
The Rapid Skill-Builder® series of 
video-based training programs offers 
a new and exciting way to equip
individuals for more effective
performance in their current role, or to
prepare them for success as they move
into management or leadership roles.

Built around an extremely practical
video-program with an expert
leadership training facilitator, the Rapid
Skill-Builder® modules describe best-
practice in the topic area, and then
model the skills through video vignettes,
showcased in real workplace situations.

The Rapid Skill-Builder® Series 
of short seminars was developed
by the Worldwide Center for
Organizational Development to
help build organisational
“bench-strength” in aspiring 
and first line managers. 

The 20 module titles that are
currently available can be
undertaken individually by
people or in combination to 
lead towards fully accredited
qualifications at a later stage 
if they so wish.

“Bite-sized learning 
for building practical 

skills …fast!”

8939 S. Sepulveda Blvd, Suite 110-705, Los Angeles, CA 90045
Telephone: +1 310 306 0980  Fax: +1 310 349 3391
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The Rapid Skill-Builder® series has several
components to the program split into those that
are aimed at the participant and those that are
aimed at the facilitator.

For the Participant
Apart from the video (described to the right) the
primary participant resource is a 12 page full colour
summary Rapid Skill-Builder® booklet on the topic
that offers practical information so that individuals
can quickly apply the theory. In addition each booklet
is supported by a template that can be used to
record notes and develop a plan the next time the
participant needs to exercise each specific skill.

For the Facilitator
Facilitator’s receive a fully scripted, 16 slide workshop
presentation and supporting script which includes
suggestions for learner discussions and workshop
exercises. A video support booklet containing trainer
tips, the complete video script and customisation
instructions for the video player is also provided.
Along with the video itself, these resources provide
the facilitator with everything they need to run a
complete and fully interactive training session.

Program Components

Skill Builder Series
Presentation Skills

The ability to “present” well can be a significant benefit in organisational life. It can help

you to share your ideas, gain support for your recommendations, train or coach others,

win a promotion or achieve a pay rise. Despite the clear advantages, this apparently does

little to calm fear held by the vast majority of people – the fear of formally presenting to a

group. In fact, most people are more comfortable dealing with death, bankruptcy, taxes,

divorce, imprisonment, snakes, spiders, mice, and the dark!

By the time you finish reading this booklet, your fear of public speaking will have reduced. Confidence born

of practice will do even more. However, we will focus on two key areas in which improvements can be

made. These are:

1. The way in which your presentation is assembled, structured, focused, and put into context.

2. The style you adopt in delivering your message and interacting with your audience.

Of course, there is no one way to do either of the above. However, many ordinary presenters have improved

the impact of their presentations by 30% or 40% just by following a few basic steps that are used by

extremely successful public speakers and presenters.

Copyright © 2004, 2nd Edition 2006, Team Publications & Worldwide Center for Organizational Development.

All rights reserved. Any reproduction of this material in any medium without written permission of the publisher is a violation of international copyright law.

Skill Builder Series
Negotiating Skills

Like communication or listening, negotiating is a skill we use almost every day of

our lives. We negotiate to:• Bargain on the price of a product or a service.
• Settle differences in a dispute situation.• Determine or make a contract, either formally or informally.
• Agree on a goal or an outcome.• Arrive at comfortable terms so we can work together or co-operate.

• Find a compromise of some sort.
All of these negotiating situations have one thing in common. They require two or more people to

communicate with one another and reach a deal of some sort (even though we sometimes fail to do this!).

Negotiation is a special kind of communication because it uses a number of tactics and methods that are

not usually part of normal everyday conversation or discussion. It is also a communication method that can

be applied to every aspect of our lives, not just in the world of work.
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Skill Builder Series
Project Management

Projects can involve a small number of people in one location for a few
hours, or engage the efforts of several thousand people in various places
over many years.

Project management can be defined as:

“The active leadership of people and resources 
to achieve a specific outcome.”

All projects have a beginning, a middle and an end. The job of the project manager is to make sure
that each of these phases follows the previous one smoothly and delivers the expected result.
However, project management is not the domain of one project manager alone. It generally
involves the co-ordinated efforts of several people to ensure that their particular parts of the project
are successfully performed. This makes project management quite distinct from operational
management, which tends to be characterised by activities that are ongoing and repetitive.
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Scene 3

Narrator: Monique is talking to Sara after a

particularly difficult meeting.

MONIQUE: Look, I know I kind of took over in there, but it’s

not my fault if you aren’t jumping in and answering

questions. If you have something you want to say,

just interrupt them. That’s what I do.

SARA: Monique, when you interrupt before anyone can

finish a sentence, some people feel like they’re

being attacked, like you don’t care what they have

to say. If you would let some of the quieter people

finish talking, they would feel more valued,

contribute more, and we’d have more productive

meetings. Do you think you could you give this a

try? 

