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Alntroduction to First Line Management

ATeam Leadership (2 days) ilm

AMVianagement Programme (3 days) ll_l

AManaging Poor Performance & Difficult
Behaviour

ASenior Leadership Programme (2 days)

APerformance Management & Appraisal

ARecruiting Skills for Managers

Alnternal Auditing

Alntroduction to Project Management

AManaging Stress in the Workplace

AManaging Change

Management

Development

~N

AFinance for Non -Financial Managers
AFinance for Directors & Senior Managers
AMicrosoft Suite 2003, 2007 and 2010
AMicrosoft Conversions

AHR Essentials (2 days)

AEmployment Law Essentials

Avianaging Absence

ADiscipline and Dismissal

ATraining for Trainers (2 days)

Finance, IT, HR and

Training

(o

ACommunicate Assertively & with Confidence

anaging Yourself & Your Time

AChairing Productive Meetings
APresentation Skills

ABusiness Writing Skills

AReport Writing

ACreative Thinking and Problem Solving
AMinute Taking with Confidence

AThe Effective & Confident Administrator
AAn Introduction to NLP

Alinterviewing Skills for Managers

ACV Writing & Interview Skills

Personal

Development

ANew to Sales

ASelling by Phone

ASales Negotiations

Asales Team Management
ASalesd The Client Meeting
AMarketing Essentials

AMaking Social Media Work for You
AKey Account Management
AOutstanding Customer Care
AExceptional Reception Skills
ADealing with Difficult Service Users

AOrganising an Event

Sales, Marketing &

Customer Care
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Why tailored training?

£1,125 + VATper
day plus travel.

Discounted rate for

registered charities.

Most cost effective
for four to twelve
members of staff

Held at your
premises or venue of

Preferential rates at
all of our venues,

Programmeswill be

tailor -made to meet

your organisational
needs

choice at a date to including
suit you accommodation
We can use

proprietary products
to enhance the

programme such as

psychometric testing

A great opportunity
for focusing and
strengthening the
team

Full manual,
handouts and
certificate on each
course

How we Train

Our training is focussed on giving you pragmatic

solutions for your everyday work situations. Our trainers
balance modern business theory with practical tools to

give you the confidence and ability to improve your

skills.

We use a variety of techniques including group and

individual exercises, practical sessions, case studies,

discussion groups and sometimes role play.

Quality Control

Our commitment to quality is in everything we do. You
will be asked to complete a questionnaire at the end of

the training course which you can hand back to the
trainer or post directly to us.

In addition you may receive a phone call to ensure that
you have every opportunity to provide feedback on all

aspects of the course.

In the unlikely event of you being unhappy with the

content or delivery of your course, we will refund your

money or offer you an alternative course.

You can find full Terms and Conditions on our website:

www.kenttrainers.co.uk

Five steps to successful

tailored in -house training

.

Initial Consultation

We will discuss your objectives and requirements.
If additional design work is required, we will agree
costs with you.

N

Programme Design

We will put together a programme that meets your

organisational, cultural and individual
requirements dand agree a delivery date that suits
you.

_/

Delivery

We help you to book one of our venues at
preferential rates if you do not want to use your
own premises. We will provide all handouts and
certificates. Normal course times are 9.30am to

4.30pm but you can adjust these to meet your
needs.

/

.

Evaluation

We will gather feedback from your delegates and
share this with you to establish that your
objectives have been met. If you have an ongoing
programme, we will review outcomes with you
periodically and after the programme is over.

/

Support and Follow -Up

We encourage managers to ensure delegates put

what they have learnt into practice. We will keep

in regular contact and will offer ongoing support
where necessary.




trainers

Why Scheduled Short Courses?

£365* + VAT per day
per delegate.
Discount for
registered charities.

