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Title: Basic Reading & Written Communication
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 28 Jan • 25 Feb • 25 Mar • 30 Apr • 28 May • 25 Jun
28 Jul • 27 Aug • 29 Sep • 27 Oct • 26 Nov • 24 Dec

2011 14 Jan • 10 Feb • 10 Mar • 13 Apr • 13 May • 10 Jun

Reading and writing are skills most of us take for granted, but often

our jobs require us to read or write documents which are more

complex or technical than our day to day correspondence.

Other times we may need to read a very lengthy document and

have very little time in which to understand its content.

This course is designed to help delegates deal with such

challenges.

Anyone who wishes to develop their reading and writing 

skills to a more advanced level.

• Identify your own reading type

• Demonstrate different ways of 

reading text

• Explore scanning and skimming

• Describe the stages in 

analytical reading

• Write in a constructive and 

disciplined way

• Identify and correct misused 

words

• Understand how to construct 

clear sentences

• Demonstrate how to use 

punctuation effectively

• Explain common mistakes

You may also be interested in:

Business Letter Writing

Minute Taking

Written Communication and 

Report writing 

Learning Objectives
By the end of this course you will be able to...

• The benefits

• Ways of reading texts

• Reviewing and recall

• Structures of text

• Message construction

• Punctuation

• Spelling

• Style

Course Content

Business Benefit

Who Should Attend?

Price: £395
per person
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Title: Effective Written Communication & Report Writing
Duration: 1 day

2010 08 Jan • 05 Feb • 05 Mar • 12 Apr • 10 May • 07 Jun
08 Jul • 09 Aug • 09 Sep • 07 Oct • 08 Nov • 07 Dec

2011 07 Jan • 04 Feb • 04 Mar • 08 Apr • 09 May • 06 Jun

Producing effective written communication has always

been important in a well run organisation. The

opportunities opened up by word processing software

mean that more and more staff are expected to be able 

to produce high quality written communication.

• Produce an outline

• Explore patterns of argument 

in a written document

• Demonstrate methods to 

eliminate wordiness

• Produce a coherently 

structured document

• Describe the benefits of 

sentence variety

You may also be interested in:

Business Letter Writing

Reading and Written 

Communication

Learning Objectives
By the end of this course you will be able to...

• Before beginning – why?  

• Planning a report

• The principles of good outlining

• Structuring a report

• Organising an ‘argument’

• Styles of introduction

• What is a thesis statement?  

(Tell them)

• Body paragraphs and topic 

sentences (Tell them)

• Offering a counterargument 

(Tell them)

• Conclusion - the big finale

• General coherence

• Conciseness - methods of 

eliminating wordiness

• Sentence clarity

• Sentence combining

• Sentence variety

• Transitional devices ) techniques

• Punctuation

• Plain English!

• Email Etiquette

Course Content

Business Benefit

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Anyone who wishes to improve their written communication skills.

Who Should Attend?

Personal
Development
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Title: Facilitation Skills   
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 13 Jan • 10 Feb • 10 Mar • 15 Apr • 13 May • 10 Jun
13 Jul • 12 Aug • 14 Sep • 12 Oct • 11 Nov • 10 Dec

2011 12 Jan • 09 Feb • 09 Mar • 13 Apr • 12 May • 09 Jun

Price: £395
per person

Understanding what makes facilitation successful is key to

making an event a stunning success. 

Whether you run meetings, perform training events or hold 

group discussions you can benefit from this course.

Anyone who is involved in facilitating events, training sessions 

or, is responsible for running meetings.

• Understand the role of a 

facilitator

• Demonstrate the key skills 

of facilitation

• Managing an audience or 

group of delegates

• Creating a planning tool for 

preparing meetings and 

discussions and training 

sessions

• Understanding the 

challenges when 

facilitating a group

• Demonstrate the skills of 

dealing with ‘Difficult 

People’

• Create a Personal 

Implementation Plan

You may also be interested in:

Assertiveness 

Active Listening 

Communication Skills 

Communication, Assertiveness 

& Confidence Building 

Time Management

Learning Objectives
By the end of this course 

you will be able to... • The role of the facilitator

• The key skills of facilitation

• Handling challenging behaviours and 

managing the audience

• Planning the session

• Using different tools to 

stimulate a session

• Making the session effective 

and time efficient

• Your Personal Action Plan

Course Content

Business Benefit

Who Should Attend?

Personal
Development
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Title: Feedback Skills   
Duration: 1/2 day

2010 12 Jan • 11 Feb • 12 Mar • 09 Apr • 11 May • 08 Jun
09 Jul • 10 Aug • 10 Sep • 08 Oct • 10 Nov • 10 Dec

2011 12 Jan • 11 Feb • 11 Mar • 08 Apr • 11 May • 08 Jun

Many issues can be better handled if timely and appropriate

feedback is given.

This course is invaluable for those who want to strengthen their

feedback skills and enhance their ability to interact with others.

• Define feedback and understand

when it should be used.

• Deliver appropriate and timely

feedback.

• Complete a post course action

plan to implement the learning.

You may also be interested in:

Appraisal Skills

Communication skills

Learning Objectives
By the end of this course you will be able to...

• What is effective feedback and

when to deliver it

• Constructive feedback

• Getting prepared for your

feedback session

• Essential Interpersonal Skills

for Feedback

• Handling the receivers

reactions to feedback

• Post course implementation

plans.

Course Content

Business Benefit

Who Should Attend?

� 0844 888 2732               www.eqv.co.uk

Price: £395
per person

Personal
Development
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Title: Presentation Skills   
Duration: 1 day

2010 07 Jan • 04 Feb • 04 Mar • 09 Apr • 11 May • 09 Jun
07 Jul • 06 Aug • 06 Sep • 08 Oct • 05 Nov • 06 Dec

2011 06 Jan • 03 Feb • 03 Mar • 07 Apr • 10 May • 08 Jun

� 0844 888 2732 lets-talk@eqv.co.uk

Price: £395
per person

There are numerous occasions when a professional and well

prepared presentation can boost an organisations image and

have a positive impact on the bottom line.

This course enables delegates to plan, prepare and deliver

motivating and persuasive presentations to a wide range of 

audiences.

Anyone who may be required to present information. 

• Demonstrate a process for 

planning and preparing a 

professional presentation

• Examine the essential 

techniques for delivering the 

presentation

• Understand the importance 

of visual aids and how to 

use them

• Demonstrate the basic skills 

of public speaking

• Understand the importance 

of Body Language

• Explore the basic skills of 

managing an audience

You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Facilitation Skills

Learning Objectives
By the end of this course 

you will be able to... • Planning, preparing and 

structuring a presentation

• Delivery Skills – essential 

do’s and don’ts

• Using visual aids

• Basic public speaking skills

• Body Language – avoid 

sending the wrong message

• Working with the audience

• Skills practise and action 

plans 

Course Content

Business Benefit

Who Should Attend?

Personal
Development
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Title: Advanced Presentation Skills   
Duration: 1 day

2010 Jan 21 • Feb 18 • Mar 18 • Apr 23  • May 21 • Jun 18
Jul 21 • Aug 20 • Sept 22 • Oct 20  • Nov  19  • Dec 20

2011 Jan 21 • Feb 18 • Mar 18 • Apr 21  • May 20 • Jun 20

Price: £395
per person

Advanced presentation skills will often add a credible

dimension to the customer-client relationship. Talented

presenters not only carry a group or audience but positively

influence them. 

This course is aimed at individuals who already Pesent but who

would like to increase their skills further.. 

• Maximise your delivery style to

create maximum impact 

• Develop a more persuasive and

impressive speaking style 

• Increase your presence to gain

rapport and influence your

audience 

• Apply pace and structure to

add power

• Use creative language to

present a more powerful

message.

You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Facilitation Skills

Learning Objectives
By the end of this course 

you will be able to... Creating greater impact through

voice control

Engaging with the audience

visually

Establishing the key message 

Applying structure and style

effectively 

Using language to clarify and

influence 

Developing greater command of

your audience 

Gaining your audience's attention

and interest 

Course Content

Business Benefit

Who Should Attend?
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Title: Public Speaking    
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 18 Jan • 15 Feb • 15 Mar • 21 Apr • 19 May •17 Jun
15 Jul • 16 Aug • 15 Sep • 18 Oct • 15 Nov • 15 Dec

2011 17 Jan • 14 Feb • 14 Mar • 15 Apr • 18 May •16 Jun

A major presentation may encompass all of the latest

technology have wonderful visual effects and supporting

material, but then be let down by a speaker who lacks the skills

of Public Speaking.This course is designed to give the speaker

impact, flair, competence and confidence whilst projecting a

very positive image of the organisation they represent.

Anyone whose job involves speaking formally to groups.

• Explain the principles of 

voice control

• Understand the impact of 

body language

• Know how to project a 

positive non-verbal message

• Deliver a speech that has 

impact and projects a 

professional image

• Create a personal 

implementation plan You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Presentation Skills

Learning Objectives
By the end of this course you will be able to...

• Pre speech considerations

• Classical patterns of 

arguments

• Verbal delivery style

• Behavioural delivery style

• Creating the right mood

Course Content

Business Benefit

Who Should Attend?

Price: £395
per person

Personal
Development
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Title: Self Development    
Duration: 1 day

2010 20 Jan • 17 Feb • 17 Mar • 23 Apr • 21 May • 21 Jun
19 Jul • 18 Aug • 17 Sep • 20 Oct • 17 Nov • 17 Dec

2011 19 Jan • 16 Feb • 16 Mar • 19 Apr • 20 May • 20 Jun

• Assess your own role within the 

organisation

• Create a development plan

• Perform a personal S.W.O.T. and 

P.E.S.T.L.E analysis

• Set short, medium and long 

term goals

You may also be interested in:

Communication, Assertiveness and 

Confidence Building

Influencing and Persuading

Negotiation Skills

Learning Objectives
By the end of this course you will be able to...

• Assessing what is involved in 

your job role

• Creating key competencies

• Assessing your skill and 

knowledge base against those 

competencies

• Creating your own development

plan

• Obtaining feedback on your 

performance

• Constructively assessing the 

feedback

• Personal S.W.O.T and 

P.E.S.T.L.E analysis

• Removing the barriers to your 

goals

• Focusing on things you can 

change

• Understanding your support 

mechanisms

Course Content

� 0844 888 2732               www.eqv.co.uk

Price: £395
per person

It is not always possible for an organisation to be able to attend to the

development needs of every member of staff by direct one to one consultation

with their line manager. There are a number of logistical problems that can

prevent this, not the least of which being when the individual is being ‘remotely

managed’.

This course caters for individuals who find themselves in that situation 

and gives them the opportunity to create their own personal development plan 

based on sound principles and methods.

Business Benefit

Anyone who needs to, or wishes to, create their own personal development

plan.

Who Should Attend?

Personal
Development
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Title: Study Skills   
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 25 Jan • 22 Feb • 22 Mar • 28 Apr • 26 May • 24 Jun
22 Jul • 23 Aug • 22 Sep • 25 Oct • 22 Nov • 22 Dec

2011 24 Jan • 21 Feb • 21 Mar • 26 Apr • 25 May • 23 Jun

Price: £395
per person

It is commonly accepted that only 10-20% of what people learn in a training

environment is transferred back to the place of work.  This is considerably

enhanced when learners attend a pre-learning study day as they are better

equipped to understand how they learn, what is expected of them, what they will

gain and why the organisation is willing to invest in their personal development. 

For the organisation the cost of people development can be off set by the many

benefits of improving competency through qualification programmes and non

qualification workshops.

Adding a study skill day before the start of any learning intervention can show

measurable improvements through:

• Quality assignment scores

• Reduced drop out rates

• Increased attendance rates

• Increased satisfaction of role and workplace

• Increased performance and behaviour in the workplace

• Integrate study with other 

parts of your life

• Improve your concentration

• Read efficiently and critically

• Listening and making notes 

• Make the most of feedback

• Gain the support and 

experience of others

You may also be interested in:

Written Communication 

& Report Writing

Active listening

Learning Objectives
By the end of this course you will be able to...

• Programme introduction 

• Managing time

• Remaining focused

• How to get the most out of 

the workshops

• Using research data and 

information

• Receiving feedback

Course Content

Business Benefit
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Title: ILM Train the Trainer Expert     
Duration: 3 days

� 0844 888 2732               www.eqv.co.uk

2010 18-20 Jan • 15-17 Feb • 15-17 Mar • 20-22 Apr • 18-20 May • 15-17 Jun

20-22 Jul • 17-19 Aug • 21-23 Sep • 19-21 Oct • 16-18 Nov • 15-17 Dec

2011 17-19 Jan • 14-16 Feb • 14-16 Mar • 12-14 Apr • 17-19 May • 14-16 Jun

Price: £1185
per person

Training skills are no longer solely the requirement of full time training staff,

there is a growing requirement for staff at all levels to be able to deliver

punchy, effective training and coaching sessions to their colleagues. This

three day programme will equip delegates with all of the skills they need to

deliver effective training, from analysing training needs, all the way through to

delivery and evaluation. This will be suitable to anyone who needs to delvier

training and coaching sessions on a regular basis

Full time trainers and coaches who need to train staff as part of their job.   

• Identify training needs and the different

ways people learn.

• Understand the main training styles and

approaches – tutor led / coaching

• Demonstrate the most effective

structure for a training course.

• Describe the importance of visual aids,

handouts and courseware.

• Demonstrate basic presentation skills

and the skills of dealing with a group of

delegates.

• Prepare for and deliver a training

session.

You may also be interested in:

Presentation Skills. 

Training Needs Analysis.

Facilitation Skills. 

Learning Objectives
By the end of this course you will be able to...

