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Professional Certificate in Virtual Negotiation

Communication Techniques

Communication Techniques:

Communication techniques refer to the strategies and methods used to effectively convey messages, ideas,
and information to others in a negotiation setting. These techniques are essential for building rapport,
resolving conflicts, and reaching agreements in virtual negotiations.

Active Listening:

Active listening is a communication technique where the listener fully concentrates, understands, responds,
and remembers what is being said. It involves giving the speaker full attention and feedback to ensure
mutual understanding. For example, paraphrasing what the speaker has said to demonstrate understanding.

Body Language:

Body language is the non-verbal communication cues expressed through gestures, facial expressions,
posture, and eye contact. In virtual negotiations, understanding body language can help in interpreting the
emotions and intentions of the other party, even if you are not physically present in the same room.

Clarifying Questions:

Clarifying questions are used to seek further details, explanations, or examples to ensure complete
understanding of the information being shared. Asking clarifying questions can help avoid
misunderstandings and clarify any ambiguities in a negotiation conversation.

Empathy:

Empathy is the ability to understand and share the feelings of another person. Being empathetic in virtual
negotiations involves acknowledging and validating the emotions of the other party, which can help build
trust, rapport, and a positive relationship.

Feedback:

Feedback is the process of providing information or comments about someone's performance, behavior, or
communication. In virtual negotiations, giving and receiving feedback is essential for improving
communication, resolving conflicts, and enhancing the negotiation process.

Nonverbal Communication:

Nonverbal communication refers to the transmission of messages without the use of words, such as
through facial expressions, gestures, body language, and tone of voice. Understanding nonverbal cues in
virtual negotiations is crucial for interpreting emotions, intentions, and attitudes.

Open-Ended Questions:

Open-ended questions are questions that require more than a simple "yes" or "no" answer. They encourage
the other party to provide detailed responses, share their thoughts, and elaborate on their perspective.
Using open-ended questions in virtual negotiations can help gather valuable information and insights.
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Paraphrasing:

Paraphrasing is restating or rephrasing what the other party has said in your own words to confirm
understanding and show active listening. It helps clarify any misunderstandings, reinforce key points, and
demonstrate empathy in virtual negotiations.

Rapport Building:

Rapport building is the process of establishing a positive relationship, trust, and connection with the other
party in a negotiation. Building rapport in virtual negotiations involves finding common ground, active
listening, showing empathy, and engaging in friendly conversations.

Reflective Listening:

Reflective listening is a communication technique where the listener mirrors or reflects back the speaker's
thoughts, feelings, or emotions to demonstrate understanding and empathy. Reflective listening can help
validate the other party's perspective and foster a deeper connection in virtual negotiations.

Respectful Communication:

Respectful communication involves showing consideration, politeness, and professionalism in interactions
with others. In virtual negotiations, using respectful language, tone, and behavior is essential for
maintaining a positive relationship, resolving conflicts, and reaching agreements.

Silence:

Silence can be a powerful communication technique in virtual negotiations, allowing space for reflection,
contemplation, and processing of information. Strategic use of silence can help emphasize key points,
prompt the other party to speak, and create a pause for thought.

Summarizing:

Summarizing involves condensing and restating the main points, key information, or outcomes of a
conversation. Summarizing in virtual negotiations can help clarify understanding, review agreements, and
ensure alignment between the parties before proceeding further.

Trust Building:

Trust building is the process of establishing credibility, reliability, and integrity with the other party in a
negotiation. Building trust in virtual negotiations involves consistent communication, transparency, fulfilling
commitments, and demonstrating respect and empathy.

Visual Communication:

Visual communication refers to the use of images, charts, graphs, videos, and other visual aids to convey
information and messages. Incorporating visual communication in virtual negotiations can enhance
understanding, engagement, and retention of key points.

Active Engagement:

Active engagement is the practice of participating, contributing, and involving oneself fully in a negotiation
conversation. Being actively engaged in virtual negotiations through asking questions, sharing perspectives,
and listening attentively can help drive the negotiation process forward.
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Conflict Resolution:

Conflict resolution is the process of addressing, managing, and resolving disagreements or disputes
between parties. In virtual negotiations, effective conflict resolution techniques such as active listening,
empathy, and problem-solving skills are essential for reaching mutually beneficial agreements.

Cross-Cultural Communication:

Cross-cultural communication involves interactions between individuals from different cultural
backgrounds. In virtual negotiations, understanding and adapting to cultural differences in communication
styles, norms, and values are critical for effective communication and relationship-building.

Decision-Making:

Decision-making is the process of selecting the best course of action or choice from available alternatives.
In virtual negotiations, collaborative decision-making techniques such as brainstorming, consensus-
building, and weighing pros and cons can help in reaching agreements.

Emotional Intelligence:

Emotional intelligence is the ability to recognize, understand, manage, and express one's emotions
effectively, as well as to perceive and influence the emotions of others. Developing emotional intelligence in
virtual negotiations can enhance self-awareness, empathy, and relationship management skills.

Interpersonal Skills:

Interpersonal skills are the abilities to communicate, interact, and build relationships with others effectively.
Developing strong interpersonal skills in virtual negotiations, such as active listening, empathy, and conflict
resolution, can help in creating trust, understanding, and successful outcomes.

Negotiation Styles:

Negotiation styles refer to the approaches, attitudes, and behaviors individuals adopt when engaging in
negotiations. Understanding different negotiation styles, such as competitive, collaborative,
accommodating, avoiding, and compromising, can help tailor communication strategies for better
outcomes.

Problem-Solving:

Problem-solving is the process of identifying, analyzing, and resolving issues or challenges to reach a
solution. In virtual negotiations, applying problem-solving techniques such as brainstorming, critical
thinking, and creative solutions can help overcome obstacles and facilitate agreements.

Virtual Platforms:

Virtual platforms are online tools, software, or applications used to facilitate communication, collaboration,
and interaction in a virtual negotiation setting. Leveraging virtual platforms with features like video
conferencing, chat, screen sharing, and document sharing can enhance engagement and productivity.

Win-Win Negotiation:
Win-win negotiation is an approach where both parties work together to achieve mutually beneficial
outcomes and create value for all involved. Practicing win-win negotiation strategies, such as focusing on

Read online: https://certificates.Isba.org.uk/glossaries/3146472/ London School of Business and Administration - 22 Jun 2026
communication-techniques



LSBA GLOSSARY

LONDON SCHOOL OF BUSINESS
AND ADMINISTRATION

interests, exploring options, and building relationships, can lead to sustainable agreements in virtual
negotiations.

Zoom Fatigue:

Zoom fatigue refers to the exhaustion, burnout, or mental fatigue experienced from prolonged virtual
meetings, especially on video conferencing platforms like Zoom. Managing Zoom fatigue in virtual
negotiations involves taking breaks, limiting screen time, and practicing self-care to maintain focus and
productivity.
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