Details accurate as of September 2006. Contact Jenny Devlin on 0800 389 0888 or jdtrainingpool@aol.com for further information and bookings.

Management Development Programme 2006/2007

M anagement Development Programme 2006/2007

wor kshops subject (for further information contact Jenny Devlin on tel: 0800 389 0888) length date/s location

Managing Conflict Takes acloselook at why conflict at work happens and deals with changing behaviour patterns, improving 1 Day 26 Sep 2006 Elgin
communi cations awareness.

Role of Line Manager & Essentia for managers and supervisors to clarify the key rolein managing people. Givesaclear understanding | 1 Day 26 Sep Dingwall

Supervisor of therole and its importance.

Effective use of Time Takes aradical approach to identifying what really mattersin the workload of a manager and offerstechniques | 1 Day 29 Sep Inverness
to ensure thisis achieved effectively and efficiently,.

Develop aMarketing Designed to give managers the opportunity to assess where their businessis now and whereitisgoinginthe 1 Day 3 Oct Inverness

Understanding future and enable them to devel op a marketing plan to meet their strategic objectives.

Safety Awareness for the Small | This course enables delegates to have an understanding of the way that the law defines how they may operate 1 Day 5 Oct Inverness

Business their business covering genera legal requirements and Health & Safety problems encountered.

Beating the Competition Thisworkshop introduces atool kit which can be used to ‘ second guess the competition and ensure that al 1 Day 30 Oct Elgin
activity is aligned to ensure the customer is very satisfied.

Selling Techniques Learn the principles of professional selling. Understand the sales cycle and the benefits of setting objectives 1 Day 7 Nov Aviemore
and targets. How to closethe sale.

Negotiating Skills Thisworkshop covers successful negotiating techniques and explains how you can use them to achieve your 1 Day 7 Nov Dingwall
key objectives.

Interviewing Techniques This course is designed to give advice on preparing for, conducting and following up of aninterview, ensuring | 1 Day 8 Nov Dingwall
that decisions are made on the best possible information.

Appraisal & Staff Review Takes participants through the broad principles of reviewing staff. Performance management and preparation 1 Day 9 Nov Inverness
for interviews are covered.

Assertive Communication Enables del egates to understand different types of behaviour and their effects, looks at tools of assertiveness 1 Day 14 Nov Elgin
and how to apply them in your environment.

Developing a Marketing Plan Participants will be taken through the stepsinvolved in drawing up a marketing plan for their organisation. 1 Day 15 Nov Inverness

Risk Assessment Thisis an introductory workshop which should enable delegates to identify hazards and to apply risk 15Days | 15& 16 Nov Inverness
assessment techniquesin their workplace.

Project Management Participants will gather the basics to project management, some of the pitfalls and how to decide on priorities 1 Day 24 Nov Elgin
between projects.

Goals & Objectives Will help delegates identify what needs to be achieved and will demonstrate how to break this down into 1 Day 5 Dec Elgin
manageabl e tasks which are then set out as SMART objectives.

Controlling Business Finance Covers all aspects required for controlling finances within business, highlighting the need for regular control 1 Day 7 Dec Inverness
procedures.

Target Setting This course takes a close look at the complexities of target setting, especially in less statistical areas such as 1 Day 12 Dec Dingwall
staff morale and customer service

Safety Awareness for the Small | This course enables delegates to have an understanding of the way that the law defines how they may operate 1 Day 23 Jan 2007 Elgin

Business their business covering genera legal requirements and Health & Safety problems encountered.

Grievance & Staff Discipline This courseis designed to enable you to devel op an understanding of the steps required for effective grievance | 1 Day 25 Jan Inverness
and disciplinary procedures and implementing these in your organi sation.

Team Working This course looks at how to set up team working, become ateam leader and motivate staff to play their part and | 1 Day 30 Jan Inverness
support each other.

Managing Stress Thisworkshop gives and understanding of how to recognise and manage stress, enabling theimplementation of | 1 Day 31 Jan Dingwall
an effective stress management strategy.

Advanced Presentation Skills Delegates will have the opportunity to work on their individual skills and be involved in the delivery of a 2 Days 1& 2Feb Elgin

prepared presentation and video feedback



mailto:jdtrainingpool@aol.com

S

R R 2 A S~ S 2 it e

Supervisor understanding of the role and its importance.

Policies, Procedures & Staff Policies and procedures are the guiddines that promote good working relaionships with your workforce. This 1 Day 13 Feb Dingwall

Relations course will examine the different stuationsthat make or break the partnership of employers & employees.

Understanding & I mplementing Wording to follow 2 Days 14 & 15Feb Elgin

Business Strategies

Assertive Communication Enables del egates to understand different types of behaviour and their effects, looks at tools of assertiveness 1 Day 15 Feb Dingwall
and how to apply them in your environment.

