
 

 

  

16 – 20 March 2020 

Istanbul / Turkey 

Planning, Organizing, 
Negotiating & Work Coordinating 

 

 داري المتمي   عمال والتفاوض والتنسيق ال تخطيط وتنسيق ال 



 

 

16 – 20 March 2020,  Istanbul / Turkey 

Planning, Organizing, Negotiating & Work Coordinating 
 داري المتمي   عمال والتفاوض والتنسيق ال تخطيط وتنسيق ال 

2 

www.ProjacsAcademy.com  

 
 

Negotiation is often the best — and sometimes the only — way to develop effective, lasting 

solutions to many kinds of work problems. This program builds the skills you need to craft 

constructive agreements between the project team and the other stakeholders. Participative 

exercises will help you master basic concepts: getting agreement vs. eliminating differences and 

positions vs. interests. You will also learn when to negotiate, how to prepare for a negotiation, 

how to manage the aggressive negotiator, and how to deal with “everyday” negotiations. Case 

studies include both internal negotiations and contract negotiations. 

This program will help you develop the personal and professional skills needed to lead your 

project team. You will learn how to create a shared vision and how to keep your team aligned 

with that vision through storytelling. The program covers vital general management skills such as 

motivation, feedback, and delegation. Other topics include how to develop agreement on roles 

and responsibilities, when to emphasize task behaviors over relationship behaviors, how to build 

a team that sees itself as a team, and dealing with a difficult team member. 

Approximately 70% of class time is devoted to casework and experiential learning. During hands-

on exercises, you will work as part of a team to apply the techniques of win-win negotiating to a 

series of increasingly challenging project negotiations. 

 

 

 
 

• Identify the major needed by effective managers. 

• Discuss the planning, controlling, leadership, and decision-making skills 

• Explain the techniques of motivating subordinates 

• Consider methods for improving management performance  

• Gain insights into the successful implementation of teams  

• Examine the application of management best practices  

• Recognize the Different Ways to  Motivate Employees 

• Describe the phases of a negotiation 

• Use a structured process to negotiate 

• Deal with an aggressive negotiator 

• Craft agreements that preserve your relationship with your counterpart 

• List ten useful tactics for negotiating 

Introduction 
 

Objectives 
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These programs are designed for individuals who have or expect to have responsibility for leading 

or managing a project, subproject, or project phase. Newcomers will learn new skills. More 

experienced managers will enhance their ability to apply what they already know. 

 
 

  

Who Should Attend? 
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Day One 

 Management is a dynamic process 

 Management is a Social Process 

 Management is a Continuous Process 

 Management requires 

 Management utilizes available resources at most to achieve its objectives  

 Managerial Process 

 Management Unit as a System 

 Relationship of Inputs with Outputs (Feedback) 

 Transformation Process and Elements of Managerial Process 

 Main Items of Management 

 

Day Two 

 Planning Function 

 Organization 

 Directing  

 Motivation 

 Managerial Leadership 

 Managerial Communication 

 Controlling 

 

Day Three 

 Elements of a successful negotiation  

 Types of negotiations  

 Win-lose vs. win-win negotiation  

 Dangerous assumptions about working relationships  

 The process of negotiation 

 Preparing for the Negotiation  

 Surveying the environment  

 

 

 

Course Outline 
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Day Four 

 Your interests, their interests, shared interests  

 Constraints and assumptions  

 Anticipating problems  

 Using a trade-off matrix  

 Constructing the facts  

 Who are the stakeholders? 

 

Day Five 

 Conducting the Negotiation  

o “Tactics” is not a four-letter word  

o Choosing your attitude and style  

o Dealing with your emotions  

o Asking questions the right way  

o Ultimatums: when they are okay  

o Common errors: starting too high or too low, splitting the difference 

 

 Follow-through  

o Keeping your commitments  

o Monitoring compliance  

o When the agreement falls apart 
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• Pre-assessment 
• Live group instruction 
• Use of real-world examples, case studies and exercises 
• Interactive participation and discussion 
• Power point presentation, LCD and flip chart 
• Group activities and tests 
• Each participant receives a binder containing a copy of the presentation 
• slides and handouts 
• Post-assessment 

 
 

 
 
This program is supported by interactive discussions, role-play, case studies and highlight the 
techniques available to the participants.  
 
 

 
 
The course agenda will be as follows: 

• Technical Session                08.30-10.00 am 
• Coffee Break                        10.00-10.15 am 
• Technical Session                10.15-12.15 noon 
• Coffee Break                        12.15-12.45 pm 
• Technical Session                12.45-02.30 pm 
• Course Ends                02.30 pm  

  
 

 
 

• 2,950USD 
*VAT is Excluded If Applicable 

 
  

Training Method 

Program Support 

Schedule 

Course Fees* 
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التفاوض هو غالبا ما يكون أفضللللللللللللللللا وتللللللللللللللللائم لونلللللللللللللللل     ا ا  ف الم   و ئو   ا  م   وا        م  

ي 
ي ن   اا اانر هما ال م املى ي ت ا ات ال  ا ا  ال  

ح
تحتاج  لي ا لصلللللللللااغم اتفا ا    ا   مشلللللللللافا ال  ا لا

ي التا  
ح
و  وأ للللحاة ال صللللئحم اتسري ر وتللللوا كةللللااال ات ال شللللا  م  لا لللو ح فريق ال شل يبا  ال  يةللللام  ي 

