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Agenda

Agenda

08.15 – 08.30 Registration

08.30 – 10.30 Module 1

❑ Introduction to Negotiation

✓ What is Negotiation

✓ Negotiation at Workplace

10.30 – 10.45 Break

10.45 – 13.00 Module 2

❑ Self Representational System

❑ The Power of Framing and Reframing in 

Negotiation

❑ Negotiation Strategies and Tactics

13.00 – 14.30 Break

14.30 – 16.30 Module 3

❑ Group Discussion

❑ Group Presentation and Reflection

❑ Post-Negotiation Matters

16.30 – 17.00 Test, Photo Session, and Closing

“Negotiation 
is the art of 
letting them 
have, your 

way.”



Agenda

“Each party 
should gain 

from the 
negotiation.”

Academic Qualification

• Msc. in Teaching English as a Second Language

• BHsc. in English Language and Literature

• Advanced Diploma (Level 3) in Teaching, Training and 
Assessing Learning (TeTRA)

Professional Experiences

• Principal Assistant Director/Research Officer, 
LNPD

• Research Officer, CLCD

• English Lecturer, UPNM

017 301 2038 rosela2411@gmail.com

norlelasamadnorlelasamad

Professional Certification

• Certified Translator

• Certified Proofreader/Editor



Agenda
“There are a 
lot of things 

behind a 
negotiation 

process.”

Module 1 

❑ Introduction to Negotiation

✓ What is Negotiation

✓ Negotiation at Workplace



World is a stageof  
NEGOTIATION



Our ability tonegotiate  

has beenembedded

since we wereborn



Remember when you want to buytoys
but your mom saidNO



What did you do  
next?



C RY T ILL YO U G ET Y O U R T OY



Our lives are filled with 

negotiation



W ITH O UR BU SI N ESS PARTN ER



W ITH O UR B OS S



W ITH O UR W O RK M AT E



W ITH O UR PARTN ER



What is negotiation?

A give & take decision making process involving 2 or more persons  
with different preference



it is a collection of behaviours that  
involve communication, marketing,  

psychological, assertiveness &
conflict resolution



To Reach an

agreement

To Solve a  

problem

To Buy or sell  

products

Why  
do we

negotiate



N EG O TIAT I O N FEAT URES



Min 2 people

Predetermined goals  

Expecting outcome

Resolution & consensus

Parties willing to modify their positions

Parties should understand the purpose of negotiation



N EG O TIAT I O N PRO C ESS



Preparation

Before any negotiation takes place, a decision

needs to be taken as to when and where a

meeting will take place to discuss the problem

and who will attend. Setting a limited time-scale

can also be helpful to prevent the disagreement

continuing



Preparation Discussion

During this stage, individuals or

members of each side put forward

the case as they see it, i.e. their

understanding of the situation.



Preparation Discussion Clear Goals

From the discussion, the goals, interests, and

viewpoints of both sides of the disagreement

need to be clarified.

It is helpful to list these factors in order of

priority.



Preparation Discussion Clear Goals Win-win

‘Win-win’ outcome where both sides feel they have

gained something positive through the process of

negotiation and both sides feel their point of view

has been taken into consideration.



Preparation Discussion Clear Goals AgreementWin-win

Agreement can be achieved once understanding

of both sides’ viewpoints and interests have been 

considered.



Preparation Discussion Clear Goals AgreementWin-win Actions items

From the agreement, a course of action 

has to be implemented to carry through 

the decision.



Types of Negotiation

Day-to-day/ 

Managerial Negotiation
Commercial Negotiation Legal Negotiation 





N EG O TIAT I O N CO N C EPTS



2 core concepts that you 

must have inmind

Best A lternative To N egotiated Agreement

BATNA tells you when to accept and  
when to reject an agreement

When a proposal is better than your  
BATNA……. accept it

When a proposal is worse than your  
BATNA……. reject it



BUYER SETTLEMENT RANGE SELLER SETTLEMENT RANGE

Zone O f Possible Agreement

ZOPA

SELLER  

WA LKAW AY

0

50004500

7000

BUYER  

WA LKAW AY

2 core concepts that you 

must have inmind



Know yourself & who  

you represent

Define your interest &  

outcome

D
o 
yo

u
r 
 

re
s
e

a
rc

h

Know your &  

their BATNA

Try to predict  

your ZOPA

set realistic  

exceptions

Decide your  

walkway



Agenda “The ability to 
negotiate 
with other 

people 
without 

friction is the 
outstanding 
quality of all 

successful 
people.”

