 12:00 | Reflection — How My Communication Has Changed

@ Day 5 — Intercultural Communication

09:00 — 09:15 | Game “Cultural Differences”
09:15 - 10:00 | Mini-lecture — Ukraine vs. Romania
Differences in business etiquette, body language, and personal distance.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Real-life Simulations
How to react when your style is not understood.
Role cases “In the HR Office”, “At the Job Interview”.

11:30 — 12:00 | Reflection: Which cultural aspects surprised me?

@ Day 6 — Public Speaking

09:00 — 09:15 | Energizer: “I Am a Speaker”
09:15 - 10:00 | Mini-lecture — Speech Structure, Voice, Body Language
How to structure a speech and manage audience attention.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Participants’ Mini-presentations
Each prepares a short (1-minute) speech.
Feedback from the trainer and the group.




11:30 - 12:00 | Reflection — My Fear and My Progress

Day 7 — Business Communication

09:00 — 09:15 | Exercise “First Impression”
09:15 - 10:00 | Mini-lecture — Business Etiquette and Email Communication
How to write, call, introduce yourself, and maintain a professional tone.

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Online Presence and Social Media
How to create a professional image on social networks.
Role play “Video Meeting.”

11:30 - 12:00 | Summary — My 3 Steps Toward a Professional Image

@ Day 8 — Conflicts Caused by Ineffective Communication

09:00 — 09:15 | Warm-up “Conflict or Misunderstanding?”
09:15 - 10:00 | Mini-lecture — Causes, Stages, and De-escalation of Conflict

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Role Cases “How to Respond to Provocation”
Working on phrases, pauses, and reframing.

11:30 — 12:00 | Reflection — My Strategy for Peaceful Resolution

@ Day 9 — Feedback

09:00 — 09:15 | Energizer “Compliment Chain”
09:15 - 10:00 | Mini-lecture — “Sandwich” Model, Empathy in Feedback

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Giving and Receiving Feedback Respectfully
Exercise “Feedback Circle.” Analysis of facial expressions, tone, gestures.




11:30 - 12:00 | Reflection — How Feedback Can Inspire, Not Hurt

Day 10 - Integration and Self-Presentation

09:00 - 09:15 | Warm-up — “My Future Interview”
09:15 - 10:00 | Mini-lecture — How to Prepare for an Interview (STAR Technique)

10:00 — 10:15 | Coffee break ¥

10:15 - 11:30 | Practice — Interview Simulation and Storytelling
Work in pairs, individual presentations, analysis.

11:30 - 12:00 | Closing Circle — Summary, Certificates, Motivational Exercise “One Step
Forward”

B Course Objectives / Expected Learning Outcomes

Understand what effective communication is and how to avoid main barriers
Identify and adapt your communication style in different contexts

Listen actively and with empathy

Express thoughts clearly, logically, confidently, and without aggression
Behave professionally in business communication

Recognize intercultural differences between Ukrainian and Romanian communication
styles

Speak confidently in public

Resolve conflicts peacefully and constructively

Give and receive feedback respectfully

Apply communication skills in real life

B Learning Methods / Approaches and Activities

Method / Approach Example / Application




Interactive learning

Discussions, micro-groups, “think—share” exercises

Role plays

Practical exercises

Presentations, conflict situations, dialogues with
supervisors

Writing emails, building “I-messages”

Simulations

Job interviews, public speaking

Case analysis

Discussion of real or simulated conflicts

Video/audio analysis

Analysis of nonverbal language, tone

Reflection and self-
assessment

Keeping a personal journal of insights

Language support

Key phrases, templates, structure of public speech
considering audience type

Resources:

Research from the University of London, the University of Sydney, IESE Business School,
University of Colorado Boulder, IBM.

[

® Presentations
e Handouts

[ ]

Phrase and structure cards

Video examples of real-life situations and powerful public speeches




e Flipchart / whiteboard
e Online platforms (Mentimeter, Padlet, Kahoot)

e Research from European and American academic and civil institutions
specializing in communication

@ Why Is It Important?

The ability to communicate effectively is one of the most essential skills in any sphere of
life — at work, at home, in a new environment, or while adapting to a new country.