• ‘Learning Styles’ – the different 

ways  

• Conducting a ‘Training Needs 

Analysis’

• Setting ‘Training Objectives’

• Selecting the right Training 

Approach and Style

• Room layouts and administration

• Using an effective structure to 

prepare the training session

• Essential Presentation Skills

• Working with the Delegates – 

effective facilitation skills

• Practise sessions – preparation

and delivery

• Evaluating the effectiveness of 

the training

• Personal implementation plans

Course Content

Business Benefit

Who Should Attend?
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Title: Training Needs Analysis
Duration: 1 day

2010 21 Jan • 18 Feb • 18 Mar • 23 Apr • 21 May •18 Jun
23 Jul • 20 Aug • 24 Sep • 22 Oct • 19 Nov • 20 Dec

2011 20 Jan • 17 Feb • 17 Mar • 15 Apr • 20 May •17 Jun

� 0844 888 2732 lets-talk@eqv.co.uk

Price: £395
per person

Training can be an investment that provides an organisation with

significant benefits, providing the training actually satisfies the

need or solves the problem. A properly constructed ‘Training

Needs Analysis’ ensures that the training programme is cost

effective and provides real business gains. This course provides

the knowledge and skills to conduct such an analysis.

Both new and experienced trainers as well as anyone who 

needs to develop their ability to analyse training needs.

• Know what information is 

required to analyse 

training needs

• Understand where to 

source that information

• Demonstrate the skills 

required to construct a 

‘Training Needs Analysis’

• Understand the different 

ways people learn

• Demonstrate a system for 

defining Learning Objectives

You may also be interested in:

Train the Trainer

Learning Objectives
By the end of this course 

you will be able to...

• Data Gathering – knowing 

what information is required 

and how to get it

• Using KSA and DIF to 

analyse the data

• Using Task/Competency 

matrices

• Understanding how people 

learn – The Hunny and 

Mumford analysis

• Setting ‘Learning Objectives’

and required outcomes

• Evaluating the Learning

• Personal implementation 

plans

Course Content

Business Benefit

Who Should Attend?

Personal
Development
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Title: Transactional Analysis
Duration: 2 days

� 0844 888 2732               www.eqv.co.uk

2010 25-26 Jan • 22-23 Feb • 22-23 Mar • 26-27 Apr • 24-25 May • 21-22 Jun

26-27 Jul • 23-24 Aug • 27-28 Sep • 25-26 Oct • 22-23 Nov • 21-22 Dec

2011 24-25 Jan • 21-22 Feb • 21-22 Mar • 18-19 Apr • 23-24 May • 20-21 Jun

Price: £790
per person

Transactional Analysis (TA) is a well proven aide to communication 

and teamwork and many organisations have benefited from its

implementation. TA is also a powerful tool for managing change and

dealing with negativity and conflict in the workplace.

This 2 day course outlines the basic principles and skills of TA and 

how to apply them in day to day work situations.

Anyone wishing to gain a better understanding of Transactional Analysis as an

aide to communication and a powerful tool for change in both work and personal

life.  

• Describe the theory and 

basic principles of TA

• Demonstrate ‘stroke theories’

• Describe the various 

‘transaction types’

• Explore ‘early decisions’ and 

their role

• Describe the four levels of 

‘discounting’

You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Dealing with Negativity

Managing and Resolving 

Conflict

Managing Change

Learning 
Objectives

By the end of this course 
you will be able to...

• Introduction to the Theory and 

History of TA

• The Ego State Model

• Ego State exclusion and 

contamination

• Transactions, strokes and 

time structuring

• Autonomy and intimacy.

• Early Decisions

• Life ‘positions’ and ‘OKness’

• Re-decisions

• Contracts for change and 

open communication

• Steering communication with 

awareness of transaction types

• Leadership style, power profile 

and transaction content

• The foundations of denial

• The four levels of discounting

Course Content

Business Benefit

Who Should Attend?

Personal
Development
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Title: Time Management    
Duration: 1 day

2010 14 Jan • 11 Feb • 11 Mar • 09 Apr • 07 May • 04 Jun
09 Jul • 06 Aug • 10 Sep • 08 Oct • 05 Nov • 13 Dec

2011 13 Jan • 10 Feb • 10 Mar • 07 Apr • 06 May • 03 Jun

� 0844 888 2732 lets-talk@eqv.co.uk

Price: £395
per person

Time is the most precious commodity any individual or organisation 

has. This session aims to give delegates a clear understanding of

the unique value of time and the importance of managing it

effectively. Focusing on practical, usable ideas, helping delegates to

optimise the use of their time and the time of others. 

The course is aimed at anyone who needs an introduction to the basic ideas

and practices of effective time management, including those managing other

people.

• State the cost of failing to 

manage time effectively

• List three of the main ‘stealers 

of time’

• Demonstrate methods for 

dealing with interruptions

• Demonstrate methods for 

planning the use of your time

• Understand the importance 

of delegation

• Improve the time-effectiveness 

of meetings 

You may also be interested in:

Assertiveness

Effective Communication

Goal Setting

Learning Objectives
By the end of this course you will be able to...

• Time – the most precious 

resource

• Properties of time and the 

cost of failing to manage it 

effectively

• The three most common 

‘time thieves’

• Dealing with interruptions

• Planning the use of your 

time

• Delegation – why and how

• Maximising the time-

effectiveness of meetings

• Time management tips 

Course Content

Business Benefit

Who Should Attend?

Personal
Development
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Title: Account Management
Duration: 1 day

� 0844 888 2732                www.eqv.co.uk

2010 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May • 02 Jun
02 Jul  • 03 Aug • 06 Sep • 04 Oct • 05 Nov • 02 Dec

2011 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May • 02 Jun

Price: £395
per person

China Eggs. No matter how long you nurture them, they never hatch!

This course enables Account Managers and Corporate Sales Executives to

differentiate between real prospects and “china eggs”. Focusing on the

skills of qualifying prospective clients throughout the sales process, this

course enables Account Managers to concentrate their time on prospects

with whom they have the greatest chance of success. This in turn leads to

more accurate sales forecasts and improves the likelihood of achieving

sales targets. 

Account Managers and Sales Executives who wish to make the best use

of their time and optimise their sales efforts.

• Accurately ‘qualify’ prospects

• Demonstrate how ‘qualification’ 

continues throughout the sales 

process

• Describe the 15 key aspects of 

a potential order

• Demonstrate the skills required to 

close a challenging business order

You may also be interested in:

Customer Service

Essential Telephone Skills

Sales Presentation Skills

Time Management for Sales People

Learning Objectives
By the end of this course you will be able to...

• Defining the skills of 

‘Qualification’

• Identifying real prospects 

and eliminating “China Eggs”

• Effectively dealing with 

budgets, time-scales and 

the competition

• Identifying the decision 

maker

• Demonstrating the net gain of 

dealing with your company

• Keeping control of the sales 

process

• Closing the deal.

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer

Service

Sales &
Customer
Service
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Title: Customer Service    
Duration: 1 day

2010 13 Jan • 24 Feb • 24 Mar • 29 Apr • 28 May • 28 Jun • 
26 Jul •  25 Aug • 24 Sep • 27 Oct • 24 Nov • 24 Dec

2011 17 Jan • 14 Feb • 14 Mar • 13 Apr • 16 May • 13 Jun

� 0844 888 2732 lets-talk@eqv.co.uk

Price: £395
per person

Lost clients, lack of referrals, poor repeat business, complaints and 

bad publicity…the costly results of poor customer service seem to 

go on and on.Every day, as consumers, we seem to encounter

rudeness, indifference, ignorance and a level of service that we can

only describe as “poor”. This course aims to create the kind of

Customer Service people talk about…for all the right reasons!

This course is essential for anyone who manages customer service and 

individuals with a customer facing role, whether on the telephone or in person.

• Understand the importance 

of delivering excellent 

customer service

• Identify what customers 

are looking for and what 

drives them away

• Demonstrate the key skills 

of dealing with customers on 

the phone and face to face

• Manage complaints and calm 

down the angry customer

• Create an action plan for 

delivering excellent 

customer service

You may also be interested in:

Professional Telephone Skills

Upselling

Learning Objectives
By the end of this course you will be able to...

• Delegates experiences as 

a customer

• Defining good and bad 

service

• The cost of poor service

• The benefits of good service

• Key telephone skills

• Dealing face to face

• Managing complaints

• Dealing with difficult 

customers

• Creating an action plan for 

delivering excellent 

customer service

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer
Service
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Title: ILM Customer Service Excellence
Duration: 3 days

2010 4-6 Jan • 1-3 Feb • 1-3 Mar • 12-14 Apr  • 10-12 May • 7-9 Jun
12-14 Jul • 9-11 Aug • 13-15 Sep • 11-13 Oct • 8-10 Nov • 6-8 Dec

2011 4-6 Jan • 1-3 Feb • 1-3 Mar • 12-14 Apr  • 10-12 May • 7-9 Jun

Price: £395
per person

Giving good customer service is not enough to set you apart from your

competition; you need to give exceptional customer service. Exceptional

customer service is giving the customer what they need and learning and

improving your delivery so that it stays ahead of the “norm” for your industry.

Account Managers and Sales Executives who wish to make the best use

of their time and optimise their sales efforts.

• Understand what customer service is
• What do customers expect of us?
• How should we communicate with 

customers?
• See how customer service can keep or 

lose customers
• How to create and implement 

Customer care policies
• Understand Customer care Charters?
• Developing a plan to improve your 

customer care
• Handling complaints positively
• Measure and evaluate your processes

and policies
• Apply problem solving techniques in 

decision making
• Understand team dynamics to improve

customer service delivery
• Your role in improving the teams 

performance

You may also be interested in:

Professional Telephone Skills

Learning Objectives
By the end of this course you will be able to...

Day 1 – Customer care in action
• Customer Care v Customer Service
• What are Customer Expectations?
• Communication Skills
• Telephone Techniques
• Building Rapport & Gaining Attention
• Effective questioning skills 
• Listening skills 
• Non Verbal Communication
• Body Language
• Lost customers what’s the cost?

Day 2 & 3 Implementing Customer Care
policies and procedures

• The importance of having a customer 
care policy         

• Developing a customer care charter
• What makes customer care count 
• Set personal customer care goals
• Handling complaints effectively
• Develop strategies for measuring

customer satisfaction
• Apply problem solving and decision 

making techniques.
• Identify ways of implementing change

in response to customer needs
• Monitor effectiveness of Customer care 

polices 
• Empowering Teams to Improve 

customer Service
• Plan and organise development of 

customer care staff

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer

Service
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Title: Influencing & Persuading
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 15 Jan • 12 Feb • 12 Mar • 19 Apr • 17 May •14 Jun 
15 Jul • 16 Aug • 16 Sep • 14 Oct • 15 Nov • 14 Dec

2011 14 Jan • 11 Feb • 11 Mar • 15 Apr • 16 May •13 Jun

Price: £395
per person

It is not just sales people who need to be able to influence and

persuade others. Practically everyone in an organisation needs to be

able to use these skills from time to time. For some employees they

are a vital tool to doing their job effectively.

Good influencing and persuading skills lead to greater co-operation

between employees and reduce conflict and stress. 

This course is designed to develop those skills and achieve ‘win/win’ 

outcomes as a result.

Anyone who would benefit from a greater ability to influence

and persuade at all levels in the workplace.

• Describe the differences 

between persuasion, 

influence and manipulation

• Demonstrate the essential 

skills of persuasion

• Describe the importance of 

trust and credibility

• Demonstrate effective 

questioning and listening skills

• Describe the three tiers of 

influencing

• Plan your negotiation and 

create ‘win/win’ outcomes

• Create a personal 

implementation plan

You may also be interested in:

Assertiveness

Communication, Assertiveness 

and Confidence Building and 

Negotiation Skills

Learning 
Objectives

By the end of this course 
you will be able to...

• Persuasion versus Manipulation

• ‘The Persuasion Structure’

• Demonstrating confidence in 

expression

• The skills of assertiveness

• Influencing techniques

• Defensive positions – the 

hidden agenda

• Managing objections

• Action plans

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer
Service
In

fl
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Title: Negotiation Skills   
Duration: 2 days

2010 26 Jan • 23 Feb • 23 Mar • 28 Apr  27 May • 24 Jun
27 Jul • 26 Aug • 28 Sep • 26 Oct • 25 Nov • 23 Dec

2011 25 Jan • 22 Feb • 22 Mar • 27 Apr  25 May • 22 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £790
per person

One of the major critical success factors for many

organisations is the ability to complete successful

negotiations. Focusing on this involved and challenging

process, this course will highlight the key skills and strategies

needed to negotiate a winning outcome.

Sales people, buyers, managers and anyone who is involved in 

negotiation at any level. 

• Describe the three factors vital 

to a successful negotiation

• Demonstrate effective 

Influencing styles

• Describe the use of currencies 

in a negotiation

• Demonstrate effective 

negotiating tactics

• Create a personal 

implementation plan

You may also be interested in:

Active Listening

Communication Skills

Influencing & Persuading

Motivation

Learning Objectives
By the end of this course you will be able to...

• The negotiation model, 

stages and critical tasks

• Planning the negotiation 

in advance

• Influencing styles

• Needs and currency 

analysis

• Determining the variables 

and circumstances

• Opening the negotiation

• Power balance and inter-

dependence

• Tactics to adopt

• The 10 point planning guide

• Assessment of delegate’s 

negotiations

• Action plans

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer
Service

Sales &
Customer

Service
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First impressions count and an organisation’s reception staff

are the ‘face and voice’ of that organisation. In today’s

competitive environment those first impressions might mean

the difference between winning or losing the deal.

Building the essential skills of a receptionist, including creating 

the right professional image is the focus of this course.

People who need to project a professional image whilst managing the 

reception area of an organisation.

• Describe the role and 

responsibilities of a receptionist

• Demonstrate effective 

questioning and listening skills

• Describe how to project a 

professional image

• Demonstrate the essential skills 

of taking messages, dealing 

with calls and receiving visitors

• Manage your time effectively

You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Managing and Resolving Conflict

Learning Objectives
By the end of this course you will be able to...

• Understanding your role in 

representing your company

• Defining your customers and 

your responsibilities to them

• Projecting a professional 

image

• Questioning and listening 

skills

• Essential reception skills

• Dealing with difficult 

situations - remaining 

calm under pressure

• Managing your time 

effectively

Course Content

Business Benefit

Who Should Attend?

