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Art of Assertiveness

Learn the tact of asserting your way without offending others.

A definitive guide for today's professional for standing up for 

themselves with dignity and maturity.

Description

Why This Training?

Being Assertive is Key skill required to build an effective and enjoyable relationships at 

workplace. this training will help you get the right mindset and techniques to get more from 

your relationships art workplace.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Understanding Assertiveness

Strategies for Being Assertive

Assertiveness Exercise 

Real World Skills

• How can you apply the various assertiveness concepts in real-life situations?

• Would you compromise on your own work to help out a fellow colleague?

• Would you cancel your meeting to finish some important documents of a

fellow colleague because it is difficult for you to say no?

• Do you want to know how to stand up for yourself without being rude or cold?

• What are the various strategies for being assertive?

• What is your communication style and how can you change it?

• How would you communicate to your colleague who invites you out while you 

have some important work to deal with?

• During a meeting, you are presented with new products for which you have certain 

questions. How would proceed?

• What are the different situations that require assertiveness?

• Your colleague inquires about a report that needs immediate completion from 

• your end, but you have a lot of work already. How would respond? Which kind of 

assertion will you use?

• What are the different types of assertion? A colleague asks for your help to understand some  

new software. 

• You want to help him, but you are already late for a meeting. How would you say no to him?

• You really need an urgent leave for which you need to approach your manager. 

How would 

• you request your manager for the same?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 40 Mins

http://learntech.in/art-of-assertiveness/


Conflict Management

Learn to Deal with conflicts effectively at workplace.

A definitive guide for todays professional to get the most out of conflict situation.

Description

Why This Training?

Managing Conflicts  is Key skill required to build an effective and enjoyable relationships at  

workplace. this training will help you get the right mindset and techniques to get more from 

your relationships art workplace.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work .

Contents

Why Conflicts Happen? Causes Of Conflicts

Real World Skills

• 2 colleagues have an argument as one employee needs an urgent leave whereas, the superior 

needs the employee to be there as there is an urgent meeting. What would be the correct way to 

deal with such a conflict?

• How to identify the common reactions to conflict?

• How to identify some of the probable causes of conflict?

• How to avoid conflict?

• What according to you would be some useful strategies to resolve conflicts effectively?

• What are some conflict management skills?

• How to apply conflict management skills?

• An employee asked for two days of leave from his supervisor and he declined. He really needs the 

leave and wants to discuss it with his supervisor. What would be the right way to approach this 

situation so as to avoid any conflict build-up?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 30 Mins

Reactions To Conflicts How To Avoid Them

Strategies For Resolving Conflicts

Applying Conflict Management Skills To Avoid Conflicts

http://learntech.in/conflict-management-2/


Facilitate Meetings Effectively

Learn the nuances of flawless meeting facilitation.
A definitive guide to conducting professional meetings that are well managed and result oriented.

Description

Why This Training?

Meetings is the battle ground of the leader to keep the vibe positive, suppress distraction, 

fire participation, and drive unison, this training will help managers conduct and facilitate 

effective meeting agendas.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Setting the Tone

Opening and facilitating the meeting

Handling Distractions

Real World Skills

• What would you do when during a meeting everyone throws in their opinion and a quarrel ensues?

• How to set a tone for the meeting?

• When you open the meeting as the facilitator, what do you think you need to clearly communicate?

• Which style of facilitation is more suitable – Authoritarian, Democratic, or Laissez-faire?

• How to open and facilitate a meeting?

• For a particular meeting, you invited the HR Manager too. What would be the appropriate way to 

introduce the person?

• How to state the objective of a particular meeting?

• How should you introduce the agenda topic for a meeting?

• How to read the minutes of a previous meeting?

• Is it necessary to have clearly defined ground rules for a meeting?

• How to handle distractions during a meeting?

• One of your participants is going off-topic during a meeting. How would you take control of the 

situation?

• How would you encourage a participant to be more involved during a meeting?

• What would be some useful phrases for participating in a meeting?

