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Training Menu 
 

 
 

•••   IIInnndddiiivvviiiddduuuaaalll   VVVoooiiiccceee   PPPrrrooogggrrraaammmmmmeee   

•••   PPPooowwweeerrrssspppeeeaaakkkiiinnnggg///PPPrrreeessseeennntttaaatttiiiooonnn   SSSkkkiiillllllsss   PPPrrrooogggrrraaammmmmmeee   

•••   PPPrrrooonnnuuunnnccciiiaaatttiiiooonnn   PPPrrrooogggrrraaammmmmmeee   

•••   CCCaaallllll   CCCeeennntttrrreee///TTTeeellleeepppeeerrrsssooonnnaaallliiitttyyy   PPPrrrooogggrrraaammmmmmeee   

•••   CCCuuussstttooommmeeerrr   SSSeeerrrvvviiiccceee   PPPrrrooogggrrraaammmmmmeee   

•••   OOOffffffiiiccceee   MMMaaannnaaagggeeemmmeeennnttt   PPPrrrooogggrrraaammmmmmeee   

•••   EEExxxeeecccuuutttiiivvveee   WWWooommmeeennn’’’sss   EEEmmmpppooowwweeerrrmmmeeennnttt   PPPrrrooogggrrraaammmmmmeee   

•••   BBBuuusssiiinnneeessssss   EEEnnngggllliiissshhh   WWWrrriiitttiiinnnggg   SSSkkkiiillllllsss   PPPrrrooogggrrraaammmmmmeee   

•••   111000   CCCooommmmmmaaannndddmmmeeennntttsss   ooofff   SSStttrrreeessssss   MMMaaannnaaagggeeemmmeeennnttt   

PPPrrrooogggrrraaammmmmmeee   

•••   SSSeeelllfff---MMMaaannnaaagggeeemmmeeennnttt   PPPrrrooogggrrraaammmmmmeeesss   iiinnncccllluuudddiiinnnggg,,,   

CCCooonnnfffllliiicccttt   MMMaaannnaaagggeeemmmeeennnttt;;;   TTTiiimmmeee   MMMaaannnaaagggeeemmmeeennnttt   aaannnddd   

GGGoooaaalll   SSSeeettttttiiinnnggg;;;   NNNeeegggoootttiiiaaatttiiiooonnn   SSSkkkiiillllllsss;;;   LLLeeeaaadddeeerrrssshhhiiippp   

SSSkkkiiillllllsss;;;   CCChhhaaannngggeee   MMMaaannnaaagggeeemmmeeennnttt   aaannnddd   AAAsssssseeerrrtttiiivvveeennneeessssss   

•••   EEExxxeeecccuuutttiiivvveee   CCCoooaaaccchhhiiinnnggg   PPPrrrooogggrrraaammmmmmeee   
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◙    INDIVIDUAL VOICE PROGRAMME  

An exciting and refreshing programme for individuals who need to improve their 

ability to speak effectively and professionally. This programme includes relaxation 

and stress release, intercostal diaphragmatic breathing, voice projection, 

articulation and clarity, pronunciation, vocal pitch and variety, vocal dynamism and 

interpretation, and reading aloud. Before and after voice recordings demonstrate 

the vocal improvement of the delegate.  

 

◙   POWERSPEAKING PROGRAMME  

Designed for those involved in delivering presentations and speeches, this 

programme includes effective vocal usage for presentations, dynamic body 

language, power speakers and speeches, speech construction, skills of 

perception, personal presentation style, creativity, listening techniques, thinking 

on your feet, energy and enthusiasm and 'self sell' skills. The programme is 

conducted over two full days.  Video feedback is provided. 

 

◙    PRONUNCIATION PROGRAMME  

Designed to support literacy training, this programme covers all aspects of 

English pronunciation.  When learning a new language it is essential to be able 

to pronounce and speak the language correctly. An additional benefit is the 

enhancement and development of the individual's vocabulary and confidence 

when speaking the language.  