Title: Essential Receptionist Skills
Duration: 1 day
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� 0844 888 2732 lets-talk@eqv.co.uk

2010 12 Jan • 09 Feb • 09 Mar • 14 Apr • 12 May • 09 Jun 
12 Jul • 11 Aug • 13 Sep • 11 Oct • 10 Nov • 09 Dec

2011 11 Jan • 08 Feb • 08 Mar • 12 Apr • 11 May • 08 Jun

Price: £395
per person

Sales &
Customer
Service
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Title: Professional Telephone Skills
Duration: 1 day

2010 13 Jan • 10 Feb • 10 Mar • 15 Apr • 14 May • 14 Jun
12 Jul • 11 Aug • 09 Sep • 13 Oct • 10 Nov • 09 Dec

2011 12 Jan • 09 Feb • 09 Mar • 12 Apr • 13 May • 13 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Telephones play a huge part in communication, both internally

and externally, for any organisation. They also play a big part

in the image people form about an organisation. Good

telephone skills can make an organisation either a pleasure

to deal with or a nightmare. This course looks at building

Professional Telephone Skills that can help your organisation

become a pleasure to deal with.

Any member of staff who regularly uses a telephone.

• Demonstrate telephone 

competence and confidence

• Understand the do’s and 

don’ts of taking and 

making calls

• Demonstrate the skills of 

dealing with difficult calls

• Create a personal 

implementation plan

You may also be interested in:

Communication, Assertiveness 

and Confidence Building

Telesales

Learning Objectives
By the end of this course 

you will be able to...
• Building an image over the 

phone

• Being an ambassador of 

the company

• Understanding tone and  

pitch of voice

• Developing telephone 

confidence

• Handling the key stages of 

the call

• Handling complaints over 

the phone

• Dealing with abusive and 

aggressive behaviour

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer

Service
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Title: Telesales   
Duration: 2 days

Te
le
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� 0844 888 2732 lets-talk@eqv.co.uk

2010 12-13 Jan • 09-10 Feb • 09-10 Mar • 07-08 Apr • 05-06 May • 02-03 Jun

07-08 Jul • 04-05 Aug • 08-09 Sep • 06-07 Oct • 03-04 Nov • 02-03 Dec

2011 11-12 Jan • 8-9 Feb • 8-9 Mar • 5-6 Apr • 4-5 May • 1-2 Jun

Price: £790
per person

Telesales can be a very profitable source of business for 

many organisations, but for the telesales operative it is a 

tough job requiring skill, determination and resilience.

This course starts with the basics and covers every aspect 

of telesales.

New telesales staff or experienced people who would benefit from some 

refresher training.

• Demonstrate the correct breathing 

and voice style techniques

• Demonstrate how to handle both 

positive and negative responses

• Stay in control when dealing with 

difficult situations

• Describe the key telesales concepts

• Demonstrate the correct methods for 

making follow up calls

• Demonstrate effective closing 

techniques

• Create a personal implementation plan

You may also be interested in:

Communication Assertiveness and 

Confidence Building

Influencing and Persuading

Learning Objectives
By the end of this course you will be able to...

• Overcoming ‘telephone 

nerves’

• Telesales knowledge, 

attitude and ability

• Defining the telesales 

professional

• Dealing with difficult people

• Breathing and voice control

• Working with the 

receptionist

• Key telesales concepts

• Useful techniques for 

handling negative and 

positive responses

• Avoiding the common 

mistakes of follow up calls

• Getting attention and 

staying in control

• Closing techniques

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer
Service
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 Title: Time Management for Sales People

Duration: 1 day

2010 15 Jan • 12 Feb • 12 Mar • 19 Apr • 17 May • 14 Jun
19 Jul • 16 Aug • 20 Sep • 18 Oct • 15 Nov • 14 Dec

2011 14 Jan • 11 Feb • 11 Mar • 19 Apr • 17 May • 14 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Sales are the life blood of most companies but the cost of running a

sales force can be considerable. One of the best ways of maximising

its profitability is to ensure that all sales people can effectively 

manage their time.

This course sets out to give sales people the knowledge and skills to

make the best use of their time which will give them greater job 

satisfaction as well as increasing their profitability.

Any sales person, account manager or representative

who needs to fine tune their time management skills.

• Describe the priority tasks of 

selling and the true value of time

• Demonstrate methods for 

dealing with ‘time stealers’

• Understand the importance of 

scheduling key tasks and the 

correct use of To Do lists

• Describe the benefits of 

forward planning

• Delegate effectively to optimise 

the use of your own time

• Effectively manage the time 

spent on external and internal 

meetings

• Create a personal 

implementation plan

You may also be interested in:

Account Management

Negotiation Skills

Upselling

Learning Objectives
By the end of this course you will be able to...

• What are the key activities of 

selling?

• Why is time management so 

important?

• The classic ‘stealers of time’

• Effective forward planning

• Using your diary as a To Do list

• The golden rules of delegation

• Managing meetings

• Creating a post course action 

plan

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer

Service
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Title: Upselling   
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 27 Jan • 24 Feb • 24 Mar • 28 Apr • 26 May •23 Jun
28 Jul • 25 Aug • 29 Sep • 27 Oct • 24 Nov • 23 Dec

2011 26 Jan • 23 Feb • 23 Mar • 27 Apr • 25 May •22 Jun

Price: £395
per person

The cost of acquiring new customers far out ways the

cost of maximising the business potential of existing

customers. Upselling is a vital skill in increasing the

profitability of a sales force.

This course gives sales people the skills to use 

upselling to optimise the use of their time. 

Anyone in a sales role who needs to increase the effective use of their 

time, maximise profits and beat their sales targets. 

• Describe the benefits of 

creating a positive impression

• Demonstrate the skills of 

acquiring customer knowledge

• Recognise and react to 

‘buying signals’

• Differentiate between ‘cross 

selling’ and ‘upselling’

• Demonstrate effective closing 

techniques

You may also be interested in:

Negotiation Skills

Influencing and Persuading

Learning Objectives
By the end of this course you will be able to...

• What is ‘upselling’ and 

‘cross selling’?

• How to increase your sales 

revenue and profitability

• Identifying ‘buying signals’

• Building products and 

services

• Developing listening skills

• Presenting further and 

added value

• Action plans

Course Content

Business Benefit

Who Should Attend?

Sales &
Customer
Service
U

p
se
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n
g
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2010 05 Jan • 02 Feb • 02 Mar • 07 Apr • 05 May • 02 Jun

05 Jul • 04 Aug • 06 Sep • 04 Oct • 03 Nov • 02 Dec

2011 05 Jan • 01 Feb • 01 Mar • 04 Apr • 04 May • 01 Jun

Price: £395
per person

Title: Absence & Grievance Disciplinary Procedures
Duration: 1 day

To have an understanding of employment law and the organisations

HR procedures is important for managers. Not only to protect the

organisation from litigation, but also to ensure that staff will be

treated fairly and impartially should these procedures be brought into

play.

Anyone who may have to deal with disciplinary procedures or

involved in managing absenteeism..

• Describe the organisations employment

policies and procedures.

• Explain the disciplinary procedure.

• Maintain disciplinary records.

• Recognise and address team attitudes

and behaviours.

• Demonstrate effective methods for

recording and assessing absence from

work.

• Demonstrate the skills needed to

conduct effective ‘back to work’

interviews.

You may also be interested in:

Dealing with Negativity

Managing and resolving Conflict

Stress Management

Learning Objectives
By the end of this course you will be able to... • Organisational employment policies.

• Discipline procedures.

• Keeping supporting records and

monitoring the disciplinary process.

• Understanding the staff grievance

procedure.

• Legal aspects of disciplinary and

grievance processes.

• Employment Legislation.

• Interpersonal behaviour and support

skills to maintain discipline at work.

• Supporting individuals to meet

requirements.

• Recording and assessing attendance.

• Managing absence.

• Return to work interviews.

• Benefits of using employee

assistance programmes.

Course Content

Business Benefit

Who Should Attend?

Management
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Title: Appraisal Skills   
Duration: 1 day

2010 08 Jan • 05 Feb • 05 Mar • 09 Apr • 10 May • 07 Jun

07 Jul • 06 Aug • 09 Sep • 07 Oct • 10 Nov • 07 Dec

2011 10 Jan • 04 Feb • 04 Mar • 07 Apr • 09 May • 06 Jun

� 0844 888 2732               lets-talk@eqv.co.uk

Price: £395
per person

Annual appraisals, completed effectively, can be an

opportunity to re-energise, motivate and focus staff

on their key objectives. Completed badly, they can

de-motivate staff and undermine their relationship

with their manager and the organisation.

Anyone currently in a role or moving into a role where they will be 

responsible for conducting appraisals

• Explain the purpose of the 

appraisal process

• Produce a preparation checklist 

for appraisals

• Explain the difference between 

‘Performance Management’ 

and ‘Personal Development’

• Describe an effective format 

for appraisal interviews

• Develop a personal action 

plan to implement the learning

You may also be interested in:

Absence & Disciplinary Management

Motivation

Learning Objectives
By the end of this course you will be able to...

• The purpose of 

appraisals

• Performance 

management

• Setting S.M.A.R.T 

objectives

• Preparing for the 

meeting

• A format for appraisal 

interviews

• Key appraisal skills 

and behaviours

• Feedback skills

• Personal development 

plans

Course Content

Business Benefit

Who Should Attend?

Management
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2010 13 Jan • 10 Feb • 10 Mar • 14 Apr • 13 May • 10 Jun

12 Jul • 11 Aug • 14 Sep • 12 Oct • 15 Nov • 10 Dec

2011 13 Jan • 09 Feb • 09 Mar • 12 Apr • 12 May • 09 Jun

Price: £395
per person

Title: Basic Management   
Duration: 1 day

Most organisations recognise that ‘First Line Management’ is a
pivotal role in the success of a business or project.
Without a sound understanding of a manager’s role and a good
grasp of the basic skills, many may struggle, flounder and possibly
fail. This course provides that understanding and kick-starts the 
development of those skills.

This course is invaluable for everybody involved in working with people, 
projects or information. Those new to management who need to acquire 
and develop management skills. Also experienced managers who would 
benefit from re-acquainting themselves with the basics.

• Define the purpose and 
objectives of the management 
role

• Understand the different ways 
people manage and identify 
the most successful 
management behaviours

• Describe the basic principles 
of Team Building

• Demonstrate how to manage 
the performance of individuals 
and teams

• Understand what motivates 
people and how to develop 
that motivation

• Demonstrate the key skills of 
coaching

• Produce a Personal 
Development Plan that will help
you implement the learning

You may also be interested in:
Appraisal Skills
Interviewing & Recruiting

Learning Objectives
By the end of this course you will be able to...

• Defining the management role
• Management Styles – What 

works best?
• Essential behaviours for 

successful management
• Team Building – What is the 

process? How do we manage it? 
• Performance Management – 

how to make objectives and 
targets actually work

• Motivation – dispelling the 
myths and applying the reality

• The two basic approaches to 
effective coaching

• Creating an action plan to 
develop management skills in 
the workplace

Course Content

Business Benefit

Who Should Attend?

Management
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Title: Chairing Meetings
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

Dates to suit you…

Please contact EQV

Price: £POA
per person

Running a meeting is more than simply sitting down at the head of

the table and telling people what you want. Structuring the meeting

to get the most from the allocated time and allowing all participants

to be involved takes knowledge and practice..

• Anyone who intends running meetings with members of their staff

You may also be interested in:

Appraisal Skills 

Assertiveness 

Coaching & Mentoring 

Motivation 

Progressive Management 

Team Building  

• Roles and responsibilities 

of a chair person

• Ideal characteristics of a 

strong chair person

• Setting and distributing the 

agenda

• Opening 

• Chairing & facilitating 

• Controlling the meeting 

and keeping to the agenda

• Time management 

• Making decisions 

• Running a review 

• Meeting evaluations

Course 
Content

Business Benefit

Who Should Attend?

• Understand the pre-meeting 

essentials

• Know the qualities of a good chair

• Run a Meeting

Learning Objectives
By the end of this course you will be able to...

Management
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Title: Effective Delegation
Duration: 1 day

� 0844 888 2732                www.eqv.co.uk

2010 07 Jan • 03 Feb • 03 Mar • 06 Apr • 06 May • 03 Jun

06 Jul • 05 Aug • 07 Sep • 05 Oct • 04 Nov • 03 Dec

2011 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May • 02 Jun

Price: £395
per person

Most organisations recognise the enormous benefits to be gained 

through creating a culture of Delegation and Empowerment.

Despite this many managers fail to fully realise these benefits.

The misuse of delegation can lead to a ‘Blame Culture’ which leads

to high staff turnover and poor productivity, putting even more

pressure on the beleaguered manager.

This course equips managers to delegate effectively and begin 

the process of building a culture of empowerment and growth.

Any manager who is new to the skills of delegation or is not fully utilising its 

potential. 

You may also be interested in:

Appraisal Skills 

Assertiveness 

Coaching & Mentoring 

Motivation 

Progressive Management 

Team Building  

• Delegation – what are 

the benefits and what 

are the risks?

• The ‘rules’ of delegation

• Planning, Organising, 

Motivating and 

Controlling

• ‘The guide continuum of 

adaptive pressure’ 

(letting go!)

• S.M.A.R.T objectives.

• Empowerment – 

allowing your people to 

grow

• Providing effective 

Feedback

Course 
Content

Business Benefit

Who Should Attend?

• Understand and clearly identify what 

delegation is

• See the benefits & risks of delegation

• Develop the confidence & competence 

of individuals in your team

• Understand how to create an 

empowered workforce

• Deliver meaningful & motivational feedback

• Set achievable & measurable objectives

Learning Objectives
By the end of this course you will be able to...

Management
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Title: Emotional Intelligence
Duration: 1 day

Dates to suit you…

Please contact EQV

Price: £POA
per person

Understanding Emotional Intelligence can make the difference

between average and excellent performance within people.

• Managers and supervisors who wish to develop their skills and abilities
and anyone who wants to understand more about emotional intelligence
and how it can benefit the workplace.

You may also be interested in:

Appraisal Skills 

Assertiveness 

Coaching & Mentoring 

Motivation 

Progressive Management 

Team Building  

• Defining emotional 

Intelligence

• Assessing your own 

Emotional Intelligence

• Understanding your 

emotional responses and the 

impact on others

• Managing and engaging 

emotions within your work 

groups or teams

• Understanding the difference 

between reaction and 

response

• Developing empathy

• Improving task efficiency and 

relational effectiveness

Course 
Content

Business Benefit

Who Should Attend?

• Defining and using Emotional Intelligence

• Identify what is Emotional Intelligence 

(EI)? 

