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Module 5 @@@@

EFFECTIVE COMMUNICATION, COLLABORATION, AND

LEADERSHIP
Duration: 8 hours
Learning objectives: 1. To describe and adapt communication styles

to different contexts (e.g., professional,
social, intercultural).

2. To describe the impact of cultural differences
on communication.

3. To describe negotiation skills and strategies
for resolving conflicts.

4. To describe the impact of effective
communication on collaboration and
leadership.

5. To enhance leadership, social influence, and
motivational skills to navigate career
transitions and lead teams effectively.

6. To use storytelling as a leadership tool to
inspire, influence, and align team goals.

7. To motivational drivers and adapt leadership
styles to improve team engagement.

Sub-Modules: 5.1 Communication Skills: Enhancing verbal,
written, and social communication.

— Skills: Internal and External Communication on
sustainability + green skills and tools

5.2 Collaboration Techniques: Building and
managing teams effectively.

— Skills: Collaboration, team building, conflict
resolution, inclusive decision-making

5.3 Organizational Skills: Effective organization
and time management.

— Skills: Organizational skills, team-building,
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prioritization.

5.4 Leadership: Developing leadership and social
influence

— Skills: Leadership, social influence, motivational
skills, strategic and operational goal setting

Resources and devices:

e Slides and presentations
e Self-assessment tools
e Storytelling frameworks

e Further reading

Assessment approach:

+Self-assessment through questions at the end of
submodules

+ Quiz — test your knowledge.

+ group discussions

+ role play

+ case studies

+reflective writing

peer review, scenario-based reflections to apply
motivational strategies.

Skills/abilities developed:

1. Listening skills, communication and writing
skills, team player and leadership skills,
(matching learning objectives)

2. Leadership and managerial competence

(formal/informal leadership, decision-making,
vision-setting)

3. Storytelling for influence, including emotional
appeal and persuasion.

4. Strategic adaptability to match leadership
style with situational demands




Module 5.: Effective Communication, Collaboration, and Leadership

Module 5.1

COMMUNICATION SKILLS

Activity 1 — Enhancing Verbal Communication through Practice

Duration: 1.5 hours

Specific Learning Objectives
1. Improve verbal communication skills for clearer messaging.

2. Develop active listening techniques to enhance understanding.

Methodology, Resources and Devices

Practice sessions with peer feedback, active listening exercises, and mini
presentations.

Tools: Speech prompts, feedback sheets, video recording devices for practice..

Description of the activity and Key Concepts

Participants will engage in paired speaking exercises and deliver short
presentations, focusing on clarity and listening skills. Key concepts include tone,
articulation, and active listening.

Eg;
1. Paired storytelling: The goal is to enhance active listening and articulation.
How it Operates:

While the other listens, one participant shares a brief narrative (one to two
minutes).

After that, the listener has to retell the story in their own words, being sure to
include all of the important details.

After every round, roles are switched.




2. Emotion and Tone Challenge
Goal: Improve tone control and clarity.
How it Operates:

A neutral sentence (such as "I can't believe you did that") is given to the
participants.

They must utilize a variety of tones when saying it, such as sarcastic, bewildered,
angry, and eager.

The intended emotion is guessed by their partner.

Assessment

Peer and facilitator feedback on mini-presentations and
listening exercises.

Skills/Abilities developed

Improved verbal communication.
Active listening.
Confidence in public speaking.

Further readings, activities, materials, best practices

"Talk Like TED" by Carmine Gallo.
Articles on public speaking tips.
Workshops on active listening.
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ilS: Internal and External Communication on
tainability + green skills and tools




% Definition

Communication skills refer to the ability to convey information clearly,
confidently, and effectively across different channels—whether verbally,
In writing, or through social interaction. In the context of sustainability
and green practices, strong communication skills are essential for
Influencing behavior, sharing knowledge, collaborating with
stakeholders, and driving action on environmeé




7
7/ @& Types of Communication Skills

Verbal Communication
* Public speaking, meetings, interviews, presentations

* Clarity, tone, and persuasion when discussing sustainability

Written Communication
* Reports, proposals, emails, social media content

®* Using data, storytelling, and visuals to communicate environmental impact

Social/Interpersonal Communication
* Collaboration, active listening, conflict resolution

* Engaging diverse groups with empathy and cultural sensitivity




o

% Methodology, Resources, and Devices
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74 Key Concepts & Activity Descriptions

Content: ﬁ
« Key Concepts: tone, articulation, active listening.

« Activities: et
« Paired Storytelling — one speaks, the other listens and retells.

« Emotion & Tone Challenge — express different emotions
using tone.
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74 Internal vs. External Communication
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Internal Communication
« Within teams or organizations J

« Sharing green policies, training staff, building sustainabilli
culture

External Communication
« With clients, the public, media, partners, or regulators

« Reporting progress, campaigns, public education, stakeholder
engagement



% Communication for Sustainability

Framing the Message

* Focusing on relevance, urgency, and shared values
Using Green Terminology and Tools

LE A1

* Understanding and applying terms like “carbon footprint,” “net zero,”

“circular economy”

* Tools like life cycle assessments (LCA), sustainability reporting
frameworks (GRI, ESG)

Telling Impactful Stories

* Highlighting success stories, personal experiences, and community
benefits

Grahic Rating Scale
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7/ Barriers to Effective Communication

«Jargon and Technical Complexity
Making green content accessible to all audiences

«Cultural and Language Differences
Adapting communication for diverse groups

*Misinformation or Skepticism
Addressing climate denial, greenwashing, or disinterest
effectively




w

Active Listening and Empathy

« Building trust and understanding
perspectives

Clarity and Simplicity

« Avoiding jargon; using clear, relatable
language

Visual Aids and Storytelling
« |Infographics, videos, real-life examples
Feedback and Adaptability

« Evaluating communication effectiveness
and making improvements

Strategies for Enhancing
Communication Skills



7
/ B\ Further Reading & Resources

Talk Like TED by Carmine Gallo
Articles on public speaking tips

Workshops on active listening

10
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Activity 2 - Communication Skills: Enhancing verbal, written, and social
communication

Duration: 1 hours

Specific Learning Objectives
1. Enhance written communication for professional emails and reports.

