
Enhance your professional image 
every time you speak

A one-day workshop that delivers proven, powerful
skills to improve communication on the job!

Gain the critical communication skills guaranteed 
to build career success!

● Finesse – the skill you need to successfully deal with all types 
of people in all types of situations

● Express your ideas using a communication style that convinces even 
hard-to-persuade, hard-to-impress co-workers

● Exercise targeted listening skills to gain information critical 
to your career

● Communicate confidently and capably in group settings … 
even when it’s spontaneous

● Surefire credibility-boosters that project the image of confidence

● Diplomatic techniques to deal with tough situations

Presented by National Seminars Group, 
a division of Rockhurst University Continuing Education Center, Inc.

Enroll online at www.NationalSeminarsTraining.com

or call 1-800-258-7246 today.

AN ESSENTIAL ONE-DAY WORKSHOP

COMMUNICATING 

With TACT and SKILL
FOR MANAGERS AND SUPERVISORS
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You can have all the know-how to do your job. But without excellent communication skills,
there’s a roadblock ahead in your career.

Contrary to popular belief, excellence in communication is not a talent that only some
people are born with. The ability to communicate with tact and skill is a collection of
techniques that can be learned and cultivated.

We all get so caught up in our daily work duties that we rarely take time to concentrate on
our communication skills. As a result, it takes a toll on work relationships. Maybe you didn’t
get credit for a job well done. Maybe your great ideas weren’t heard or taken seriously. 

In today’s highly demanding and competitive workplace, diplomatic communication 
is the skill that must be mastered if you are going to push ahead in your career.  
No other skill is as critical to your success as this.

Communicating With Tact and Skill for Managers and Supervisors is an all-new seminar
designed to help you discover your communication potential and start building on your
strengths. We’ll take you step-by-step through the most important aspects of communication
with powerful techniques, strategies and tools that will impact your career immediately. 

In this powerful seminar, you’ll learn to … 
■ Gain control of your communication style with techniques you can use without

sounding phony
■ Take control of the situations that sabotage your communication effectiveness
■ Develop new assertiveness and conflict resolution skills to destress and defuse

confrontation
■ Apply the Universal Law of Negotiation to gain cooperation – even under fire
■ Impress those most important to your career with new professionalism and 

great results
■ Use easy-to-remember responses and formulas that take the trauma out 

of confrontation and put the positive outcome in

You could go on facing your communication challenges alone.  
But why? We’ll give you the proven tools you need to not only face
those challenges, but turn them into pluses that will mark a dramatic
upswing in your career path. You’ll return to your job more confident 
of your communication skills, more productive and more valuable 
to your organization than ever before. We guarantee it.

Call 1-800-258-7246 and enroll today, or enroll online at www.NationalSeminarsTraining.com

What skill is the most critical 

for your career success?What skill is the most critical 

for your career success?
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COMMUNICATION!
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1. Get your ideas out at the right time to gain the greatest impact

2. Earn the reputation as a consensus builder who involves people in
the process and succeeds

3. Put an end to misunderstandings and miscommunications that stop
projects cold

4. Know how to deliver bad news, “no’s” and “sorry’s” with empathy
and tact

5. Cool down the overheated verbal exchanges that threaten
productivity and progress

6. Deliver instructions that leave no room for confusion and get
followed to the letter

7. Add the diplomatic touch and know what to say and when 
to say it

8. Get to know others easily and find that common ground 
to establish firm relationships

9. Gain the respect of your peers, your staff and those you
report to by becoming an influential, easy-to-understand
communicator

10. Bring the stress level down in your department by having open
and clear lines of communication

11. Give criticism that turns people around in a positive way and
doesn’t cause hard feelings and resentment 

12. Do the “damage control” tactics that smooth over hard feelings
and prevent grudges between co-workers

13. Generate new attention and interest in your listeners that 
will make a bottom-line difference to your organization and your
career

14. Deal with the put-down artists and snipers who try to rob you 
of your credibility in public

15. Have the self-control to speak positively and not regret words that
might slip out and come back to haunt you later

16. Get credit for the successful things you do  

If you’re really serious about your career success, you won’t
miss this extraordinary training opportunity!

The

Dirty Dozen:
Are any of the top 12 
communication challenges
plaguing you?

