
EFFECTIVE NEGOTIATION 

Effective negotiation is a critical skill for professionals in various industries. Negotiation involves a 

give-and-take process between two or more parties, with the goal of reaching an agreement that is 

mutually beneficial. Here are some key elements, processes, and guidelines for effective negotiation: 

Elements: 

1. Preparation: Before entering a negotiation, it's important to prepare by researching the 

other party and their position, identifying potential areas of agreement, and determining 

your own goals and limits. 

2. Communication: Clear communication is essential in negotiation. Parties must be able to 

effectively convey their interests, needs, and preferences to each other. 

3. Creativity: Negotiation often requires creative problem-solving, as parties must find 

mutually beneficial solutions that may not be immediately obvious. 

4. Flexibility: Successful negotiation requires flexibility and the ability to adapt to changing 

circumstances. 

Processes: 

1. Opening: The negotiation process begins with an opening statement from each party, 

outlining their position and goals. 

2. Exploration: Parties then engage in a discussion to explore areas of agreement and 

disagreement, identifying potential solutions and concessions. 

3. Bargaining: Bargaining involves the exchange of offers and counteroffers, as parties work to 

reach a mutually acceptable agreement. 

4. Closing: The negotiation process ends with a final agreement that is reached between the 

parties. 

Guidelines: 

1. Focus on interests, not positions: Rather than focusing on specific positions, negotiate based 

on the underlying interests of each party. 

2. Listen actively: Actively listen to the other party to understand their needs and goals. 

3. Use objective criteria: Use objective criteria, such as industry standards or market rates, to 

determine fair solutions. 

4. Don't make personal attacks: Avoid making personal attacks or becoming emotional during 

the negotiation process. 

5. Keep an open mind: Be open to new ideas and solutions, and be willing to compromise to 

reach a mutually beneficial agreement. 

6. Don't make assumptions: Avoid making assumptions about the other party's interests or 

goals, and ask clarifying questions to ensure understanding. 

 



GOOD PRESENTATION 

There are several features of a good presentation, including: 

1. Clear and Concise: A good presentation is clear and concise, with a well-defined structure 

and organization. The presenter should be able to convey the message to the audience in a 

clear and understandable way, using simple and concise language. 

2. Engaging: A good presentation is engaging and captures the attention of the audience. The 

presenter should use a variety of techniques to keep the audience interested and involved, 

such as stories, humour, and multimedia. 

3. Relevant: A good presentation is relevant to the audience and their interests. The presenter 

should tailor the presentation to the audience's needs and interests and ensure that the 

information presented is useful and applicable to their lives. 

4. Well-prepared: A good presentation is well-prepared and rehearsed. The presenter should 

know the material thoroughly and be able to answer questions and respond to comments 

effectively. 

5. Visuals: A good presentation includes appropriate visuals, such as charts, graphs, and 

images, to help convey the message and make the presentation more interesting and 

memorable. 

6. Time management: A good presentation is delivered within the allotted time frame. The 

presenter should be mindful of time constraints and ensure that the presentation fits within 

the given time frame. 

7. Professional: A good presentation is professional in tone and demeanour. The presenter 

should be well-dressed, confident, and respectful of the audience. 

 


