APPRAISARKILLS

WHO WILL BENEFIT?

Those involved in assessing other members of staff in terms
of annual performance.
Managers at all levels

WHY CHOOSE THIS COURSE?

Appraising performance is a potential nightmare scenario

for both employee and apprser alike.

The outcome of a good appraisal system should be a Win
Win situation for both parties.

People development leading to higher business returns
through greater achievement of business goals and targets is
the end result of competent, objective basend ongoing
appraisal.

WHAT DELEGATES WILL LEARN

Understand the benefits and the pitfalls of various appraisal
systems

How to recognise the consequences of a bad appraisal

How to prepare, plan and conduct staff appraisals in
keeping with the objectivesf your organisation



COACHINGSKILLS

WHO WILL BENEFIT?

All personnel with responsibility for training and developing
others.

Field training/coaching staff.

Managers at all levels.

WHY CHOOSE THIS COURSE?

Coaching is about helping workers to perfornetber within
their current role. This aids skill development, motivation
and goal achievement, which benefit the individual and the
organisation.

WHAT DELEGATES WILL LEARN

The difference between training and coaching

Coaching and leadership styles

How todrive performance improvements through coaching
The coaching model with practical application
How to conduct accompanied visits



COMMUNICATIONASSERTIVENESS

WHO WILL BENEFIT?

Everyone can benefit from understanding how we
communicate and learntoimpove onesao own
communication for more effective interaction.

New teams or employees, or those dealing directly with the
public, may benefit.

Staff with line management responsibility and staff having to
deal with difficult individuals, need to use assesiv

behaviour to achieve desired outcomes when dealing with
people.

WHY CHOOSE THIS COURSE?

Any organisation relies on people within it to shape and
drive objectives, which need to be clearly communicated. All
personnel must increasingly be aware of comnation

styles and the importance of appropriate communication for
the benefit of both the individual and the business.
Assertiveness I s about oget
the rights of others.

Benefits include being able to give and receive tatsive
criticism and producing joint solutions to problem areas and



Issues in a clear and speedy manner.

WHAT DELEGATES WILL LEARN

An appreciation of the goals of communication and the
different types of communication

How to recognise and employ theykeommunication skills
In the workplace

Transactional analysis theory and principles

How to give and receive feedback from colleagues

How to recognise different types of behaviours

Be able to define Assertiveness and learn how to be assertive

Understand tle advantages of behaving assertively and the
consequences of other types of behaviours



CREATIVEROBLENSOLVING

me men see things as they
ream of things that neve]

-George Bernard Shaw
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WHO WILL BENEFIT?

Any individual involved in planning and leading discussions
designed to propose solutions to overcome potential hurdles.
Managers at all levels.

WHY CHOOSE THIS COURSE?

The ability to look at things differently and to generate
solutionsto problems is a key attribute for any manager and
organisation.

Your ability to problem solve may well determine future
success.

WHAT DELEGATES WILL LEARN
How to be a creative thinker
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Understand the natural mental locks which stifle creative
thinking

Tips for undoing mental locks
Various problemsolving technigues

DEVELOPINGEADERS

WHO WILL BENEFIT?

Managers identified as being core to the success of your
organisation over a medium to longgerm period.
Those who have the peades.nt i a

WHY CHOOSE THIS COURSE?

Leadership and Management are vital in any organisation
however; they are completely different entities, which
require different skills and abilities.

This course starts the process of developing your key
managers into Laders.

WHAT DELEGATES WILL LEARN
The difference between Management and Leadership

How to set future direction
How to communicate as an effective leader



How to create Vision for your organisation
How to identify leadership potential
How to manage and legoeoples talents

EFFECTIMEAEETINGS

WHO WILL BENEFIT?

Managers and staff involved in regular group meeting
situations

WHY CHOOSE THIS COURSE?