■■ Walked away from conversations
wishing you had said something
differently or, worse yet, not said
anything at all

■■ Dealt with team communication
breakdowns that threaten the success 
of an important project

■■ Felt embarrassed or angry because 
you were challenged or even put down
in front of others

■■ Felt like no one is listening to you
because you got cut off in mid-sentence

■■ Have nothing to say or feel like you’re
not connecting with new co-workers,
clients or others you meet
professionally

■■ Keep getting opposition to ideas you
know are good if only others would
really listen

■■ Get completely different results because
others did not listen to nor understand
your directions

■■ You are greeted by blank stares and 
get the feeling your words are falling 
on deaf ears

■■ Feel put on the spot at meetings and
fumble for words when you are
unexpectedly asked a question

■■ Have to deliver bad news and can’t find
the words to say

■■ Find yourself saying, “Why couldn’t 
I have said that?” when you are
listening to others

■■ Keep having the same arguments with
the same people time and time again

When it comes to benefiting your career,
nothing pays off like excellent
communication skills.

After this powerful day of
training, you’ll be the one to …
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Group Discount: When 3 enroll from your organization, a 4th attends FREE!
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Manage the Power of Your
Message
■ Today’s demanding workplace: 

Why you need diplomacy and tact

■ Strong interpersonal skills that increase
your area of influence

■ Ending self-sabotage that diminishes your
communication skills

■ Where the breakdowns occur on the
communication highway

■ How are you coming across to others?
Holding up the mirror to view yourself 
as others see you

■ Using self-anchoring techniques – 
the foundation of relating

■ Taking your foot out of your mouth when
you’ve said something you regret

■ Put positive self-talk into “sound-byte”
language

Mastering Influential
Communication Techniques
■ Building on your personal strengths 

and plusses

■ Breaking out of a “lightweight” 

speech pattern

■ Do you know what you sound like?
Discover the power of your voice image

■ Getting your body language in synch with
your message

■ Keeping composure and confidence 
in tough situations

■ Secrets for making that positive 
first impression

■ Two quick vocal tricks that will keep your
voice congruent with your message

Focused Listening Skills: The
Unheard Message
■ Listening – the misunderstood and

underused part of the communication
equation

■ Developing an attentive silence that allows
time to think, feel and express

■ 4 ways to keep the information flowing 
to you and get the feedback you need

■ The power of silence to gain information
from others

■ The secret of master listeners: reflective
listening/responding

■ How to direct the listener into seeing 
your point of view

■ Tuning out the filters that put static in the
communication lines

Tactful Communication 
in Tough Situations 
■ Lessons from veteran diplomats – 

where to find the positive outcome 
in conflict situations

■ Finding the words to say: Scripts you can
use to get you through bad news 

■ Start opening communication lines:

strategies for ending in-fightin
and feuding

■ Verbally defusing the aggressiv
from backstabbing statements 

■ Taking on a challenge in front 
what to do when you feel backe

■ Positive ways to deliver critici
don’t put others on the defensi
hard feelings

■ “The great manipulator”: Hand
criticism when it’s dished out t

■ Defusing explosive situations q
and easily

■ How to hold back when you ar
to say something you’ll regret 

■ What to say when: the art of sc

Building Rapport, Achi
Respect and Developin
Positive Work Relation
■ 10 bridge-builders that create s

alliances with other departmen

■ Developing instant rapport wit
person you encounter

■ How to give instructions that a
understood and followed

■ 6 ways to toot your own horn 
sounding like a braggartWorkshop Exclusive!

The EASY Script
A special feature of this workshop is the EASY Script, a
basic format you can use in any situation that will help
you effectively deal with tough situations.  You’ll be
able 
to express your viewpoint clearly and get buy-in to a
solution. If you’ve ever been in 
a situation where words failed you, the EASY method
will give you the framework you need to communicate
clearly and boost your professional and personal

Enroll 3, 
the 4th pers
attends FRE
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Whatever your training need -- we have a solution! To request a FREE catalog of events c

Your Comprehensive Workshop Agend
Workshop hours: 9 a.m. to 4 p.m.      Registrati
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■ Getting recognition for your successes

■ Keeping yourself in the right loops 
and tapping into the information channels
you need

■ Keeping your lips zipped ... Don’t let the
unfortunate words slip out

Persuading, Influencing and
Motivating
■ Cutting through the clutter – getting your

point across

■ Step-by-step ways to persuade your
listeners with quick, concise messages

■ Presenting your point of view with pizzazz
that gains respect from others

■ Getting the “higher-ups” to hear and 
react favorably to your ideas

■ Surefire techniques to winning over 
an adversary

■ Negotiation strategies that turn the 
no’s around

■ Developing Plan B: What are your options
when someone just doesn’t agree?

nroll 3, 
4th person
nds FREE.

Satisfaction
Guaranteed!

The value and benefits of attending our training programs
are confirmed by millions of satisfied participants.  If you
are not completely satisfied with the return on your
investment from any National Seminars Group
presentation, your money will be returned in full.

Guaranteed!

Our customers communicate
seminar benefits best …
“It was very informative, but more importantly –
FUN.”

