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	TRAINING COURSE
	PLEASE TICK



	
	
	 

	Assertiveness Skills
	
This course helps the delegates to understand how to express themselves assertively to get what they want. They will learn the differences between aggressive and assertive behavior, correct body language, what to say to get results, how to request, how to criticise and how to boost their confidence. The course contains many practical exercises designed to increase the retention of the skills delegates learn in this course.

	 

	Authentic Leadership - 2 day residential
	This course provides an opportunity for the leader to reflect on their leadership vision and style. It is designed for personal development, give an opportunity to complete a Hogan Motives psychometric which helps them connect with what really drives them and become aware of blind spots, there are also guided visualisations and exercise that help to create a truly authentic and powerful leadership all-encompassing work/life vision. Set in as beautiful setting includes accommodation and all meals.  
	 

	Building the Team
	
This course aims to encourage more positive and productive team working in the workplace.
By the end of the course, participants will be able to know more about their colleagues, be able to describe what makes a high performing team. Understand the importance of playing to different strengths and skills, recognise the need for clear and effective communication and taken part in teambuilding activities to enhance their team’s performance.

	

	Coaching Skills for Manager  
	
This course ensures delegates have the skills to coach their staff to higher performance in the workplace. Delegates will be able to describe what coaching is and what it is not! identify the skills that managers will need to be an effective workplace coach, understand how to structure a coaching session with staff members and practice how to coach for development and higher performance

	 

	Communication Skills
	
To communicate effectively with other people, not only we need to be self-aware, but also know the impact of our style on other people. We need to use a range of skills in different situations based on different personalities. This highly practical course helps delegates to understand their strength and develop their own communication style through many group exercises and interactive content.

	 

	
Creating True Partnerships
	· 
· This course helps delegates to learn how to act more as a coach than a business advisor or expert to their clients, the components of trust, and how to empower clients (internal or external) to make their own decisions and choices becoming their trusted guide for the long term. The delegates will also experience practising the skills required to develop trusting partnerships.
	

	Delegation
	
In this course, participants will learn how to delegate tasks to others. Most people find delegating difficult. This could be because they don’t want to lose control, not sure how to delegate or believe they can do a better job themselves.  Participants will learn how to overcome these barriers using a systematic approach to delegation. They will be introduced to various strategies and learn what to do to get the best results. Various exercises on all levels are provided that help participants build up their skills through the course using realistic scenarios. The training materials contain these exercises as well as other training resources necessary to run this course. 

	 

	Delivering Great Service 
	
In this course, delegates will agree what great services is and bench mark the service they are providing against what they define as great service, understand how perception and reality might be different. The course highlights the barriers that can affect good service, the skills requires to deliver a great service and an improvement action plan that will help to improve great service and remove any organisational hindrance to excellent service.
	 

	Developing Mission Vision Values
	 
This course gets the whole team pulling together in one direction. By the end of the course, delegates will be able to, describe the vision for the group. Identify key behaviours (values) needed to achieve the vision and mission (purpose). describe a clear course of action that they need to take that will enable the team to take its first steps towards achieving the vision.
	 

	Developing Your Strategy
	
This course uses a range of facilitation techniques to help business owners, and senior managers with their own function to create a solid 3-5-year overall business strategy, creating a clear direction for the organization to follow. The course outcomes will be a strategic plan in a diagrammatic form and a one-page plan to focus on key priorities
	 

	Emotional Intelligence
	
The course on EI teaches the delegates a set of core skills to become better at managing themselves and others. Emotional skills can easily come to distinguish individuals from the rest and lead them to a much more rewarding and successful life. This course covers all the fundamental competencies within EI and by using extensive and elaborate exercises, prepares the delegates to face the real-life issues armed with the new emotional and practical skills

	 

	
Employee Engagement
	 This course helps managers to begin to understand why employee engagement is central to being a successful manager and encourages managers to identify what makes employees feel engaged. To help participants understand the sorts of things great managers do to drive employee engagement and its impact on customer service. Which help delegates to understand what feeling engaged in their job feels like and the impact it can have on the quality of their work. They will be able to explain the difference between satisfied, motivated and engaged employees and why employee engagement matters and identify what will engage their employees and their role as managers.
	 

	From Team Member to Team Manager
	This course encourages new managers to think about which of their team members they are most worried about managing and begin to identify actions they can take to manage them effectively. Explore some of the challenges participants will face as a manager and how to approach them such as managing friends with the right balance of ethics and pragmatism.
The will understand that as they adjust to their new role as a manager, the necessary changes they make to their own approach at work can be confusing for their team members. The delegates will also identify an appropriate management style based on the individual they are dealing with, the role they are doing and what the team needs them to do and giving them an opportunity to reflect on their current skill levels as a manager and use the information to create a plan of action.
	 

	Giving Feedback
	
This course helps delegates provide effective feedback and, learn how best to receive feedback and encourage information transfer. Delegates learn the techniques by exploring good and bad examples and understand how to formulate their statements for best results. This is an interactive course with a variety of exercises in each session and contains all the necessary materials to run

	 

	Influencing
	This course aims to identify and develop the skills needed to become more influential. We will define the term influence and identify areas in which they can change their behaviour to become more influential. Explain the importance of credibility when seeking to influence others.
and other sources of power to influence and what action they can take to increase their ability to use these. Describe ways in which to build influential relationships and define the differences between assertive behaviour and aggressive or submissive behaviours and how to use assertive behaviour to influence.

