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Negotiation is a common and daily event
for most people. If done well, negotiating
is a partnership in problem-solving,
a joint decision-making process that
works towards better solutions and gives
everyone more of what they want and need.

Being a good negotiator at work helps you to:

Achieve better outcomes for yourself and clients.

- Create sustained relationships built on trust and
respect.

- Resolve conflict and differences of opinion

peacefully.

Reduce the stress that can often accompany

negotiations.

+ Build a productive and effective team and

organisational culture.

To be a good negotiator you need to be observant and
strategic, a good communicator and a person who not
only wants to get the best outcome for yourself, but for
others too.

Here are some key steps to achieve a successful
negotiation:

Planning

Good preparation leads to good negotiation. Therefore,
before even entering a negotiation it is wise to spend
some time deciding on:

1  What you want (your goals) and why these are
important to you (your needs).

2 What you are willing to be flexible on and what
you can’t be flexible on.

3 What strategy you are going to use to achieve a
win/win solution.

4  What might be the needs of the other party and

how could you meet those needs to achieve your
goal.

Create a Cooperative Environment

The secret to negotiation is to have a good relationship
with the person you are negotiating with. Trust, rapport
and confidence between people make it easy to do a
deal. This means you have to create an environment
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where all parties feel safe and the right information
is shared to allow people to work towards common
goals.

To achieve this cooperative environment you need to:

- Gain rapport with the other person by using active

listening.

Listen to the other person’s perspective and respect

their needs and position.

- Have a problem solving, win/win approach.

- Agree on common goals.

+ Make a conscious and committed effort to avoid
tactics that undermine or sabotage a peaceful and
respectful approach to negotiating.

To create a cooperative environment you should also
think about when and where you are going to talk. The
room temperature, the seating arrangements and the
information or report you take with you can all either
help or hinder the process. Consider who else needs to
be there with you (a supporter or team) or whether you
need to speak to the person in private over coffee.

The most important trip you may take
in life is meeting people half way.
Henry Boyle

Influencing Others
To get the best out of a negotiation, you need to
influence the other person. You do this by using good
communication skills. Effective negotiators develop,
nurture and strengthen their lines of communication
throughout the process, before, during and after
negotiation.

When communicating during negotiations, you have a
choice aboutwhich communication style to use: passive,
aggressive or assertive. Both passive and aggressive
behaviour can create frustration and negativity. By
being assertive however, other people know where
you stand and how you feel. Assertive communication
empowers you to express your needs and goals clearly
and confidently.
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Empathy is a very useful and powerful communication
tooltohelpyouinfluence others. Empathyisidentification
with and understanding of another’s situation, feelings,
and motives. It is the process of understanding and
appreciating the other person’s emotions and positions.
It means to “put yourself into his/her shoes”.

Empathy is important because what is valuable to you
might be different to what is valuable to someone else.
In a negotiation you need to try to understand their
perspective. If you demonstrate empathy, you will be
able to build rapport and trust with the person you are
negotiating with, making it much easier to influence
them.

There are other things you can do to influence the other
person and the negotiation process. They include giving
rewards or recognition, providing information, giving
financial incentives, giving them greater responsibility or
security. In fact, anything that meets the other person’s
needs. Being coercive and using punishmentto influence
others should be avoided, because these tactics usually
make people defensive and feel threatened.

It’s all about trust, respect, integrity, and being other-
centred. | believe that the attitude in business today
needs to be: what can | do for you to get you to
cooperate with me?

Frank Bucar

Making Agreements

Reaching agreement is usually the final stage after
preparation, listening and exploring options. The
negotiating process should always be to aim for the
people who are negotiating to come to some sort of
agreement.

Good agreements are fair and represent a solution or
way forward that everyone is happy with. They make
everyone feel that the outcomes have met at least some
of their needs, if not all of them. They ensure that trust
between the negotiators is still intact and relationships
have not broken down.

Once the negotiation is over it is important to get the
agreement into writing. You can do this via an email, a
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form, minutes of the meeting or a contract. Whatever
way you choose to confirm the agreement get it sent
off or if required, signed as soon as possible because
the longer it takes to make the agreement in writing,
the more likely people will forget what they agreed to
and more conflict could arise!

The Do’s and Don’ts of Negotiation

« Do plan your strategy.

« Don’t focus on positions.
Instead, understand and meet
the other person’s needs.

+ Do build trust and rapport
with the person you are
negotiating with.

- Don’t view the other person as an opponent,
but as a partner.

+ Do use good active listening skills.
- Don’t lose patience and make the other person
feel threatened or pressured.

- Do use assertive communication skills.
« Don’t agree to something you don’t want.

« Don’t hurry the agreement stage.
« Do put the agreement in writing.

+ Do check the detail of the agreement carefully.
« Don’t put the detail off till later.

Recommended Reading

Fisher, Roger and William Ury. (1983) Getting to Yes:
Negotiating Agreement Without Giving In. New York:
Penguin Books

llutla, M., & Nicholson, N. (Eds.). (2004) Negotiation:
How to make deals and reach agreement in business.
Norwich: Format Publishing

Lum, R. (2005) The Negotiation Fieldbook, Simple
Strategies To Help You Negotiate Everything. New York:
McGraw-Hill

Dale Carnegie Training, (2009) The 5 Essential People
Skills, How to Assert Yourself, Listen to Others, and
Resolve Conflicts. London: Simon & Schuster UK Ltd

www.zarkconsultancy.com





<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


