


INTRODUCTION

Organisations of today are facing 
unprecedented and often unforeseen 
challenges in meeting the growing 
expectations of customers, internal as 
well as external. In order to sustain 
growth in such a competitive market 
environment, these organisations are 
constantly looking for strategies, which 
would result in cost reduction, 
improvement of productivity and quality 
products. These could be achieved to a 
certain extent through technological 
upgradation and absorption of new 
technology. It is, however, observed that 
technological changes per se, without 
employees' willing cooperation in 
the entire process, would not yield 
the expected results. Managers have 
a crucial role to play in obtaining this 
co-operation.

Success of managers in this endeavor 
depends on how effectively they use 
their repertoire of communication skills. 
Effective communication involves use of 
a variety of skills appropriate to the 
situation. The present programme is 
designed to help the practising 
managers communicate effectively in 
various situations such as interpersonal 
interactions, group interactions, and 
negotiations, and thereby contribute to 
overall organisational effectiveness.

PROGRAMME OBJECTIVES

The present  Programme is  a 
comprehensive application-oriented 

communicat ion sk i l l s  package 
designed to meet broadly the following 
objectives:

lTo reflect on the way they 
communicate currently and enable 
them to diagnose and minimize 
the barriers they encounter in 
communication.

lTo help them sharpen their 
verbal, non-verbal and written 
communication skills.

PROGRAMME CONTENT

The Programme focuses on the 
following related topics: presentation 
skills, conferencing skills, negotiation 
skills, counselling skills, interpersonal 
interactions, listening, non-verbal 
communication and writing skills. 

TARGET GROUP

The Programme is suitable for senior 
and middle level managers of 
Government, Public, Private and Service 
Sector Organisations including Banks 
from all functional areas of India and 
the neighbouring countries.

Organisational Sponsorship is 
Essential.

TRAINING METHODOLOGY

The Training Methodology would 
include a mix of experiential learning, 
exercises, skill practice, group work, 
role plays and a few lectures followed by 
group discussions.
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VENUE

The Programme is fully residential and 
the participants will be accommodated 
in single air-conditioned rooms in 
the Bella Vista or the College Park 
Campus of the College at Hyderabad.
The College does not provide 
accommodation for the family. 
Transport between Airport / Railway 
Station and Campus will be arranged 
by the College.

DURATION 

The Programme duration is from 
Monday, January 25, 2010  to 
Friday, January 29, 2010. The 
participants are expected to arrive a day 
before the commencement and may 
leave after the conclusion of the 
programme.

PROGRAMME FEE

Rs.30,000/- (US $950 if foreign) plus 
Service Tax @ 10.30% per participant 
will be charged to cover tuition, board 
and lodging, courseware and other 
facilities of the College including 
Internet usage. Local participants not 
availing hostel accommodation will be 
given a discount of Rs.1,000/- per day 
for the duration of the programme. 

A concession of ten per cent is given to 
the second nominee and onwards. A ten 
per cent concession is also given to a 
woman participant, either as a lone 
nominee or by treating her nomination 
as a first nominee in a group of 
nominations.

The College is exempted from Income Tax, 
and hence TDS should not be deducted.

LAST DATE FOR NOMINATION

The nomination form duly filled in 
along with the Demand Draft made out 
in favour of ”Administrative Staff 
College of India” payable at Hyderabad 
should reach the Programmes Officer 
by January 11, 2010.

LAST DATE FOR WITHDRAWAL

January 18, 2010. Any withdrawals after 
this date will entail forfeiture of the fee paid.

ASCI ALUMNI ASSOCIATION

Participants of College Programmes 
will automatically become members of 
ASCI Alumni Association.