*ILM courses £75 + VAT extra

Most cost effective for
one to three members
of staff

Held at prestigious
venues acrosskKent &
London

Up to 4 dates for most
courses during the
year

A chance for your
staff to meet people
from other

Full manual, handouts
and certificate on
each course

Our venues for
scheduled short
courses

Salomons,
Tunbridge Wells

Chilston Park,
Maidstone

scheduled
S are on page
on our website.

Devonport House,
Greenwich

organisations

e

t o

Registration at 9:15 -
end at 16:30. Dress
code: smart casual.

Breakfast of bacon
rolls & refreshments,
2-course lunch,
coffee/tea breaks

g 4
O| v

a n d-
cour s
ntified on the

llowing pages with

an all also be held
in-hpyse and are
ntified on the following
pages with

%

We do more than training...

Training Needs Analysis

Do you know where the Skills, Knowledge
or Attitude gaps are in your organisation?
We will work with you to identify where
you should focus your training budget and
get the best return on investment.

Ability Testing &
Personality Profiling

We are licensed in a range of tools
including SHL; Myers Briggs and Belbin
Team Types. These tools are designed to
help you understand core behaviours and
can be used for staff development or
recruitment purposes.

Recruitment and Assessment Centres

We design effective recruitment processes
to reduce the risk of you recruiting the
wrong person. From short -listing to
competency based interview questions
through to full assessment centres using a
range of tools such as testing, role plays &
presentations.

Performance Management
Programmes

We work with clients to put together
bespoke Competency Frameworks and
Performance Management Review
documentation to assist your staff to focus
on the key behaviours to move the
business forward .

Performance Coaching

Our expert coaches will design a
programme specific
needs: whether it be short  sessions of
telephone conversations, or a 12 month
executive face -to-face programme.

t

Outplacement Services

If staff are to be made redundant, we can
help them identify their transferable skills,
analyse their options and help them to
focus positively on the way ahead.

Consultancy

Many of our trainers are also expert
Consultants who can carry out a wide
range of services including risk
assessment, H&S audits and redundancy
programmes.

Employee Satisfaction Audit

Employee satisfaction surveys help
employers measure and understand their
employees' attitude, opinions, motivation,
and satisfaction.

HR Health Check

An assessment of your organisation to see if
it is managing its HR issues, following good
HR practice and keeping within the  law.
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Management Content Whodos it
Development

Introduction to
First Line
Management

Management
Programme (3 days,
1 day a week)

Team Leadership
(2 days)

Senior Leadership
Programme
(2 days)

Coaching Package
for those at the Top

The Role and
Responsibilities of
the Board and
Directors

Corporate Social
Responsibility

Are you about to make your move into management or have
you just made the move? You are now a member of the
management team and this course will help you settle into
the range of new responsibilities. You will learn about
authority and how to step up to a role where you will have to
motivate your team as well as handle the tough stuff.

This intensive three -day modular programme (1 day per
week) offers you a series of fast -moving and thought
provoking sessions that will give you the knowledge and skills
to be a great manager. The course covers twelve
fundamental management skills and gives you the opportunity
to share your concerns, experiences and ideas with a group of
like minded managers.

How can you get the best from your team? How can you get
them all pulling in the same direction? This two (consecutive)
day course will enable you to explore a range of management
techniques to lead, encourage, & inspire performance from
your team. You will learn how to adapt your leadership style
according to the individual, task and situation so as to add
value to each team process.

As an experienced manager, you need to lead and inspire
others. This two day course will enable you to identify your
personal leadership strengths. Looking at different
motivators, drivers and challenges, this course will cement
your confidence in setting the strategic direction for your
team, communicating effectively and having a successful
outcome through strong leadership.

Are you a leader looking to work with a business coach on an
individual basis? Each coaching package is different,
depending on the specific agenda requirements that you set
with your coach. The sessions can take place face to face, or
via telephone and include a free introductory session to
establish the relationship with the coach and to design your
coaching package.

Too many new directors are not aware of their legal
responsibilities and duties as a board member. This course
breaks down the jargon and offers guidance to you on how to
get the best out of your board. It looks at the structure of the
board; its relationship with management; and the duties and
responsibilities of directors.