If you cannot express your thoughts clearly, confidently, and respectfully in your native
language, it will be even harder to do so in Romanian or English.

Communication is not only words. It’s logic, structure, emotional intelligence,
contextual understanding, and respect for another culture.

In today’s world, where communication determines almost everything, even the most
skilled professional can lose to someone who knows how to convey their idea, build
dialogue, avoid conflict, or inspire others.

Those who master the principles of effective communication will always be several
steps ahead — in their career, team, and integration into a new environment.



Ukrainian version

foBopuTtH, W06 Tebe nouynu i
3pO3yMIiNnn: mmcrteutTso ePpeKTUBHOI
KOMYHiKauii

LinpoBa rpyna:
- yKpaiHLj, fKi yKaTb po6oTy B PyMyHii;

- X04yTb MOKPALUTH CBill npodeciHHUM 15X a60 KOMYHiKaljilo Ha TenepiliHbOMY MicIi
po6oTH;

- BXKe MaloTh POo6OTY, aJie BiJUyBalOTh, 1110 CIIIJIKyBaHHS — He IXHS CUJIbHA CTOPOHA;

- IparHyTh HABUUTUCS TOBOPUTHU NEPEKOHIUBO, He 6OSITUCS BUCTYNATH My0JIivHO, TaK,
11106 IX 4yJid i TpaBUJILHO PO3YMIJIU CEHC MOBiJOMJIEHb.

KinbkicTts cecii: 10
TpuBaJticTb KoxHOI cecii: 120-180 xBUJINH.

®opmat: TeopeTUYHI JeKLil, iIHTepaKTUBHUN METOJ, — NPAKTHUYHI BIIpaBU, POJIbOBi irpy,
JUCKYCil.



MeTa Kypcy: cpopMyBaTH HABUYKU ePpeKTUBHOTO, BIIEBHEHOI'O Ta MIXKKYJIbTYPHO
rpaMOTHOTO CHiJIKyBaHHA B podeciitHoMy cepe/10BUIIL

CTpyKTypa Kypcy: 10 HaBYabHUX cecCild

- denb 1 - Berym. lllo Take epeKTUBHA KOMYHiKalis?

09:00 - 09:15 | BiTaHH#A Ta 3HallOMCTBO
IrpoBe 3HaltoMcTBO («XTO 51 B KOMYHIiKallii?»), CTBOpeHHs 6e3ne4yHoi aTMocdepu.
- Mema: HasaroAuTH KOHTAKT, 3HATH HANPYTY, OKPECTUTH OYiKyBaHHSI.

09:15 - 10:00 | Cecisa 1 - OcHoBM epeKTUBHOI KOMYHiKaLii
MiHi-siek11isi: KOMIIOHEHTH KOMYHiKallil, TUNIOBi 6ap’€pH, poJib KOHTEKCTY.
[HTepakTUB: rpynoBe 06roBopeHHs «Kosn MeHe He po3yMiloTh — 4OMy?»

10:00 - 10:15 | KaBa-nay3a &

10:15 - 11:30 | [IpakTuka — BsracHuil CTWIb CHiJIKyBaHHA
Bnpaga “Miii koMyHikauiiiHu# npo¢ine” + AiarHocTrka 6ap’epis.
JuxaJbHi BIIpaBU A1 4iTKOI apTUKYJIALL.

11:30 - 12:00 | Iligcymok Ta pediekcisa
Y4yacHUKH Jig9Thcd OJHUM iHCAaHTOM i OJHUM BUKJIMKOM /s cebe.

- leHb 2 - KomyHikaniiiHi cTHIi Ta TUIIM 0COGUCTOCTEN

09:00 - 09:15 | Posirpis: «fkuii s1 KOMyHiKaTOp?»
['pa Ha BUSIBJIEHHS CTUJIIB CiJIKyBaHHA ([TaCUBHUH, aCEpTUBHUM, arpeCUBHUM ).

09:15 - 10:00 | Mini-neknisa - KomyHikaniiiHi cTU/Ii Ta ICUXOTUNIU
Buauy cTWiB, ICUXOTUIIM ayAUTOPI], AK aJalITyBaTH MOBIJOMJIEHHS.
[Ipukiagy yCHillHUX KOMYHIKAaTOPiB pi3HUX THUIIIB.