• Be ablt to use and develop EI in the 

workplace 

• Describe the business benefits of using EI 

in the workplace

Learning Objectives
By the end of this course you will be able to...

Management
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Title: Equality & Diversity   
Duration: 1 day

2010 11 Jan • 08 Feb • 08 Mar • 13 Apr • 11 May • 08 Jun

09 Jul • 10 Aug • 10 Sep • 08 Oct •09 Nov • 08 Dec

2011 10 Jan • 07 Feb • 07 Mar • 11 Apr • 10 May • 07 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Both legal and moral imperatives make Equality and Diversity

in the workplace a prerequisite for any organisation working in

today’s multi-cultural society.

This course not only highlights the legal requirements but also

looks at how organisations can embrace diversity and unlock 

the vast amounts of talent and creativity within the workforce.

Anyone and everyone who works with other people.

• Demonstrate an 

understanding of the key 

elements of equal 

opportunities legislation

• Understand the difference 

between prejudice and 

discrimination

• Describe the difference 

between direct and indirect 

discrimination

• Describe the dangers of 

stereotyping

• Appreciate the benefits of 

integration and inclusion

You may also be 

interested in:

Recruiting & Interviewing 

Skills 

Learning Objectives
By the end of this course you will be able to...

• The key elements of 

Equal Opportunities 

Legislation

• Prejudice and 

Discrimination – not the 

same thing

• Direct and Indirect 

discrimination

• Stereotyping

• The benefits of integration 

and inclusion

Course Content

Business Benefit

Who Should Attend?

Management
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Managers and supervisors who wish to develop their skills and abilities and 

become Leaders.

• Understand the difference between 

management and leadership

• Understand four basic Leadership 

Styles

• Describe the key behaviours of 

leadership

• Demonstrate some of the key skills 

that lead to those behaviours

• Explain the importance of having a 

‘Mission’

• Create a Personal Development Plan

You may also be interested in:

Assertiveness

Coaching & Mentoring

Effective Delegation 

Progressive Management

Team Building

Learning Objectives
By the end of this course you will be able to...

• The four basic 

leadership styles

• Key behaviours of 

great leaders

• Leadership skills

• Passion and 

commitment – ‘Having 

a Mission’

• Taking the people 

with you

• Your Personal 

Development Plan

Course
Content

Who Should Attend?

Are great leaders born or can everyone learn Leadership 

Skills and become a great leader? It is often said that the difference

between an organisation that does well and one that achieves

remarkable results is Leadership. This course is designed to instil

the fundamental principles and skills involved in developing a person

from a good manager to a great leader.

Business Benefit

Title: Leadership   
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 18 Jan • 15 Feb • 15 Mar • 20 Apr • 18 May • 15 Jun

16 Jul • 17 Aug • 17 Sep • 15 Oct • 16 Nov • 15 Dec

2011 17 Jan • 14 Feb • 14 Mar • 18 Apr • 17 May • 14 Jun

Price: £395
per person
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Title: Managing Change   
Duration: 1 day

2010 21 Jan • 18 Feb • 18 Mar • 23 Apr • 21 May • 18 Jun

21 Jul • 20 Aug • 22 Sep • 20 Oct • 19 Nov • 20 Dec

2011 20 Jan • 17 Feb • 17 Mar • 21 Apr • 20 May • 17 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

This course is for managers and project sponsors who lead the introduction of

change initiatives into a department or business unit or who have the

responsibility to implement changes initiated by senior managers.

• Describe the main principles of 

Change Management

• Understand the human aspects 

of change

• Describe the main barriers to change

• Create a plan to manage the impact 

of change on staff

• Outline how that plan would 

be implemented

You may also be interested in:

Assertiveness 

Communication Skills

Dealing with Negativity 

Leadership 

Learning Objectives
By the end of this course you will be able to...

• Understanding why 

change is necessary

• Peoples reactions 

(including the 

‘Change Curve’)

• The barriers and how to

overcome them

• Planning & Leading 

people through change

• Dealing with negativity

Course Content

Who Should Attend?

No longer an occasional necessity, change has become almost an

everyday feature of business life. 

The ever increasing pace of technological change and constantly

increasing customer expectations means that organisations have to be

ready to embrace change. They also have to be able to manage its

impact on both the business and its employees. 

Business Benefit
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Title: Managing and Resolving Conflict
Duration: 2 days

� 0844 888 2732 lets-talk@eqv.co.uk

2010 19-20 Jan • 15-16 Feb • 16-17 Mar • 21-22 Apr • 19-20 May • 16-17 Jun

19-20 Jul • 18-19 Aug • 20-21 Sep • 18-19 Oct •17-18 Nov • 16-17 Dec 

2011 18-19 Jan • 15-16 Feb • 15-16 Mar • 19-20 Apr • 18-19 May • 15-16 Jun

Price: £790
per person

Conflict can be inevitable no matter how well a company is run, and

providing people have the skills in place, positive benefits can result

from conflict situations.

This course examines how conflict can arise, the various techniques 

for dealing with it and provides an opportunity for delegates to 

practice new skills.

Anyone who is or could be involved in conflict situations and who

need the confidence to bring about a positive resolution.

• Understand the root causes 

and nature of conflict

• Better understand how 

personalities can have a 

bearing on conflict escalation 

and resolution

• How to recognise and 

anticipate emerging conflict

• Manage and resolve conflict

• Resolve conflict to produce 

more positive outcomes

• Identify and deal with 

behaviours which trigger 

conflict

You may also be interested in:

Assertiveness

Dealing with Negativity

Learning Objectives
By the end of this course you will be able to... • The concept of conflict

o About conflict

o Conflict indicators

o Resolving conflict

• Assertiveness and conflict
o Primary areas of assertion

o Barriers to assertiveness

o A checklist for speaking up

o 7 habits of highly effective 

people

• The listening leader
o The 4 agendas of listening

o Integrated listening

o Real v Pseudo listening

• Mediation Styles/Techniques
o 5 Styles/Methods of 

negotiation

o 7 Steps to resolving conflict

• Situation Conflicts

Course Content

Business Benefit

Who Should Attend?

Management
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Title: Managing Remotely
Duration: 1 day

2010 22 Jan • 19 Feb • 19 Mar • 26 Apr • 24 May • 21 Jun

22 Jul • 23 Aug • 23 Sep • 21 Oct • 22 Nov • 21 Dec

2011 21 Jan • 18 Feb • 18 Mar • 05 Apr • 23 May • 20 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Many of the skills involved in effectively managing staff rely 

upon close contact, observation and continuous communication, so

special skills are required to manage remotely.

This course focuses on the skills of remote management and 

overcoming the difficulties that many organisations face when 

operating from a number of locations.

Anyone involved in remote management.

• Recognise the challenges in 

managing remotely

• Develop a combination of 

communication channels and 

methods to support the remote 

worker

• Create and maintain motivation 

within the remote dynamic

• Ensure the maximum 

contribution from all team 

members

You may also be interested in:

Leadership

Performance Management

Project Management

Team Building

Time Management

Learning Objectives
By the end of this course you will be able to...

• Understanding the challenges

of working and managing 

remotely

• Making effective use of 

appropriate technology

• Using ‘Key Performance 

Indicators’ – setting, agreeing 

and measuring

• Practical ways to maintain 

motivation remotely

• Supporting the individual or 

team remotely

• Developing team spirit and a 

common vision

• Developing methods to 

ensure regular feedback

• Remote delegation and 

negotiation

Course Content

Business Benefit

Who Should Attend?

Management
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Management

Title: Motivation   
Duration: 1 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 25 Jan • 22 Feb • 22 Mar • 27 Apr • 25 May • 22 Jun

23 Jul • 24 Aug • 24 Sep • 22 Oct • 23 Nov • 22 Dec

2011 24 Jan • 21 Feb • 21 Mar • 26 Apr • 24 May • 21 Jun

Price: £395
per person

Managers or supervisors who would like to understand how to create a working 

environment where staff become highly motivated and achieve real job satisfaction.

• Dispel the common myths 

associated with motivation

• Understand the impact a 

manager’s beliefs and actions 

have on motivation

• Outline the main principles of 

human motivation as described 

by McGregor, Hertzberg and 

Maslow

• Demonstrate a strategy for 

applying these principles

• Describe the basic management 

skills that engender motivation

• Create an action plan to improve 

motivation in the workplace 

You may also be interested in:

Assertiveness 

Dealing with Negativity 

Leadership 

Learning Objectives
By the end of this course you will be able to...

• The common myths of motivation

• McGregor’s “Theory X and 

Theory Y” approach to 

management

• Hertzberg’s “Hygiene Theory”

• Maslow’s “Hierarchy of Needs”

• Putting the theories into practise

• Encouraging motivation 

through actions

• Post course implementation plans 

Course Content

Who Should Attend?

One of the most important factors in determining the success of an

operation is the level of motivation within the people involved. 

Highly motivated individuals demonstrate extraordinary levels of 

effort and commitment, whereas de-motivated staff will drag down

productivity and create a negative working environment.

This course is designed to help managers create an environment 

where individual motivation blooms and staff become re-energised, 

focused and keen to get the best result possible. 

Business Benefit
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Title: Performance Management
Duration: 1 day

2010 04 Jan • 01 Feb • 01 Mar • 06 Apr • 05 May • 04 Jun

02 Jul • 03 Aug • 01 Sep • 05 Oct • 02 Nov • 01 Dec

2011 07 Jan • 04 Feb • 23 Mar • 18 Apr • 04 May • 03 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Performance Management plays a key role in ensuring that, those all

important, business goals are met. This course enables managers to

break down organisational goals and create meaningful targets for their

teams and departments. It then goes on to equip them with the tools and

skills to monitor progress against those targets and ensure that the

desired results are delivered.

Managers or supervisors who are responsible for delivering 

results to pre-set targets. 

• Interpret organisational goals 

and convert them into targets 

for your team or department

• Set team and individual 

objectives that satisfy the 

S.M.A.R.T. criteria

• Get individual ‘buy in’ from 

targets

• Demonstrate a system for 

breaking down long term 

goals into short term targets 

and tasks

• Demonstrate a system for 

monitoring progress against 

target

• Describe the actions needed 

to make up ‘shortfalls’

• Create a ‘Timetable for Success’

You may also be interested in:

Basic Management 

Effective Delegation 

Leadership

Information Gathering, Analysing & 

Using for Decisions   

Learning Objectives
By the end of this course 

you will be able to...

• Making your contribution to 

organisational goals

• Setting and agreeing objectives 

using the S.M.A.R.T. criteria

• Getting people to ‘buy in’ to targets

• Breaking down long term goals 

into short term targets

• Monitoring progress against plan.

• Making up shortfalls

• Creating a ‘Timetable for Success’ 

Course Content

Business Benefit

Who Should Attend?

Management
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Title: Personal Effectiveness for Managers
Duration: 2 days

� 0844 888 2732 lets-talk@eqv.co.uk

2010 05-06 Jan • 02-03 Feb • 02-03 Mar • 07-08 Apr  06-07 May • 07-08 Jun

05-06 Jul • 04-05 Aug  02-03 Sep •  06-07 Oct • 03-04 Nov • 02-03 Dec

2011 04-05 Jan • 01-02 Feb • 01-02 Mar • 05-06 Apr  05-06 May • 06-07 Jun

Price: £790
per person

Managers who wish to succeed in competitive working climates by having the ability to 

interact positively with people at all levels.

• Illustrate how behaviour affects 

others

• Demonstrate effective 

interpersonal techniques

• Unlock personal energy and focus 

it on ‘win/win’ outcomes

• Help trigger motivation in others.

• Understand the principles of 

‘Personal Marketing’

• Demonstrate effective 

networking skills

• Develop a post course action plan

You may also be interested in:

Communication, Assertiveness and 

Confidence Building 

Dealing with Conflict

Motivation 

Performance Management

Learning Objectives
By the end of this course 

you will be able to... • Developing a profile for success

• Reflecting achievement

• The need for self perception

• Building confidence

• Effective interaction skills

• Overcoming the barriers 

• Questioning techniques and 

active listening

• Personal Marketing

• Positive projection & 

Assertiveness

• Understanding Passive & 

Aggressive behaviour

• Applying an assertive style

• Motivation

• Influencing skills – getting your 

ideas accepted

• Building rapport

• Implementing Your Strategy

• Personal and group commitment

• Action plans

Course Content

Who Should Attend?

Inter-departmental rivalry, conflicting objectives and personal ambition can both 

create energy and drive in an organisation, or can become the source of conflict, 

hidden agendas and ‘empire-building’.

The ability of managers to deal with colleagues at all levels is what will dictate

whether these natural ‘driving forces’ manifest themselves in a positive or negative

way. This course focuses on helping managers to develop their inter-personal skills

and learn how to harness the energy generated by competitiveness and ambition

and use it in a constructive way.

Business Benefit
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Title: Problem Solving and Making Decisions
Duration: 2 days

2010 11-12 Jan • 08-09 Feb • 08-09 Mar • 13-14 Apr • 12-13 May • 10-11 Jun

08-09 Jul • 09-10 Aug • 07-08 Sep • 11-12 Oct • 08-09 Nov • 07-08 Dec

2011 10-11 Jan • 07-08 Feb • 07-08 Mar • 11-12 Apr • 11-12 May • 09-10 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £790
per person

“Problems and progress go hand in hand.” 

So goes the old adage and it seems just as relevant in today’s 

business environment as it ever did. New technology, a changing

market place, increasing customer expectations; all these things

can throw up problem after problem, all of which require answers if

the organisation is to succeed.

This course looks at Problem Solving as a skill and aims to equip

delegates with a framework on which to develop that skill and make 

informed decisions.

• Know how to describe a 

problem, its nature, scope 

and impact

• Know how to gather and 

interpret information to 

solve a problem

• Know how to plan the 

implementation and 

communication of decisions

You may also be interested in:

Creative Thinking

Project Management

Learning 
Objectives

By the end of this course 
you will be able to...

