Negotiation Skills
For Managers, Salespeople & Everyone.
As with all relationships, the number one key success factor is trust.

TIP OF THE MONTH

Negotiations are
merely a means of
resolving issues of
potential conflict, with
an intention to agree.
Don’t think that the
best negotiators are
loud and aggressive.
The finest negotiators
are polite, alert and
relevant to their
opponents, but most of
all they are well
prepared.

“The first thing in
negotiation is to
understand where the
person you’re
negotiating with is
coming from. What
are their interests, their
concerns? Why are
they taking up that
position? Unless you
understand that it will
be very hard to get
agreement; and that
involved empathy
from the other side.
Without empathy there
will be
misunderstandings
and hostility.” Irish

Top Ten Negotiation Skills Tips for Everyone
1.

Preparation is key. Research everything before setting your
objectives.
2. In case the other party rejects your final offer, plan an
alternative to the negotiated agreement. This escape route
will give you confidence throughout the negotiations. For
example, if your supplier does not want to sign the SLA, you
can terminate the relationship and approach another
supplier.
3. In an attempt to build trust, understand the subjective history
between parties. Know the cultural differences, personality
profiles and be a body language expert.
4. Think “win-win” but also don’t be afraid of a deadlock. Send
out all the right body language messages and tones.
5. Ask questions to establish the other party’s position. The best
question to ask is “What’s important to you with respect to
this…?”
6. Know both parties objectives (yours and theirs). Establish an
overlapping ‘zone’ of all the issues that need to be agreed
to. In other words, attempt to find the range of what values
are Preferred, Acceptable and Reserved (PAR) by both
parties.
7. Aim high with your first anchor offer (your Preferred Value),
but always be in a position to justify it. Know exactly what you
will say if there is an objection. Eskom opened with 45% and
settled at 35%.
8. Often use the line “If…then.” “If you want a 15 percent raise,
then you will have to achieve a new set of key performance
indicators.”
9. Never stop looking for new issues or variables which can be
‘rolled’ or exchanged for the variables that both parties want
most.
10. Keep detailed notes and minutes. Get agreement before
moving onto the next issue. Confirm and summarise in writing.
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