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Developing Leadership Skills

How to manage people effectively

So often we expect our supervisors, managers and newly appointed directors to
assume leadership as if it came naturally; but leadership has to be learned. And
without effective leadership at all levels organisations cannot hope to compete or
succeed. These training solutions will give your people expert guidance on the skills
required to improve and, crucially, to maintain other people’s performance.

Ideal for new and existing employees with management potential

Encourage your key staff to undertake this training, and you will see them become more
confident in taking up new responsibilities and managing their teams effectively. They
will better handle the problems that are an inevitable part of people management. And
this in turn will enable you as an employer to develop employee potential and benefit
from increased morale, higher productivity and improved performance levels.

Your managers and staff will learn to;
e build and lead successful teams

e motivate, coach and develop others
e develop assertive techniques

o feed back constructively

Developing Leadership Skills at a glance

e Becoming a new team leader * What really motivates people ¢ Productive
coaching techniques ¢ Dealing with difficult situations e Responsibility and
style e Assertive leadership ¢ Dramatic scenarios and expert analysis

wwwi.skillboosters.com/more

www.leadershipskills.tv

Produced with the expertise of:
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Paul White

Developing
Leadership Skills
has been
developed by
our leading in-house expert,
Paul White. Paul has over 20
years' experience designing and
producing training and learning
material both at the BBC and
Skill Boosters.
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Valuing Diversity in Teams

How to ensure effective team working

Difference is an asset, not a problem. Organisations which value the differences among
their people benefit from a range of experience, backgrounds, ideas and work styles.
Mono-cultural organisations, on the other hand, grow stale and dull, losing the ability to
compete for talent and custom. Valuing Diversity in Teams will give your employees an
expert understanding of how the best teams are composed of individual personalities
who embrace difference and acknowledge others'views and strengths.

It is vital that your staff work together as well as on their own

Encouraging your staff to value diversity will help them develop self-awareness and
respect for others. By learning how to develop strategies that harness diversity, they
will understand the real meaning of teamwork and collaboration and ramp up their
team performance.

Your managers and staff will learn to;

e understand what teamwork really entails

e learn how to build successful teams

« value different personalities, styles and abilities
e encourage and support everyone’s contribution

Valuing Diversity in Teams at a glance

* Forming new teams °® Team development ® Understanding different work
styles © Personal effectiveness * Working together not against each other

* Typical team behaviours ° The ‘ego states’ ® The ‘hook’

wwwi.skillboosters.com/more

www.teamdiversity.tv

N
Organisations that have
already invested in and reaped
the benefits of this course:
Adult Learning Inspectorate
Aye College

Birmingham City Council
Budgens Stores Ltd

Chelsea and Westminster
Hopsital

DVLA

Employment Tribunal Service
Lowestoft College Corporation
Middlesex University

National Express

Northern Rock PLC

Queens University Belfast
South Tees Hospitals
Transport for London

trainingsolutions@skillboosters.com

020 7357 6444
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Get That Job!

A practical guide to the job search process

Sometimes you have to let employees go, whether to a new job or career, or for
internal promotion. The professional response when this happens is to provide
guidance and support. This engaging interactive learning experience, formulated in
collaboration with HR specialists, CEPEC, gives you the expertise to support staff
through what is traditionally a difficult time, helping them identify and build on the
key skills they need to make the right move.

Help your staff to sell themselves with confidence

Encouraging your staff to undertake this morale-boosting training demonstrates that
yours is a caring organisation that offers full support in terms of career development or
redundancy. Once you are known to offer this service, you will be seen as a preferred
employer when the time comes to recruit again.