Conducting, facilitating and chairing meetings are an
Important yet often undetvalued skill. In order to mitain
focus and generate outputs, skilled facilitators need to be
disciplined, organised and display leadership qualities. At
the same time, successful meetings require input from all
attendees and skilled facilitation ensures appropriate
participation. If most of your staff feel that most meetings
are a waste of timé perhaps you could benefit from
training designed to give you the key skills of running
effective meetings.

WHAT DELEGATES WILL LEARN
Recognise the negative aspects of some meetings
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Undersand the key behaviours required of a chairman /
leader

Be introduced to a model of effectiveness

Learn skills of effective chairing, appropriate structuring,
delegate participation and how to generate winning
outcomes

How to use a ¥step effective meetingsamework
Opportunity to practise these skills

INTERVIEWINGKILLSIntroduction)

WHO WILL BENEFIT?

Anyone without formal interviewing training and those
recently promoted to positions with responsibility for
Interviewing, e.g. New Managers

WHY CHOOSHHIS COURSE?

Any organisation is only as good as the people working
within it.

Recruitment selection therefore, is a time consuming and
potentially costly process, which requires professional
handling if it is to be coseffective.

Those involved in stafelection must appreciate that the
risks attached to employing any candidate should be
minimised as far as possible.

WHAT DELEGATES WILL LEARN
Basic concepts in recruitment and selection
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How to construct and use job descriptions and employee
profiles

How to screen CVs.

How to conduct a selection interview

How to use behavioural questioning techniques
How to avoid unfair discrimination

INTERVIEWINGKILL$Advanced

WHO WILL BENEFIT?

Personnel wishing to develop their interviewing skills or
those involed in more complex staff selection e.g. Managers
with responsibility for recruiting

WHY CHOOSE THIS COURSE?

Behavioural Interviewing is a technique, which allows
recruiters to match potential employees more closely with an
ideal job profile through subdé interviewing skills.

These techniques allow the interviewer to assess candidates
more objectively by focussing discussions on key areas
during the interview process.

WHAT DELEGATES WILL LEARN
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What Behavioural Interviewing is and the benefits

How to remgnise different behaviours at interview

How to structure Behavioural Questions to assess key
attributes

How to avoid unfair discrimination

INTERVIEWINGKILLSInterviewee

WHO WILL BENEFIT?

Individuals who are looking to improve their performance a
interview and enhance their chances of a successful
outcome.

WHY CHOOSE THIS COURSE?

As your careeprogresses there amo doubt that your
performance at interview becomes increasingly important.
Whether you are seeking internal promotion or a move
elsewhere to further your career, understanding how to
perform well at interviews is crucial to your success.

WHAT DELEGATES WILL LEARN




Understand different types of interview procesges
iIncluding panel interviews

Recognise interviewing styles
How to prepae for interview

How to perform at interview
What to do post interview

How to handle and ask questions
How to negotiate salary

INTRODUCTION O MANAGEMENT

WHO WILL BENEFIT?

Those on a management development career pathway either
newly appointed to a masgement position or who will
expect to be in a management position within 12 months.

WHY CHOOSE THIS COURSE?

First line managers are a vital resource in any organisation
and yet, incredibly, many are asked to carry the mantle of

manager without the modbasic of training.

Ensure that your potential and newly appointed managers

are given the best possible chance of success.



WHAT DELEGATES WILL LEARN
Recognise the gualities of successful managers

Recognise and understand different management styles
How tomotivate teams

The role of empowerment

How to set priorities and manage time effectively

INTRODUCTION O MARKETING

WHO WILL BENEFIT?

Sales managers new to business planning and marketing
basics.

WHY CHOOSE THIS COURSE?

Integration of sales and nnigeting plans is crucial for the
success of any Company and yet many, particularly newly
appointed, managers have little understanding of marketing
and business planning fundamentals.

An appreciation of basic marketing and business planning
goes a long wato ensuring that front line managers utilise
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resources appropriately to drive the market plans and
achieve sales targets.

WHAT DELEGATES WILL LEARN
Why there is a need to plan

Introduction to planning
How to write a business plan
Marketing fundamentals ad plan integration

MANAGINGCHANGE

WHO WILL BENEFIT?

