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Contact: Mike Dawson
Telephone: 01895 239315 

Mobile: 07960 335620

Email: MDawson@PLCTraining.co.uk
PLC Training Courses

These are just a few of the courses we run. All of our courses are designed to meet YOUR objectives and so are tailored exactly for that. I do recycle cans, bottles and paper. I don't recycle Training Courses. Book an obligation-free meeting to discuss your needs. You'll be delighted with the results. Click on the links below to see the basic Course Profile.
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Personal Effectiveness & Time Management

Time Management skills are fundamental for individuals facing an ever-increasing workload through aggressive appraisal targets and recruitment freezes. This workshop is designed to explain the basic principles of time management. Strong reference is made to Stephen Covey’s "7 Habits of Highly Effective People". The programme is highly interactive and each delegate should have as an objective, a commitment to an action plan derived from the coursework. Previous attendees on Time Management courses particularly welcome! We make a difference. 

 

Who should attend? Managers and supervisors at every level, particularly those with a proactive element to their work, who have staff reporting to them. 

Programme Info: 1 day duration up to 12 delegates 

Costs: £650 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Influencing & Persuading 

· Delivering Results 

· Planning & Organisation 

· Team Working & Knowledge Sharing 

· Change Management 

Programme Content:

· Objectives and Success Factors 

· The differences and relationship between 

· Important & Urgent Tasks 

· Covey’s Urgent/Important Matrix; Quadrant II activities 

· Time Management Profile (Questionnaire) 

· Key Results Areas 

· Time Planning; Diarising Fixed & Flexible time 

· Delegation Principles 

· Skill/Will Matrix 

· Assertiveness; Saying "No" 

· Dealing with time stealers; Pareto’s Principle 

· Action Planning

Influencing & Persuading 

Influencing and persuading are vital skill elements for effective managers. Managers with strong influencing and persuading skills are more likely to motivate and have the confidence of their teams. 

Who should attend? Managers wishing to have a greater impact on their teams, peers and senior managers. This will include improving communication and presentation skills.

Programme Information. 2 days, up to 12 delegates

Costs: £1150 plus tailoring plus out-of-pocket expenses 

Competency Development Areas 

· Influencing and Persuading

· Building Relationships

· Leadership & Team Building

· Delivering Results

· Change Management

Programme Content

· Objectives and Success Factors

· Influencing Styles; Power and influence; Sources of power

· Effective communication; questioning techniques

· Persuasion; Myers Briggs types

· Assertiveness; saying “No”

· Conflict management

· Change management

· Action Planning

Effective Meetings

The time spent in meetings is an increasing burden for Managers. The cost of meetings is considerable, yet many Managers complain about their ineffectiveness. This interactive workshop is designed to highlight the issues of poor meetings and to explore methods to make meetings effective. 
Who should attend? Managers and staff at every level, who run or attend meetings that should be more effective. 

Programme Info: 1 day duration; up to 12 delegates 

Costs: £650 plus tailoring plus out-of-pocket expenses 


Competency Development Areas:

· Influencing and Persuading 

· Planning & Organisation 

· Leadership & Team Building 

· Team Working & Knowledge Sharing 

· Delivering Results 

· Decision Making 

Programme Content:

· Objectives and Success Factors 

· Cost of meetings; exercise 

· What makes a meeting ineffective; problem participants 

· Task and Process; influencing and persuading 

· Meetings basics; exercise in planning & organisation 

· Chairing and facilitating meetings 

· Techniques and new ideas to make meetings more effective 

· Support resources 

· Action Planning

Leadership Skills

It is not enough these days to be a manager. The pace and frequency of change requires managers to be effective leaders of teams, providing direction and motivation with empowerment. This interactive workshop demonstrates the qualities of leadership and looks at individual’s leadership styles with a view to improving management effectiveness. 
Who should attend? Managers and supervisors, including those new to line management roles. 