Your outgoing managers and staff will learn to;
¢ understand their work and career options

e interview and negotiate with confidence

e produce the right CV and organise job searches
e prepare for successful interviews

Get That Job! at a glance

« Facing the future ¢ Dealing with redundancy e Organising and preparing
* Researching the job market ¢ CVs and applications ¢ Matching the skills
to the job e Types of interviews ¢ How to get the job « Other options

www.skillboosters.com/more

trainingsolutions@skillboosters.com

Get That Job! and Your Next Step
are both produced in association

with the experts from:

7

CEPEC has been long respected
by the HR community for
providing solutions to career
management, outplacement
and coaching to ensure industry
best practice is followed.
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Your Next Step

Helping you develop your career within your organisation

A certain level of staff turnover is beneficial, ensuring that new talent and ideas enter
the organisation. But too often the people who leave are the ones we should keep.
The answer is to identify key players and facilitate their development and promotion
within the organisation. In association with CEPEC Consulting, the respected
counselling and advice service, this engaging course will help you help your staff to
succeed and flourish whatever role they progress into.

Encourage staff to aim high for a lower staff turnover

By training staff to develop their potential and ensuring they have a clear career
development path, you will retain talented employees. Result; lower staff turnover,
retention of crucial industry and organisational knowledge, a structured succession
plan,and lower recruitment costs.

Your managers and staff will learn to;

¢ understand their options

e match opportunities to skills and experience
e prepare for a confident interview

e develop their career within the organisation

Your Next Step at a glance

» Understanding the career lifeline « Future career paths ¢ Skills analyses
« |dentifying values, attributes and achievements ¢ Researching potential
posts ¢ Matching posts to aspirations ¢ Handling interviews

www.skillboosters.com/more

trainingsolutions@skillboosters.com

Organisations that have
already invested in and reaped
the benefits of these courses:

Bradford Hospital NHS Trust
Cirencester College

City and Guilds

City University Lancaster

Department for International
Development

Department for Health
DVLA

Food Standards Agency
Hammersmith Hospitals
HBOS Financial Services
Home Office

Isle of Wight Council
Kodak Ltd

NHS Trust

Northern Trust
Probation Service
Safeway

020 7357 6444
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The Write Way

Assert Yourself

Relating to your Customers
Persuasive Presentations
Executive Presentations
Communicating with the Media
Communicating in a Crisis

£ € Understanding the rough-and-tumble
of the news interview in all its forms -
from sound-bite through to half-hour
interrogation - is vital if you are to turn
the media spotlight into a positive
focus for you and your organisation. 5y

Rob Bonnet
Media Trainer and Consultant
Skill Boosters



The Write Way

How to write effective correspondence and other documents

How happy are you with the communication skills of your employees? E-mails, letters,
reports and proposals that are hard to understand and contain simple errors send a
careless, unprofessional image of your organisation. Created in association with
Ellerton Training Services and the Plain Language Commission, Skill Boosters’
interactive e-learning resource and tailored live workshops will show your people
through practice how to produce clear, persuasive writing.

The most effective documents are those that are easy to understand

From keying short emails to creating detailed proposals, it is vital that your staff get
across their key message and are seen to be professional representatives of your
organisation. Our training solutions allow learners to focus on the types of
documents they need to write and the information they routinely deal with.

Your managers and staff will learn to;

e focus on the reader and the key message

e use simple, direct phrasing

¢ adopt the appropriate style and tone

e use correct grammar, spelling and punctuation

The Write Way at a glance

« |dentifying the message e Using a logical structure ¢ Understanding and
fulfilling readers’ needs ¢ What makes writing effective « Common errors
and pitfalls « Presenting a professional image ° Checking before sending

www.skillboosters.com/more

trainingsolutions@skillboosters.com

Produced in association with the
experts from:

\.

Experts in customised training,
blended learning, e-learning
and traditional course delivery.

v,

7

\.

The Plain Language

Commission provides clear E

English Standard accreditation
on public documents and
company websites, and runs
courses to improve writing
skills and edit documents for
internal and external use.

020 7357 6444
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Assert Yourself

How to communicate effectively

Why do work relationships break down? How can you get teams to communicate and
collaborate effectively? What causes bullying? Only when people learn to value their
own rights and the rights of others do they begin to work peaceably and productively
together. This engaging learning experience will teach your staff how to have a
positive influence on colleagues and customers, by expressing themselves in a direct
and coherent manner that is respectful of others.