• Simple ways to recognise, investigate and 
analyse problems

• Objective setting in relation to problems
• Brainstorming and creative thinking techniques
• Difference between data and information 
• How to calculate and use simple averages and

basic summary statistics 
• How to prepare and use grouped data and 

tables
• Interpretation of charts and diagrams
• Methods of indexing, referencing and 

structuring qualitative information
• How to evaluate options
• The importance of adequate and relevant 

information for effective decision-making
• Identification of what information is relevant to 

specific decisions
• Simple decision making techniques
• Effective presentation of a case – ie, providing 

facts and evidence, not just opinion
• Monitoring and review techniques to evaluate 

outcomes of problem solving activities

Course Content

Business Benefit

Anyone who is involved with problem solving and decision making on a

regular basis.

Who Should Attend?

Management
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Title: Project Management 
Duration: 2 days

� 0844 888 2732 lets-talk@eqv.co.uk

2010 14-15 Jan • 11-12 Feb • 11-12 Mar • 19-20 Apr • 17-18 May • 15-16 Jun

13-14 Jul • 12-13 Aug  • 13-14 Sep • 14-15 Oct • 11-12 Nov • 13-14 Dec

2011 13-14 Jan • 10-11 Feb • 10-11 Mar • 13-14 Apr • 16-17 May • 14-15 Jun

Price: £790
per person

Project managers and anyone who may be responsible for overseeing 
future projects.

• Define the roles within project 
management

• Create a project plan

• Demonstrate how to monitor 
a project plan

• Describe the process for 
managing a project to 
completion

• Measure the success of a 
project and ascertain the 
lessons to be learned

You may also be interested in:

Budgets and Costs

Creative Thinking

Problem Solving

Learning Objectives
By the end of this course 

you will be able to... • Definitions of project 

management

• Project management roles

• Defining the business purpose

• Cost analysis and benefits

• Risk analysis and 

management

• Creating the project plan

• Contingencies and estimating 

task duration

• Monitoring the plan

• Earned value analysis

• Managing the project to 

completion

• Project completion and 

lessons learned

Course Content

Who Should Attend?

Effective project management is a vital requirement for any organisation

involved in expansion or development. Without it budgets may over-run,

deadlines be missed or projects fail to meet their objectives.

This two day course focuses on the process of project management and

in particular making the best possible use of budget and resources.

Business Benefit

Management
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Title: PRINCE2 Foundation
Duration: 3 days

2010 18–20 Jan • 22-24 Feb • 15–17 Mar • 19-21 Apr • 17–19 May • 14–16 Jun

12–14 Jul • 16–18 Aug • 20–22 Sept • 18–20 Oct • 15–17 Nov • 6–8 Dec

2011 17–19 Jan • 21-23 Feb • 14–16 Mar • 18-20 Apr • 16–18 May • 13–15 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £850
per person

Effective project management is vital for growth and development 

of most organisations. PRINCE2 is probably the most proven 

project management systems in existence and is recognised 

throughout the business world.  This course is a three day

foundation programme which gives delegates a firm grounding in the

terminology, skills and practises of PRINCE2 project management.

Junior Project Managers, Team Managers or anyone involved in 

a project support or project assurance role.

DAY 1
Introduction
Overview
Processes, Themes, Techniques
Overview of Processes
Business Case Theme
Starting Up a Project
Organisation Theme
Risk Theme

DAY 2
Initiating a Project
Controlling a Stage
Managing Product Delivery
Managing Stage Boundaries (SB)
Plans Theme
Product Based Planning Technique
Planning

You may also be interested in:

Project Management

DAY 3
• Controls Theme
• Quality Theme
• Quality Review Technique
• Change Control Theme
• Configuration Management

Theme
• Closing a Project
• Directing a Project – Review
• Revision 
• Foundation exam

The Exam is a 70 question paper
with a pass rate of 50%.

Course Content

Business Benefit

Who Should Attend?

Management
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Title: PRINCE2 Practitioner
Duration: 5 days

� 0844 888 2732 lets-talk@eqv.co.uk

2010 18–22 Jan • 22-26 Feb • 15–19 Mar • 19-23 Apr • 17–21 May • 14–18 Jun

12–16 Jul • 16–20 Aug • 20–24 Sept • 18–22 Oct • 15–19 Nov • 6–10 Dec

2011 17–21 Jan • 21-25 Feb • 14–18 Mar • 18-22 Apr • 16–20 May • 13–17 Jun

Price: £1350
per person

Project Managers, Team Managers or anyone involved in a project support or project

assurance role who requires a comprehensive, practical introduction to the PRINCE2 

method.

DAY 1
• Introduction
• Overview
• Introduction to Processes, Themes, Techniques
• Overview of Processes
• Business Case Theme
• Starting Up a Project
• Organisation Theme
• Risk Theme

DAY 2
• Initiating a Project
• Controlling a Stage
• Managing Product Delivery
• Managing Stage Boundaries (SB)
• Plans Theme
• Product Based Planning Technique
• Planning

DAY 3
• Controls Theme
• Quality Theme
• Quality Review Technique
• Change Control Theme
• Configuration Management Theme
• Closing a Project
• Directing a Project – Review
• Revision and Foundation exam

DAY 4
• Practitioner Exam technique / structure
• Practise examination questions
• Summary, Exam technique & Strategy

DAY 5
PRINCE2 2009 Practitioner Examination
• 2.5 hour Objective Test
• 108 possible marks 55% pass mark
• Open book (PRINCE2 manual only)

Course Content

Who Should Attend?

Effective project management is vital to the growth and development of most

organisations. PRINCE2 is probably one of the most proven project management 

systems in existence and is recognised throughout the business world.

This course is a 5 day programme which gives delegates a firm understanding of the

terminology, skills and practises of PRINCE2 project management leading all the way

to taking the PRINCE2 Practitioners Examination administered by the Association of 

Project Managers Group (APMG).

Business Benefit

MManagement
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Title: Recruiting & Interviewing Skills
Duration: 1 day

2010 19 Jan • 16 Feb • 16 Mar • 22 Apr • 20 May • 18 Jun
16 Jul • 17 Aug • 16 Sep • 19 Oct • 16 Nov • 16 Dec

2011 18 Jan • 15 Feb • 15 Mar • 04 Apr • 19 May • 17 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

When it comes to recruiting new staff, the cost of getting it wrong can be

enormous for the organisation and the individual concerned.

This course is aimed at attracting and selecting the ‘right’ candidate for the

job. The course is designed to help all of those who are involved in the 

recruitment and selection process to get it right – first time and every time! 

Anyone involved in the recruitment and selection of staff. 

• Explore sources of potential 

recruits

• Create a Job Description and 

matching Person Profile

• Describe the impact of anti-

discrimination laws

• Demonstrate the techniques for 

short listing

• Demonstrate basic interviewing 

skills

• Develop selection skills

• Create a post course 

implementation plan 

You may also be interested in:

Communication Skills 

Effective Interviewing Skills

Equality & Diversity 

Learning Objectives
By the end of this course you will be able to...

• Sourcing potential 

recruits

• Creating a Job 

Description

• Creating a Person 

Profile

• An overview of UK anti-

discrimination laws

• How to create a short 

list

• Basic Interviewing Skills

• Experiential Questioning

• Picking the right 

candidate

• Making a job offer

• Action Plans 

Course Content

Business Benefit

Who Should Attend?

Management Management
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Title: Strategic Planning and Implementation
Duration: 2 day

� 0844 888 2732 lets-talk@eqv.co.uk

2010 19-20 Jan • 16-17 Feb • 16-17 Mar • 21-22 Apr  • 19-20 May • 16-17 Jun

19-20 Jul • 18-19 Aug  • 20-21 Sep • 18-19 Oct • 17-18 Nov • 16-17 Dec

2011 19-20 Jan • 16-17 Feb • 16-17 Mar • 20-21 Apr  • 19-20 May • 16-17 Jun

Price: £790
per person

Managers, executives and anyone involved in planning and/or
implementing strategic initiatives.

• Understand the need for
strategic planning

• Understand the difference
between vision, mission and
goals

• Prepare an effective strategic
business plan

• Assess opportunities and threats
• Identify driving forces within the

business
• Evaluate implementation options
• Understand how change affects a

business
• Conduct a Gap analysis
• Link strategy to actions
• Monitor and control

implementation

Learning Objectives
By the end of this course you will be able to...

Benefits of Strategic planning
Setting vision and mission statements
Defining SMART goals
Analyse your current position :
SWOT & Competitor analysis
PESTEL
Align strategies to capabilities
Choosing strategies to meet
stakeholder needs
Managing Change
Determine gaps between current and
needed organisation characteristics
Establish appropriate objectives and
milestones plan
Setting up Metrics to measure
performance
KPI s
Balanced Scorecard
Economic Value added

Course Content

Who Should Attend?

Strategic planning enables an organisation to shape and guide
its overall business objectives. Effective planning allows an
organisation to create a framework for developing, adapting
and aligning organisational vision and goals to achieve
sustained competitive advantage or efficiency.

Business Benefit

Management
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Title: Stress Management
Duration: 1 day

2010 22 Jan • 19 Feb • 19 Mar • 27 Apr • 25 May • 23 Jun
21 Jul • 20 Aug • 21 Sep • 22 Oct • 19 Nov • 21 Dec

2011 21 Jan • 18 Feb • 18 Mar • 21 Apr • 24 May • 22 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £395
per person

Anyone who wishes to be able to better manage the pressures they face at

work.

• Identify the different types of 

stress and its causes

• Describe the effects of stress 

in the workplace

• Practise positive thinking and 

relaxation techniques

• Create a personal ‘Stress 

Management Plan’

You may also be interested in:

Assertiveness

Communication, Assertiveness 

and Confidence Building

Dealing with Negativity

Learning Objectives
By the end of this course you will be able to...

• Understanding Stress – 

What is it and how does it 

happen?

• The signs, symptoms, 

causes and triggers of stress

• Understanding a stressful 

mindset

• Recognising stress induced 

behaviours

• Managing stress – ‘Stress 

Busters’

• Dealing with anxiety and 

panic – preventing stress

• Learning how to relax

• How to take the stress out 

of managing others

Course Content

Who Should Attend?

Work related stress is now one of the biggest causes of absence from the

workplace and trends indicate that the figures are getting worse not

better. Some degree of stress in our lives is vital. It is what keeps us alert

and helps us develop, however, too much stress can lead to both mental

and physical illness.

This course is designed to help us understand what stress is and then

outlines the strategies for managing it. It can help us to restore calmness, 

clarity and concentration to the workplace.

Business Benefit

Management
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Title: Team Building    
Duration: 1 day

2010 11 Jan • 08 Feb • 08 Mar • 06 Apr • 04 May •01 Jun
06 Jul • 03 Aug • 07 Sep • 05 Oct • 02 Nov • 01 Dec

2011 10 Jan • 07 Feb • 07 Mar • 04 Apr • 03 May •27 Jun

� 0844 888 2732 lets-talk@eqv.co.uk

Price: £395
per person

Effective teamwork is one of the cornerstones to productivity.

A well led, cohesive team can not only produce excellent 

results but do so consistently.

This course is aimed at giving team leaders the 

knowledge and skills needed to build effective teams.

Newly appointed or existing managers and supervisors who are seeking more 

effective relationships with their teams and colleagues.

• Describe four different leadership 

styles and their impact on staff

• Outline the role and primary 

responsibilities of a team leader

• Understand how teams come 

together and form

• Appreciate how behaviour affects 

team performance

• Demonstrate the key 

communication skills of an 

effective team leader

• Understand the importance of 

delegation

• Demonstrate the skills of 

delivering developmental 

feedback

• Create a personal 

implementation plan

You may also be interested in:

Coaching & Mentoring 

Effective Delegation

Leadership 

Motivation 

Performance Management

Learning Objectives
By the end of this course you will be able to...

• Leadership Styles

• The role and responsibilities 

of a team leader

• Tuckman’s model of team 

formation

• The effect of behaviour on 

teamwork

• How to be an effective team 

leader

• Delegation

• Feedback

• Action plans

Course Content

Business Benefit

Who Should Attend?

Management
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 Title: Level 2 Award in Team Leading

Duration: 3 days

2010 04-06 Jan • 01-03 Mar • 04-06 May 

05-07 Jul • 06-08 Sep  • 01-03 Nov

2011 03-05 Jan • 01-03 Mar • 03-05 May 

� 0844 888 2732                www.eqv.co.uk

Price: £1185
per person

This programme aims to give practising or potential team and 

cell leaders the foundation for their formal development in 

this role.  The qualification does this by developing basic 

team leading skills. 

• Develop yourself 

as a team leader

• Motivate the work 

team to perform

• Plan and monitor 

work

You may also be 

interested in:

ILM Level 3 Award in 

First Line Management

Learning 
Objectives

By the end of this course 
you will be able to...

• Understand the roles, functions 

and responsibilities of the team 

leader and the limits of their 

authority and accountability

• Know how to seek, accept and 

respond positively to feedback on 

personal performance to improve 

workplace performance

• Understand the organisation’s 

requirements in relation to 

individual performance

• Understand how to address 

underperformance and what 

motivates people

• Understand how to work within 

the organisation’s policies, 

procedures and priorities

• Understand how to plan and 

allocate work

• Understand how to monitor a 

team’s work

Course Content

Business Benefit

Attendees should be either practising or aspiring team leaders.

Who Should Attend?

Management
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Title: Level 3 Award in First Line Management
Duration: 5 days

� 0844 888 2732 lets-talk@eqv.co.uk

Delivered over 5 weeks one day a week, starting on:

2010 10 May • 12 Jul • 13 Sep • 08 Nov

2011 10 Jan • 07 Mar • 09 May

Price: £2225
per person

This programme aims to give practising or potential 

first line managers the foundation for their formal

development in this role. The qualification does this by 

developing basic management skills.

Attendees will normally be either practising or aspiring first line managers 

• Leadership

• Solving problems 

and making decisions

• Building the team

• Managing 

performance

• Organising and 

delegating

You may also be 

interested in:

ILM Level 5 Award 

in Management

Learning
Objectives

By the end of this course you will 
be able to demonstrate an

understanding of the following:
• Understand leadership styles and 

qualities and review own leadership 

qualities and potential

• Know how to describe a problem, 

its nature, scope and impact.  

• Learn how to gather and interpret 

information to solve a problem 

• Learn how to plan the 

implementation and 

communication of decisions

• Understand how to develop 

and maintain trust at work and 

know how to build the team

• Understand how to manage 

performance

• Use techniques for performance 

monitoring and evaluation

• Know how to organise people to 

achieve objectives and how to 

delegate to achieve workplace 

objectives

Course Content

Business Benefit

Who Should Attend?