• How to close and follow-up after a meeting?

• What are some of the important things that need to be included in the minutes of 

a meeting?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 45 Mins

Closing the Meeting

Follow- up

http://learntech.in/facilitate-meetings-effectively/


Giving Effective Feedback

Learn the art of Getting people to signup for change.

A definitive guide for all team leaders to create a conducive and progressive work culture.

Description

Why This Training?

Giving feedback by far is the most difficult conversation Managers have with their teams , if handled in an 

inappropriate way t can loss of morale , productivity culture and attrition. This training will up

skill the learners to the process, mindsets and language patterns that will keep the situation safe and 

productive for all.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Basics

Mindset For Effective Feedback

Giving Feedback

Real World Skills

• What according to you would be the importance of giving effective feedback?

• Have you ever witnessed a colleague doing something wrong, but fearing their reaction, you 

refrained from saying anything? How many times have you postponed a difficult discussion, hoping 

the issue would resolve itself, only to discover that it worsened? Does this mean we should 

dispense negative feedback?

• According to you, why do we give feedback?

• What makes an effective feedback session?

• How to structure a feedback for maximum effectiveness?

• An employee of yours has been reporting late to the office 3 times this week. You tried to speak to 

him once regarding his lateness, but the behavior still continued. How would you respond to such a 

situation?

• You have been meaning to speak to an employee about his informal language usage in office 

which looks very unprofessional. You are not sure how to give feedback to him. What would you 

do?

• You need to share feedback with one of your employees about her presentation 

skills. What would you do?

• You have to give a lot of negative feedback to a colleague. How would you 

approach the situation?

• How to plan and prepare for an effective feedback session?

• How to communicate your feedback in an effective manner?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 1 Hour

Structure Your Feedback

Communication Style

Feedback Exercises

http://learntech.in/giving-feedback/


Conducting Effective Interview

Learn the art of selecting the right candidate.
A definitive guide for managers to use competency based interviewing techniques.

Description

Why This Training?

Selecting the right candidate is a key skill of the manager, this training will help you get the 

right mindset, Process and techniques to be able to select the best candidate for the job.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work. 

Contents

What is an Interview?

Preparing for an Interview?

Structuring Your Interview?

Real World Skills

• What do you understand by the word “interview”?

• How to structure the interview?

• What are some of the important things that you need to consider before conducting an interview?

• How to conduct an effective interview?

• What are some of the key competencies required for the role of a retail salesperson?

• What are some of the key competencies required for the role of a call center supervisor?

• What are the different techniques and methods required to assess a candidate effectively?

• What would you include in an interview checklist?

• How to identify competencies?

• What are some of the types of questions you need to ask during an interview?

• How to handle different types of candidates?

• You want to show your candidate that you have understood his or her point of view. What kind of 

follow-up technique would you use to achieve this?

• You want to delve deeper for additional information. What kind of follow-up question would you use 

to achieve this?

• What would be some ideal non-verbal behavior to put your candidate at ease?

• How can you avoid discrimination during an interview?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 1 Hour

Conducting the Interview?

http://learntech.in/conducting-effective-interview/


Ace Any Interview

Learn the art of getting selected.
Definitive guide for Professionals to creating a impactful self presentation.

Description

Why This Training?

Aspiring Managers /leaders need to be prepared to present their profile appropriately and 

that is the skill every manager needs. This training will help the learners learn the best 

practices and techniques for presenting your case well.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Know the Basics

Before Interview

The Process

Real World Skills

• How to write a good CV?

• How to prepare for an interview?

• Do you think it is right to contact the interviewer before the interview?

• How can you build rapport with a prospective employer?

• If you were looking for a role change or promotion within your organization, can you identify which of 

these methods is the best way to build rapport?

• If you were looking for a job in a new organization, which do you think is the best method to contact 

your prospective employer?

• What according to you are some of the commonly asked interview questions?

• What would be the appropriate dress code for an interview?

• How to use non-verbal behavior to your advantage?

• How to conduct yourself during an interview?

