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Beginner lessons for Negotiation
Master the art of negotiation with these beginner lessons!

DEFINITION

Negotiation is the process of discussing and reaching an agreement between two or more parties. It involves
communication, compromise, and problem-solving to satisfy everyone's needs.

KEY CONCEPTS

Active Listening

Pay close attention to what others say to understand their
perspective and needs.

BATNA

Best Alternative to a Negotiated Agreement; knowing your options
if negotiations fail.

Win-Win Solutions

Aim for outcomes that benefit all parties involved, fostering
cooperation.

Body Language

Non-verbal cues can convey confidence and openness; be aware of
your own and others'.

Preparation

Research and plan your strategy before entering negotiations to
enhance your effectiveness.

EXAMPLES

→ Negotiating a salary increase with your
employer.
→ Discussing terms for a shared project
with a colleague.
→ Settling a disagreement with a friend
over plans.

MEMORY TIPS

★ Remember 'BATNA' as your safety net
in negotiations.
★ Use the acronym 'LISTEN' to remind
you to actively engage: Listen, Inquire,
Summarize, Take notes, Engage,
Negotiate.
★ Visualize a scale balancing needs to
recall the importance of win-win solutions.

COMMON MISTAKES

✗ Failing to listen actively to the other
party.
✗ Entering negotiations unprepared
without clear goals.
✗ Being overly aggressive or
confrontational instead of collaborative.

QUICK RECAP

Negotiation is about reaching agreements through effective communication and compromise. Key skills include active listening,
preparation, and aiming for win-win outcomes. Avoid common pitfalls like lack of preparation and aggressive tactics.
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