2. Learn how to structure clear and concise written content.

Methodology, Resources and Devices

Writing exercises with guided feedback, analysis of sample professional
documents, and group critiques.
Tools: Writing prompts, document templates, feedback forms.

Description of the activity and Key Concepts

Participants will complete structured writing exercises, focusing on clarity, tone,
and appropriate formatting for professional correspondence. Key concepts include
structure, tone, and grammar.

Eg;
1.Formal vs. Informal Writing Challenge

Objective: Help participants comprehend tone and appropriateness in professional
correspondence.

How it Works:

Send participants a casual email (such as a text message to a coworker).

It needs to be rewritten as a formal email with the appropriate format and tone.
Talk about the variations and significance of tone in professional communications.
2. Editing and proofreading emails

Goal: Enhance structure, grammar, and clarity.

How it Works:




Give participants a professional email that is badly written, with grammatical
errors, imprecise wording, or an improper tone.

For professionalism and clarity, they need to revise and edit it.
Examine responses and talk on important enhancements.

3.Complaint Response Exercise

Objective: Practice professional and diplomatic writing.
How it Works:

Give participants a customer complaint email.
They must draft a professional response that acknowledges the issue,
expresses empathy, and offers a solution.

e Discuss the importance of tone and customer relations in written
communication.

Assessment

Review and feedback on participants’ written drafts. Facilitator and peer
evaluations.

Specific Skills/Abilities developed

Professional writing.
Clarity in communication.
Structured thinking.

Further readings, activities, materials, best practices

"On Writing Well" by William Zinsser.
Online guides on professional email etiquette.
Best practices for business writing.
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// Activity 2 — Communication Skills:

Enhancing Verbal, Written, and Social
Communication

Enhancing Verbal Communication through Practice
Duration: 1.5 hours




/y
// @& Specific Learning Objectives

« Enhance written communication for professional emails and reports.

 Learn how to structure clear and concise written content.
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% Methodology, Resources, and Devices

Writing exercises with guided feedback.
Analysis of sample documents.
Group critiques.

Tools: Writing prompts, templates, feedback forms.



%
/ Key Concepts & Activity Descriptions

Focus:
clarity, tone, and formatting in professional writing

Key Concepts:
structure, tone, grammar..



% Writing Challenge 1

Formal vs Informal Writing Challenge

* Rewrite a casual message into a formal email.
* Discuss tone differences in professional writing.



o

Writing Challenge 2

Editing & Proofreading Emails

* Review and correct poorly written emails for clarity
and grammar.

« Focus on tone, structure, and professionalism.



o
// Writing Challenge 3

Complaint Response Exercise

Content:

* Write a professional response to a customer
complaint.

* Use empathy, structured solutions, and a
professional tone.



7

Assessment

Assessment Approach

Content:
 Review of written drafts.
 Peer and facilitator evaluations.




/)
/// Skills and Abilities Gained

Content:
* Professional writing.

 Clarity iIn communication.
« Structured thinking.

10



7
/ B\ Further Reading & Resources

» "On Writing Well" by William Zinsser.
» Emall etiquette guides.

» Business writing best practices.

11
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Activity 3 - Mastering Nonverbal Communication Cues

Duration: 2hours

Specific Learning Objectives
1. Identify and interpret nonverbal communication cues.

2. Use body language to enhance verbal communication.

Methodology, Resources and Devices

Interactive workshops with video analysis, role-playing, and nonverbal
communication practice.
Tools: Video clips, mirrors for self-observation, role-play prompts.

Description of the activity and Key Concepts

Participants will participate in role-play exercises to practice body language and
gestures. Key concepts include eye contact, posture, and facial expressions.

€g,

1.Mirror Exercise; The goal of the mirror exercise is to increase awareness of
motions and facial expressions.

How it Works:

Two people participate, one of whom serves as the "leader" and the other as the
"mirror."

The partner has to imitate the leader's numerous movements and facial
expressions in real time.

Change roles after a few minutes.

Talk about the ways that certain gestures and facial expressions affect how people
perceive you.

2. Storytelling in Silence

Goal: Develop your ability to communicate nonverbally.




How it Works:

Using only body language and facial expressions, participants are required to act
out a brief scenario (such as "You're lost in a new city" or "You just received great
news") without speaking.

Others make guesses about the situation.

Talk about the effective ways that expressions and movements can portray
emotions.

3.The "Right and Wrong" Body Language Game

Objective: Recognize the impact of body language in professional settings.
How it Works:

e One participant acts as a speaker, while another demonstrates either good
or poor body language (e.g., crossed arms, fidgeting, avoiding eye contact).

e The group discusses the effect of each body language style on
communication.

e Participants then practice using effective body language.

Assessment

Group role-play evaluations and feedback sessions to observe improvements in
nonverbal cues.

Specific Skills/Abilities developed

Awareness and effective use of nonverbal communication.
Body language mastery.
Enhanced interpersonal skills.

Further readings, activities, materials, best practices

"The Silent Language of Leaders" by Carol Kinsey Goman.
TED Talks on body language.
Nonverbal communication workshops.
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7
/ Activity 3: Mastering Nonverbal

Communication Cues

Duration: 2 hours
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// @ Specific Learning Objectives

 ldentify and interpret nonverbal communication cues.

