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Learning objectives

After studying this unit, students will be able to… 

01

02

03

describe the concept of compromising and sharing viewpoint in 
their own words. 

organize their role play scripts between two parties creatively.

determine whether using conversation of compromising which 
would be more appreciate for successful negotiation.





Terminology
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 focus strongly on personal objectives.
 tests the understanding of the other party 

frequently.
 structures the discussion clearly and 

flexibly.
 highlights common ground between the 

parties.
 undermines the position of others 

strongly.
 focuses on the long term.
 spends a lot of time in planning.
 uses a lot of questions to explore options.
 fixes a clear agenda and sticks to it.

A good negotiator is someone who:

Introduction



A-I-R  ??? A-I-R is a three-step 
method for avoiding 
potential conflict. It works 
by first anticipating 
possible conflicts, then 
identifying the different 
points of view of the 
people involved, and 
finally recommending a 
solution which can 
prevent conflict from 
happening.



Watch this video

5 Steps on How 
to Run a Formal 
Meeting

Step 1: Set objectives

Step 2: Assemble attendees

Step 3: Create an agenda

Step 4: Maintain control

Step 5: Follow up

Cited: Elena Adamova’s channel >> https://www.youtube.com/watch?v=2fA836LFytg



Functions of  a Meeting

Cited: https://hbr.org/1976/03/how-to-run-a-meeting

1. In the simplest and most basic way, a 
meeting defines the team, the group, or 
the unit.

2. A meeting is the place where the 
group revises, updates, and adds to 
what it knows as a group.

3. A meeting helps every 
individual understand both 
the collective aim of the 
group and the way in which 
his own and everyone else’s 
work can contribute to the 
group’s success.

4. A meeting creates in all present a 
commitment to the decisions it makes and the 
objectives it pursues.



• Collaborative
• Competitive

Compromising strategy

• Indecisive
• Decisive 

• Open minded
• flexible

• Helping other
• Exploiting other

• Long-term relationship
• Short-term relationship



When dealing with conflict, focus first on understanding the 
interests and position of the other person. Then use a conflict 
management strategy tailored to the situation in order to solve the 
problem and achieve the desired outcome.



Expression

 In-term of the agenda, I would suggest we 
start with …

 Would you prefer to do things another way?
 Ok, that’s fine with us.

 As we see it, the major objective today is….

 Can I just interrupt for a second?
 We need to discuss this today as well, we feel ….
 That’ll need some time.



 Perhaps we should have clarified that …
 It’s not a problem to postpone this…
 I think it’s better to reschedule that …
 Let’s get started with ….

Expression

 Sorry to bother you. Do you have a moment?
 Of course. Come in. How can I help? 
 I won’t bother you with the details but…
 So, I was wondering if I could possibly…



 It’s not a good timing…We’ve got so much on at 
the moment. I can’t really spare anyone, to be 
honest.

 Sorry but, as I said, it’s just really …
 …but what if ….
 What do you mean?
 Would that free up …?
 So you are saying…



 It’s not a good timing…We’ve got so much on at 
the moment. I can’t really spare anyone, to be 
honest.

 Sorry but, as I said, it’s just really …
 …but what if ….
 What do you mean?
 Would that free up …?
 So you are saying…



You will need to use a range of influencing strategies 
when you work internationally. However, you should 
priorities listening as it will be difficult to convince 
someone if they do not believe that you are listening to 
what they’ve to say.



Anticipate possible conflicts arising from different cultural 
values, personality characteristics of different business 
interests, and plan ways to avoid conflict happening.



Plan the opening of negotiation very carefully. Make 
sure you have a clear objective and agenda for the 
discussion which is understood and agreed by both 
parties before you start discussing anything else.



 Can I interrupt here?
 Can I just say something?
 Can we put these ideas together?
 What do you think about…?

Expression

 I’m not sure what…
 To be honest,…
 So, the proposal is …
 Sorry to interrupt



When you write emails, especially on sensitive topics, make 
sure that you communicate positively and in a way which 
the reader can see is open and respectful.



Expression: Getting the right tone 

Reason for writing
I’m writing in reply to / concerning/ with regard to …
I’m writing to (remind you about ….)
I’m writing to response to ….

Referring to previous / future contact
 With reference to
 In reply to
 I hope to hear from you
 We understand from your e-mail that …



Expression: Getting the right tone 

Asking someone to do something
 Would you mind…?
 Could you confirm…?
 Can you get in touch about…?

Confirming something 
 I have pleasure in confirming  that ….
 I wish to confirm that…
 I just wanted to let you know that ….



Expression: Getting the right tone 

Apologize for something
 Please accept my apologies for …
 I would like to apologize for…
 I’m really sorry, but ….

Thanking someone
 Thank you very much for ...
 Thank you for …
 Thanks a lot for …



Unit summary

People who work together often have different values 
and opinions. They may not share the same vision or 
interests, which can create tension in the workplace. 
Over time, this tension can lead to conflicts and 
disagreements. Managers and team leaders are 
responsible for identifying the source of conflict in an 
organization so they can take the steps needed to 
maintain team harmony.

Cited: 
https://bizfluent.com/list-6186501-potential-sources-conflict-within-organization.html
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