• How to handle a telephonic interview?

• Do you think you really need a cover letter when you apply for a job? If yes, why?

• What elements should be included in your cover letter to make it stand out?

• How would you respond to a typical interview question like - “Give me an example of where a strict, 

challenging deadline had to be met?

• When the interviewer asks whether you have any questions to ask, what kind of questions should 

you pose to the interviewer?

• How should you close the interview?

• After your interview do you think you should send a personal note of thanks?

• If you did not ask the interviewer when to follow-up, then when do you think you should follow up?

• During a telephonic interview, your interviewer is asking you to describe and summarize what you 

have written in your CV. How do you respond?

• Since it is a telephonic interview, the interviewer cannot see your body language. How do you deal 

with this?

• At times you may face a situation where the interviewer asks you something and 

you may need a little time to think before you respond. What do you do?

• The telephonic interview is almost over and you want to reaffirm your 

interest, what do you say?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 1 Hour 15 Mins

http://learntech.in/ace-any-interview/


Preventing Sexual Harassment @ Workplace
The Comprehensive Training for understanding and dealing with sexual 

harassment at workplace.
Let's Creating a safe work environment for all.

Description

Why This Training?

Sensitization of workforce towards rights of an individual is the base on which organization culture 

flourishes. This training will provide the necessary perspective for all to identify the conduct that can 

lead to violation and work towards creating a culture that does not support harassment.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Understand Sexual Harassment

Strategies For Prevention

Real World Skills

• Prior to a business meeting, while waiting for all participants to join, a male supervisor asked his 

married female subordinate who was wearing high heels whether she, like his wife who also loved 

wearing high heels, enjoyed sex. When the meeting was finally over she fled in tears. According to 

you, did sexual harassment occur?

• Sheila worked at a BPO. She went out socially with the male night-shift supervisor. The supervisor 

picked her up at a grocery store near the restaurant. They had dinner and went back to his house 

where there was some sexual activity. She alleges that he raped her. According to you, did sexual 

harassment occur?

• What according to you defines sexual harassment?

• What are the different types of sexual harassment and how to identify them?

• How to deal with unwanted attention and sexual harassment?

• What are things that you need to keep in mind when recognizing sexual harassment?

• How to report sexual harassment?

• How to document sexual harassment?

• What documents are necessary that can be used as evidence in a case of sexual harassment?

• How would you be able to prevent sexual harassment?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 45 Mins

http://learntech.in/preventing-sexual-harassment-workplace/


Conducting Effective Meetings

Bootcamp for professionals to conduct effective meetings everytime.

A definitive guide for todays professionals for planning and conducting a result oriented meeting.

Description

Why This Training?

Meetings can be disorienting for a New big time wasters if not planned and rationalized properly. 

It’s important that professionals understand and leverage the meeting platform productively.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Is This Meeting Really Necessary?

What Type Of Meeting Will This Be?

Real World Skills

• You want to call an urgent meeting with your fellow employees on an urgent agenda. What 

would be the necessary questions that you need to think about before you call for the meeting?

• When should you call for a meeting?

• Would you call a meeting to discuss picnic details that the company is hosting for its employees?

• What are the different types of meeting?

• How to prepare for a meeting?

• Who are the right people to call for different types of meeting?

• How to prepare the agenda for your meeting?

• You have prepared the agenda for your meeting and require to send it out to your attendees. 

What would be the appropriate time to send it out?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 25 Mins

What Will Be The Outcome Of This Meeting?

How Do I Prepare The Agenda?

How Should I Handle The Data?

Who Should Attend This Meeting?

http://learntech.in/conducting-effective-meetings/




Basics of Etiquettes

The first lessons in learning to develop positive relationships.

Description

Why This Training?

This Training will sensitize the learners to concept of etiquette and why professionals need to 

follow these social expectations to develop positive relationships.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Basic of Personal and Professional Conduct

Benefits of Etiquettes

Multi Tasking Etiquettes

Experience Level Junior

Total playtime 6 Min 37 Sec

Basics of Professional Conduct

Basic Etiquettes to Follow with Your Leader

Working in a Team

Toxic Tweeting

http://learntech.in/basics-of-etiquettes/


Professional Dressing

Learn how to select the correct professional outlook and attire.