Managers and Organisations involved in establishing new
ways of working and/or structural reorganisation issues.

WHY CHOOSE THIS COURSE?

Changing work conditions can have profound effects on

staff at all levels.

Al t hough there wil/l al ways
changes are made, your objective is to have the majority of
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people performing to capacity in the new environment as
quickly as possible.

WHAT DELEGATES WILL LEARN

Understand he reasons for change

Recognise the usual responses to change

A process for implementing change

How to manage effectively at each stage of the change
process

How to manage performance and motivation issues during a
change process

MANAGINGWITHIN THELAW

WHO WILL BENEFIT?

All new managers and those with no previous training in
managing within the law.

WHY CHOOSE THIS COURSE?

The increasing compensation culture in the world has not
been lost in the workplace.
Managers must protect their Organisatioasd themselves
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from potentially costly claims through inappropriate
management practices and procedures.

WHAT DELEGATES WILL LEARN

Understand Capalbility, Disciplinary and Grievance
procedures

Know when and how to employ these processes
How to deal with stkness absence

Overview Unfair dismissal cases, Industrial Relations issues
and Employment Law

NEGOTIATIONSKILLS

WHO WILL BENEFIT?

Any salesperson or buyer involved in selling
services/products where flexible approaches are required to
close a dela

WHY CHOOSE THIS COURSE?

Being able to negotiate well does two things for your
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organisation;
It ensures that both parties get a fair deal and
It enhances your credibility with customers.

Good negotiators strive always to achieve a Wiin
scenario, viich leaves both parties feeling good about the
process and the outcomes.

WHAT DELEGATES WILL LEARN
What negotiation is and is not

A 6-step process for negotiating

Competent negotiation leads to effective use of your
Company resources with better returnshich clearly
impacts PROFITABILITY.

PRESENTATIGXILLS

WHO WILL BENEFIT?

Anyone involved in presenting to groups.

WHY CHOOSE THIS COURSE?

Good communication i s the a
understood by otherr egar dl ess of an &
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expertise or knowledge of the subject matter being
presented.

An integral part of modern communication is the ability to
effectively present ideas, plans, recommendations, proposals
and training material to groups of people.

This course is very practicat nature with delegates

receiving detailed feedback after each presentation exercise.
Video recording and playback can be used on some courses
to demonstrate del egateso p

WHAT DELEGATES WILL LEARN

How to prepare and structre presentations
Presentation delivery

How to manage the environment

Group control techniques

How to cope with nervousness

PROJECVWIANAGEMENT

WHO WILL BENEFIT?

Managerial staff and individuals or groups assigned to
project work.

WHY CHOOSE THIS COSIR?
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Successful project management enhances individual
credibility and ensures presentation of material to decision
makers in a workable format which allows appropriate
decisions to be made.

WHAT DELEGATES WILL LEARN
What constitutes a project

The stagesf project management

How to collect data for interpretation

How to benchmark

Business writing and effective report writing skills

STRATEGIMARKETING

WHO WILL BENEFIT?

Sales managers / personnel who require an understanding
of marketing and market lanning.

Individuals who are looking to move into a marketing role in
the near future.

WHY CHOOSE THIS COURSE?
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Understanding the planning process within your Company
and the way in which market planning fits the process, is a
key factor in ensuring undilted implementation of

marketing strategy through sales managers.

Additionally, an appreciation of strategic marketing will
enhance prospective markete
first marketing role.

WHAT DELEGATES WILL LEARN

The long range planning icess

How strategic marketing fits the process
Strategic market planning

Product portfolio analysis

Competitor analysis

New product sources

Pricing strategies

STREISBANAGEMENT

WHO WILL BENEFIT?