Module 2 

❑Self-Representational System

❑The Power of Framing and 

Reframing in Negotiation

❑Negotiation Strategies and 

Tactics





VISUAL AUDITORY

GASTUTORYOLFACTORY

KINESTHETIC

AUDITORY DIGITAL



The Self Representational System Test



For each of the following statements, rate a number  
next to every answer. Use the following system to  
indicate your preferences:

4 = closest to describing you

3 = next best describing you

2 = third best describing you

1 = least descriptive of you



4

1

2

3









5. I function….



4

1

2

3

412 3



Visual - Viewing
Moving the eyes, up left  and 

right or their eyes not  focusing

.

Conversation

Words

Picture,

Movie,

Figure

Delivery

Breathing
Body movement

fast, angular,  

including  

pointed, up-

and-coming  

gestures

Breathentiantions.

the chest,

superficial

and fast

Quick, fast,

loud tone

See, look, 

imagine,  

diagram,  

video

Less sensitive to sound, more  

interested in the appearance of objects



Auditory - Listening
Move horizontally, left and right

Conversation

Words

Prefer lists,

summaries,

readings

Delivery

Breathing
Body movement

Balanced,  

touches the  

face, gestures  

in the middle

Breathe inntations.  

the middle of

the chest,  

rhythmically  

and slowly

Love to talk  

rhythmically

Listen, ask,

talk, story

Pay attention to sound, tone and be easily  

distracted by noise, voice preference,  

specific language



Kinesthetic – Feel & Feeling
Look right and down

Conversation

Words To reach  

(goal), attain,  

grasp, gain,  

avoid, come  

out, relieve

Delivery

Breathing
Body movement

Breathentations.

deeply  

and  

slowly

Speak

slowly

Taste, touch,  

hold,  

welcome

Rhythm,  

touching the  

chest (more to  

men) More interested in feeling something is

right or feeling right



Body  

Movement
Monotone &  

a bit robotic

Conversation

Logic,  

analize

Words

DeliveryAuditory Digital – Language
(SelfTalk)

Breathing

Somewhat  

limited &

uneven(thin &
ntations.  

tight lips)

Look left and down

Middle, upright,  

shoulders back  

& body  

hugs(Computer  

Mode)

details, data &  

facts, need time  

to understand

More interested in thinking,  

analysing and inner talk



46

View(V) Listen (A) Feeling (K) Digital Auditory(D)

"I see what you  
mean"

"I heard what you  
said"

"I can handle it"
"I can understand your  

perspective"

Example:, the same sentence will be pronounced differentlyby

different people of the system ofself-representation
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Self Representation System(Visual)

Main features Advantages Challenges

• Quite a mess with  

changes & time  

management

• Lack of reading

details like MANUAL

• Less interested in  

hearing a detailed  

briefing on something

• Like to imagine  

something

• Remember something by  

imagining images &  

movie mind

• Quickly learn something  

new

• Get bores quickly if you  

have no plans

• Love the big picture  

compared to the details

• Can talk many things  

at a time

• Good time  

management

• It's good to  

understand the big  

picture of a plan

• Have a lot of ideas
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Self Representation System (Auditory)

Main features Advantages Challenges

• Like to repeat the same

sentence until the idea is  

heard

• Love to talk transparently

and honestly

• It's easy to get upset when  

the idea isn't heard

• Likes to hear voices

including her own voice

• Love to jump from one idea  

to another

• Remember what being  

heard one by one

• Learn by listening

• Love to tell story

• Love to talk for yourself

• Love to use sounds  

like oh! Ah! Aha!  

Hmmm!