	 

	Innovation & Creativity
	
This course contains a variety of modern proven techniques to systematically teach delegates on creativity and the nature of innovation. The techniques are accompanied with carefully designed exercises that help the delegates, even those who think they are not creative, to become better at finding novel and original solutions to problems. Comprehensive instructions on how to run the course are provided along with extra exercises to extend the duration of the course based on your delegate’s specific needs and the time available for training.  

	 

	Leadership Skills (First Time)
	
This course helps to develop effective leadership in the workplace. Delegates will be able to describe what leadership and management mean, understand different leadership styles, describe the skills and attributes of a good leader, understand the impact the leader can have on motivation and therefore performance and reflect on their own role as leaders and areas for development within it.

	 

	Leadership Skills (Advanced)
	
This course follows from Leadership Skills course and covers a variety of topics on communication skills, planning, decision making, public speaking and crisis management. The course is packed with examples, case studies, conversations and exercises on how to manage, communicate and motivate people to get the most from a team.  

	 

	Managing Difficult People
	This course aims to help delegates with challenging people within their team. We will identify the behaviours of team members they find difficult, describe emotional reactions you have towards others behaviours, describe strategies to deal with others unhelpful emotions. Learn different techniques to deal with aggressive behaviour, define the difference between aggressive, passive and assertive, and experience a skills practice to deal with the difficult individual.
	 

	Mindfulness
	 This course aims to help delegates learn how to implement Mindfulness in to your daily work/life. The will be able to describe what Mindfulness is, identify the benefits of mindfulness, learn how the ego works and how to quiet the mind and use some mindful techniques to experience more presence

	 

	Motivating Your Team
	 This course aims to define motivation, and help delegates identify common motivators and demotivators in the workplace. They will also apply motivation theories to common workplace scenarios and develop their motivational leadership skills.
	 

	Negotiation Skills
	 This course, helps delegates to demonstrate the importance of building a clear understanding of needs and feelings in negotiation, through effective questioning and listening. Be aware of the importance of being aware of the ‘bigger picture’. Explain how being overly focused on personal goals can be detrimental to shared goals. Describe many assertiveness techniques and demonstrate the ability to assertively make and refuse requests. Demonstrate an understanding of how to overcome differences and the value of a shared problem/creative solution finding approach to negotiation.

	 

	Performance Management
	This course will help delegates understand why managing performance is important, what skills are required to manage performance and give an overview of different techniques of how to manage performance including: how to conduct Appraisals, managing Poor Performance, absence Management, goal Setting and giving feedback.

	 

	Planning & Organising / Prioritising
	In this course, participants will become aware of their own planning and organizing preferences in line with their personality, as well as what their time stealers are. They will be shown different planning techniques and will be given an opportunity to prioritise urgent and important work priorities and to do lists using a 4-step process and be given practical ideas to overcome barriers to planning and how to come overcome procrastination. 
	 

	Presentation Skills
	[bookmark: _GoBack]This course helps delegates to present effectives. They will learn to identify things that help and avoid when effectively presentation. Learn techniques for planning a presentation and how to structure it. Techniques to master a great presentation and being prepared.  List some of the things they’ll need to consider when thinking about the venue for a presentation, different types of visual aids that can be used and the pros and cons of using the various types of visual aids available. Practice a presentation on the day and gain constructive feedback.

	 

	Problem Solving & Decision Making 
	 This course helps to develop problem solving and decision-making skills. It encourages analytical thinking and to consider a structured process in problem solving. The course will describe a process for problem solving, share techniques that will help an objective problem-solving process. Describe how to use a creative thinking technique to generate ideas and understand how to apply objective decision making to typical workplace scenarios.

	 

	Recruitment & Interviewing Skills
	In this course delegates will learn how to create a job description and person specification, how to attract candidates and shortlist. They will also learn the different methods of selecting. Competency based interviewing will be demonstrated and delegates will be given an opportunity to practice their interviewing skills using mock interview scenarios.
	 

	Supervisory Skills
	
In this course, participants will learn the main principles of supervisory skills. The course focuses on established management theories and frameworks that help improve leading a team. The course contains various case studies and examples on improving interpersonal skills, providing support to the team and using the correct style of leadership based on an individual’s capability and maturity. 

	 

	Team Building
	 A series of facilitated team activity enabling a team to get to know each other better, to understand different personality types and clashes, to improve communication and cooperation within the team and to give feedback to one another in a constructive manner. Lots of learning through having fun.
	 

	Time Management
	 This course teaches you how to respect time, become goal-oriented and more productive. The course aims to teach you the principles behind a successful time management system that you can understand, accept, evolve and shape based on your own life style. A time management system that is created by you is more likely to be adopted and used than one which is forced upon you. You will see many examples and guidelines about such systems. 

	 

	Any Others
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