MManagement
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Title: Level 5 Award in Management
Duration: 7 days

Delivered over 7 weeks one day a week, starting on:

2010 23 March  •  22 Jun •  21 Sept

2011 11 Jan  •  23 Mar  •  21 Jun

� 0844 888 2732                www.eqv.co.uk

Price: £3500
per person

The Level 5 Award in Management aims to give practising or potential 

middle managers the foundation for their formal development in this 

role.  The programme has two primary objectives. To assist participants 

in gaining the knowledge required by a middle manager and to develop 

middle management skills.

• Understand the 

management role

• Develop the 

manager as a critical 

thinker

• Manage stress and 

conflict in the 

organisation

You may also be 

interested in:

ILM Level 3 Award First 

Line Manager

ILM Level 7 Award in 

Executive Management

Learning 
Objectives

By the end of this course 
you will be able to...

• Understand the organisation’s purpose 

• Understand the specific responsibilities 

of middle managers in enabling an 

organisation to achieve its goals, 

• Evaluate personal development 

opportunities to improve own managerial 

performance.

• Understanding Communication and 

interpersonal relationships affecting 

managerial performance in the workplace

• Examine the validity and appropriateness 

of theories and practices to inform effective 

management and leadership practice

• Critically review own beliefs, attitudes 

and value systems 

• Identify why stress needs to be reduced

• Examine the different signs of stress and its 

causes

• Identify signs of stress in others

• Describe & manage the effects of stress in the 

workplace

• State the reasons, symptoms and responses for 

conflict

• Recognise the importance of standards of 

performance and behaviour

Course Content

Business Benefit

Management

Practising or aspiring middle managers

Who Should Attend?

Management
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Title: Basic Company Finance
Duration: 1 day

� 0844 888 2732 64 lets-talk@eqv.co.uk

2010 12 Jan • 09 Feb • 09 Mar • 13 Apr • 12 May • 09 Jun
09 Jul • 10 Aug • 13 Sep • 11 Oct • 12 Nov • 09 Dec

2011 12 Jan • 08 Feb • 08 Mar • 11 Apr • 11 May • 08 Jun

Price: £395
per person

Anyone who needs to understand financial terminology and the basic 

principles of company accounts.

• Describe the ‘Money Cycle’

• Understand the meaning and 

importance of cash flow

• Explain basic financial 

terminology

• Describe the accounting 

procedure

You may also be interested in:

Budgets & Costs

Credit Control

Finance for the Non-Financial 

Manager

Learning Objectives
By the end of this course you will be able to...

• Understanding the 
money cycle

• The obligatory paperwork 
and terminology

• What happens in 
accounts?

• Understanding 
overheads and VAT

Course Content

Who Should Attend?

For an organisation to manage its finances effectively 

it is vital that all managers have an understanding of basic

company finance. This course is aimed at managers who

have little or no experience of company accounts and will give

them an insight into the terminology and basic concepts of

company accounts.

Business Benefit
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Title: Credit Control   
Duration: 1 day

2010 27 Jan • 24 Feb • 24 Mar • 28 Apr • 27 May •24 Jun
26 Jul • 25 Aug • 28 Sep • 26 Oct • 29 Nov • 17 Dec

2011 27 Jan • 23 Feb • 23 Mar • 28 Apr • 26 May •23 Jun

� 0844 888 2732        65 www.eqv.co.uk

Price: £395
per person

Anyone who has responsibility for credit control and/or debt collection 

in their organisation.

• Demonstrate a clear understanding

of the ‘payment cycle’

• Understand best practise in credit 

control and debt collection

• Make effective credit control calls

• Deal with reluctant payers

• Understand the relevant legislation

You may also be interested in:

Budgets & Costs

Finance for Non Finance Managers

The Basic Company Finance Cycle 

and Terminology

Learning Objectives
By the end of this course you will be able to...

• ‘Fear of asking’ – cash 

flow blackmail

• Understanding the 

payment cycle

• Defining your payment 

terms and credit limits

• Making credit control 

calls – effective

telephone skills

• Dealing with stubborn 

payers

• Understanding the 

legislation

Course Content

Who Should Attend?

Cash flow provides an organisation with its ‘oxygen’ – a lack

of it causes suffocation and possibly, bankruptcy.

One of the key elements in ensuring healthy cash flow is

effective credit control.

This one day workshop looks at best practise in credit control

and gives delegates the necessary skills 

and knowledge to manage creditors effectively.

Business Benefit

Finance



Title: Finance for Decision Makers   
Duration: 1 day

� 0844 888 2732 66 lets-talk@eqv.co.uk

2010 15 Jan • 12 Feb • 12 Mar • 16 Apr • 17 May •14 Jun
14 Jul • 13 Aug • 16 Sep • 14 Oct • 17 Nov • 14 Dec

2011 14 Jan • 11 Feb • 11 Mar • 15 Apr • 16 May •13 Jun

Senior managers make decisions that affect all areas of a business.
This course will enhance or refresh their understanding of finance and
accounts and therefore give them the skills to make better decisions

Senior Managers who are making operational decisions who need to
understand the financial consequences.  You are likely to have a role
where you are frequently exposed to financial issues and discussions
and you want to increase your understanding of the terminology and
principles being used.

• Describe the main accounting statements and 

how they link together

• Understand the difference between historic   

accounting and future forecasting

• Explore how different accounting treatments 

can lead to very different accounting results

• Discuss key finance terms such as 

depreciation, accruals, prepayments and how 

these may be calculated

• Review the high level principles of pension 

accounting and the impact that this can have

• Discuss the impact of working capital 

management and your role in thi

• Review your own accounts and information 

presented to you

• Consider how to read financial statements and

how they may be used in different 

circumstances

Learning Objectives
By the end of this course you will be able to...

Key accounting statements
Historic cost accounting
Forecasts
Different accounting
treatments
Key accounting terms
Pensions overview
Impact of working capital
Own accounts review
Reading financial accounts
Responsibilities

Course Content

Business Benefit

Who Should Attend?

Price: £395
per person
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Title: Finance for Non-Financial Managers
Duration: 1 day

2010: 15-Jan • 11-Feb • 11-Mar • 16-Apr • 14-May • 11-Jun
14-Jul • 13-Aug • 15-Sep • 13-Oct • 12-Nov • 13-Dec

2011: 14-Jan • 10-Feb • 10-Mar • 15-Apr • 13-May • 10-Jun

� 0844 888 2732        67 www.eqv.co.uk

Price: £395
per person

To understand how the finance function uses finance targets and
measures and how budgets and forecasts are managed that will impact
on your day to day operational decisions

Explain the main accounting
statements, ie P&L, Balance Sheet
and Cashflow
Explore budget objectives and the
different methods of creating
budget
Understand what is meant by
variances and how they can be
controlled
Understand the difference between
fixed and variable costs
Discuss how long term decisions are
made and the different techniques
used for making capital investment
decisions and how depreciation is
calculated
Consider other management
methods, eg balanced scorecard
Create an action plan for improving
the management of budgets

You may also be interested in:
Credit Control
Finance for Decision Makers

Learning Objectives
By the end of this course 

you will be able to...
The basic principles of company
accounts.
Objectives of budgets
Monitoring budgets
Overcoming the balance sheet barrier.

  Money In-share capital, loan capital and
reserves.
Money Out -fixed assets, working
capital and reserves.
Working capital The Money go
Round .
Profit and Loss accounts.
Cash flow forecasting.
Capital decisions and Depreciation
The managers role in company
finance.

Course Content

Business Benefit

Any staff who wish to improve their understanding of company finance.

Who Should Attend?

Finance
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Title: Microsoft Office 2007 Upgrade
Duration: 1 day

2010 22 Jan • 19 Feb • 19 Mar • 23 Apr • 25 May •22 Jun
21 Jul • 20 Aug • 21 Sep • 21 Oct • 19 Nov • 21 Dec

2011 21 Jan • 18 Feb • 18 Mar • 26 Apr • 24 May •21 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £199
per person

IT Skills

Upgrading to a new version of software can cause issues with
current users and require a large support overhead. Overcome
these issues by preparing users for the changeover.

Anyone who currently uses Microsoft Office and are about 
to, or have already, upgraded to Microsoft Office 2007.

• Understand the new 
features and changed 
options in:

o Word
o Excel
o PowerPoint

You may also be 
interested in:
PowerPoint Advanced
Word Advanced 
Excel Advanced

Learning 
Objectives

By the end of this course 
you will be able to...

The User Interface:
Themes & Office Styles
Charting & Diagramming
Merging Documents
Document Information Panel
Chart Styles & Pivot Table Styles
Rich Conditional Formatting
Resizable Formula Bar
Improved Filtering & Sorting
Enhanced Table Features
OfficeArt in Charts, ClearType Fonts
Chart Templates
Enhanced Pivot Table Features
Custom Slide Layouts, SmartArt 
Graphics
Enhanced Animation Effects
New Text Options, Proofing Features
Enhanced Table & Chart Functions
Presenter View
Slide Libraries, Securing Your 
Presentation

Course Content

Business Benefit

Who Should Attend?
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Businesses rely on data being easily accessible and quick 
to find. By using Access to create well designed databases, 
data can be retrieved and reported on in an instant.

• Design and create 
a database using 
course handouts

• Produce professional 
reports from data 
input 

• Explore transferring 
data from other 
sources

You may also be 
interested in:
Access Intermediate
Access Advanced
VBA for Access

Learning 
Objectives

By the end of this course 
you will be able to...

• Introduction to Databases
• Database Terminology
• Introduction to the Access 

Environment
• Table Design
• Indexing Fields
• Adding & Editing Data
• Changing the Table Layout
• Importing & Linking Data
• Types of Forms 
• The Form Wizard 
• Designing Forms 
• Pivot Table Forms 
• Calculations on Forms
• Simple Query Wizard 
• Designing new Queries 
• Formula and Criteria Creation
• Calculations in Queries
• Reports
• Using the Report Wizard 
• Calculated and Statistical Fields

Course Content

Business Benefit

Title: Microsoft Access Introduction
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 04 Jan • 01 Feb • 01 Mar • 01 Apr • 04 May • 01 Jun
01 Jul • 02 Aug • 31 Aug • 01 Oct • 01 Nov • 01 Dec

2011 04 Jan • 01 Feb • 01 Mar • 01 Apr • 04 May • 01 Jun

Price: £165
per person

This course is suitable for you if you need to understand the
basic concepts of how a database is structured. 

Who Should Attend?

IT Skills
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Title: Microsoft Access Intermediate
Duration: 1 day

2010 11 Jan • 08 Feb • 08 Mar • 12 Apr • 11 May • 09 Jun
08 Jul • 09 Aug • 07 Sep • 08 Oct • 08 Nov • 08 Dec

2011 10 Jan • 07 Feb • 07 Mar • 11 Apr • 10 May • 08 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £199
per person

IT Skills

With the amount of data being stored in databases these
days, solid database design is more important now than it
ever has been. By learning about relational databases and the
additional benefits they give you, your database will always
work in the most efficient way.

This course is valuable for anyone who plans to prototype, build 
and integrate relational database applications using Access.

• Design and create a 
relational database

• Create multi table forms 
and reports

• Perform multi table 
queries 

• Explore advance queries

You may also be interested in:
Access Advanced
VBA for Access

Learning Objectives
By the end of this course 

you will be able to... • Introduction to 
Relational databases

• Relational Database 
Design

• Linking Tables
• Database Integrity & 

Validations
• Multi-table Applications
• Multi-table Forms
• Main/Sub Forms
• Linked Forms
• Multi Tables Queries
• Advanced Queries
• Querying Multi-Tables
• Action Queries

Course Content

Business Benefit

Who Should Attend?
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The use of advanced queries and macros will ensure
that your Access databases will be more user friendly 
and run more efficiently.

This course is valuable for anyone who plans to prototype, build and 
integrate relational databases using Access to an advanced level.

• Create and save macros
• Perform advanced queries
• Carryout basic Database 

administration

You may also be interested in:
VBA for Access

Learning Objectives
By the end of this course 

you will be able to... • Advanced Queries
• Querying Multi-Tables
• Action Queries
• Cross tab/Summary Queries
• Calculations in Queries
• Querying from a Form
• Macros
• In Forms
• In Reports
• Password Protection
• Database Administration
• Database Backup
• Repairing a Database

Course Content

Business Benefit

Who Should Attend?

Title: Microsoft Access Advanced
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 18 Jan • 15 Feb • 15 Mar • 19 Apr • 17 May • 14 Jun
15 Jul • 16 Aug • 14 Sep • 14 Oct • 15 Nov • 15 Dec

2011 17 Jan • 14 Feb • 14 Mar • 13 Apr • 16 May • 13 Jun

Price: £255
per person

IT Skills
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Title: Microsoft Excel Introduction
Duration: 1 day

2010 08 Jan • 09 Feb • 09 Mar • 13 Apr • 13 May • 10 Jun
09 Jul • 10 Aug • 09 Sep • 11 Oct • 09 Nov • 09 Dec

2011 07 Jan • 08 Feb • 08 Mar • 12 Apr • 12 May • 09 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Being able to analyse numerical data statistically and in chart
form is a widespread need within many businesses and Excel 
is the ideal tool to use to do this.

• Enter and edit data within 
a spreadsheet

• Manipulate data using 
formulas and formats

• Create charts using the 
chart wizard

• Manage links between 
sheets and workbooks

You may also be interested in:
Excel Intermediate 
Excel Advanced 

Learning Objectives
By the end of this course you will be able to...

• Entering & Editing Data
• File Management
• Formulas & Functions
• Cut/ Copy & Paste
• Formatting
• Printing & Page Set-up
• Charts
• Named Ranges
• Linking Workbooks

Course Content

Business Benefit

This course is suitable for you if you need to create a brand new
spreadsheet to perform budgets, cash projections and sales
analysis. Creating formulae to add columns of information and 
work out simple statistics such as finding an average. Equally if 
you have to report financial information to people in the form of
numerical or graphical reports. Being able to analyse groups of 
data from separate files or pages will also be achieved.

