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Beginner lessons for Negotiation
Master the Art of Negotiation with Simple Techniques

DEFINITION

Negotiation is a discussion aimed at reaching an agreement. It involves communicating effectively to find a mutually
beneficial outcome.

KEY CONCEPTS

Active Listening

Pay close attention to what the other person is saying to
understand their needs.

BATNA

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

Win-Win Approach

Aim for solutions that satisfy both parties, fostering positive
relationships.

Body Language

Non-verbal cues can convey confidence and openness; be aware of
your posture and gestures.

Preparation

Research and plan your strategy in advance to strengthen your
position during negotiations.

EXAMPLES

→ Negotiating a salary increase with your
boss.
→ Discussing terms of a contract with a
vendor.
→ Resolving a conflict with a friend over
plans.

MEMORY TIPS

★ Remember 'BATNA' as your safety net
in negotiations.
★ Use the acronym 'LISTEN' to remind
you to actively listen: Look, Inquire,
Summarize, Take notes, Engage, Nod.
★ Think of a 'win-win' as a handshake
symbolizing mutual agreement.

COMMON MISTAKES

✗ Failing to prepare adequately before
negotiations.
✗ Not listening to the other party's
needs.
✗ Becoming overly emotional or
aggressive during discussions.

QUICK RECAP

Negotiation is about reaching agreements through effective communication. Key strategies include active listening, preparation,
and aiming for win-win outcomes. Avoid common pitfalls like lack of preparation and emotional responses.
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