10:00 - 10:15 | KaBa-nay3a w

10:15 - 11:30 | [IpakTuKa - AganTanis CTUII0
Bnpaga «IlosicHU Lie iHIIOMY»: 1K 3MIHIOETHCA CTUJIb 3aJIEXKHO BiJl TUIY CIBPO3MOBHHUKA.

11:30 - 12:00 | lizcymok i camopedekcia
Illo meHi fonomarae 6yTH 3p0o3yMisiuM? K 3ByIUTh Mill IPUPOAHUMN CTUIB?



- leHb 3 - AKTMBHE CJIyXaHHA

09:00 - 09:15 | PosirpiB: BnpaBa “I[lepeaait noBigomMmaeHHA"
KopoTke 3aB/1aHHSA Ha TOUHICTb NepeJaBaHHs iHpopmariii.

09:15 - 10:00 | Mini-nekunis - [Ilo Take aKTUBHE CJIyXaHHSA
OcHOBH, TEXHIKH, IEPELIKOIU.
O6roBOpeHHs, YOMY CJAyXaHHS = MOBara.

10:00 - 10:15 | KaBa-naysa @

10:15 - 11:30 | [IpakTuKa - “/I3epKajibHe CJIyXaHHS”
PoborTa B Tpilikax: cnikep, ciyxady, cliocTepirad.
3BOpPOTHUH 3B’I30K, aHaJli3 HeBepOaJbHUX CUTHAJIB.

11:30 - 12:00 | Pednekcis: 1llo 3MiHNW/I0 MO€E CTaBJI€HHS A0 CJIyXaHHSA

- leHb 4 - IK BUC/IOB/II0BAaTH AYMKY
09:00 - 09:15 | PosirpiB: BnpaBa “Ckaku 1e no-iHmomy”

09:15 - 10:00 | Mini-neknisa - ®opmysia “f”-noBigoMaeHb
Ax BUC0BAIOBaTHCA 6€3 3BUHYBau€Hb, YiTKO Ta JIOTI4YHO.
ApTukyJdLiiiHa riMHacTUKa.

10:00 - 10:15 | KaBa-nay3a »

10:15 - 11:30 | [IpakTuka - “SI-noBigomMaeHHA" i AUKIIA
PosboBi cuTYyalii: K JOHECTH CBOIO NMO3UILi10, 3aTUIIAIYUCh CTOKIMHUM.

11:30 - 12:00 | Pednekcia - Ik 3MiHUI0CA MO€E CIJIKyBaHHS

- leHb 5 - MiXKKy/JIbTYpHa KOMYHiKaLif
09:00 - 09:15 | IrpoBa BupagBa “KyibTypHi BigmMiHHOCTi”

09:15 - 10:00 | Mini-neknis - YkpaiHa vs. PymyHis
BigMmiHHOCTI y AiiloBOMY eTHKeTi, HeBepbabHill MOBI, AUCTaHIl.

10:00 - 10:15 | KaBa-nay3a w

10:15 - 11:30 | [IpakTuKa - CuMyIALii peaJlbHUX CUTYyaLii
Sk pearyBaTH, K0/ He PO3YMilOTb TBil CTUJIb.

» o«

PosiboBi keticu “Y ka6ineti HR”, “Ha cniB6ecini”.



11:30 - 12:00 | Pedaekcis: AKi KyJabTypHi 0COGJIUBOCTI MeHe 3JUBYBaJIN?

- leHb 6 - [ly6/1iuHMil BUCTYTT
09:00 - 09:15 | EHepraiizep: «f — cnikep»

09:15 - 10:00 | Mini-seknisa - CTpyKTypa BUCTYIIy, F'0JI0C, MOBA Tijla
flk no6yayBaTH MPOMOBY Ta KEPyBaTH yYBarok ayJuTopil.

10:00 - 10:15 | Kapa-naysa &

10:15 - 11:30 | [IpakTuKa - MiHi-BUCTYNIU yYaCHUKIB
KoeH rotye kopoTkuii Buctyn (1 xB).
3BOpPOTHUH 3B’I30K BiJ TpeHepa U rpymnu.

