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	18. TRAITS OF A  GOOD NEGOTIATOR
o Understands People
o ExudesConfidence
o Open Minded
o Remains Calm
o Seeks Options
 


	19. 5 ESSENTIAL NEGOTIATION  SKILLS
1. PREPARATION
2. ACTIVE LISTENING
3. CREATINGVALUE
4. MAINTAINING CONTROL
5. USING FACTS AND DATA
 


	20. STAGESOF NEGOTIATION
Preparation:
The first  stage relates to planning and preparation. This is a time to assess the situation and the relationship with the other party.
Opening and Exchanging information:
In this stage the parties exchange the information gathered in the preparation stage. The process begins with each party laying
out and explaining their opening positions.
Bargaining:
This stage is the essence of the game of negotiation. It is the classic game of give and take. Each party will utilize various
negotiation strategies to achieve the objectives established during the preparation process.
Closing and Implementation:
This is the final stage of the negotiation process where a final agreement is completed. Both parties should review the terms of
the agreement to avoid any misunderstanding. It is important to clarify anything that was left ambiguous or incomplete.
 


	21. DECODING 5 NEGOTIATION  STYLES
Accommodating (I lose-you win).The focus of this style is to preserve relationships. It should be used when you
are at fault, your position is weak, or you are unprepared. Make sure you know the consequences of conceding
before you do so.
Avoiding (I lose-you lose). Use this style when the issue being negotiated is trivial or when the value of resolving
the conflict outweighs the benefit. Set expectations by both parties when using this negotiation style.
Collaborating (I win-you win).This should be the primary negotiation style. It requires understanding the other
party’s point of view and motivations. Note that this style requires more time and may not work with competitive
negotiators.
Competing (I win-you lose).This style often is used when relationships are not critical and one you need to get
action quickly. During negotiations, use clear language (e.g., “we must have”) rather than weaker language (e.g.,
“we would like”).
Compromising (I lose/win some-you lose/win some). In this negotiation style, both parties value fair and equal
resolution. Both parties can get fast results but it’s also possible to concede to certain terms too early without
regard for all aspects of the negotiation.
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