« Use body language to enhance verbal communication.
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% Methodology, Resources, and Devices

Interactive workshops ik Video clips
Video analysis D‘ Mirrors
Role-playing i Role-play prompts

Nonverbal practice




7
/ Key Concepts in Nonverbal Communication

« Eye Contact

 Posture & Gestures

 Facial Expressions

« Space & Proximity

« Matching body language with speech



4
/ Exercise 1 — Mirror Exercise

Structure:
* Goal: Increase awareness of gestures and expressions

How it Works:
* One participant leads with movements/facial expressions
* Partner mirrors them in real time
* Switch roles



_
/ Exercise 2 — Storytelling in Silence

Structure:
« Goal: Develop expressive, silent communication

How it Works:
« Act out scenarios silently (e.g., lost in a city, happy news)

e Others guess the scenario



A
2 Exercise 3 — Right & Wrong Body

Language Game

*The Body Language Game
*Structure:
*One person presents while another shows:
*Poor body language (e.g., arms crossed, no eye contact)

*Good body language (e.g., open posture, eye contact)

*Group discusses impact



3

Assessment

*Group role-play evaluation
*Peer and facilitator feedback

*Observation of improvement in nonverbal cue
application




% Skills and Abilities Gained

Content:
« Mastery of body language

 Improved interpersonal communication
* Increased emotional intelligence

10
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74 B\ Further Reading & Resources

*The Silent Language of Leaders — Carol Kinsey Goman
*TED Talks on Body Language (e.g., Amy Cuddy)

*\Workshops and YouTube channels on nonverbal communication

11
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Submodule 5.2
Collaboration Techniques: Building and managing teams effectively.
— Skills:

1. Collaboration

2. Team building

3. Conflict resolution.

COLLABORATION TECHNIQUES: BUILDING AND MANAGING TEAMS
EFFECTIVELY

Activity 1 — Building Effective Team Collaboration through Workshops

Duration: 1 hour

Specific Learning Objectives
Upon completing this activity, participants will have developed:

1. Understanding of the concept and value of collaboration in entrepreneurial
ventures

2. Ability to differentiate between internal and external forms of collaboration

3. Development of key collaborative skills such as team building,
communication, and conflict resolution

4. Awareness of the strategic role of collaboration in business growth,
innovation, and inclusivity.

Methodology, Resources, and Devices

Team-building workshops, brainstorming sessions, and collaborative problem-
solving activities.

Tools: Team collaboration platforms (e.g., Miro or Trello), brainstorming
templates, scenario cards.

Here’s how Trello works: https://youtu.be/6drUzoeHZkg?si=6bGPPrJK189LmPve




Description of the activity and Key Concepts

Participants will engage in interactive workshops to practice collaboration
techniques such as brainstorming, problem-solving, and consensus building.
Key concepts include communication, trust, and shared goals.

Eg;

1.The Marshmallow Tower Challenge: The goal is to improve communication,
cooperation, and problem-solving abilities.

How it Works:
Participants should be divided into small groups.

Twenty spaghetti sticks, one marshmallow, one meter of tape, and one meter of
string are given to each team.

Within fifteen minutes, construct the tallest freestanding tower that can support a
marshmallow.

Teams need to work together, come up with ideas, and modify their strategy as
necessary.

After that, talk about the tactics employed, the challenges encountered, and how
cooperation affected the result.

2.The Puzzle of Consensus
Goal: Boost decision-making and consensus-building.
How it Works:

For example, "You're stranded on an island with limited supplies—rank the top
five most essential items from a list of ten" may be used to provide each group a
hypothetical survival scenario.

First, each participant ranks the items in their own order.

After then, the group talks and deliberates on how to come up with a final team
ranking.

Show how teamwork affects problem-solving by contrasting individual and group
choices.




Talk about how crucial listening, compromise, and trust are when making
decisions.

Assessment

Group performance review and facilitator feedback on team dynamics and
collaboration outcomes.

Skills/Abilities developed

Team building.
Problem-solving.
Improved collaboration techniques.

Further readings, activities, materials, best practices

"The Five Dysfunctions of a Team" by Patrick Lencioni.
Workshops on effective teamwork.
Articles on building trust in teams.
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Activity 1 — Building Effective Team
Collaboration through Workshops

Duration: 2 hours




/'
// @ Specific Learning Objectives

« Understand key principles of effective teamwork

« Develop strategies for enhancing collaboration




w

% Methodology, Resources, and Devices

» Methodologies: Workshops, brainstorming, problem-solving

ORKSHO

» Tools Used: Miro, Trello, brainstorming templates, scenario ca




% Key Concepts

« Communication
e Trust

« Shared Goals



A
2 Activity 1: The Marshmallow Tower

Challenge

Objective: Improve communication, EY — 1
cooperation, and problem-solving N — }______,_ ‘.
Materials: 20 spaghetti sticks, 1
marshmallow, 1m tape, 1m string

Instructions: Build the tallest _,/1‘
freestanding structure in 15 minutes e ’




/)
//// Post-Activity Reflection

 What communication strategies worked best?
 How did your team adapt?

 What roles emerged naturally?




4
2 Activity 2. The Puzzle of Consensus

Objective: Practice decision-making and building consensus
Instructions:
*Rank top 5 survival items individually

*Re-rank as a group
Compare & discuss decisions



o

Debrief & Discussion

Individual vs. group choices: what changed?
*\What compromises were made?

*How did listening and trust affect results?




o

Assessment

Assessment & Feedback
* Observation of group dynamics
 Feedback from the facilitator

* Group reflection

10



/)
/// Skills and Abilities Gained

Content:
[ Team Building
* ® Problem-Solving

« M1 Collaborative Techniques

11



7
/ B\ Further Reading & Resources

*The Five Dysfunctions of a Team by Patrick Lencioni
*Online workshops on teamwork

*Articles on trust and communication

12
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Activity 2 - Conflict Resolution within Teams

Duration: 2 hours

Specific Learning Objectives
1. Identify sources of conflict in team settings.

2. Apply conflict resolution strategies to foster positive team outcomes.

Methodology, Resources and Devices

Role-playing exercises to simulate conflict scenarios, followed by group
discussions on resolution methods.

Tools: Role-play scripts, discussion guides, feedback forms.