Programme Information: 1 day duration; up to 12 delegates 

Costs: £650 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Leadership & Team Building 

· Influencing and Persuading 

· Planning & Organisation 

· Delivering Results 

· Change Management 

· Decision Making 

· Analysis & Problem Solving

Programme Content:

· Objectives and Success Factors 
· Leadership qualities; Leadership Styles (Questionnaire) 
· Situational & Action Centred Leadership 
· Giving Direction; Motivation; Empowerment 
· Delegation; Skill/Will Matrix 
· Stages of Team Formation 
· Planning & Organising 
· Managing Change (Case Study) 
· Problem Solving 
· Action Planning
Management Skills & Tools

This course reviews some of the main skills & tools required for effective management. It is highly interactive and provides opportunities to discuss, share and resolve individual issues. This programme can be tailored to suit the individual needs of a team or group. Use is made of case studies, exercises and questionnaires. 

Who should attend? The course is suitable for new managers or those wishing to take a step back from their everyday activities to review the theory behind the common elements of management. Some of the greatest benefits of this course come from the sharing of problem situations and focus on their resolution. 

Programme Information: 2 day duration; up to 12 delegates 

Costs: £1150 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Influencing and Persuading 

· Planning & Organisation 

· Leadership & Team Building 

· Delivering Results 

· Change Management 

· Decision Making 

· Analysis & Problem Solving 

Programme Content:

· Objectives and Success Factors 
· Management Styles; Situational leadership; Task and process 
· Motivation; Theories; Team motivation 
· Effective Communication; Feedback; Questioning techniques 
· Problem Solving; Decision Making 
· Planning; Strategic planning; Prioritising 
· Developing individuals; Empowerment; Delegation; Coaching 
· Team Building; Team Roles; Leadership 
· Action Planning
Team Leading & Building

Almost all significant achievements in business are as a result of the efforts of teams. The diversity of knowledge, skills and attitudes required to complete complex work and projects means that effective teams are an essential structure in an organisation. This workshop is designed to explain the basic principles of team building, team roles and leading teams. Reference is made to Belbin's work on team roles and ideally, delegates will have completed a Belbin profile beforehand, providing valuable input to the course. The programme is highly interactive and each delegate should have as an objective, a commitment to an action plan derived from the coursework. Programme can be tailored for a specific team and can be used to clarify team goals. Facilitator can assist in the definition of mission, vision and values statements for the team.

Who should attend? Leaders of teams and team members, who want to understand their own and others preferred team roles with a view to leading, forming and developing effective teams.

Programme Info: 1 or 2 day duration; up to 12 delegates

Costs: £650 or £1150 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Building Relationships 

· Delivering Results 

· Planning & Organisation 

· Team Working & Knowledge Sharing 

· Active Participation 

Programme Content:

· Objectives and Success Factors 

· Understand Belbin Team Roles 

· Understand own and others team role profile 

· Review potential gaps in team profile 

· Teams & groups 

· What makes teams/team leaders effective? 

· Team development & growth 

· Feedback & coaching 

· Problem solving 

· Why teams fail 

· Ending the team 

· Action Planning

Assertiveness

Assertive behaviour has respect for oneself as well as for others. 

Assertiveness is not just for the shy or unassuming; aggressive people also need to learn the skills. Our relationships will be more fruitful and we will be more positive and constructive if we learn to act more assertively with our colleagues and friends. This interactive workshop assesses delegates’ current communication styles and provides opportunities to practice assertiveness in different situations with a view to improving communications, often considered the key to successful management.

Who should attend?  Managers and staff wishing to improve their communication skills while maintaining mutual respect.

Progamme Information: 1 day duration; up to 12 delegates 

Costs: £650 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Building Relationships 

· Influencing and Persuading 

· Active Participation 

· Team Working & Knowledge Sharing 

Programme Content:

· Objectives and Success Factors 

· Assertiveness Profile (Questionnaire) 

· What is assertive behaviour? Body language 

· Bill of rights 

· Giving & receiving feedback 

· Assertiveness in meetings 

· Saying "No" assertively 

· Conflict management 

· Problem colleagues 

· Action Planning

Presentation Skills - Fundamentals

This course focuses on the basics of effective presentations and the communication skills involved. The structure, style, content and delivery of presentations are reviewed, but not in detail. The course is highly participative, but delegates will only be required to design and deliver short presentations. Note that this is not a Powerpoint course. By the end of this course, delegates should be able to deliver a short, basic, factual presentation with confidence. If your requirement is to deliver a more complex, persuasive presentation, you should consider the Advanced course. If you have been asked to deliver a presentation in the near future and require individual critical and constructive feedback, please contact us for a consultation quotation. 
Who should attend? The course is suitable for managers and staff who need to start delivering presentations. The Elementary course focuses on the mechanical delivery of information and is suitable for individuals with limited experience presenting and/or are about to present for the first time. 