P. Hernoon, 
Project Manager,

AZ Public Service

“Communicating With Tact and Skill is an
indispensable seminar for every professional
who is seeking excellence.”

M. Rius, M.D., 
Owner, 

Cosmetic and Hair Surgery Inst.

“This type of training is beneficial 
to everybody in any type of job.”

J. Valdez, 
Probation Officer, 

West TX
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alog of events coming to your area, visit us online at www.NationalSeminarsTraining.com

Agenda
  Registration begins at 8:30 a.m. on day one. BRING THIS

TRAINING
TO YOUR
ORGANIZATION

ON-SITE TRAINING SERVICES:
WORLD CLASS TRAINING. GUARANTEED RESULTS.

Our On-Site Training Department can deliver this
seminar — or more than 100 other cutting-edge
training programs — directly to you for private, in-
house training.

Over 20 years of experience allows us to create
comprehensive training programs that deliver the
skill sets your employees need to succeed in
today’s volatile business climate.

Find out how our guaranteed on-site learning solutions
can benefit your organization. Call 1-800-344-

4613 , e-mail us at onsite@natsem.com
or visit us on the web at

www.NationalSeminarsTraining.com.

Rockhurst University Continuing Education Center, Inc.
On-Site Training & Learning Solutions

The Standard in Training Excellence
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Registration Information
Our Registration Center is open weekdays from
7 a.m.  to 7 p.m. CST. Enrollments taken online 24/7.

Group Discount: When 3 enroll from your
organization, a 4th may attend for FREE!

Check-in begins at 8:30 a.m. The workshop schedule 
is 9 a.m. to 4 p.m. Lunch is on your own. 

Cancellation. If you cannot attend, you may send a
substitute or receive a credit memo toward a future
workshop. If you cancel your registration up to five
business days before the workshop, your registration fee
will be refunded less a $10 enrollment charge.

CEUs: Continuing education credit may be recognized 
by your professional board. Contact your own board to
find out what’s required. Call our CEU/CPE specialist at 
1-800-258-7246, ext. 3100, if you have any questions.
RUCEC is an approved provider of continuing nursing
education by the Missouri Nurses Association, an
accredited approver by the American Nurses Credentialing
Center’s Commission on Accreditation.

Tax Deduction. The expense of continuing education,
when taken to maintain and improve professional skills,
is tax deductible. Please contact your accountant for
complete details.

FED ID #43-1576558

Register online at
www.NationalSeminarsTraining.com

Call toll-free
1-800-258-7246

Fax the completed
registration form to 
1-913-432-0824

or mail the registration form to:
National Seminars Group

P.O. Box 419107
Kansas City, MO 64141-6107

Join us for one more high-intensity day of training

Management Skills

for First-Time Supervisors
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Get the solid skills you need to achieve 
exceptional results through others

Time and time again, studies show the biggest mistake a new supervisor can make 
is to take the “winging it” approach to supervising people.  Successful managers and

supervisors know that when you’re responsible for others, you need a whole new
mind-set accompanied by a solid set of skills ... specific skills for the many different

situations you face as a supervisor.  “Winging it” is just too risky!

In one intensive day of training, you’ll learn ...

• How to get your employees to take initiative and take more work off your shoulders
• Simple strategies for handling negative employee attitudes
• How to come across as a credible leader people will eagerly follow
• Ways to boost your own personal effectiveness and eliminate your daily time-wasters
• Everything you need to know about employee performance reviews
• How to give on-target instructions so the job gets done right the first time
• Techniques for delivering constructive criticism with tact and skill to get great results
• How to make your group of diverse employees think, act and work like a real team
• How to position yourself for greater success in your career

Why take the long, hard rocky road of trial-and-error to supervisory
success when you can jump-start your skills in just one day?

Workshop hours: 9 a.m. to 4 p.m.       Registration begins at 8:30 a.m.

To Enroll ...

Visit Us Online at www.NationalSeminarsTraining.com
Express online registration is available 24 hours a day -- 7 days a week. Plus, check out all the exciting events coming to your area ...
great articles on timely topics ... special prices on books, tapes and more ... and fabulous FREEBIES you won’t find anywhere else!

From Our Resource Center ...

The Interpersonal and Written 
Communication Success Pack
Business Grammar and Usage for Professionals
6 Audio CD program with workbook

Powerful Communication Skills
1 60-minute video, interactive handbook and participant guide

How to Work With People
1 60-minute video, interactive handbook and participant guide

Listen Up: Hear What’s Really Being Said
1 60-minute video, interactive handbook and participant guide

The Art of Being Assertive
6 Audio CD program with workbook

Item No. B245041 ... Retail Price: $586
Your Price: $399

Save over$180!
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REGISTRATION FORM
Workshop Schedule

For fast, easy registration call 1-800-258-7246. The Communicating With Tact and Skill workshop is 
not available in all areas. Please refer to the workshop
schedule above to check availability in your area.
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2. Check all workshops you wish to attend ...