Description of the activity and Key Concepts

Participants will act out common workplace conflict scenarios and discuss various
resolution strategies. Key concepts include active listening, empathy, and
negotiation.

Eg;
1. The Conflict Situation of Missed Deadlines:

Sarah, a marketing manager, is upset because graphic designer John failed to
meet a crucial deadline for a client presentation.

While John contends that he was never given a clear schedule and had too many
projects allocated at once, Sarah believes that this delay made the team appear
unprofessional.

Topics for Discussion:
How can Sarah express her annoyance without placing the blame on John?

How can John voice his concerns about his workload without coming across as
defensive?

Which negotiating techniques can assist avoid miscommunications in the future?




2. The Credit for Work Dispute:

David and Lisa collaborated on a project, but their manager only gave David
plaudits during a meeting, presuming he did all the work.

Lisa feels unappreciated and is unsure whether to speak with their boss about it
or confront David.

David, however, isn't sure if he should accept the praise or correct the
management.

Topics for Discussion:

How can Lisa speak to David in a way that encourages cooperation instead of
hostility?

If so, how could David thank Lisa for her contributions?

How can both sides professionally discuss the matter with their manager?

Assessment

Observation during role-plays and debriefing sessions to review how well conflict
resolution techniques were applied.

Specific Skills/Abilities developed

Conflict management.
Negotiation.
Active listening skills.

Further readings, activities, materials, best practices

"Crucial Conversations" by Kerry Patterson.
Conflict resolution workshops.
Guides on mediation and effective communication.
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/ Activity 2 — Conflict Resolution within

Teams

Duration: 2 hours



w

» Approach: Role-playing, group discussion, strategy
application

Session at a Glance

 Tools: Role-play scripts, discussion guides, feedback for

O

R




//
// @ Specific Learning Objectives

1. ldentify sources of conflict in team settings

2. Apply effective conflict resolution strategies



o

Core Concepts

« Active Listening €
« Empathy @0
* Negotiation [



w

Understanding Common Workplace Conflicts

"
phg

Conflict often arises due to: §
. _ _ .E WORKSHOP 3.
- Miscommunication
N @9.
- Unclear roles and responsibilities Q\y °

- Lack of recognition

These can impact team cohesion and productivity.



/
/% Scenario 1: Missed Deadline

Sarah (marketing) vs. John (design)
 Conflict: Missed deadline, blame vs. workload

* Discussion: SRR
- How can Sarah express her frustration constructively?
- How can John raise concerns without sounding defensive?
- What negotiation strategies apply here?



/
//% Role-Play: Missed Deadline

. *» Assign roles: Sarah, John, Observer
 Re-enact the scenario

* Debrief:
- What strategies worked?
- What worsened the conflict?



7
// Scenario 2: Credit for Work

Lisa (uncredited) vs. David (receiving praise)

* Discussion:
- How can Lisa raise this without hostility?
- How should David respond?

- Can they approach management togetherf.



_
// Role-Play: Recognition Dispute

 Assign roles: Lisa, David, Manager
 Practice conversations:

- Peer-to-peer

- With management
» Debrief: Tone, approach, outcomes

10



on
4 Conflict Resolution Toolbox

- ®Use “I” statements

« [J Stay calm and composed
« 2Reflect and acknowledge
 §80Seek win-win outcomes

11



w

Group Debrief

* Review role-plays
» What strategies worked best?

* How did participants manage tone
and empathy?

12



% Skills and Abilities Gained

« [] Conflict Management
« © Active Listening

* [J Negotiation

13



%
/ B\ Further Reading & Resources

« 'Crucial Conversations' by Kerry Patterson
 Conflict resolution workshops
* Mediation and communication guides

14



o

Wrap-Up & Key Takeaways

 Conflict is natural and manageable
* Listening and empathy are key
» Clear communication prevents escalation

15
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Submodule 5.3

Organizational Skills: Effective organization and time management.
— Skills:

1. Organizational skills

2. Team-building

3. Prioritization skills

ORGANIZATIONAL SKILLS

Activity 1 — Time Management Strategies for Productivity

Duration: 2 hours

Specific Learning Objectives

1. Understand the importance of time management and prioritization in
organizational settings.

2. Utilize time management tools to improve productivity, particularly in
resource-scarce environments.

3. Getting familiar with Google Calendar, To-Do lists (digital and physical) and

planners, and the Eisenhower Matrix.

Methodology, Resources and Devices

Interactive workshop on time management methods (e.g., Eisenhower Matrix,
Pomodoro Technique), task prioritization exercises, and scheduling activities.

Tools: Time management templates, digital calendars (e.g., Google Calendar), task
management apps.




Description of the activity and Key Concepts

Participants will explore different time management strategies, practice task
prioritization, and schedule their work for maximum productivity. Key concepts
include prioritization, time blocking, and work efficiency.

Here are a few activities that can be carried out to depict this narrative;

1. The Eisenhower Matrix Challenge
Objective: Teach participants how to prioritize tasks effectively.
How it Works:

e Provide participants with a list of 10-15 tasks (e.g., responding to emails,
preparing a report, attending a last-minute meeting, brainstorming new ideas).
e Ask them to categorize each task into the Eisenhower Matrix:
o Urgent & Important (Do immediately)
o Important but Not Urgent (Schedule for later)
o Urgent but Not Important (Delegate)
o Neither Urgent Nor Important (Eliminate or minimize)
e Have a discussion on how mismanaged priorities impact productivity and
how to apply this strategy daily.

2. Time Blocking Simulation
Objective: Help participants structure their day for maximum productivity.
How it Works:

e Provide participants with a blank daily planner and a list of tasks they need to
complete in an 8-hour workday.
e They must use time blocking to schedule their work, ensuring they allocate
time for deep work, meetings, breaks, and administrative tasks.
e Afterward, discuss:
o What challenges they faced in scheduling their time.
o How distractions and multitasking can affect productivity.
o Best practices for sticking to a time-blocked schedule.