: الحصللللللللللللو  ات موافضم مضانا الضضللللللللللللا  ات الصافا  وال وا   مضانا ال صللللللللللللال ر ال فاهام ا تللللللللللللاتللللللللللللام

  و افام   ا   ال فاوض الص بم  و افام ئ فاونا ل وتوا تت ئم أيضا و ت التفاوض  و افام ااتت اا  

الت اما م  ال فاونلللللا  ماليوماممر و  اتلللللا   اا  كشللللل ا  ا م  ال فاونلللللا  الااسئام والتفاوض ات 

 ال ضو ر 

 

و   للو هما ال م املى تلللوا عةلللااال ات تلمي  ال  ا ا  الشلللصصلللام وال   ام الارمم لضاا   فريق ال شل

فام  نشلللللللللللللا  ال ويم ال شللللللللللللل   م و افام الحفا  ات فريضك لتت ا و م  هم  الصاص نكر وتلللللللللللللوا تت ئم  ا

ال ويمر ويغطي هما ال م املى الحيوي ال  ا ا  الإ ا يم ال امم م ا الااف   و  و  الف ا  مونللللللللللواا  أس   

  وا اما الت كاا ات الةلللللللللئو اا  ال   م أك   م  اتفاق بشللللللللل ن ا  وا  وال ةللللللللل ولاا  كشللللللللل ا  افام تلمي  

ي ال ا ا   و افام   ا  ا
ح
  والت اما م  أ ا أاضا  الفريق  الفريق المي ي    فةه  فريق وا ا لةئو اا  لا

 ا اما يكون هما الشصص م  الص ب الت اما م ه الص بر 

 

ي و  اتللللا  الحالهر  70ويصصللللص ما يض ة م   ٪ م  و ت الو شللللم لفلم التحضاضا  والت ئم الت ري م

وتلللللللللللللوا ت  ا   ل  م  الفريق لتلبيق تض اا   انحم لئتفاوض لةلللللللللللللئةلللللللللللللئم م    ل  ئامسا  التا يبا  ا

و ر  ي ال شو
ح
ايا  لا ح  ال فاونا  الص بم ات  حو م  

 

 

 
 

ح  • ي يحتا  ا ال ايري  الف الي 
 تحايا الإ تاا ا  ال  يةام ال  

   والضاا    وم ا ا  اتصاذ الض ا ا ا شم التصلاط  والةال  م  •

ح  • ح تض اا  تحف   ح شو  ال  ووتي 

ح أ ا  الإ ا   • ي ط ق تحةي 
ح
 ال ظ  لا

ي الت فام ال ا   لئف ق •
ح
  ةب  و  لا

 مقدمة

 الاهداف
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   ا   أفضا ال  ا تا  •

ح  • ح ال وظفي   الت  ا ات الل ق ال صتئفم لتحف  

 و   م ا ا التفاوض •

 اتتصام ا ئام م ظ م لئتفاوض •

ح  • ح ال اوا يي   الت اما م  ال فاوني 

 اشو  تكتاكا   ا  م مفاا  لئتفاوض •

 

 

 
 

و    للللللو لضا  للللللل  ت هم  الو شلللللللم ليف ا  المي  لاي م أو  تو   أن يكون  لاي م مةللللللل ولام  اا   أو   ا   مشل

ي الحضللللللللللو  
و ر الضا مون ال ا  تللللللللللوا يت ئ وا م ا ا   ايا ر و    لللللللللو والف عي  أو م  ئم م  م ا ا ال شل

 س م  توا  ضوم  ت زيل  ا ت م ات تلبيق
 ر ا ك  

 

 

  

 الحضور
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 اليوم الول

 الإ ا   هي ا ئام  ي اماكام •

 الإ ا   هي ا ئام ا ت ااام •

 الإ ا   هي ا ئام مةت    •

 متلئبا  الإ ا   •

 اتتصام ال وا   ال تا م ن فضا شكا •

 ال  ئام الإ ا يم •

 و ا  الإ ا     ظام •

ح ال اسا  ال ص  ا  م   •  ) ما ظا )ال ا م  ي 

 الإ ا يم ا ئام التحو  وا اصر ال  ئام •

 ال  اصر ال  يةام للإ ا   •
 

  
 
 اليوم الثان

 وظافم التصلاط •

 الإس اج •

 الااف  •

 الضاا   الإ ا يم •

 ااتصاا  الإ ا يم •

 الةال   •
 

 اليوم الثالث

 ا اصر التفاوض ال ا   •

 أ وا  ال فاونا  •

ح  •  ال كةب و الصةا   مضانا ال كةب لئل في 

انا  الصل    و  اا ا  ال  ا •  ااف  

 التفاوضا ئام  •

 ااتت اا  لئتفاوض •

 ااتتضصا  البيلم •

 

البرنامجمحتوى   
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  اليوم الرابع

 اهت اماتك ومصالح م و ال صال  مش   م •

انا  •  الضيو  و ااف  

 تو   ال شافا •

 اتتصاام مصفوفم مفانئم •

   ا  الحضا ق •

 م  هم أ حاة ال صئحم؟ •

 

  ليوم الخامسا

    ا  التفاوض  •

 ليةت  ئ م م  أ ب م أ  ام التكتاكا م •

 مو فك واتئمبك استاا    •

 الت اما م  ال واط   •

 طرح ااتلئه الصحاحه •

 ا اما تكون نص   : الإ ما ا  ال  ا ام •

 : ا سلا  الشا  م •

o اماتك ح   فظ ال  

o  ا اامت ا   

o ا اما عةضط ااتفاق 
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