Employees have hundreds of interactions with other people each working day
Encouraging key staff to undertake this training will open their eyes to others’ points of
view, enable them to express themselves calmly,and focus them on the task in hand.

Your managers and staff will learn to;

o follow the six steps to assertiveness

e avoid aggressive, passive and manipulative behaviour
e disagree without being disagreeable

e give and receive positive feedback

Assert Yourself at a glance

* Why be assertive? « Communication behaviours ¢ How to ask for what
you want e Raising self-esteem ¢ Maintaining a positive image ¢ Effective
relationships ¢ Saying ‘no’ ¢ Dealing with non-assertion

www.skillboosters.com/more trainingsolutions@skillboosters.com

Produced with the expertise of:

e )
Paul White
Assert Yourself —
has been
developed by
our leading
in-house expert.Paul has over
20 years'experience designing
and producing training
resources both at the BBC and
Skill Boosters.
\. y,

020 7357 6444




Relating to your Customers

How to meet and exceed customer expectations

Customers are the lifeblood of your business. But how adept are your staff at dealing (" - )

with the public and key clients in a positive way every working day? Only by focusing Organisations that have

them in a supportive training environment on customers' needs can you be sure they already |nyested n and reaped
. . o . the benefits of this course:

will put excellent customer service skills into practice.

Care Inspection

City and Guilds

Commission for Social

Knowledgeable, friendly service - the simplest way to enhance customer loyalty
By learning techniques vital for excellent customer service, your employees will be able
to build and maintain good customer relationships, turn around problem situations,
and keep customers coming back for more. As a result you will see better retention of DVLA

both staff and customers alike. HM Land Registry

) Isle of Man Government
Your managers and staff will learn to;

¢ understand what ‘customer focus' means

e build customer rapport and loyalty

e develop the right attitude and resolve problems
e deliver excellent service internally and externally

Lowestoft College Corporation
Thames Valley University

Relating to Your Customers at a glance

» Understanding the customer ¢ Barriers to good service ¢ Building rapport

* Being receptive ¢ Problem solving ¢ Helpful attitudes e Turning the unhappy
customer into a loyal customer ¢ Expressing yourself e Internal customers

www.relating2yourcustomers.tv | www.skillboosterscom/more | trainingsolutions@skillboosters.com | 020 7357 6444
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Persuasive Presentations

How to speak confidently in front of others

Making presentations is the one task most business people fear. But today it's the
accepted way to show-case your organisation and get those all-important messages
across. Because you cannot afford presentations to be dull and uninspiring, or your
presenters to appear tense and nervous you need to support your people by training
them well. Skill Boosters will show your people how to focus on their message and
build and maintain rapport with their audience, and leave a lasting, positive impression.

Presentations are a central part of business today

Presenting well does not come naturally - we have all seen poor presentations which
left the audience cold. Do your employees a favour by giving them this opportunity
and they will repay you by enhancing the organisation’s image every time.

Your presenters will learn to;

e channel nervous energy into a powerful performance
e adopt techniques to grab and keep audience attention
e produce and use engaging visual aids

¢ handle question and answer sessions with confidence

Persuasive Presentations at a glance

* Deciding on content ¢ Inside the audience’s heads ¢ The venue e Visual
aids that help, not hinder ¢ Using cue cards e Harnessing nervous energy
* Rehearsing ¢ Dressing for success * Body language ¢ ‘Techniques toolkit’

www.skillboosters.com/more trainingsolutions@skillboosters.com

Produced with the expertise of:

7
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Developed by our leading
in-house expert Paul White in
association with Up Front Ltd,
specialists in Executive
Coaching, Presentation and
Communication Skills.