Assessment

Participants create and submit a personal schedule incorporating learned
techniques. Facilitator review and feedback provided.

Skills/Abilities developed

1. Task prioritization and Time allocation strategies.

2. Self- and group- management in task organization.

3. Resource-conscious productivity.

4. Google Calendar proficiency, familiarity with Eisenhower matrix.

Further readings, activities, materials, best practices

"Getting Things Done" by David Allen.

Articles on effective time management.

Tutorials on productivity apps (Pomordoro Technique).
Articles on fostering an inclusive work environment.
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7 Overview: Organizational Skills

Organizational skills refer to a set of abilities that help individuals plan, prioritize, and
efficiently manage tasks, time, and resources. These skills are crucial for productivity,
meeting deadlines, reducing stress, and achieving both short- and long-term goals. In the
workplace, strong organizational skills lead to better team coordination, improved project
execution, and overall professional effectiveness. Whether managing a personal schedule
or coordinating a large project, being organized enables clarity, consistency, and control.

< Definition: Organizational skills are the abilities to systematically arrange tasks,
responsibilities, information, and resources in a structured way to achieve objectives
efficiently and effectively.



7
74 Interactive Workshop Objectives

*Help participants identify personal and professional priorities - X .
*Build awareness of effective scheduling habits L z
Introduce simple, practical tools to improve time management = .
*Develop self-discipline through structured work methods ‘ l &
8
2 . ... . . = z x B ,." ~—
Y 1. Prioritization Exercises S o
Purpose: Teach participants how to distinguish between urgent and important tasks.‘ﬁ e _i‘
Activities: ! -

*Eisenhower Matrix: Categorize tasks into 4 quadrants
— Urgent & Important
— Important, Not Urgent
— Urgent, Not Important
— Not Urgent, Not Important
*Daily Task Sorting: Break attendees into small groups to sort a list of tasks using the matrix
*Reflection Questions:
*What do you often prioritize incorrectly?
*Which quadrant dominates your current workload?



2. Scheduling Activities
%

Purpose: Help participants build practical weekly and daily routines.
Activities:

Time Audit: Have participants track how they spent the past 24 hours

ldeal Week Planner: Ask participants to sketch out a “perfect week”
schedule based on their real priorities

Group Discussion: Share common time-wasters and solutions to avoid them

1 3. Tools Demonstration & Hands-On Practice. Google Calendar:
Live walkthrough of creating events, recurring tasks, and setting reminders.

How to color-code by task category (e.g., work, rest, learning)Trello: Create a basic
board with columns like “To Do,” “Doing,” and “Done”. Add cards for daily or project-
based tasks.

Demonstrate collaboration features for team use,

Pomodoro Timer: Explain the Pomodoro Technique: 25 minutes focus, 5-minute break.
Try a live Pomodoro round with focus music and reflection Introduce free timer tools like
Pomofocus.io or Forest ap



7
/ Activity 1 — Eisenhower Matrix Challenge

Eisenhower Decision Matnx

1. Provide a task list

THECTTHE WHEN TO IHD I

2. Categorize tasks using the

E_ DELEGGALE I

3. Group discussion



A
/ Sample Task List (for Eisenhower Matrix)

* Responding to emails

* Preparing a report

« Attending a last-minute meeting
e Brainstorming new ideas

« Social media browsing



”
% Tools and Techniques

Google Calendar: For scheduling and reminders
Trello / Asana / Notion: For task tracking and project management
Evernote / OneNote: For organizing notes and ideas

Cloud Drives (Google Drive, Dropbox): For organizing files and
documents

b) Productivity Methods
Pomodoro Technique: Work for 25 minutes, break for 5
Time Blocking: Assign specific hours for specific tasks
To-Do Lists & Checklists: Track tasks for the day or week
c) Physical Organization
Clean workspace = clear mind

. Use trays, folders, and labels

Keep only essentials on your desk

Monday




7
/ Benefits of Strong Organizational Skills

» Higher Efficiency: Less time wasted searching or
repeating tasks

» Better Decision Making: Clearer view of priorities and
avallable resources

» Reduced Stress: Improved control and reduced
mental overload

» Enhanced Reliablility: Consistently meeting deadlines
and expectations

» Work-Life Balance: Effective planning frees up time
for personal growth and rest




// Practical Exercises

*» Submit Time Audit: Track your
time for one week to see where It
goes

» Declutter Challenge: Clean up
one area (desk, inbox, folder) per
day

* Prioritization Drill: Use the
Eisenhower Matrix to organize
your current task list

* Productivity Journal: Note daily
wins and areas for improvement
daily schedule

» Facilitator feedback on time use

shutterstock.com - 2385243897



%
// Skills and Abilities Gained

» Task prioritization
» Time management

» Productivity enhancement

10
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/ B\ Further Reading & Resources

"Getting Things Done" by David Allen
Articles on time management
Productivity app tutorials

11
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Activity 2 - Mastering Task Organization with Digital Tools

Duration: 2 hours, 30 minutes

Specific Learning Objectives
1. Learn to use digital tools for task and project organization.

2. Develop the ability to keep track of and organize tasks efficiently.

Methodology, Resources and Devices

Hands-on training sessions using digital task management tools (e.g., Trello, Asana),
followed by practical exercises on project organization.

Tools: Task management software, digital checklists, project templates.

Description of the activity and Key Concepts

Participants will receive training on using task management tools to organize their
workload, set deadlines, and track progress. Key concepts include digital task
tracking, project management, and workflow organization.

Assessment

Submission of a project plan created using task management software. Peer reviews
and facilitator feedback provided.

Specific Skills/Abilities developed

Effective use of digital tools.
Project organization.
Efficient task tracking.