Staff at all levels

WHY CHOOSE THIS COURSE?
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Stress intie workplace is a major contributor to loss of
efficiency, absenteeism and lack of team working. A clear
understanding of what the likely stressors are, how to
recognise them and ultimately how to adopt coping
strategies can be a major step towards redgoworkplace
stress levels. Managers in particular should be aware of the
causes and effects of stress and be placed to make decisions
regarding appropriate support for their staff

WHAT DELEGATES WILL LEARN

Recognise potential sources of stress & stesssions
Learn the value of developing stress resistance resources
Consider the merits of stress support systems

TEAMDEVELOPMENAND MANAGINGTEAMS

WHO WILL BENEFIT?

Anyone responsible for achieving results by managing teams
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of people.

Managersat all levels.

Those on a management career pathway expecting to be in a
management position in the near future.

WHY CHOOSE THIS COURSE?

oThe easy part [s getting t
toget her . . t haQagey Standelk Hehd#h,d
New York Yankees

Good individuals make a difference .. Good teams make a
Company or organisation.

Abi Il i1ty to harness i ndividu
benefit of team performance is a key attribute of all
successful managers.

WHAT DELEGATES WILEARN

Action centred approaches to teamwork

/

How teams evolve and how to manage effectively each stage
of evolution

Team role profiling
How to balance the roles in a team

TIMEMANAGEMENT

WHO WILL BENEFIT?

Staff at all levels



WHY CHOOSE THIS COURSE?

Time management is one of the key skills needed in the fast
paced lifestyle we have today. Our ability to make the best
use of time through analysis, planning and prioritising has
beneficial effects on work outputs and personal

organisation. Better use time enhances quality of life and
can be a major step towards increasing efficiency and indeed
reducing workplace stress levels. Managers in particular
should be aware of the advantages of good time
management as often the demands on their time is greater
than others in the workplace

WHAT DELEGATES WILL LEARN

Recognise time traps and time robbers
Understand how to set personal objectives
How to prioritise and schedule work appropriately

SELLINGKILLSINTRODUCTION

WHO WILL BENEFIT?

Newly appointel salespeople with little or no previous
formal training in selling skills.
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Those who are new to the concept of Needs/Benefit based
selling.

WHY CHOOSE THIS COURSE?

Professional selling skills training increases the conversion
rate of opportunities intesales, which after all, is the

ultimate aim of every sales based industry.

The Pharmaceutical Industry provides extensive training to
sales people who are dealing with selling products to highly
skilled, professionals (medics).

Your sales people could béitdrom learning and applying
the same sales techniques.

WHAT DELEGATES WILL LEARN
Introduction to selling

How to sell product/service benefits related to customer
needs

How to handle objections
The importance of pre and post call evaluation

-

SELLINGKLLSADVANCELD

WHO WILL BENEFIT?

Sales people with-2 years experience wishing to upgrade
their selling ability.
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Those involved in complex selling or key account
management.
Managers involved in sales accompanied visits or coaching.

WHY CHOOSE THIS TRSE?

Advanced selling techniques build on basic selling skills to
Improve the likelihood of successful outcomes through an
iIncreased appreciation of how and where to use key skills.

WHAT DELEGATES WILL LEARN

How to use new selling techniques to getsdoto your
customers

How to recognise the Primary Buying Motivators of different
customer types

Effective use of Needs/Benefit selling to appeal to Primary
Motivators

How to handle objections more effectively

Your ability to convert opportunities into saé will have a
direct impact on PROFITABILITY.

VERSATILEELLINGTRATEGIES

WHO WILL BENEFIT?

Salespeople with-P years selling experience looking to

- 24
E



Improve performance.
Managers or coaches involved in developing selling skills.

WHY CHOOSE THIS CEBSE?

OPeopl e b-iHyw nmeyadipes legade you heard this
statement?

Understanding different social styles of customers means
that sales people can develop strategies for selling to each
style and therefore improve greatly the likelihood of a
succesll sale.

WHAT DELEGATES WILL LEARN
Recognising different social styles in a selling environment

How to modify and adapt social style behaviour for positive
outcomes

Selling strategies for effective selling to each style



