Contents

Introduction:
Successful negotiation
Negotiating fEars ........ccvviiiieiie e 3
MakKiNg CROICES .....vvveiiiiiiiic e 5
ThiNKING Creatively .....vveviiiiiee e 6
Coping With CritiCISM.....cciiiiiiie e 8
NEIWOIKING .o 9
CONCIUSION ...ttt 10
Part 1ONE:
Useful skills for the negotiator.....................cccooiii 13

Chapter TONE

First steps in negotiation ................................. 15
INTFOAUCTION L. 16
IMpPOortant PrNCIPIES .......vvvvieieiiii e 16
StePS iN NEGOIATION ...eoivvviiiii i 17
Stages in Negotiation .........ocoviviiiiii 18
POSE-MOMEM .. 23
USETUITIDS oo 23

Chapter 2“TWO

Approaches to negotiation ......................ccoco 25
INTFOAUCTION .ot 26
Negotiating rolES.......vvviiiiiiiiiiiiiiiie s 26
Competitive Negotiation ..........ccovviiiiiiiiiicc 28
Collaborative Nnegotiation...........ccoceviiiiiiiii 30
CONCIUSION ...ttt 31

USETUI DS oot 31



Chapter “THREE

Creative bargaining ...................cccoooiiii 33
INTFOAUCTION L. 34
What does your counterpart want? ...........ccceeveeeeiiiiiineeeiins 35
Offer OPLIONS ...vvvii e 36
Be Creative ... 37
Take the 1oNg-term VIBW ........ccviiiiiiiiiici e 38
CONCIUSION ...t 38
USEIUITIDS e 39

Chapter 4FOUR

Dealing with pressure ................c..ccooceiiiiii 4
INTFOAUCTION L. 42
SymMPtomMS Of SHESS...vviiiiiiiiiiicccce e 42
Sress DU UD...iooiiiie e 43
Unrealistic expectations and standards..............coooevvvvvinnns 44
ACCEPLING YOUN SIIESS ...vviiiiiiiiiiiee et 45
Planning ahead...........ccocoiiiiiii 45
Dealing With PEOPIE ..o 45
Relieving the SymptomS ... ... 46
USETUITIDS oot 48

Part “TWO

PEOPIC ISSUEBS..........oviiiiiiiiii e 51

Chapter SFIVE

Relational influence and power..................c..ccccooie. 53
INTFOAUCTION .t 54
TYPES Of POWET L1ttt 55
USING POWET ...ttt 58
CONCIUSION ..ttt 60

USEIUI DS et 61



Chapter 6SIX

Negotiating with integrity ..., 63
INTFOAUCTION . 64
Tell the truth ..o 64
Dealing With aggreSSOrS.....ccviiiieeieiii i 66
Being diSreSPeCtiUl v.vuvvviiiiiiiiiiii 67
USING SAICASIM ...ttt 68
Threatening behaviour ..........ccccciiii e 69
CONCIUSION ...t 70
USETUI DS oot 70

Chapter “SEVEN

Negotiating globally ..................cccciiiii . 71
INTFOAUCTION .t 72
Build @ MOEL........oviiiiiiiiiici 73
OBSEIVE. ..ot 73
AANAIYSE .ttt 75
ACt ACCOTAINGIY ...t 76
CONCIUSION 1ttt 76
USETUI DS wvvvvvviiiieee ettt 7

Chapter “EIGHT

Using an advocate.................ccceiiiiiiiin 79
INEFOAUCTION .ot 80
AQVICE OF @AVOCACY ...eevieeeieiiiiiiiiiiiiiitir ettt 81
Check OUL YOUr EXPEIMT ..viiiiiiiiiiiieiiece e 82
Learn as much as possible .........ccccoviiiiiiiiiiiieeeeen 82
Set abuAdget.......ooiiiiiii 83
Prepare a written statement...............cooo i, 83
Brief your expert fUlly ... 84
Follow the proceedings CIOSEIY ........cccovviieiiiiiiiiiiiiiien 84
Report and reVIEW. .......cvvviiiieiiiic e 85
CONCIUSION <.ttt 85