• Can be a good  

speaker

• Lots of ideas and  

love chat  

suggestions

• Enjoy writing and  

producing creative  

writing

• Love to tell story
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Self Representation System (Kinestetik)

Main features Advantages Challenges

• Sensitive to getting rid of

• Like to do something to  

attract others

• Confused and avoided if

too much work needs to

be completed at a time

• Willing to do whatever it  

takes to keep the  

relationship going

• Talk slowly

• Learn through  

experience

• It takes time to adjust  

to the new  

environment

• Enjoy challenging  

outdoor activities

• It is important to have

a good relationship

• Love teamwork

• Clever in keeping the

hearts and feelings of

others

• Always provide  

encouragement and  

support

• It's funny &  

entertaining
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Self Representation System (Digital)

Main features Advantages Challenges

• It is not easy to trust  

someone new

• Don't like being bullied

• Share ideas and opinions

only when asked to do so

• It takes a fair amount of  

time to make a decision

• Need a logical review

• Like detailed  

information about  

something

• Love to memorize

• Like to think deeply  

about something

• Love to feel meaningful  

to people around

• It takes a while to  

understand something  

new

• Good at developing  

strategies to solve  

complex problems

• Good at structuring  

multiple task  

structures

• Plan well to run an  

event
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How to Attract VAKD ThroughVISUAL

Visual Auditory

Kinesthetic Digital

• Avoid giving too much  

detail

• Tell her how much time it  

takes to complete an  

assignment

• Ask him/her to talk about a  

plan

• Give him/her a birthday  

card

• Use lots of colors when  

writing notes to them
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Visual Auditory

Kinesthetic Digital

• Give him/her one step at  

a time

• Ask him/her 'Listen to  

what mom, dad, teacher  

say'

• Ask his/her opinion on  

how he/she will prepare a  

task

• REMEMBER! Long  

assignments can make  

him /her lose focus

• Get plenty of compliments

How to Attract VAKD ThroughAUDITORY
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Visual Auditory

Kinesthetic Digital

• Avoid giving him/her too

many options

• Have fun assignments

• Ask if he/she is  

"comfortable" with our  

suggestions

• Ask how we can help her

complete the assignment

• Get a lot of hugs & touches

How to Attract VAKD ThroughKINESTHETIC
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Visual Auditory

Kinestetik Digital

• Ask him/her what he/she will  

do, not give him/her  

directions

• When asking him/her to do  

something, explain the  

reasoning

• Prove that you believe in it

• Give him/her enough time to  

complete the task

• Ask if he/she "understands"

what we're saying

How to Attract VAKD ThroughDIGITAL



When you are not aware of what and how  

You need to perform; you are vulnerable



META PROGRAMME

The way one thinks. By understanding a  
person’s thinking style,  

we can predict his  
behavior and then  
influence him in  
communication.

Identified through the
language used.

It refers to a specific context.



#1 Direction ofMotivation

Is one motivational energy aimed at achieving goals or avoidingproblems?



#2 ScenarioType

Is one looking into details or the bigger picture?

Specific Global

Motivation:
Very focused to understanding tiny elements of a  
process
•Very good at spotting tiny mistakes
•Enjoy extracting specific qualities in conversation
•In mgmt, they make good analyst
•Very particular in their temperament
•Like things to be done in specific ways
•Good at overseeing company plans, developing
strategies and analyzing procedures
•Perfectionist, temperamental, easily upset over small  
things

Motivation:
•Will understand situation by focusing on bigger  
picture
•Good at staying focused on objectives
•Great at remaining goal focused and selling eventual  
dream
•Easily confused and overwhelmed by intrinsic info
•In mgmt, they make good salesperson
•Good at creating big ideas
•Struggle to plan their day & create detailed business
plan

Advantages:
•Happy working & studying large amounts of details
•Focused and persistent
•Good at spotting mistake
•Making sense out of chaotic data

Advantages:
•Good at creating large concept
•Focus on bigger picture
•Good motivators

Disadvantages:
•Can struggle to move beyond details
•Can lose time working thru particulars
•Pedantic, fickle & unimaginative

Disadvantages:
•Struggle to focus on minute details
•Struggle to make decision
•Often overlook finer details



Proactive Reactive

Motivation: Act without much consideration Motivation: like to wait, analysis, arbitration

Advantages: fast, focused on achieving results,  
taking initiative and responsibility, often  
successfully completing a given task

Advantages: Great Analyzer, thorough, a good
risk identifier

Disadvantages: difficult to complete a long task,  
making others pressured to follow

Disadvantages: slow in action, miss  
opportunities, wait -and -see nature, others may  
be frustrated due to their inactive attitude

Is one taking the initiative or waiting for someone else?