Further readings, activities, materials, best practices

"Deep Work" by Cal Newport.
Tutorials on using Asana and Trello for project management.
Workshops on digital productivity tools.
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7
// Module 5.3: Mastering Task Organization
with Digital Tools

In today’s fast-paced digital world, organizing tasks effectively is essential for maximizing
productivity and reducing stress. Digital tools such as task managers, calendars, and
project planning apps streamline how we capture, prioritize, and track responsibilities.
Mastering task organization with these tools enables individuals and teams to stay
focused, meet deadlines, and achieve goals more efficiently. It's not just about using
technology—it's about using the right tools in the right way to bring structure, clarity, and

momentum to daily work.

&7 Definition

Mastering task organization with digital tools refers to the ability to effectively use
technology-based platforms (e.g., Trello, Google Calendar, Notion, Asana) to plan,
2 prioritize, schedule, and track tasks in a clear and systematic manner to enhance

productivity and workflow.



/// @ Key Features of Effective Digital Tools

*Task Lists & Checklists:
Helps track daily tasks, projects, and subtasks in a structured way.

‘Reminders & Notifications:
Ensures nothing is forgotten by alerting users about upcoming deadlines or scheduled activities.

«Calendar Integration:
Allows seamless syncing of tasks with personal or work calendars for time-blocking and schedule
planning.

Collaboration Features:
Enables teamwork with task assignment, file sharing, and status updates—ideal for group projects or
remote work.

*Cross-Platform Access:
Cloud-based access from phone, tablet, or desktop helps keep tasks updated on the go.







7
77/ Best Practices for Task Organization

Prioritize Effectively:
Use models like the Eisenhower Matrix or ABC method to sort tasks by
urgency and importance.

Set Clear Deadlines:
Every task should have a due date to keep progress on track.

Time Blocking:

Allocate specific time slots in your calendar to work on particular tasks to prevent
multitasking.

Daily & Weekly Reviews:
Spend 5-10 minutes at the start and end of the day reviewing your task board.
Do a weekly reset to plan ahead.

Use Labels and Tags:
Categorize tasks by project, priority, or context for easier filtering.



%/% How Trello Works

* Visual board system with task cards
« QOrganize into columns: To Do, Doing, Done

« Set deadlines, assign users, track progress



A
/ Benefits of Mastering Digital Task

Organization

« Boosted Productivity: Know what to work on and when

«¥ Reduced Stress: Clear systems reduce mental clutter

¥ Improved Accountability: Stay on track and meet commitments

«/ Better Collaboration: Everyone on the team knows their responsibilities
«¥ More Free Time: Efficiency leads to more personal time and flexibility



% Hands-On Activity

1. Create a mock project board
2. Add tasks, deadlines, and categories

3. Use checklists, labels, and assign
collaborators



/y
/% Team Collaboration Task

« Organize a sample event or project using a digital
tool

« Assign roles and responsibilities
« Track progress using a shared board




o

Evaluation of Learning

« Submit a digital project plan
« Participate in peer reviews
* Recelve faclilitator feedback




4
/ 7 Interactive Activity Ideas

11

*Task Clean-Up Sprint:
Participants declutter and organize their task list in 10 minutes using a
chosen tool.

*Tool Walkthrough:
Demo how to use a specific app like Trello or Google Calendar.

*Prioritization Exercise:
Give participants 10 random tasks and have them sort using the
Eisenhower Matrix.

*Time Blocking Challenge:
Have users fill in their week using Google Calendar based on priorities
and deadlines




% Skills and Abilities Gained

U Digital literacy with productivity tools
1 Task and project organization
 Workflow efficiency

12



7
/ B\ Suggested Readings & Tutorials

"Deep Work" by Cal Newport
Trello & Asana official tutorials
Digital productivity webinars

13
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Submodule 5.4

Leadership: Developing leadership and social influence - Skills:
1. Leadership

2. Social influence

3. Motivational skills

Module 5.4 LEADERSHIP

Activity 1 — Developing Personal Leadership Style

Duration: 2 hours

Specific Learning Objectives
1. Identify personal leadership strengths and areas for growth.

2. Develop a unique leadership style suited to individual strengths.

Methodology, Resources and Devices

Self-assessment tools for leadership traits, group discussions on leadership styles,
and leadership vision exercises.

Tools: Leadership style assessment forms, vision statement templates.

Description of the activity and Key Concepts

Participants will take leadership style assessments, discuss various leadership
types, and draft their personal leadership vision statements. Key concepts include
self-awareness, authentic leadership, and vision setting.

Here are a few examples;
1.Evaluation of Leadership Style and Reflection

Goal: Assist participants in recognizing and comprehending the influence of their
leadership style.

How it Works:




Participants complete a leadership style exam (DISC Personality exam,
Transformational vs. Transactional Leadership Quiz, etc.).

They should consider the following questions after obtaining their results:
Does this leadership style fit their self-perception?

What are their leadership style's advantages and disadvantages?

How can they modify their approach to fit various team scenarios?

Following that, there are conversations in small groups where participants exchange
ideas and discover how various leadership philosophies interact in the workplace.

2. Vision Statement for Personal Leadership Exercise Goal: Assist participants in
identifying their values and leadership aspirations.

How it Works:

Give participants writing suggestions to help them create their own vision statement
for leadership, such as: What qualities make you a leader?

What kind of influence do you hope to have on your group or company?
How do you empower and encourage people?

Participants write a vision statement of one to two paragraphs.

They give and receive feedback on their statements in small groups or pairs.

Conclude by talking about ways to match their vision with their everyday leadership
activities.

Assessment

Submission of personal leadership vision statements and feedback from peers
and facilitators

Skills/Abilities developed




Self-awareness.
leadership visioning.
Strategic thinking.