CERTIFICATE OF PARTICIPATION

The College issues a certificate of 
Participation on conclusion of the 
Programme.
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ASCI  MANAGEMENT DEVELOPMENT PROGRAMMES

GENERAL MANAGEMENT

Programme for Young Managers 16-Nov-09 27-Nov-09

MDP for Women Executives 04-Jan-10 08-Jan-10

GMP for Senior Executives – Session -114 11-Jan-10 05-Feb-10

FINANCE

Strategic Financial Management 09-Nov-09 11-Nov-09

Managing Costs to Enhance Profitability 07-Dec-09 09-Dec-09

Financial Systems, Management & 

Accountability in Government 14-Dec-09 18-Dec-09

Finance for Non-Finance Executives 18-Jan-10 20-Jan-10

HUMAN RESOURCE

Managing Human Relations in 

Organisations 02-Nov-09 06-Nov-09

Leadership Skills Development 30-Nov-09 04-Dec-09

Transactional Analysis for 

Interpersonal Effectiveness 07-Dec-09 09-Dec-09

HRM for Line Managers 07-Dec-09 11-Dec-09

Improving Work Culture 14-Dec-09 16-Dec-09

Leadership and Organisation

Development 04-Jan-10 08-Jan-10

Strategic Human Resource Management 18-Jan-10 22-Jan-10

Communication Skills for Managers 25-Jan-10 29-Jan-10

Team Building and Conflict Management 01-Feb-10 05-Feb-10

Personal Growth for Effective Leadership 08-Feb-10 12-Feb-10

Enhancing Managerial Effectiveness 22-Feb-10 26-Feb-10

Decision Making for Effective Leadership 08-Mar-10 12-Mar-10

Effective Trade Union Management 22-Mar-10 26-Mar-10

HEALTH STUDIES

Using Data for Programme Monitoring & 
Evaluation 14-Dec-09 16-Dec-09

INFRASTRUCTURE

Electricity Tariff & Related Issues 
under Regulated Regime 23-Nov-09 27-Nov-09

Public Private Partnership 01-Mar-10 05-Mar-10

INFORMATION TECHNOLOGY

Management of IT 23-Nov-09 25-Nov-09

e-Procurement 30-Nov-09 02-Dec-09

IT Enabled Knowledge Management 24-Feb-10 26-Feb-10

INNOVATION & TECHNOLOGY

Innovation Management 03-Mar-10 05-Mar-10

MARKETING

Sales Management 04-Jan-10 08-Jan-10

OPERATIONS

Procurement Procedures for 
World Bank Aided Projects 02-Nov-09 13-Nov-09

Project & Contract Management 25-Jan-10 29-Jan-10

Procurement Procedures 
for World Bank Aided Projects 08-Feb-10 19-Feb-10

URBAN GOVERNANCE

Strengthening Urban Management 
in India 18-Jan-10 22-Jan-10

Change Management for Achieving 
Continuous Water Supply 25-Jan-10 29-Jan-10
(24/7) for All in Urban Areas



Dr. Prabhati Pati October 21, 2009
Professor
Programme Director

Dear Sir / Madam,

Programme on

COMMUNICATION SKILLS FOR MANAGERS
(January 25-29, 2010)

I am enclosing a brochure outlining the details of a training programme we have designed
for helping middle and senior level managers refine their communication skills to meet
the challenges of the changing business environment.

Organizations of today are constantly gearing up to meet the growing demands and
expectations of the external as well as the internal customers. Managerial decisions
and organizational policies are ineffective unless they are clearly understood by those
responsible for implementing them. In this regard managers have a crucial role to
play in persuading the employees to accept and cope with the changes and challenges
in the workplace. Managers require a high degree of communicative competence to
achieve this.

The module on ‘Communication Skills for Managers’ is comprehensive and application-
oriented package. Your executives will find it both enjoyable and useful for accomplishing
their organisational responsibilities.

Along with the brochure, a nomination form is enclosed. Photocopies of the nomination
form can be used for multiple nominations. Early nominations are advised to ensure
that your nomination is considered on a first-come-first served basis. I look forward to
hearing from you soon.

With best wishes,

Yours sincerely,

(Prabhati Pati)

Encl : Programme Brochure & Nomination Form.

ADMINISTRATIVE STAFF COLLEGE OF INDIA

 

Bella Vista, Raj Bhavan Road, Hyderabad - 500 082, A.P. (India)
Ph : 0091-40-66533000 13 Lines, Telefax:(Programmes Office) 0091-40-23324365
Fax: 0091-40-66534356/23312954, email: poffice@asci.org.in, URL:http://www.asci.org.in