Programme Information: 1 day duration; up to 8 delegates 

Costs: £650 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Influencing and Persuading 

· Planning & Organisation 

· Delivering Results 

· Ideas & Innovation 

Programme Content:

· Objectives and Success Factors 
· Preparation; Structure 
· Content; Visual aids 
· Delivery style 
· Handling questions and objections 
· Tools; Powerpoint 
· Action Planning
Presentation Skills - Advanced

This course builds on skills learned on Presentation Skills – Elementary. It focuses on moving towards message-based presentations and the communication skills involved. The structure, style, content and delivery of presentations are reviewed in detail. As you would expect, the course is highly participative and delegates should be prepared to design and deliver several mini presentations for analysis and feedback from the tutor and the other delegates. Delegates will be expected to bring examples of recent or intended presentations as examples. It is not expected that basic stance, voice projection and content will be covered in this course. Bear in mind the time limitations of feedback for any individual’s work. If you have been asked to deliver a presentation in the near future and require individual critical and constructive feedback, please contact us for a consultation quotation. 
Who should attend? The course is suitable for managers and staff who regularly (twice a month) have to deliver presentations which seek to persuade colleagues to action. The course assumes that delegates already have some experience of delivery. The Elementary course focuses on the mechanical delivery of information and is suitable for individuals with limited experience presenting and/or are about to present for the first time. 

Programme Information: 2 day duration; up to 8 delegates 

Costs: £1150 plus tailoring plus out-of-pocket expenses 

Competency Development Areas:

· Influencing and Persuading 

· Planning & Organisation 

· Delivering Results 

· Ideas & Innovation 

Programme Content:

· Objectives and Success Factors 

· Preparation; Structure 

· Content; Visual aids; Visual design 

· Message-based presentations 

· Delivery style 

· Language 

· Handling questions and objections 

· Action Planning

Business Writing & Grammar

Who better to help develop your staff's writing skills than a qualified English Professor who is now a CIPD Trainer? This highly practical yet interactive course examines all the most common mistakes made in business communications. Day 1 concentrates on the correct use of grammar, vocabulary and punctuation. Day 2 builds on Day 1 to develop longer more complex written communications including letters, reports and meeting minutes. Delegates will have the opportunity to have their own writing assessed and there are opportunities for follow-up support from the tutor to ensure action plans are fulfilled. 

The popular book "Eats, Shoots and Leaves" will provide some of the topics we cover on the course.
Who should attend? The course is suitable for all staff who have to produce effective written communications. It is an excellent refresher course too, with dozens of ready-to-use techniques in the delegate pack. 

Programme Information: 1 or 2 day duration up to 12 delegates 

Costs: £650 or £1250 plus tailoring plus out-of-pocket expenses 

Course includes: 

· Delegates' own grammar reference book

· Practical, informative yet lively course - NOT a lecture

· Delegate pack (exercises, slides, case studies)

· CIPD Trainer (previously Professor of English, Santarem University, Portugal)

Interpersonal Skills 

This course looks at a number of communication strategies designed to improve the quality of your interactions with managers and colleagues. As you would expect, the course is highly interactive and provides multiple opportunities to practice skills in a confidential and supportive environment.

Who should attend? The course is suitable for managers and staff who wish to improve their communications skills or wish to review some of the contemporary theory.

Programme Information. One day duration. Up to 12 delegates.

Costs: £650 plus tailoring plus out-of-pocket expenses 

Competency Development Areas 

· Building Relationships

· Influencing & Persuading

· Team Working & Knowledge Sharing

· Active Participation

Programme Content

· Objectives and Success Factors

· A Communication Model; Barriers to effective communication

· Self awareness (Questionnaire); Event analysis

· Assertiveness

· Transactional Analysis

· Negotiation; Game theory

· Influencing & persuading; Personal style inventory

· Questioning & listening

· Non-verbal communication

· Giving & receiving feedback

· Dealing with anger & aggression

· Action Planning
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