11:30 - 12:00 | Pedrekcis - Miii crpax i miii nporpec

- lenb 7 - /liyioBe cniyIKyBaHHSA
09:00 - 09:15 | Bopasa “Ilepumie BpakeHHA”

09:15 - 10:00 | Mini-nekuist - /lizioBa eTrKa Ta email-komMyHikanjis
Ak nmucaTH, A3BOHUTH, IPEACTABJATUCH, TPUMATH MPOodeCiiHUN TOH.

10:00 - 10:15 | KaBa-naysa &

10:15 - 11:30 | [IpakTUKa - OHJIAUH-NIPUCYTHICTD i coniaabHi Mepexi
fAx ctBopuTH npodeciliHe BpaXKeHHS B COLMepexKax.
PonboBa BnpaBa “Bifeosyctpiu”.

11:30 - 12:00 | Migcymok - 3 MOi KPOKHU AJ11 npodeciiiHOoro iMmi Ky

- leHb 8 - KoHQ1ikTH Yepe3 HeePeKTUBHY KOMYHiKa1lilo

09:00 - 09:15 | PosirpiB “KoHuiKT Y1 HEMOpPO3yMiHHA?"

09:15 - 10:00 | Mini-nekuisa - [[pyunHY, eTany, Jeeckaaania KOHPIIKTY
10:00 - 10:15 | KaBa-naysa &

10:15 - 11:30 | [IpakTuka - Po/1boBi Kelicu “fIK BignoBicTu Ha NpoBOKalil”
BianpanoBaHnHs ¢pas, naysu, nepepopMyar0BaHHS.



11:30 - 12:00 | Pedaekcist - Mos cTpaTerias MUPHOTo BUpillIeHHA

- leHb 9 - 3BOPOTHMII 3B’ A30K

09:00 - 09:15 | EHepraiizep “KomMmiiMeHT-/1aHII02KOK”

09:15 - 10:00 | Mini-nekuia - Moaesb “caHaBiva”, emnarisa y ¢pigéeni

10:00 - 10:15 | Kapa-naysa &

10:15 - 11:30 | [IpakTuka - /laTu i orpumaTH piadek i3 moBarow
BnpaBa «®ig6ek no kosy». AHasli3 MiMiKH, TOHY, KeCTiB.

11:30 - 12:00 | Pednekcin - Ik ¢pigdek MoxKe HAAUXATH, A HE PAHUTHU

- leHb 10 - [HTerpanisa Ta camonpe3seHTaLis

09:00 - 09:15 | PosirpiB - “Moe maiiGyTHE iHTEepB’'10”

09:15 - 10:00 | Mini-nekuis - Ik miazroryBatucs Jo cniB6ecigu (Texnika STAR)

10:00 - 10:15 | KaBa-nay3a &

10:15 - 11:30 | IpakTuka - CumyJALis cniBéecigy Ta cropiTeaiHr
Po6oTa B napax, iHAUBilya/JbHUN BUCTYI, aHaJIi3.

11:30 - 12:00 | 3axm0uHe KoJio - [ligcymky, ceprudikaTi, MOTUBaLiiiHa BIIpaBa
“OpauH KpoK ynepes”

Llini kypcy / OuikyBaHi pe3ynbTaTu HaBYaHHA

Po3ymMity, o Take epeKTHBHA KOMYHIiKallifl Ta IK YHUKATH OCHOBHUX 6ap’epiB
BusABAATH Ta aflanTyBaTH CBill KOMyHIKaL[iMHWMI CTUJIb Y PI3HUX KOHTEKCTax
CylyxaTy aKTUBHO Ta 3 eMIATIE

BucsioB/10BaTH YMKU YiTKO, JIOTIYHO, BIEBHEHO U 6e3 arpecii

[IpodeciiiHo MOBOJUTUCH Y Ai/TI0BOMY CHiJIKyBaHHI

Po3nizHaBaTH MiXKKy/JIbTYpHI BiMIHHOCTI Mi>K yKpailHCbKHUM 1 pyMYHCBKUM CTHJIEM
CIIIJIKYBaHHA