Description

Why This Training?

This Training will show the Learners practical ways to select your clothing items and bringing 

them together to create a pleasant professional look.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

How Clothes Talk?

The Principles of Business Clothing

Avoid Common Pitfalls

Experience Level Junior

Total playtime 14 Min 03 Sec

Basics of Well Groomed Man

Basics of Well Groomed Woman

http://learntech.in/dealing-with-people/


Dealing With People

Learn the basics of interacting with others professionally.

Description

Why This Training?

This Training will help learners identify key etiquettes in dealing with others and making it a 

mutually pleasant experience. 

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Meeting people in public General Tips

Introductions

Conversations

Experience Level Junior

Total playtime 7 Min 34 Sec

People Psychology

http://learntech.in/dealing-with-people-2/


Professional Presence

Learn how to conduct yourself professionally.

Description

Why This Training?

This Training will help new professionals develop the concept of professional presence by 

learning to conduct themselves with high standards.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Important Elements of your visible personality

Way you walk

Way you talk

Experience Level Junior

Total playtime 3 Min 44 Sec

Way you look

General Tips

http://learntech.in/professional-presence/


Meeting Etiquettes

Learn how to conduct and participate in meetings professionally.

Description

Why This Training?

This Training will help learners pick up the basic conduct in regards to conducting meetings 

thus saving potential embarrassment or conflict.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Attending Meetings

At the Start of Meeting

During the Meeting

Experience Level Junior

Total playtime 5 Min 49 Sec

At the end of Meeting

Meeting Tips

http://learntech.in/meeting-etiquettes/


Networking

Learn how to strategically network for your advantage.

Description

Why This Training?

This Training will help learners learn the concept of professional networking and leveraging 

them to meet professional goals.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Basics of Networking

Purpose of Networking

Why Networking is Important?

Experience Level Junior

Total playtime 8 Min 54 Sec

Expanding Your Network

Who to Network with and for what

Networking Opportunity

General Tips

Elevator Pitch

http://learntech.in/networking/


Eating & Cafeteria

Make the eating and cafeteria experience pleasant and professional.

Description

Why This Training?

This Training will help learners get sensitized to the impact of our behavior on others creates 

a standard expectation model for behavior.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Before Eating Etiquettes

General Cafeteria Etiquettes

During Eating Etiquettes

Experience Level Junior

Total playtime 8 Min 43 Sec

Forming Groups

After Eating

Summary

Correct Eating Etiquettes Video

http://learntech.in/eating-cafeteria/


Workplace Etiquettes

Learn to manage your working space professionally.

Description

Why This Training?

This training will sensitize the new professionals to manage their working area pleasantly for 

others.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Your Own Workplace

Conducting Business at your Workplace

Interacting with others in workspace

Experience Level Junior

Total playtime 1 Hr

Workplace Ecosystem

Breakout area Etiquettes

Utility Area Etiquettes

Activity Scenario Workplace Inclusion

http://learntech.in/workspace/


Phone Etiquettes

Learn how to conduct yourself on the phone.

Description

Why This Training?

This training helps new professionals learn basic etiquettes of using the phone.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Basic Phone Etiquettes

General Rules Taking calls

Talking Calls in Public Places

Experience Level Junior

Total playtime 7 Min 08 Sec

Common Pitfalls

Voice mail

Cell Phone Tips

Best Times to Call

Summary

http://learntech.in/phone-etiquettes/


Cab Etiquettes

Learn the basics of using the company transport professionally.

Description

Why This Training?

This training will help learners get sensitized to expected behaviors and etiquette while using 

the service.

This training is a must in driving a truly professional culture that sets practice standards across 

all realms of conduct.

Target Audience?

The new professionals who join the corporate organizations and has little experience of 

conducting oneself in a professional environment.