Who Should Attend?
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Being able to handle large amounts of raw data can be a
problem in today’s businesses. The tools and techniques
learnt on this course will arm you with the knowledge to 
be able to make sense of all of your information.

• Query values within a 
spreadsheet

• Store and utilise records within 
a database

• Create and manage pivot 
tables and Pivot charts

You may also be interested in:
Excel Advanced 

Learning Objectives
By the end of this course you will be able to...

• The IF Function
• The Lookup Function
• Data Functions
• The Auditing Toolbar
• List Management
• Pivot Tables & Pivot Charts

Course Content

Business Benefit

Title: Microsoft Excel Intermediate
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 14 Jan • 16 Feb • 16 Mar • 20 Apr • 20 May • 17 Jun
16 Jul • 17 Aug • 16 Sep • 19 Oct • 16 Nov • 16 Dec

2011 14 Jan • 16 Feb • 16 Mar • 20 Apr • 20 May • 17 Jun

Price: £199
per person

This course is suitable for you if you need to have data appear on the worksheet
according to certain conditions, e.g. Display the word chase in a cell if an invoice
is older than 60 days old. If you need to visually trace the logical flow of formulae
across a Worksheet and/or map circular references. If you need to maintain a
single list of up to a few thousand items in rows e.g. a list of company cars,
personnel, or products or invoices.

Who Should Attend?

IT Skills
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Title: Microsoft Excel Advanced
Duration: 1 day

2010 27 Jan • 23 Feb • 23 Mar • 27 Apr • 25 May • 22 Jun
23 Jul • 24 Aug • 23 Sep • 22 Oct • 23 Nov • 23 Dec

2011 27 Jan • 22 Feb • 22 Mar • 26 Apr • 24 May • 21 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £255
per person

IT Skills

Everyone understands how important spreadsheets are but 
being able to automate processes within them can save a
business time and money.  Learning how to develop and use 
macros supports this process.

Those who wish to create their own customised functions to perform
calculations, specific or unique to a task and gain greater control of the 
Excel environment by learning the Excel programming language.

• Record repetitive series of 
keystrokes and commands

• Create customised 
functions to perform 
calculations

• Understand the basics of 
the Excel programming 
language

You may also be interested in:
Excel VBA 

Learning Objectives
By the end of this course you will be able to...

• Templates
• The Data Analysis Toolpak
• Automating Spreadsheets
• The Visual Basic Editor
• Programming 

Fundamentals
• Interacting with the User
• Making Decisions
• Repeating Code

Course Content

Business Benefit

Who Should Attend?
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Title: Microsoft Outlook Introduction
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 06 Jan • 03 Feb • 03 Mar • 07 Apr • 06 May • 04 Jun
05 Jul • 04 Aug • 02 Sep • 05 Oct • 03 Nov • 03 Dec

2011 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May • 03 Jun

Email communication is now an essential part of anyone's 
job and ensuring effective use of this tool is a must for any 
business.

Anyone wishing to learn how to send and receive email, schedule
meetings and appointments and organise their daily work.

• Send, receive, forward 
and reply to emails

• Enter and manage 
appointments in 
calendar

• Enter and manage 
information in contacts

• Enter and manage 
tasks for yourself and 
others

You may also be 
interested in:
Outlook Intermediate
Outlook Advanced

Learning 
Objectives

By the end of this course 
you will be able to...

• Electronic Mail
• The Calendar
• Contacts
• Tasks
• The Journal
• Notes

Course Content

Business Benefit

Who Should Attend?

Price: £165
per person

IT Skills
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n Title: Microsoft PowerPoint Introduction
Duration: 1 day

2010 29 Jan • 16 Feb • 16 Mar • 20 Apr • 20 May • 17 Jun
16 Jul • 17 Aug • 16 Sep • 18 Oct • 16 Nov • 16 Dec

2011 28 Jan • 15 Feb • 15 Mar • 19 Apr • 19 May • 16 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Creating slideshow presentations is a powerful way for 
anyone to get their message across to an audience. 

This course is suitable for you if you need to create a 
professional and effective presentation.

• Create and display a 
presentation

• Format and edit graphics and 
text within a slide

• Design, save and use master 
templates

• Use URLs and hyperlinks in a 
presentation

• Print speaker notes

You may also be interested in:
PowerPoint Advanced

Learning Objectives
By the end of this course you will be able to...

• PowerPoint Basics
• Slide Creation
• Graphics
• Slide Shows
• Templates
• Multi-Media
• Printing Options

Course Content

Business Benefit

Who Should Attend?
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Title: Microsoft PowerPoint Advanced
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 25 Jan • 22 Feb • 22 Mar • 26 Apr • 24 May • 21 Jun
22 Jul • 23 Aug • 22 Sep • 21 Oct • 22 Nov • 22 Dec

2011 24 Jan • 21 Feb • 21 Mar • 20 Apr • 23 May • 20 Jun

Keeping the audience interested and getting your message
across are two important objectives when creating 
presentations. Using the more advanced features of 
PowerPoint will ensure you achieve these objectives.

Anyone who uses PowerPoint in their daily work and needs to be able to
use the more advanced features in PowerPoint to form highly effective
presentations and learn how to present their work.

• Customise templates, 
masters and  
backgrounds

• Add sounds, movies 
and graphics to slides

• Use hyperlinks and 
action buttons

• Import and export 
slides from other 
presentations

You may also be 
interested in:
Presentation Skills

Learning 
Objectives

By the end of this course 
you will be able to... • Principles of good Slide Design

• Creating high impact slides
• Communicating the message 

effectively
• Creating and customising 

templates, masters and 
backgrounds

• Using tables to display data 
• Importing and linking data 

from Excel to charts
• Movies & Sounds
• Hyperlink & Action buttons
• Slide Show features & controls
• Rehearsing Shows
• Notes and Handouts

Course Content

Business Benefit

Who Should Attend?

Price: £199
per person

IT Skills
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Title: Microsoft Project Introduction
Duration: 1 day

2010 20 Jan • 17 Feb • 17 Mar • 21 Apr • 21 May • 18 Jun
16 Jul • 19 Aug • 17 Sep • 19 Oct • 17 Nov • 17 Dec

2011 19 Jan • 16 Feb • 16 Mar • 20 Apr • 20 May • 17 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Within business many individuals now need to use
project management skills to help run and control 
projects. Microsoft Project is the ideal tool to do this.

This course is suitable for you if you need to create projects in which
estimated durations, task dependencies and the possible levelling of 
resource conflict is involved.

• Create a project plan

• Explore resources

• Link tasks together

You may also be interested in:
Project Advanced

Learning Objectives
By the end of this course you will be able to...

• Creating the Project Plan

• Working with resources

• Resource levelling

• Working with Calendars

• Task Dependencies

• Constraints

• Tracking Progress

• Viewing Costs

• Printing

Course Content

Business Benefit

Who Should Attend?
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Title: Microsoft Project Advanced
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 27 Jan • 24 Feb • 24 Mar • 28 Apr • 26 May • 23 Jun
26 Jul • 25 Aug • 24 Sep • 25 Oct • 24 Nov • 24 Dec

2011 27 Jan • 23 Feb • 23 Mar • 27 Apr • 25 May • 22 Jun

The ability for a business to be able to work with multiple and
inter-related projects is often needed.  The advanced course 
supports this need.

This course is suitable if you require working with many
projects together and having responsibilities to oversee 
a number of inter-related projects.

• Use baselining
• Use resource Pools
• Work with Multiple 

Projects 
• Export to Excel (pivot 

tables) and Access.

You may also be 
interested in:
Project Management 
Methodology

Learning 
Objectives

By the end of this course 
you will be able to...

• Baselining
• Projects
• Reports
• Templates
• Importing
• Analyse or modelling project 

data
• Menus and Toolbars

Course Content

Business Benefit

Who Should Attend?

Price: £255
per person

IT Skills
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n Title: Microsoft Publisher Introduction

Duration: 1 day

2010 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May • 03 Jun
02 Jul • 03 Aug • 01 Sep • 04 Oct • 02 Nov • 02 Dec

2011 04 Jan • 01 Feb • 01 Mar • 05 Apr • 04 May • 02 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Designing your own stationery and corporate layouts 
is of great benefit to organisations large and small.

Anyone who needs to be able to use Microsoft Publisher to design and
create graphical pages for publishing.

• Explore basic desktop 
publishing principles and 
terminology

• Create, save and print 
documents

• Format documents using 
tool bars

• Insert tables and pictures

You may also be interested in:
Publisher Advanced

Learning Objectives
By the end of this course you will be able to...

• Introduction and the 
Screen

• Creating Basic 
Documents

• Printing Documents
• Formatting Documents
• Adding Tables
• Adding Pictures

Course Content

Business Benefit

Who Should Attend?
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Title: Microsoft Visio Introduction
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 13 Jan • 10 Feb • 10 Mar • 14 Apr • 12 May • 09 Jun
12 Jul • 11 Aug • 09 Sep • 11 Oct • 10 Nov • 10 Dec

2011 12 Jan • 09 Feb • 09 Mar • 08 Apr • 11 May • 08 Jun

Creating flowcharts, room layouts and business plans can be 
generated within this product.

Delegates who have no prior knowledge of Visio and 
existing users who wish to improve their use of Visio and 
those who need to be able to create drawings using Visio.

• Create accurate 
drawings

• Manipulate objects
• Add text and work 

with shapes
• Create master shapes 

and multiple page 
drawings

• Manage page setup
• Print drawings

You may also be 
interested in:
Visio Advanced

Learning 
Objectives

By the end of this course 
you will be able to...

• The Screen Layout
• Object Manipulation
• Adding text to a Drawing
• Saving & opening Files
• Smartshapes
• Grouping Shapes
• Formatting
• Creating & Drawing Shapes
• Creating Master Shapes
• Multiple Page Drawings
• Layers & Backgrounds
• Page Setup
• Printing Drawings in Visio
• Importing Graphics

Course Content

Business Benefit

Who Should Attend?

Price: £165
per person

IT Skills
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Title: Microsoft Word Introduction
Duration: 1 day

2010 04 Jan • 01 Feb • 01 Mar • 01 Apr • 04 May • 02 Jun
01 Jul • 02 Aug • 31 Aug • 01 Oct • 01 Nov • 01 Dec

2011 31 Jan • 28 Feb • 31 Mar • 29 Apr • 27 May • 24 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Word processed documents are the standard method 
of written communication, Microsoft Word is the 
most common software package to create these 
documents in.

This course is designed for those delegates who wish to acquire the 
basic skills to use Word effectively. It would be of benefit to anyone 
with little or no knowledge of word processing who wishes to be able 
to create simple documents and navigate around the application.

• Create and format professional 
documents

• Copy and paste text
• Manage files
• Practise basic printing 

techniques

You may also be interested in:
Word Intermediate 
Word Advanced 

Learning Objectives
By the end of this course you will be able to...

• The Office Environment
• Saving, Opening & 

Closing Files
• Entering & editing text
• Page set ups, margins 

& size
• Printing
• Spelling

Course Content

Business Benefit

Who Should Attend?
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Title: Microsoft Word Intermediate
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 06 Jan • 05 Feb • 05 Mar • 09 Apr • 07 May • 04 Jun
07 Jul • 06 Aug • 06 Sep • 06 Oct • 05 Nov • 07 Dec

2011 05 Jan • 04 Feb • 04 Mar • 05 Apr • 06 May • 03 Jun

Getting consistency and having ease of updating in
documentation is important. Understanding templates and 
forms helps individuals and the business achieve this. 

This intermediate course is designed for delegates who 
are already proficient in the basic features of Word and 
now wish to further their knowledge of the product and 
use it in a more effective and efficient way.

• Explore templates
• Manage styles
• Work within tables
• Handle a mailmerge project

You may also be interested in:
Word Advanced 
Adobe Acrobat

Learning Objectives
By the end of this course you will be able to...

• Templates
• Styles
• Tables
• Columns
• Mailmerge

Course Content

Business Benefit

Who Should Attend?

Price: £199
per person

IT Skills
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Title: Microsoft Word Advanced
Duration: 1 day

2010 26 Jan • 23 Feb • 23 Mar • 27 Apr • 27 May •24 Jun
23 Jul • 24 Aug • 23 Sep • 26 Oct • 23 Nov • 23 Dec

2011 25 Jan • 22 Feb • 22 Mar • 28 Apr • 26 May •23 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £255
per person

IT Skills

Manipulation of large documents requires a number 
of techniques this course will demonstrate these so 
that a user can easily carry them out.

Anyone who needs to manipulate large documents or who would like to
know how to automate repetitive tasks.

• Create indexes and tables
• Track document changes
• Record macros and assign to 

buttons

You may also be interested in:
Written Communication & 
Report Writing

Learning Objectives
By the end of this course you will be able to...

• Fields
• Outlining
• Indexes
• Table of Contents
• Table of authorities
• Tracking
• Macros

Course Content

Business Benefit

Who Should Attend?
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Creating PDF files for easy file transfer is key 
in this electronic age and Adobe Acrobat is 
the product to use to do this. 

Those who need to create and amend PDF
documents.

• Design documents for online 
viewing

• Create a PDF
• Describe a document review 

cycle
• Create a form
• Manage compression settings

You may also be interested in:
Acrobat Intermediate / Advanced

Learning Objectives
By the end of this course you will be able to...

• Introducing Adobe 
Acrobat

• Creating PDF’s from 
Authoring Applications

• Using Acrobat in a 
Document Review 
Cycle

• Creating Forms
• About compression & 

re-sampling

Course Content

Business Benefit

Who Should Attend?

Title: Adobe Acrobat Introduction
Duration: 1 day

2010 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May •  02 Jun
02 Jul • 03 Aug • 01 Sep • 04 Oct • 02 Nov • 02 Dec

2011 04 Jan • 01 Feb • 01 Mar • 05 Apr • 04 May •  01 Jun

Price: £165
per person

) 0844 888 2732                www.eqv.co.uk

IT Skills
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n Title: Adobe Dreamweaver Introduction

Duration: 1 day

2010 11 Jan • 08 Feb • 08 Mar • 12 Apr • 12 May • 09 Jun
08 Jul • 09 Aug • 08 Sep • 08 Oct • 08 Nov • 08 Dec

2011 10 Jan • 07 Feb • 07 Mar • 11 Apr • 11 May • 08 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

Creating and designing and updating websites are
essential for any business, this is an ideal tool to achieve

that with.

