


Transform your-business by training staff through
our Business Improvement Seminars.

If you are looking to improve the skill-set of your employees then take a look at our range of business training
seminars. These seminars aid advancement in the business world by improving skills, knowledge and
experience and give your staff the personal and professional development they require.

All the seminars detailed in this leaflet are delivered for half a day and have been designed in such a way as
to be thorough and in depth but condensed.

The seminars will be held in our state-of-the-art, business orientated Sandyford Building which is
conveniently located in Newcastle city centre.

Seminars are available in the following business areas:

¢ Business Finance

e Develop Your Sales Skills

¢ Managing Conflict in the Workplace

¢ Employment Law

® Project Management

¢ Dealing with Difficult Customers and Complaints
® Appraisal and Performance Management

Seminars are run for half a day from 8.30am — 12.30pm, and cost £99 per person per seminar.



Prefer onsite delivery?

If you have a number of staff who you think would benefit from attending one of these seminars, and you
would prefer us to come to you, then we would be happy to hold the seminar at your premises. In order
to do this you will need to have a suitable meeting room available with AV facilities, and have a minimum
number of five and a maximum of twenty staff able to attend.

We’re flexible, mix and match the options to suit your needs

For those employers that are interested in two of the seminar titles we can put the two options together to
create a full days training tailored to suit your company and your staff. You can select the date that you would
like the training to take place on and select between five and twenty staff to attend. The venue for the training
can either be at the Sandyford Building or in your workplace. Please speak to the Business Contact team for
pricing information.

Booking

To book a place on one of our seminars, or to arrange a seminar within the workplace simply ring
0845 600 4140 or complete the online registration form at www.newcastlecollege.co.uk/seminars.

Seminar Options

Business finance

This course is designed for anyone without a financial background who wishes to gain an
understanding of finance in a modern business environment. It will give the non-accountant an
understanding of financial reports, budgets, forecasting and the implications for their business.

Develop your sales skills

Designed for anyone who is entering a sales environment or who wants to develop essential sales
skills, the seminar will give delegates the practical experience required by someone who is new

to a professional sales environment. Delegates will be able to understand the sales life cycle, plan
effectively and work with customers for mutual benefit.

Managing conflict in the workplace

Designed for anyone who needs to know how to resolve conflict in the workplace, this course
aims to develop knowledge and understanding of managing conflict and supporting individuals as
required by a practising or potential first line manager.

Employment law

This seminar is designed for anyone who is responsible for employment issues within an
organisation and aims to bring delegates up to date with current employment legislation to ensure
that they are complying with the law. Laws that will be drawn upon during the seminar will include
the Data Protection Act 1998, Freedom of Information Act 2000, Human Rights Act 1998, Disability
Discrimination Act 2005 and The Single Equalities Act 2010.



Project Management

This seminar is designed for anyone who needs to plan and successfully implement projects and
will enable delegates to understand the processes involved in managing successful projects. The
course will cover clarifying objectives, identifying critical success factors, using a range of tools to
forecast resources and timescales, managing project performance and the necessary monitoring
and reviewing techniques.

Dealing with difficult customers and complaints

This seminar is designed for anyone who handles customer complaints and wishes to become
more effective when dealing with difficult situations. It will enable participants to identify why
complaints are necessary for a business to move forward and understand the impact of voice,
tone and behaviour when dealing with a complaint.

An introduction to appraisal and performance management

This seminar is designed for those who have line management duties, including staff appraisal, as
part of their responsibilities. It will guide delegates through preparing for and conducting an appraisal
interview ensuring it will have a positive and motivational impact on both the individual and the
organisations performance. The seminar will also give delegates an opportunity to deal practically
with disciplinary and grievance issues to ensure that best practice is applied.

We'll use our training expertise and access to industry
knowledge to create a tailor-made solution based on the
requirements of your business.

Call our Business Contact team on 0845 600 4140
to find out more.

Further information

e |f you would like to read a detailed breakdown of the content of the seminars please go to
www.newcastlecollege.co.uk/seminars.

e The dates for delivery of the seminars at Sandyford Building will be agreed once a minimum
attendance of five delegates is reached.

©)
Ls1s \’
BEACON

TRAINING

NCL_851