USETUI DS oo 86



Chapter “NINE

Dealing with conflict....................ccccoiii 87
INTFOAUCTION . 88
CONTICE 1ttt 89
Mapping CONFIICT .......viiiiiiiiiiiii s 90
Structuring the ISSUES ....ccovvvviiiiicciiee e 92
CONCIUSION ...ttt 96
USEIUI DS et 96

Chapter 10TEN

Assertiveness sKills .................cccooooiii 97
INTFOAUCTION .ot 98
What iS @SSErtivVeNESS? ....cciiiiiiiieeiiiiiiee e 98
Why D @SSEIIVE? ......vvviiicciii e 99
Rights and responsibilitieS. ..., 101
Assertive thinKiNG......c.vvvvveoi e 102
Assertive COMMUNICATION .......uvvveieiiiiiiiees e 103
Further assertiveness techniques ..., 103
Putting assertiveness into practice .........ccccccvviviiiiiiiinnn, 105
CONCIUSION vttt 107
USETUI DS wvvvvvveeeeeee sttt 107

Part “THREE

Negotiation in practice...............cccccovviiiiii 109

Chapter 11ELEVEN

Tendering for contracts...................ccccoiiiiii, 111
INTFOAUCTION .t 112
What is tendering?.......vvvveiiiiiiece e 113
I[dentifying CONEraCTS........vvvieiiiiiiicceecee e 113
Identifying customer requirements .........ccccoeevviieeiiiiineenn. 114
Developing @ package .......ccccovvvveiiiiiiiiiicice e 115
Identifying @ PrICE. . ..coi i 116
Assembling a tender document .........ccccvvviiiiiiiiiiieieieinn, 117

Presenting and negotiating ........cccvvveviiiiiiiiiic 117



Legal faClOrS . .....ciiiiicii 118

Contract AISPULES .....vvveeeieiiiiieie e 119
CONCIUSION i 119
USETUI DS oot 120

Chapter 12TWELVE

Staff relations.................ccooociiiii 121
INTFOAUCTION .o 122
Employee representation ........cccccccviiiiiis 123
Trade UNIONS ...vvveiiiiiiieeeeeee e 123
Employee representatives .........oovvveereiiiiiiiiieiiiee 125
CONSURALION ..ttt 125
COMMUNICATION 1.t 126
VBIMDAI ... 126
MEETINGS ... 126
Written ComMmMUNICATION ....cooiiiiiiieee e 127
ATDITFAtiION .. 127
Reviewing employee relations ..........cccooiieiieiiiiiieeiiie, 128
CONCIUSION vttt 128
USETUI DS oo 129

Chapter 12THIRTEEN

Industrial tribunals........................cco 131
INTFOAUCTION .o 132
What happens at a tribunal? .........c.cccoooeiiiiiin 132
INitial PrOCEAUIES ....eeeiiiiiiiiee e 133
The role Of ACAS ... 133
GENEIAIISSUEBS ...ttt 134
Preparing for the tribunal.........ccccccis 135
TYPES Of NEAMNG ...eeiiiiiiii i 136
Hearing ProCeAUrES .........occuviiiiiiiiicee e 137
Tribunal AECISIONS ... 138
CONCIUSION 1ttt ettt e e 139

USETUI DS wvvvvvviieieee ettt 139



Chapter 14FOURTEEN

Getting payment from your customers........................ 141
INTFOAUCTION .. 142
Credit CONTIOL......viiiiiie e 143
Pre-call preparation ... 145
Making the Call.........uvuviiiiiiiiiiiiii s 146
Further action ... 147
FOIIOW-UP @CHION ... 147
Payment delay tactiCs..........coeiiiiiiiiiiiiie e 148
CONCIUSION 11ttt 152
USETUI DS oo 152

Part 4FOUR

APPENICES ... 155

Chapter 15FIFTEEN
Furtherreading ..............cccccciiiiii 157

Chapter 16SIXTEEN
Useful addresses.............cccooeeeiiiiiiiiiiiiiiiiieeeeeeee, 165