Further readings, activities, materials, best practices

"Leaders Eat Last" by Simon Sinek.
Workshops on authentic leadership.
Leadership assessment guides.
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Developing a personal leadership style is about discovering, shaping,
and refining how you lead others based on your unique values,
strengths, personality, and experiences. It involves self-awareness,
reflection, and adaptability to different situations. Rather than copying
popular leadership models blindly, effective leaders evolve their own
authentic style—one that aligns with who they are and what they stand
for. This process empowers individuals to lead with confidence, inspire
trust, and influence others positively across teams, organizations, or
communities
Definition
Personal leadership style refers to the distinctive way an individual
leads, motivates, communicates, and makes decisions—rooted in their
personal traits, values, and beliefs. It shapes how they interact with

. others, respond to challenges, and drive results



/ @ Understanding Leadership Styles

Overview of Common Leadership Styles:
*Transformational — Inspires through vision and change (e.g., Nelson Mandela)
*Servant — Focuses on the needs of the team (e.g., Mother Teresa)

*Autocratic — Centralizes authority and decision-making

Democratic — Encourages team input and collaboration

Laissez-faire — Hands-off; trusts team members to manage themselves
Coaching — Invests in long-term growth and development

Self-Assessment Activity
Use a quiz or short reflection exercise to identify which
*styles participants most naturally gravitate toward.

Discussion Prompt:
“Which style do you admire most, and why?”




%
%Elements that Shape Your Leadership Style

Personality and Temperament
Traits like introversion/extroversion,
assertiveness, empathy, and openness directly
Influence how a person leads.

Core Values and Beliefs _ _
Values such as honesty, fairness, innovation, or
service often guide leadership decisions.

Cultural and Social Background
Our upbringing, education, community, and
professional environments shape how we
perceive leadership.

Life and Professional Experiences
Key roles, challenges, mentors, and feedback
: loops refine leadership instincts over time.



% Developing Your Leadership ldentity

Self-Awareness Tools
* Personality Assessments: MBTI, DISC, CliftonStrengths
* 360-Degree Feedback: Collect feedback from peers, managers, subordinates

* Reflection Journals: Track leadership wins, challenges, and patterns

Clarifying Your Vision & Purpose _
Draft a personal leadership mission statement answering:

* “What do | stand for?”

* “What kind of leader do | want to be?” @b

* “What legacy do | want to leave?”
Building Leadership Presence

* Focus on communication style, confidence, and authenticity
* Learn how to “show up” consistently even under pressure



7
/ Activity 1 — Leadership Style Evaluation &
Reflection

* |nstructions:
« Complete a leadership style quiz
* Reflect on strengths, weaknesses, and situational adaptability

 Discussion Prompts:
« How well does your style match your self-image?

« What are your areas for improvement?



/)
/// Applying Your Leadership Style

Communication & Influence
*Know how your style influences how others perceive you
sLearn to communicate clearly, inspire action, and build relationships

Decision-Making
*Are you intuitive or data-driven? Fast or methodical?
*Align your decision-making process with your values and team dynamics

Managing Conflict
*How do you respond to tension?
*Practice strategies like active listening, assertiveness, and empathy

Building and Leading Teams
*Focus on collaboration, empowerment, and accountability
*Know when to step back and let others shine




% Real-Life Examples

Transformational Leader — Nelson Mandela:
Forgiveness, unity, and vision

Servant Leader — Jacinda Ardern: Leading with
empathy and care

Visionary Leader — Elon Musk: Boldness, innovation,
risk-taking

Discussion Prompt:
“What aspects of these leaders resonate with your
natural style?”



%
/ B\ Suggested Readings & Tutorials

- Leaders Eat Last by Simon Sinek
- Authentic Leadership Workshops
- Leadership Style Assessment Tools

10



o

Wrap-Up & Key Takeaways

v Your leadership style is unigue—own it

v' Reflection builds self-awareness
- , _ , “To accomplish
v" Vision guides leadership behavior great things we
must not only act,
but also dream;
not only plan,

but also believe.”

ANATOLE FRANCE

&

11
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Activity 2 - Leading Effective Teams Through Challenges

Duration: 1 hours

Specific Learning Objectives
1. Develop skills to lead teams effectively during challenges.

2. Enhance problem-solving and motivational skills in a leadership context.

Methodology, Resources and Devices

Case studies on leadership during crises, role-playing leadership scenarios, and
team simulations.
Tools: Case study documents, role-play scripts, discussion prompts.

Description of the activity and Key Concepts

Participants will review case studies of leaders navigating challenges, role-play as
team leaders in challenging situations, and receive feedback on their approach. Key
concepts include resilience, motivational skills, and strategic leadership..

Assessment

Evaluation based on role-play performances and facilitator feedback on leadership
approaches.

Specific Skills/Abilities developed

Crisis management.
Team motivation.
Strategic problem-solving.

Further readings, activities, materials, best practices

"The Hard Thing About Hard Things" by Ben Horowitz.
Articles on leading through adversity.
Case studies on leadership during crises.
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/y
// @& Specific Learning Objectives

« Develop skills to lead teams
effectively during challenges

« Enhance problem-solving and
motivational skills in a leadership
context




7
/ Methodology, Resources, and Devices

Case studies of crisis leadership
Leadership role-plays and team simulations

Tools: Case documents, scripts, prompts




o

Key Concepts

Building a Supportive Network

Resilience in leadership

. . Empathy
Motivating teams under pressure Active: Lisening

"Expressing Care

Strategic thinking in uncertainty



% Activity Structure

*Case Study Review (15 min)
Leadership Role-Play Simulation (30 min)

*Feedback and Discussion (15 min)



/,
%Case Study Brief

Content:

* Present a short scenario (e.g., "Team conflict during a
deadline crunch")

« Ask: What leadership approach would you take?



% Role-Play Setup

« Assign roles: team leader, team members, observers

« Simulate a stressful scenario (e.g., resource shortage, team burnout)




% Feedback & Reflection

« What worked well?

 What could be improved?