Contents

Before using the Cab service

Boarding the Cab

Inside the Cab

Experience Level Junior

Total playtime 6 Min 29 Sec

Getting Off the Cab

General Etiquettes Tips

How can I use my Cab times Constructively !

Summary

Scenario –Activity

http://learntech.in/cab-etiquettes/


Shop Floor Etiquettes
Learn how to conduct yourself at the shop floor.

Description

Why This Training?

This training is a short sensitization experience towards basics of shop floor etiquette, we all 

get irritated when someone creates unpleasantness for others, this training is the solution and 

a formal sensitization experience.

Target Audience?

This program is aimed at teaching basic rules of conduct to new shop floor workers in 

production/assembly style facility.

Contents

Shop Floor Etiquettes

Changing Room Etiquettes

Experience Level Junior

Total playtime 3 Min 51 Sec

Aimed at the workers of production/assembly facilities -Electronic /Mechanical. 

http://learntech.in/shop-floor-etiquettes/




THINK Best Practices

Learn to Leverage Combined Intelligence.

A definitive guide for today's knowledge professional working in process driven 

organizations to drive process improvement.

Description

Why This Training?

'Think Best Practices' program builds the necessary paradigm in the learners to appreciate, 

seek , leverage and contribute ideas that can create a difference and gives them tools to 

drive process improvement.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

What is a Best Practice?

Importance  of Best Practices as a tool

How to look for best practices

Real World Skills

• How can I identify Best Practices

• How to document my practice as best practice and share with others

• How to tailor best practice as per your need.

• why should I think best practices ?

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 35 Mins

Adopting best practices

Sharing Best Practices

http://learntech.in/think-best-practices/


THINK Benchmarking

Learn to Measure up your metrics.

A definitive guide for today's knowledge professional working in process driven 

organizations to drive process improvement.

Description

Why This Training?

'Think Benchmarking' program is a paradigm builder for the learner to get excited about 

measuring up processes and deriving insights that can impact their own process.

Target Audience?

Corporate professionals who work in teams or have to manage effective relationships 

at work.

Contents

Role and Importance of Benchmarking

Why Benchmarking

What to Benchmark

Real World Skills

• Why Should I Benchmark?

• What benefits does Benchmarking have

• How to tailor best practice as per your need.

• What is Benchmarking in simple terms

This Training will help answer these questions for the learners:

Experience Level Junior to Mid level

Total playtime 35 Mins

Who to Benchmark

The Benchmarking Process

Benefits of Benchmarking

http://learntech.in/think-benchmarking/


THINK Analytics

Learn to Analyse Data and Gather intelligence for better decisions.
A definitive guide for today's knowledge professional working in process driven 

businesses to drive Process Improvement.

Description

Why This Training?

Think Analytics' is about firing up the imagination of learners to find out hidden patterns in 

the business that can uncover valuable insights about your business.

Target Audience?

Corporate Knowledge professionals who work in Process driven businesses like 

BPO/KPO/Shared Services/Back office etc.

Contents

What is Analytics

Analytics in Business

Think Analytics

Experience Level Junior to Mid level

Total playtime 40 Mins

http://learntech.in/think-analytics/


THINK Technology

Learn to identify opportunities for technology automation.
Automation decreases the process delivery time and increases quality. This Course 

will sensitize Team Members to look for opportunities for process improvement.

Description

Why This Training?

Automation decreases the process delivery time and increases quality. This Course will 

sensitize Team Members to look for opportunities for process improvement.

Target Audience?

Corporate Knowledge professionals who work in Process driven businesses like 

BPO/KPO/Shared Services/Back office etc.

Contents

Think Technology

Tools for THINK Technology 

Innovation Examples

Experience Level Junior to Mid level

Total playtime 25 Mins

Real World Skills

• What is Technology thinking 

• How has Technology changed our lives?

• What do I need to identify opportunities for technology

• How to generate high impact ideas that can deliver process improvement.

This Training will help answer these questions for the learners:

http://learntech.in/think-technology/