  

◙   TELEPERSONALITY PROGRAMME  

Designed for call centre, contact centre and front-line staff - including 

receptionists, secretaries and customer service employees: This programme 

develops all aspects of telephonic communication such as dealing with irate 

callers/complaints, client service (how to speak to customers), effective vocal 

usage over the telephone, enthusiasm and the vocal "smile", positive attitude and 

confidence, prompt call answering, telephone management, thinking on your feet, 

customer service, professional image, assertiveness on the telephone and listening 

techniques. 
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◙   CUSTOMER SERVICE PROGRAMME 

This practical and enjoyable programme will equip your staff with the knowledge, 

awareness and practical skills needed to communicate professionally and 

enthusiastically towards customers/clients.  The module content includes: 

projecting a positive attitude, customer service excellence, professional image, eye 

contact, body language, dealing with difficult customers, "I care about you", "You 

light up my face" and "Your dynamic voice". 

 

◙   OFFICE MANAGEMENT PROGRAMME  

For admin and secretarial staff, this programme focuses on basic voice 

techniques, telephone management, client service, enthusiasm and the “vocal 

smile”, developing a positive attitude and confidence building, conveying a 

professional image, listening techniques, question answer techniques, thinking 

on your feet, perceptions, conflict resolution, business writing skills and tonal 

variety including assertiveness. 

 

◙   EXECUTIVE WOMEN’S EMPOWERMENT PROGRAMME  

This programme is designed to improve general communication, professional 

image, confidence, presentation skills, assertiveness levels and develop 

management skills for women who find themselves in middle or senior 

management positions. The module content includes time management, attitude 

and motivation, negotiation skills, image and dress, self-esteem, confidence 

building, presentation skills and effective vocal usage for daily communication.  

 

◙ BUSINESS ENGLISH WRITING SKILLS PROGRAMME 

This programme is designed for secretaries, business project managers, sales 

people, managers, and admin staff.  The Business English Writing Skills 

Programme explores the basic rules of spelling, punctuation and grammar and the 

correct formats for the memorandum, e-mail, business letter, fax and report.  The 

course helps the writer to develop his/her own individual style and focuses on  

specific problem areas.  To develop skills and techniques for clear well structured 

reports and written communication.  The training is dynamic, practical and fun with 

user-friendly exercises.  Delegates will learn how to express their ideas using 

modern writing techniques and technology using the correct report format. 
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◙ 10 COMMANDMENTS OF STRESS MANAGEMENT 

We all experience negative stress (distress) in our lives. This can lead to burnout 

unless we make a commitment to converting the negative stress into positive 

stress (eustress) and use it to motivate ourselves to achieve success.  The 

Stress Clinic offers various Stress Management interventions for both individual 

and groups teaching effective techniques that empower delegates to move from 

where they are, to where it is they want to be. 

 

◙   SELF-MANAGEMENT PROGRAMMES 

This programme is designed for business people, directors, CEO’s, management, 

sales, administration, professionals, teachers, lawyers, etc. The programmes will 

ensure that delegates acquire the skills and techniques to create, develop and 

maintain a positive self-image and a high sense of control.  The delegates will 

also gain an understanding of their stress hooks, stress triggers, and those 

situations that cause intense tension and stress to the individual.  
 
 

Feedback and Final Training Reports 
  
 
Upon completion of our training programmes, delegates are required to 

complete a detailed questionnaire commenting on and providing feedback to 

The Voice Clinic on the benefits and competencies that they have achieved as 

a result of the training provided.  Facilitators will provide a written report on 

each group and make recommendations, when necessary, regarding any 

additional training requirements for further development. 

 

General Benefits Derived from our Programmes 
● Increased Confidence  

● Enhanced Professionalism  

● Develops Spontaneity  

● Encourages Relaxation and Stress release through the control of nerves 

and tension 

● Rids individuals of Inhibitions  

● Develops Self-belief and Image  

● Encourages Improved Communication through Clarity, Audibility and 

Articulation  
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● Develops a Dynamic and Flexible Voice 

● Stimulates Creative Thinking  

● Removes Sources of Insecurity  

● Prevents Tired, Strained or Tense Vocalisation 

● Greater Persuasive Ability through Voice Control 

● Increases the Qualities of Enthusiasm, Dynamism, and Energy  

● Develops Assertiveness 

 

The above benefits will result in empowered individuals, who will be capable of 

making positive decisions, initiating new business and working pro-actively to 

enrich your organization.  They will learn to seize the moment or create 

opportunities where none exist.  Ultimately, participants will have a direct or 

indirect positive effect on your turnover.   

 

Investing in your people is the most positive move that your organization can 

make. 