020 7357 6444




Executive Presentations

If top level negotiations, public speaking and sales pitches are to be successful,
excellent presentation skills are vital. So you cannot afford to assume your
executives are the best — you have to make sure. Even the most seasoned
speakers make basic errors. Under the expert guidance of professional presenters,
groups and individuals who undertake Executive Presentations will learn proven
formulae for creating a dynamic, lively and memorable public speaking style.

Polish up the performance skills of your key people

Through live coaching, and filmed sessions to provide ‘before and after’ evidence of
the improvements, your executives will develop an effective presentation style and
have greater confidence in themselves.They will learn to build on their strengths and
address any weaknesses. And they will gain the ability to harness their enthusiasm
and expertise to give lively, entertaining presentations.

Your managers and staff will learn to;

e structure creative, persuasive presentations
e engage with the audience

e develop an effective personal style

e deliver presentations with confidence

Executive Presentations at a glance

« Identifying the objectives ¢ Defining key messages e Effective use of visual
aids * Maximising vocal potential * Breathing and relaxation techniques

» Rehearsals ¢ Overcoming nerves ¢ Constructive written feedback

www.skillboosters.com/more trainingsolutions@skillboosters.com

Produced with the expertise of:

7

Rob Bonnet

Produced by our
in-house media
training experts
and in association -
with Rob Bonnet, ex-BBC sports
journalist and media training
consultant, this is one of three
complementary courses (along
with Communicating with the
Media and Communicating in

a Crisis).
\.

020 7357 6444
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Communicating with the Media

Whether it is telling the world about a new product or responding at short notice
to a crisis, you need the media on your side. Press, radio and TV are exceptionally
powerful channels for promoting your organisation’s reputation and you cannot
afford for things to go wrong.

Create positive media coverage and minimise the risk of bad press

Skill Boosters' live training workshop employs professional senior journalists to put
your people through their paces. Working on real-life situations and filmed using
professional broadcast equipment, participants will experience the real thing.

On completion, they will receive detailed feedback and edited DVD highlights of
their performance to analyse.

Your senior managers and media people will learn to;
face the media with confidence

maximise media opportunities

polish their presentation techniques

create a professional impression

Communicating with the Media at a glance

* Handling press interviews e Live interview skills e Television studio ‘one
to ones’ e Creating colourful and effective sound-bites ¢« Communicating
in a crisis * Radio interviews and phone-ins

www.skillboosters.com/more

trainingsolutions@skillboosters.com

Produced with the expertise of:

-
Rob Bonnet

Produced by our
in-house media
training experts
and in association 1
with Rob Bonnet, ex-BBC sports
journalist and media training
consultant, this is one of three
complementary courses (along
with Communicating in a Crisis
and Executive Presentations).

020 7357 6444




Communicating in a Crisis

Crises hit without warning,and only those organisations which respond immediately
and with confidence survive the trauma and continue in business. Falter at any time,
and the media will broadcast your perceived weaknesses to the world. Skill Boosters’
comprehensive one-day session will prepare your key people to handle the media
quickly, effectively and positively.

Deal with a crisis calmly and reap the benefits

When disaster strikes everyone will be mobilised to limit damage and continue operations,
whether the problem involves personal injury, environmental damage, legal dispute or
financial crisis. In these circumstances your media plan must also swing into action,and
your spokespeople act immediately to ensure accurate reporting, show how you are
responding,and protect the organisation’s reputation.

Your key people will learn to;

e identify the crisis without delay

e soften the impact by responding quickly
e involve rather than hide from the media
e minimise damage to credibility

Communicating in a Crisis at a glance

* How to respond quickly ¢ Media crisis plans ¢ Deciding what line to take
» The ‘Golden Moments' - taking the first press calls ¢ Sympathy, Honesty,
Analysis, Action e The ‘Stockholm Syndrome’ « Q&A practice

www.skillboosters.com/more

trainingsolutions@skillboosters.com

Produced with the expertise of:
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Rob Bonnet

Produced by
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media training
experts and in
association with Rob Bonnet,
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