Moativating your Workforce Demonstrates to managers in simple terms the importance of communication in their role. It showswhat can 1 Day 20 Feb Aviemore
be done to keep a workforce happy and motivated.

Training the Trainer Thisworkshop enables the trainer to effectively deliver sills and knowledge to individuals or groups. 2 Days 20& 21 Feb Inverness

Managing Conflict Takes acloselook at why conflict at work happens and deals with changing behaviour patterns, improving 1 Day 6 Mar Inverness
communications and awareness.

Improving Y our Customer Customer focus is of paramount importance to any organisation. This course demonstrates how to actively 1 Day 7Mar Dingwall

Service promote awareness of customer needs and how to exceed their expectations.

Risk Assessment Thisis an introductory workshop which should enable delegates to identify hazards and to apply risk 15Days | 7& 8Ma Elgin
assessment techniquesin their workplace.

Develop aMarketing Designed to give managers the opportunity to assess where their businessis now and whereitisgoinginthe 1 Day 15Mar Elgin

Understanding future and enable them to devel op a marketing plan to meet their strategic objectives.

Quality Managemet This course will enable del egatesto differentiate between quality and specification and understand elements 1 Day 15Mar Inverness
and see benefits of a Quality Management System.

Appraisal & Staff Review Takes participants through the broad principles of reviewing staff. Performance management and preparation 1 Day 19 Apr Elgin
for interviews are covered.

Interviewing Techniques This course is designed to give advice on preparing for, conducting and following up an aninterview, ensuring | 1 Day 24 Apr Inverness
that decisions are made on the best possible information

Selling Techniques Learn the principles of professional selling. Understand the sales cycle and the benefits of setting objectives 1 Day 24 Apr Elgin
and targets. How to closethe sale.

Negotiating Skills Thisworkshop covers successful negotiating techniques and explains how you can use them to achieve your 1 Day 2 May Inverness
key objectives.

Team Working This course looks at how to set up team working, become ateam leader and motivate staff to play their part and | 1 Day 9 May Elgin
support each other.

Grievance & Staff Discipline This courseis designed to enable you to devel op an understanding of the steps required for effective grievance | 1 Day 10 May Dingwall
and disciplinary procedures and implementing these in your organi sation.

Training the Trainer Thisworkshop enables the trainer to effectively deliver sills and knowledge to individuals or groups. 2 Days 15 & 16 May Dingwall

Delegation Thisworkshop focuses on how to build a climate of responsible, effective decision-making at all levels, giving | 1 Day 17 May Aviemore
staff the tools, responsibility and empowerment to get on with it.

Effective Use of Time Takes aradical approach to identifying what really mattersin the workload of a manger and offers techniques 1 Day 7 dun Elgin
to ensure thisis achieved effectively and efficiently.

Managing Change Looks at why things change, understanding the problems related to change and tackles the issues arising from 1 Day 12 Jun Inverness
the necessity of change.

Presentation Skills— Follow A half day follow-up course, being offered to del egates attending the Advanced Presentation Skills Course. 0.5 Day 12 Jun Elgin

Up The workshop will 1ook at how power point can be used as an effective tool for presentations.

Cour ses (certificated) Subject (for further information contact Jenny Devlin on tel: 0800 389 0888) length dates location

ILM Endorsed Leadership (ILM — Institute of Leadership Management). 11 Days+ | Sept—May Inverness

Programme Bespoke course designed to provide participants with the skills and knowledge to devel op and enhance their coaching | or or
|eadership, team working, change management, time management, and recruitment & selection practicesin sessions Oct —May Fairburn
their businesses. or or

Nov - Jun Elgin

ILM Level 3 -Introductory A short, flexible programme which provides an introduction to the wide range of responsibilities of the first 250¢t, 1, 8,15, 22& | Inverness

Certificatein First Line Mgt line manager. 6 Days 29 Nov or

(Module One of Full This can be done as a stand alone course or it counts as modul e one of the full certificate. Participants must or

Certificate)* complete or have completed this cour seif they wish to achieve thefull certificate — see below. 28 Feb, 7, 14,21, 28 Dingwall

Mar & 18 Apr
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respoﬁs bilities of the first line maﬁaéer "Candidates must have pr evi E)uvsly corﬁﬁl eted the | ntroductory

21 Feb, 25 Apr, 2,9,

(Module 2, 3& 4)* Certificatein First Line Management or registered on the course dueto start in October or February as 16, 23 & 30 May
part of the full certificate. (Full Certificate consists of 4 modul es)* + Module 4 (flexible
learning)

IOSH - Managing Safdly

(IOSH - Institute of Occupational Safety and Health).
This course will train delegatesto apply sound management principlesto Headth & Safety.

4 Days

12,13, 14 & 15 Jun

Elgin