What is Corporate Social Responsibility - and why bother?
CSR is no longer an oafter t
a way to increase profits. It provides a strategic opportunity
to build brand value, customer loyalty and engage employees.
This course will give you an insight into the benefits of social
and environmental responsibility whilst balancing economic
goals.

Visit www.kenttrainers.co.uk for full outlines and dates

First line managers and
supervisors with little
management experience
who need to understand
the basic skills in
managing and developing
their staff.

This programme is
designed for middle and
experienced managers
looking to expand their
confidence, knowledge
and skills base.

Team leaders, section
leaders, supervisors and
first line managers who
are looking for some tools
to help them get the best
out of all the members of
the team.

Senior managers and
heads of department who
are looking to expand
their leadership skills.

Business leaders,
managing directors,
entrepreneurs and
executives looking to
develop and build on their
current successes.

The programme is ideally
suited to boards looking to
improve or just rethink

the way they lead their
businesses and perform
their duties.

Directors, senior managers
and shareholders looking

to enhance their
organi sationd
environmental outlook.
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Content

Managing Change

-
el

Working with
Diversity

/1 )
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Managing Poor
Performance and
Difficult Behaviour

Performance
Management and
Appraisal

Motivate, Mentor
and Develop your
staff

el
©0

Managing Stress in
the workplace

Recruiting Skills for
Managers

.
fel ¥

Visit www.kenttrainers.co.uk for full outlines and dates

Businesses have to deal with changing circumstances on a
regular basis d sometimes as a result of a large corporate
restructure, or more commonly, in response to changes within
staffing levels, departmental changes or in response to events
in the business climate generally. This one day bespoke
course is designed specifically around the challenges and
issues facing your organisation.

We live and work with a wide variety of people and
communities ddifferent races, religions, ages, genders dto
name but a few. How does this diversity impact on you and
your customers? This workshop will help your team to
recognise how essential it is for your business to recognise
this in your work colleagues and customers and how to work
with them positively - and within the law.

As a manager, you will have had to cope with a staff member
who is not performing to an acceptable standard. This one
day course will give you the tools and techniques to deal with
poor performers and you will learn how to motivate and re -
inspire individuals. It gives practical guidance on how to
approach this difficult area of management, and to keep
within the law.

Performance Management is about getting the best out of
people and helping them achieve their potential. The
appraisal interview is a part of that process. This one day
course looks at the principles of reviewing staff performance
and conducting appraisals. It will help you to use the
assessment to motivate and encourage individual
performance.

How do we develop staff effectively? Mentoring and coaching
can be the most effective way to enhance the skills and
attitude of individual team members. This course will give
you the tools you need to understand how people learn and
techniques to ensure that you are able to deliver the
appropriate training, coaching and mentoring for each
individual.

We are all working with stress and for many the level of
stress is increasing, so we need to take positive action. An
effective manager is one who is aware of what causes stress
within themselves and others and is able to proactively
manage it. This course explores how to identify stress, what
causes it and what we can all do to limit its damaging
effects.

This popular one day course is ideal for you if you have
involvement in the recruitment process. It looks at job specs,
short-listing against competencies and interviewing the
candidates. A highly practical day that will provide you with
detailed information on the legal requirements and how to
ensure you recruit the right person for the job.

Anyone who has
responsibility for
managing change and
negotiating a successful
acceptance of the
situation.

Everybody!

Managers and HR
professionals who want
techniques on how to
recognise and deal with
poor performance and
difficult behaviours.

Managers with the
responsibility for
undertaking Performance
Management reviews with
staff.

Managers who want to get
the best out of their staff
through an individual
approach to their
management.

Any manager who needs to
have the understanding
and skills to manage stress
in themselves and their
staff.

Ideal for managers who
are new to recruitment, or
experienced managers and
HR personnel who would
like to receive some up -
to-date refresher training.