« How did the leader motivate or calm the team?



w

Assessment Criteria

* Observed leadership behaviors during
role-play

* Use of motivational and problem-
solving strategies

* Facilitator and peer feedback

10



%
// Skills and Abilities Gained

Crisis management

Strategic problem-solving

Team motivation



7
74 B\ Suggested Readings & Tutorials

|.  The Hard Thing About Hard Things by Ben Horowitz
II. Articles on leading through adversity

lll. Real-world case studies of crisis leadership

12



o

Wrap-Up & Key Takeaways % ﬁi t o
Leaders emerge during adversity |

Motivation and clarity are crucial in tough times

Feedback and reflection improve leadership instincts

13
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Activity 3 - Enhancing Social Influence and Persuasion

Duration: 2 hours

Specific Learning Objectives
1. Master techniques to increase social influence.

2. Use persuasive communication to lead and inspire others.

Methodology, Resources and Devices

Interactive sessions on persuasion techniques, practical exercises on influential
communication, and group feedback sessions.

Tools: Persuasion technique handouts, video examples, practice prompts.

Description of the activity and Key Concepts

Participants will learn and practice influential communication techniques, focusing on
how to inspire and guide their teams effectively. Key concepts include persuasion,
emotional intelligence, and leading by example.

here are a few demonstrations;
1. The Power of Storytelling Exercise

Goal: Instruct participants on the use of storytelling as a technique for persuasive
leadership.

How it Works:

Every participant receives a leadership-related question (e.g., "Share a lesson that
shaped your leadership style" or "Describe a time you overcame a challenge”).

They have to write and present a compelling, motivational, and team-leading story
that lasts one to two minutes.

The team evaluates each story's persuasiveness, emotional appeal, and clarity.

Talk about the ways in which leaders may inspire groups, convey their vision, and
promote change through the use of storytelling.




2. Persuasion in Action: The Influence Challenge
Goal: Assist individuals in honing their persuasive communication skills.
How it Works:

Participants are paired off. The first is the "leader,” while the second is the "team
member."

Adopting a new process, working late to complete a project, or accepting a change
at the firm are just a few examples of workplace scenarios that the team leader must
convince the team member to support.

To sway their partner, they need to be credible, logical, and emotionally intelligent.
The team member then comments on what was compelling and what wasn't.

Discuss important lessons learned about persuasive tactics and emotional
intelligence in leadership when switching roles.

Assessment

Practical demonstrations of persuasive communication, with peer and
facilitator reviews.

Specific Skills/Abilities developed

Social influence.
Persuasive communication.
Leadership presence.

Further readings, activities, materials, best practices

"Influence: The Psychology of Persuasion” by Robert Cialdini
Workshops on persuasive leadership.
Video series on influential public speaking.
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77 . . .
7 Activity 3 - Enhancing Social Influence
and Persuasion

Social influence and persuasion are key leadership and communication tools that
empower individuals to shape opinions, motivate others, and drive collective
action. Whether in a team meeting, negotiation, or marketing pitch, the ability to
ethically persuade others and build influence is crucial for achieving goals and
fostering collaboration. Enhancing these skills involves understanding human
behavior, building credibility, and using strategic messaging to inspire trust,
alignment, and action.

 Definition

Enhancing social influence and persuasion refers to the process of improving
one's ability to impact others’ attitudes, decisions, or behaviors through
effective communication, relationship-building, emotional intelligence, and
ethical techniques of persuasion

2



/)
/j @ Foundations of Influence

Credibility (Ethos):
People are more easily influenced by those they trust.
*Build credibility through expertise, reliability, and integrity.

Likeability and Rapport:
People tend to be influenced by those they like.
*Use empathy, active listening, and shared interests to connect.

Reciprocity Principle:
When you give value (help, time, appreciation), others are more
* likely to respond positively




7
7/ Key Persuasion Techniques

Social Proof:
People follow the actions of others, especially in uncertain situations. Example: “Over 1,000 people have
joined this program.”

*Scarcity:
People value things more when they perceive them as rare or time-sensitive. Example: “Limited spots
available.”

*Authority:
Individuals often defer to experts. Display qualifications or share relevant experiences to enhance
persuasiveness.

*Consistency:
People strive to act in ways consistent with their past behaviors or commitments. Example: “You mentioned
wanting to improve team engagement—this solution helps with that.”

*Framing and Storytelling:
The way information is presented influences decisions. Use relatable stories, visuals, or metaphors to make
¢ your message memorable.



w

Contextualizing Influence

Workplace Scenarios:

«Convincing a team to adopt a new workflow
*Negotiating project deadlines

Leading a change Initiative

Building a Supportive Network

Empathy
Personal Scenarios: “Active Listening

*Networking effectively ‘Expressing Care
Inspiring peers or friends
*Advocating for a cause or belief




7
/ Demonstration 1 — Storytelling for
Persuasion

The Power of Storytelling
Instructions:

*Prompt: “Describe a lesson that shaped your leadership”
«1-2 min motivational stories
*Team evaluates emotional appeal and clarity

Discussion: How stories influence and inspire action



4
/Demonstration 2 — The Influence Challenge

Persuasion In Action
Instructions:

Paired role-play: one as leader, one as team member
*Realistic workplace scenarios (e.g., embracing a new

policy)
*Focus on credibility, logic, and emotional intelligence

Switch roles and reflect



7
// Debrief & Group Reflection

What Makes Persuasion Work?

Discussion Prompts:

*\WWhat tactics were most compelling?
How did emotion and logic play a role?
*\WWhat could be improved in delivery or tone?




o

Building Influence Over Time

*Consistency and Reliability:
Show up, follow through, and be dependable.

*Visibility and Value:
Share ideas publicly, contribute in meetings, mentor others.

*Building Alliances:
Collaborate and support others—it builds mutual respect
and long-term influence



% Skills and Abilities Gained

> Socilal influence

Top Leadership Skills

> Persuasive communication

» Leadership presence

10



7
74 B\ Suggested Readings & Tutorials

|. Influence: The Psychology of Persuasion by Robert Cialdini
lI.  Workshops on persuasive leadership

Ill. Video series on influential public speaking

11
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Wrap-Up & Key Takeaways

v Influence is about connection, not control
v Persuasion blends logic, emotion, and authenticity

v' Practice builds confident, credible leadership
presence

12
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