Narrator: In the second response you saw Monique

use the scripted feedback sequence …

what steps of the sequence could you

pick out and how is this structured

feedback helpful to Monique?

Positive

ää Debrief

Ask participants what changed for the

better in this second video vignette?

Notes:

ää Debrief

Here is the same paragraph laid out in the

sequence format:

Step 1: “When you interrupt …”

Step 2: “this happens – people feel like

they’re being attached”

Step 3: “and I feel – they feel like you

don’t care what they have to say”

Step 4: “Would you let some of the quieter

people finish talking”

Step 5: “Because that way this would

mean that they would contribute

more and we could have more

productive meetings”

Step 6: “They would feel more valued”

Step 7: “So what do you think? Do you

think you could give this a try?”

This structured feedback is helpful to

Monique because it is solution-focused and

positive (and therefore assertive in its

nature), rather than just telling him what he

has done wrong in an aggressive or

passive manner.

Standard Session (3-4 hour workshop)This Assertiveness Rapid Skill-Builder® program can be run in a number of different ways over different

periods of time or length of workshop. Each Rapid Skill-Builder® program is designed to be run as a

standard session as described below. However, you may wish to run this program in a shorter time period

(the abbreviated version described overleaf) or as a longer, enhanced program (also described overleaf)

depending on unique needs.
The Standard session of the Assertiveness program is presented using these materials as they are

designed. This includes the video material and vignettes, slide presentation and exercises, Skill-Builder

booklet and action template. Typically, the standard session takes 3 to 4 hours to deliver for a group of 10

participants. Fewer participants will most likely shorten total workshop time whereas greater numbers of

participants will be likely to lengthen the process (as discussions and exercises may go on for longer each

time).

Although the Rapid Skill-Builder® series starter packs have a few exercise notes and de-briefs, the full

version of the program, when used under license, includes additional scripted speaker’s notes that help to

explain the slides more fully and debrief the video content more completely. If you are using the starter pack

initially, you may therefore need to make the transitions and connections between various aspects of the

program yourself as you prepare to deliver the program.The table below outlines a typical sequence for a standard 3-4 hour workshop session:
Workshop section/segment Typical content/approach

Time to allow

1 Welcome & introduction Introduce yourself and invite participants to introduce 10 mins

each other to the entire group
2 Introductory session Use first two slides and conduct first exercise as indicated 15 mins

3 First video segment Show completely without further pausing
4 mins

4 Slide debrief & exercise Use next series of slides and conduct second exercise as 20 mins

indicated5 Second video segment Show completely without further pausing
4 mins

6 Slide debrief & exercise Use next series of slides and conduct third and fourth 25 mins

exercises as indicated7 Third video segment Show completely without further pausing
4 mins

8 Slide debrief & exercise Use next series of slides and fifth exercise as indicated 25 mins

9 Video vignettes & debrief Pause after negative response and debrief and then after 60 mins

video narrator’s question10 Fourth “wrap-up” video Show completely without further pausing
4 mins

segment
11 Slide debrief & exercise Use next series of slides and sixth exercise as indicated 30 mins

12 Summary, Q&A & close Wrap up session with brief closing remarks and a few 14 mins

questions from participants to closeTOTAL SESSION TIME
3 hrs, 35 mins
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t Running the program
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Assertiveness Skills
Facilitator’s Video Program
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The Rapid Skill-Builder® Video for each topic is designed to 
give learners professional presentation material from an expert
trainer. This is provided in four sections which can be stopped
and started as either participant or a trainer wishes. In addition,
each video comes with four vignettes in which actors
demonstrate the skills talked about in real
workplace scenarios – first in a sub-optimal
way and then in a more optimal or 
positive way.

Each video lasts from 15-20 minutes and
can be run in standard presentation
order or customised to play in any
order within the player (which comes
bundled on the CD).

“Our employees have made extensive use of the
Rapid Skill-Builder® booklets on-line to help them
with personal development as a simple but
effective way to reinforce learning after attending
internal management and interpersonal skill
building workshop programs.”

MICHAEL WOLFE, 
VP Human Resources, California National Bank

Assertiveness SkillsVideo-based Training Program

Worldwide Center for Organizational Development

Assertiveness Skills
Video Segments & 
Vignettes
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12-page colour 
Skill-Builder™

Participant Booklet

Coaching is not a specialist occupation reserved for the few, but a vital way of
operating for those who are trying to bring out the best in their people. It is a key
skill which will help you to develop others.

While the idea of coaching is relatively new in commercial or business organisations, it’s been around for a
long time. Both sporting teams and top sports people like golfers and tennis players have coaches to help
them improve as they strive to be the best. Coaches are even used in the arts, to help build skills in areas
such as singing, dancing or drama.