This course is for those new to Dreamweaver.

• Create and administer 
a World Wide Web site

• Adding pages
• Add links – hyperlinks 

and bookmarks
• Understand how images 

and text interact

You may also be 
interested in:
Dreamweaver 
Intermediate/Advanced

Learning 
Objectives

By the end of this course 
you will be able to...

• DreamWeaver Basics
• Creating a Basic Web Page
• Saving Web Pages
• Importing Images
• HTML Views
• Common Page Elements
• Basic Text Formatting
• Page Backgrounds
• Drawing Rules
• Designing a Site
• Templates
• Spell Checking
• Image Links
• Table Attributes
• Building a Site with Frames
• Purpose of Frames
• Framesets and Frames
• Frame Link Destinations

Course Content

Business Benefit

Who Should Attend?

IT Skills
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Adobe Flash is becoming the standard for animations and videos
on web sites. Understanding how these files are constructed and
utilised is vital to using them effectively on any corporate
webpage.

Anyone responsible for updating web pages or web sites who
needs to utilise Flash to enhance the content of the page/ site.

• Understand Flash and 
Flash Documents

• Use the Drawing Tools
• Use Symbols and the 

library
• Use the advanced tools 
• Create animations

• Customising he workflow
• Work with imported files

You may also be interested in:
Adobe Flash Advanced
Adobe InDesign 

Learning 
Objectives

By the end of this course 
you will be able to...

• Flash file types
• The Flash workspace
• Drawing in Flash
• Using the Merge Drawing model
• Using the tools & Adding filters
• Creating custom colors
• Transforming graphics
• Transforming gradients
• What are symbols?
• Managing the Library
• Working with gradients
• Tthe Gradient Transform tool
• Spraying symbols Masking
• Working with gradients
• Introducing the Deco tool
• Morphing graphics and colors with shape 

tweens
• Copying, pasting, and saving animation
• Using Copy and Paste Motion
• Creating Motion Presets
• Applying Advanced Easing Behavior
• Animating Masks
• Customizing workspace layouts
• Importing still images
• Import a bitmap image

Course Content

Business Benefit

Who Should Attend?

Title: Adobe Flash Introduction   
Duration: 2 day

2010 07-08 Jan • 04-05 Feb • 04-05 Mar • 08-09 Apr • 10-11 May •  07-08 Jun 

06-07 Jul • 05-06 Aug • 06-07 Sep • 06-07 Oct •  04-05 Nov • 06-07 Dec

2011 06-07 Jan • 03-04 Feb • 03-04 Mar • 07-08 Apr • 10-11 May •  07-08 Jun

Price: £165
per person
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Creating drawings and diagrams can be achieved 
within this product, thereby giving the company 
professional looking documents.

Anyone who needs to use Illustrator in their day to day work.

• Practise navigation 
shortcuts

• Explore the drawing 
tools

• Create an object
• Apply colour to type 

objects

You may also be 
interested in:
Adobe InDesign 

Learning 
Objectives

By the end of this course 
you will be able to...

• Illustrator Environment 
Elements

• Using Illustrator’s palettes
• Navigating in Illustrator
• Preview and Outline modes
• Zooming and Scrolling
• Vector and Raster graphics
• The Drawing Tools
• Editing paths
• Working with objects
• Grouping objects
• Creating and applying colours
• Using the Gradient tool
• Using Illustrator’s Brushes
• Changing the opacity of objects
• Managing the Layers
• Creating and formatting Type
• Creating Type within an area
• Printing Illustrator files

Course Content

Business Benefit

Who Should Attend?

Title: Adobe Illustrator   
Duration: 1 day

) 0844 888 2732 lets-talk@eqv.co.uk

2010 14 Jan • 11 Feb • 11 Mar • 15 Apr • 17 May •10 Jun
13 Jul • 12 Aug • 13 Sep • 13 Oct • 11 Nov • 13 Dec

2011 13 Jan • 10 Feb • 10 Mar • 14 Apr • 16 May •13 Jun

Price: £165
per person

IT Skills
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Title: Adobe Photoshop Introduction
Duration: 1 day

2010 05 Jan • 02 Feb • 02 Mar • 06 Apr • 05 May •  02 Jun
02 Jul • 03 Aug • 01 Sep • 04 Oct • 02 Nov • 02 Dec

2011 04 Jan • 01 Feb • 01 Mar • 05 Apr • 04 May •  01 Jun

) 0844 888 2732                www.eqv.co.uk

Price: £165
per person

IT Skills

Getting photographs and artwork to show exactly what 
you need is never easy unless you use a software tool to
manipulate the images to remove the unwanted areas or 
to mix images together to achieve the required outcome.

Delegates who need an understanding of graphics and 
images and to obtain the skills to manipulate pictures.

• Acquire images from 
various formats

• Use the magic wand
• Move and export data
• Practise with paint tools
• Create an animation

You may also be interested in:
Photoshop Advanced 

Learning 
Objectives

By the end of this course 
you will be able to...

• Exploring the basics
• Making Selections
• Essential Keyboard 

Commands
• Paint Tools
• Colour Correction 

Techniques
• Animation

Course Content

Business Benefit

Who Should Attend?

IT Skills
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It is intended for those who require the knowledge and skills
as a user (by using "hands on" exercises) to enable basic 2-
D drawings to be created efficiently. Any previous computer
knowledge is useful but not essential for this course.

Anyone needing to know how to create 2d Drawings.

• Understand the Screens
• Understand the Menus
• Create New drawings 

using templates
• Draw to exact 

coordinates and specifics
• Search For drawings
• Add text and symbols to 

drawings

You may also be 
interested in:
AutoCAD 2D Advanced
AutoCAD 3D Foundation

Learning 
Objectives

By the end of this course 
you will be able to...

• Introduce Windows and use Windows 
Explorer for project file manipulation. 

• Enter / Exit AutoCAD's Graphical User 
Interface (GUI). 

• Use various command selection methods 
including context sensitive and icon 
menus. 

• Open multiple drawings, browse and 
search. 

• Create new drawings from an existing 
template. 

• Control screen display; including zoom, 
pan and aerial views. 

• Draw, edit and modify various geometric 
shapes (not all commands). 

• Draw to exact coordinate points using 
various construction aids. 

• Generate and modify text including 
automatically to drawing scale. 

• Create and insert symbol blocks. 
• Cross-hatch and solid fill areas. 

Course Content

Business Benefit

Who Should Attend?

Title: AutoCAD 2D Foundation  
Duration: 3 days

) 0844 888 2732 lets-talk@eqv.co.uk

Dates to suit you please call EQV
Price: £POA

per person

IT Skills
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Being able to create concise reports from electronically 
stored data is essential within any business. Crystal
Reports is a tool that can provide the information you 
need, in the style and format that you want it. 

Information professionals or business users who need to become
proficient in creating and modifying reports within their 
organisation using Crystal Reports.

• Plan and create a basic report
• Identify tools used to select, 

sort, group and summarise
• Perform basic calculations 

and running totals

You may also be interested in:
Crystal Reports Intermediate
Crystal Reports Advanced

Learning Objectives
By the end of this course you will be able to...

• Report Design Concepts
• Report Design
• Record Selection
• Modifying record 

Selector
• Sorting, grouping & 

summarising
• Formatting for 

presentation quality
• Linking
• Formula Basics
• Conditional Reporting
• Section Formatting
• Charting

Course Content

Business Benefit

Who Should Attend?

Title: Crystal Reports Introduction
Duration: 2 days
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) 0844 888 2732                www.eqv.co.uk

2010 7-8 Jan • 4-5 Feb • 4-5 Mar • 8-9 Apr • 10-11 May • 7-8 Jun
6-7 Jul • 5-6 Aug • 6-7 Sep • 6-7 Oct •  4-5 Nov • 6-7 Dec

2011 6-7 Jan • 3-4 Feb • 3-4 Mar • 7-8 Apr • 9-10 May • 6-7 Jun

Price: £330
per person

IT Skills
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Title: Sage Line 50 Introduction
Duration: 1 day

2010 22 Jan • 19 Feb • 19 Mar • 23 Apr • 25 May • 22 Jun
21 Jul • 20 Aug • 21 Sep • 22 Oct • 19 Nov • 21 Dec

2011 21 Jan • 18 Feb • 18 Mar • 22 Apr • 25 May • 22 Jun

) 0844 888 2732 lets-talk@eqv.co.uk

Price: £165
per person

IT Skills

Accounting is made easy through this product. 

This course is aimed at all users of the SAGE system.

• Explore the basic 
concepts of Sage

• Create accounts
• Produce invoices and 

credit notes
• Practise month and year 

end procedures
• Perform backup of data

You may also be 
interested in:
Sage Payroll

Learning 
Objectives

By the end of this course 
you will be able to...

• Understanding the 
Purchase Ledger

• Invoicing and credit notes
• Understanding the sales 

ledger
• Batch and Sales Invoicing
• Nominal Ledger 

transactions
• Bank reconciliation
• Period Ends

Course Content

Business Benefit

Who Should Attend?
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Title: Lotus Notes   
Duration: 1 day

) 0844 888 2732                www.eqv.co.uk

2010 18 Jan • 15 Feb • 15 Mar • 19 Apr • 19 May • 16 Jun
15 Jul • 16 Aug • 15 Sep • 15 Oct • 15 Nov • 15 Dec

2011 17 Jan • 14 Feb • 14 Mar • 18 Apr • 18 May • 15 Jun

Price: £165
per person

Email is an important tool in today’s business environment and 
it is important to ensure that users are confidently able to use 
Lotus Notes for email and to-do lists.

• Use Basic Mail
• Use Calendar
• Use To Do
• Use Database 

features

You may also be 
interested in:
Email Etiquette

Learning
Objectives

By the end of this course 
you will be able to...

• Navigating the Notes desktop 
• Using Mail 
• Using letterheads and signatures 
• Creating, sending, replying & 

forwarding messages 
• Working with attachments 
• Managing your Inbox 
• Using colour coding to organise 

incoming messages 
• Removing and deleting messages
• Creating, moving, deleting, renaming, and 

finding folders 
• Finding and printing messages 
• Using the Calendar &  Managing the To Do 

List
• Printing the calendar 
• Adding and modifying calendar entries 
• Sending and accepting meeting invitations 
• Creating To Do tasks 
• Prioritising tasks 
• Tracking incomplete To Do tasks
• Working with Databases 
• Using a personal journal database

Course Content

Business Benefit

Anyone wishing to learn how to send and receive email, schedule 
meetings and appointments and organise their daily work.

Who Should Attend?

IT Skills
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Title: Email Etiquette   
Duration: 1/2 day

) 0844 888 2732 lets-talk@eqv.co.uk

Date: Please call 0844 8882732 for dates
Price: £199

per person

Anyone who uses e-mail as a communication tool

• Understand when to use and 
when not to use email

• How to construct meaningful 
emails

• What you should and should 
not include

• What are your responsibilities 
when writing an email

• How to manage your mailbox
• Dealing with SPAM

You may also be interested in:
Outlook User
Internet Explorer User

Learning Objectives
By the end of this course 

you will be able to...
• Email as a communication tool
• What is different about using email?
• Visual Appearance
• Content
• What not to include
• Targeting the reader – tailor your 

writing to suit
• Your responsibilities
• When not to reply stright away –

sleep on it / pause
• Structure – Subject / Greeting / Signing off
• Personal emails
• Sent in error – what to do
• Replying
• Dealing with angry / aggressive emails
• Attachments – advantages and 

disadvantages
• Read Receipts and delivery reports
• Controlling your In-box
• Good English for Business – grammar, 

punctuation 
• Correct writing style for paragraphs and 

sentences
• Handling delicate or dliplomatic situations
• Dealing with SPAM emails

Course Content

Who Should Attend?

A company needs to implement etiquette rules for the following
three reasons:
Professionalism: by using proper email language your company
will convey a professional image.
Efficiency: emails that get to the point are much more effective
Protection from liability: employee awareness of email risks 
will protect your company from costly lawsuits.

Business Benefit
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This one day IOSH accredited programme trains employees to
ensure their actions contribute to health and safety in the
workplace and is suitable for personnel with little or no
knowledge of health and safety.

Anyone who needs to know more about their responsibility for
health and safety.

• Introducing working safely
• Defining hazard and risk
• Identifying common hazards
• Improving safety 

performance
• Protecting our environment
• Pass a written and Practical 

assessment

You may also be interested in:
IOSH Managing Safely

Learning Objectives
• Carry out work activities without risk 

to themselves or others and 
understand the consequences if 
they fail to work safely.

• Identify hazards, risks and risk 
controls and understand the 
importance of risk assessment 

• Understand how to take appropriate 
workplace precautions 

• Appreciate the importance of a 
health and safety management 
system.

• Identify lines of communication with 
respect to health and safety in their 
place of work.

• Identify safety signs and signals.
• Understand emergency, accident 

plans and procedures and how and 
who to report accidents, incidents 
and near misses to in their place of 
work.

• Recognise how industry affects the 
environment and how individuals 
can minimise pollution and waste.

Course Content

Business Benefit

Who Should Attend?

Title: IOSH Working Safely      
Duration: 1 day

Please call for next available dates
Price: £150

per person

Health &
Safety
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Title: IOSH Managing Safely      
Duration: 4 days

) 0844 888 2732 lets-talk@eqv.co.uk

Please call for next available dates
Price: £650

per person

Health &
Safety

IO
S
H

 M
an

ag
in

g
 S

af
el

y

This course is for those in an organisation who have to manage risk
and resources and to give them the knowledge and skills they require
to address risks and hazards In the workplace

Any manager who is responsible for the health and safety of their staff

• Perform Risk assessments
• Complete necessary documentation

Assessment
A practical project to be completed
within 2 weeks of completion of the
course. 
There is also a final multi-choice
examination with two mock
assessments on days 2 and 3.

You may also be interested in:
IOSH Working Safely

Learning Objectives
By the end of this course you will be able to...

• Managing Safely
• Reactive Monitoring
• Risk Assessment and risk 

control
• Health and Safety legislation
• Common Hazards
• Active Monitoring
• Safety Management systems
• Hazards – client specific

Course Content

Business Benefit

Who Should Attend?
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