Program hours: 9 a.m. to 4 p.m.    Registration begins at 8:30 a.m.

(Please list additional registrations on a separate sheet and attach.)

■■ Please send me ______ copies of The Interpersonal & Written Communication Success Pack
(Item No. B245041) at $399 each. Add 7% or applicable sales tax to your product payment. Shipping
fees are $5 for first item; $1.50 for each additional item. Method of payment is indicated in step 5.

Organization_______________________________________________________________________

Address___________________________________________________________________________

Mail Stop_______________________________*Phone ____________________________________

City____________________________________ State__________ ZIP________________________

Approving Supervisor: Mr./Ms.______________________________________________________

E-Mail Address_____________________________________________________________________

**Fax____________________________________________________________________________

**Your fax number will be used to send confirmation of your registration as well as to notify you of 
upcoming events in your area.

3. Company Information (Please Print) *Phone required in case of last-minute changes.

Tact       Management 
& Skill Skills
1-Day          1-Day     

1. Mr./Ms.__________________________________Title______________________________       

E-Mail Address_____________________________________________________________

City/Event #________________________________________________________________

2. Mr./Ms.__________________________________Title______________________________       

E-Mail Address_____________________________________________________________

City/Event #________________________________________________________________

3. Mr./Ms.__________________________________Title______________________________       

E-Mail Address_____________________________________________________________

City/Event #________________________________________________________________

4. (FREE!) Mr./Ms.___________________________Title _____________________________      

E-Mail Address_____________________________________________________________

City/Event #________________________________________________________________

■■■■ ■■■■

■■■■ ■■■■

■■■■ ■■■■

■■■■ ■■■■

1. Enrollment Fees

SD, CT and WV residents, please add applicable sales tax to your payment. If you are tax-
exempt, enter your tax-exempt number here: ____________________ and attach a copy of
your tax-exempt certificate.

Join our VIP Privileges Program and enjoy exclusive discounts and benefits. We’ll fax you and your
organization first notice of upcoming events in your area, special discounts up to 50% and offers
available to members only.

Sign here to join_____________________________________________________________________
By signing, you and your organization are giving permission for RUCEC to use your fax number to
notify you and your organization of upcoming seminars in your area and provide you and your
organization with special discounts and offers.

4. VIP Privileges Program – Join Today!

■■ If you have registered by phone, please record your confirmation number here:
___   ___   ___   ___   ___  ___   ___   ___   ___.

■■ Check payable to National Seminars Group is enclosed. 

■■ Charge to:  ■■ MasterCard    ■■ VISA ■■ American Express    ■■ Discover    ■■ Diners Club

Card No.____________________________________________ Exp. Date__________________

Signature______________________________________________________________________

■■ Bill my organization;  Attn:________________________________________________________
(Note: Full registration fee due and payable prior to start of workshop)

■■ Our purchase order is attached (government, educational and health care organizations only)

5. Method of Payment

Fill in your VIP Customer Number as it appears above the name on the mailing label.  
(Record the number even if the label is addressed to another individual.)

6. Important: Your VIP Customer Number

...
e!
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AN ESSENTIAL ONE-DAY WORKSHOP

COMMUNICATING 

With TACT and SKILL
FOR MANAGERS AND SUPERVISORS

Enhance your professional image every time you
speak

A one-day workshop that delivers proven,
powerful skills to improve communication
effectiveness on the job!

CALL 1-800-258-7246 AND ENROLL TODAY.

Nonprofit 
U.S. Postage 

PAID
Rockhurst University Continuing 

Education Center, Inc.

Time-Sensitive Material

Need to correct name, title or address? Did you receive duplicate
brochures or want your name removed from our list? Please fax
the mailing label with corrections to 1-877-270-6185 or mail to
us at 6901 West 63rd Street, Shawnee Mission, KS  66202-4024,
Attention: List. Allow 15 weeks for processing.

NATIONAL SEMINARS GROUP
P.O. Box 419107 • Kansas City, MO 64141-6107
A Division of Rockhurst University Continuing Education Center, Inc.

Don’t miss Management Skills for 
First-Time Supervisors on page 6.

Do you have a group of 15 or more that
could benefit from the training described
in this brochure?

Our On-Site Training services 
might be the right solution for you! 
See page 5 for more information 
or visit us on the Web at
www.NationalSeminarsTraining.com
/onsitetraining.cfm

VIP #919-118101-001
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