No matter what field coaches operate in, their role is to provide feedback about performance and help
others plan their development, in order to improve and be the best they can be. This Skill Builder looks at
what you can do to improve your coaching effectiveness.
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Coaching

16 slide presentation
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application
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Coaching Skill Building Template

Copyright © 2000. 2nd Edition 2006. Team Publications Pty Ltd & Worldwide Center for Organizational Development. All rights reserved. www.teampublications.com

Review
Circumstances

Experience
Progress

HOW Recognise
Personal style

Right time/place
Right opportunity

HOW

Re-frame
The problem

The gap
The approach

HOW Receive
Visual clues
Verbal clues

Other feedback

HOW

Record
Targets

Milestones
Time frames

HOW

Read
The person
The context
The situation

HOW

ASPIRATION Future PREPARATION

ACCEPTANCE Past CLOSURE

O
p

p
o

rt
u

n
it

ie
s

P
ro

b
le

m
s

FOUR
ELEMENTS

Twenty 3-hour workshops (2-4 hours) with fully scripted trainer
presentation materials, participant workbooks and linked video
topic overview and vignettes (with free and unlimited use of
paper-based and on-line skill development templates) for as
little as $30 per person per topic or module.



Rapid Skill-Builder® templates facilitate training transfer back to
the workplace. These are not only available as a paper-based
sample on the back of each 12 page participant booklet, but are
also available on-line. This allows learners to apply training
content to their own situations by writing notes in to the action
template part of the form as preparation before applying some
newly learned skills or
behaviours. These
templates can be used
again and again as
part of the licensing
costs of using the
Rapid Skill-Builder®

training system.

Time Management Skill Building Template
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Relax
Review success

Build in quiet time
Take time to

rest/play

HOW Think
Reflect/daydream

Understand
Focus on key issues

HOW

Adjust
Distractions

Time-wasters
Make room

HOW Prioritise
Categorise

Rank
Decide importance

HOW

Delegate
Be realistic
Ask for help

Offer assistance

HOW

Plan
List tasks

Organise yourself
Set deadlines

HOW

TO-DO LIST Date:

Priority
(A, B, C)

Tasks
Phone Calls to Make

Name Number
Results

Done Further Action
Delegate
(Yes/No)

Est. TimeDeadline

People to see/discussion topics Letters/reports to write Long-range tasks

Goals & Objectives Skill Building Template
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Measures & Targets

Measures & Targets

Measures & Targets

Rapid Skill-Builder® training programs are
available in three formats:

T-Learning. A “Traditional” workshop format in
which a group of learners gather in one place
with an internal or external facilitator to work
through slide and video presentation material
and engage in discussion and practical
exercises.

E-Learning. Available either on CD or via the
web, this convenient “E” version allows
individuals to work through narrated flash slides
and video material on a PC at their own pace,
and at the time and location they choose.

M-Learning. A “Mobile” learning option in which
the Skill-building learning program is loaded
onto an iPod or PDA which can then be used
portably as needed and on a just-in-time basis.
This allows individuals to not only use the iPod/
PDA when they have a short amount of time to
review learning material (when at their desk or
in break times) but also in their own time as they
choose (such as when travelling as a passenger
in a train, bus or car for example).

Learning Delivery

“With a limited training budget we found we 
could still offer dozens of topics using the Rapid
Skill-Builder® modules and stretch our training
investment much further than we could with
other programs."

MARY ELLEN SCHUBEL,
HR Director, City of Norwark

Paper-based & On-line Templates

Fully scripted
1 slide presentation

P

15-minute video 
plus 4 vignettes

Topics
• Assertiveness Skills
• Benchmarking*
• Change Management 
• Coaching 
• Complaint Handling 
• Conflict Resolution 
• Corporate Ethics 
• Creativity & Innovation*
• Cultural Diversity & Awareness*
• Developing Individual Potential*
• Effective Delegation*
• Emotional Intelligence 
• Giving Constructive Feedback*
• Goals & Objectives 
• Improving Customer Service
• Improving Financial Performance*
• Influencing Others 
• Interviewing/Selection*
• Leadership 
• Learning Styles 
• Listening 
• Managing Meetings
• Managing Poor Performance*
• Negotiating Skills 
• Networking & Relationship-Building* 
• Organizational Budgeting*
• Performance Measurement*
• Personal Effectiveness 
• Presentation Skills*
• Problem Solving 
• Process Improvement*
• Project Management*
• Safety Effectiveness*
• Sales Effectiveness*
• Strategic Planning*
• Stress Management* 
• Team Building
• Team Communication
• Telephone Service Excellence 
• Time Management

*Available January 2008
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