BrnieBHeHO BUCTynaTH My6J1i4HO



° BupimyBaTu KOHQJIIKTH MUPHO Ta KOHCTPYKTHBHO
° JlaBaTu Ta npuiMaTy 3BOPOTHUHN 3B’130K

° BUKOpUCTOBYBAaTH KOMYyHIiKaLliiHI HABUYKHU y pEaJIbHOMY KUTTI

B MeTogu HaBuyaHHA / Niaxoau Ta BUAM [ianbHOCTI

MeTop / [ligxif, [puknan / 3acTocyBaHHSA

[HTepakTHBHe HaBYaHHSA Juckycii, Mikporpymu, BpaBH “ayMain-
nofiiucey”

Posbogi irpu (role play) Buctynu, koHJiKTHI cuTyauii, giasoru 3
KepiBHUKOM

[IpakTH4Hi BlipaBU HanucaHus email, no6ygosa “A1”-
MOBIJOMJIEHb

Cumynsaunii [HTEpB’10, My6IiYHUN BUCTYTI

AHani3 keliciB P036ip peasibHUX a60 3MO/1e/IbOBAHUX
KOHJIIKTIB

Bineo/ayaioananis AHani3 HeBep6a/IbHOI MOBY, iIHTOHALil

Peduiekcis Ta camooniHKa BesieHHd 10/leHHUKA BpaXKeHb

MoBHa migTpumKa KutouoBi dpaswy, mabaoHU, CTPYKTypa

no6y0BU My6J1iYHOr0 BUCTYMY i3
ypaxyBaHHAM THUILy ayJUTOPil

**Pecypcu:** nocnimxkenus Univercity of London, The Univercity of
Sidney, IESE Business School, University of Colorado Boulder, IBM.

e KapTtku 3 dppasamu Ta CTPYKTypamMu

e [IpeseHTauii

e PoszparkoBi MaTepianu

e Biseo npuk/aaau cUTyalliil Ta NOTYKHUX My6OJIiUHUX BUCTYIIIB
e Flipchart / nomka

e OmnuaniH-niatdopmu (Mentimeter, Padlet, Kahoot)



e JlocaigKeHHS €BPONEChKUX Ta aMEePUKAHCbKUX HAYKOBUX Ta TPOMa/iCbKUX
crenia/i3oBaHUX IHCTUTYLIM 11040 KOMYyHIiKaLii

Yomy ue Baxknmso?

YMiHHA edeKTHUBHO KOMYHIKYBaTH — Iie OJlHa 3 HAaWBaXK/IUBIIIMX HABUYOK Y Oy b-sIKil
codepi KUTTs: HA po6OTI, BIOMA, Y HOBOMY CepeZIOBUII YU MPU afalTalii 10 HOBOI KpaiHU.
AKI0 BU He BMI€ETe YiTKO, BIEBHEHO Ta 3 II0BArolo J0 CIiBPO3MOBHUKA BUCJIOBJIIOBATH CBOI
JIYMKHU PiIHOI0 MOBOIO, BaM OYy/le lije CKJIa/(Hillle 11e 3p06UTH PYMYHCBHKOIO YU aHTJIIHCHKOIO.
Bo koMyHiKkaljis — 1e He Jsivuie cjoBa. Lle jsiorika, CTpyKTypa, eMOLiHUY IHTEJIEKT,
pO3yMiHHA KOHTEKCTY i moBara 10 KyJIbTYpH iHILOTrO.

Y cBiTi, ie KOMyHiKalis BUpillye Maie Bce, HABITh HaMKpal Ui celiaaicT Moxe
NporpaTv TOMY, XTO BMi€ JJOHECTH CBOIO i/jet0, TOOYLyBaTH Aiajor, yHUKHYTH KOHQJIIKTY
a60 HaAuxHYTHU iHIKUX. ToMH, XTO BOJIO/li€ 3aKOHAMU epeKTUBHOI KOMYHiKallii, 3aBx/u 0yae
Ha KiJIbKa KpOKiB nonepeay — y Kap’epi, KOMaH/li, iHTerpalii B HOBe cepeJJOBUIIE.
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