#3 Motivation Level



#4 Source of Reference

Is he motivated by assessments from external sources or his own internal standards?

Internal External

Motivation:
•Seek confirmation within themselves
•Rely upon own judgment
•Rarely seek out advice from others
•Can be their most harshest critics & avid supporter
•Appear to be selfish, aloof, over confident
•In mgmt, they are difficult to influence
•Need strong arguments that reflect their values &
beliefs before persuaded into action

Motivation:
Constantly seeking external feedback for confirmation
of their self worth
•Prone to sheep-like qualities
•Follow decision of the pack
•Can appear needy, Often feel insecure of themselves,  
Lacking self assurance
•In mgmt, they need constant praise & reassurance
•Enjoy being presented facts & work best as team,
Fantastic team player
•If left alone, may become insecure, demotivated &  
depressed

Advantages:
•Can remain motivated even in difficult times
•Self reliant
•Confident
•Hard to manipulate

Advantages:
•Interact well with others, sociable
•Aware of other feelings & motivations
•Excellent rapport
•Provide brilliant customer service

Disadvantages:
•Selfish
•Over critical
•Unrealistically high standards
•Difficult to manage
•Ignore external advice

Disadvantages:
•Always need external assurance
•Often indecisive
•Can become nervous and quiet



Procedural Optional

Motivation:
Need systems, structure and order in life
•Otherwise will be confused & overwhelmed  
into paralysis
•Obedient
•Enjoy writing list
•Happily focus on repetitive tasks
•Difficult to take new info & procedures
•In mgmt, they are easy to influence & stick to  
agreed rules. Respond very well to micro mgmt

Motivation:
Spend time to look all choices available
•Generally optimistic
•Like to consider lots of different options  
before decision
•In mgmt, respond well to roles with variety
working methods
•Maverick approach to work
•occasionally break the rules

Advantages:
•Very methodical
•enjoy systematic approach to life
•Very tidy, organized & Incredibly reliable

Advantages:
•Generally happy in nature
•Always looking to try new things
•Love variety, creative & crave change

Disadvantages:
•Easy to unnerve
•Can miss the bigger picture
•Narrow minded, struggle to think for  
themselves
•Hate change, perfectionist

Disadvantages:
•Struggle to perform repetitive tasks
•Can procrastinate
•Will avoid making decision
•Struggle to focus
•Often unsettled

#5 OperationStyle

Is he always looking for other alternatives or prefers to follow existing procedures?



#6 TimeExperiences

Adakah dia sentiasa mencari alternatif lainatau lebih gemar mengikut prosedur sedia ada?
In time Through time

•Enjoy living in the moment
•Have tendency to ignore tomorrow
•Focusing on immediate experiences of today, here &  
now
•People or subject will have complete attention, but  
once passed what were focused on is soon lost &  
forgotten
•In mgmt, they are great in achieving task in hand
•Tend to be unreliable, easily distracted may late for  
work, sincere apology

•Spend a lot of time planning, creating schedule list
•Always analyzing next move n next step, constantly  
flitting off to prepare next event
•Fantastic time keeper but have tendency to miss  
opportunities presented in the present
•May give impression of uninterested, bored,
•In mgmt, make a good administrator or PA,  
remember a long list to do
•Not much people skills and often upset other  
members

Advantages:
•Value the moment
•Enthusiastic
•Focused upon task in hand

Advantages:
•Good organizational skill
•Timekeeping skill
•Forward thinking

Disadvantages:
•Struggle to perceive beyond the moment
•Late for meeting & appointments
•Struggle to notice goals/remain focus

Disadvantages:
•Can appear bored, uninterested
•Often poor rapport.







Agenda

“A good 
negotiator 
sometimes 

win more out 
of a deal than 
he expected.”

Module 3

❑Group Discussion

❑Group Presentation and 

Reflection

❑Post-Negotiation Matters



Group Discussion



Process of Negotiation
Context:
Process Your Counterpart
Position
What i say i want?

Interest
What i really need?

Currencies
What can i offer? Tangible & Intangible

Options
The best deal I can get?
The worst deal i will accept?
The most likely agreement I believe  
we can reach?

Alternatives
BATNA

Profiling
Logical level  
Possible Nego. Style



Group Presentation 
& Reflection



Post-Negotiation 
Matters


