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Venue Contact us

All of our Individual courses are held at our main training suite If you have any questions, or need any help finding the per-

on Old Street, central London. Courses start at 10am and will fect course for you, feel free to contact us.

finish by 4.30pm. Lunch and refreshments are provided.
t 020 7490 3030

The Centre training venue: .
e info@the-centre.co.uk

140 Old Street, London EC1V 9BJ

Located in central London, our venue is easily accessible by

tube, train or bus. 23 years

Alternatively, we can come to you. If you have four or more of performance
people interested in the same course it could be more con- enhancing © ©6 © 0 ©

venient and cost effective to run a group session. training
Visit www.the-centre.co.uk for more information.
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Individual Programme Training

Fancy up to six days of | ihe-centre

building skills

Complimentary training? and confidence

Purchase 6-14 vouchers get one free -
Purchase 15-19 vouchers get three free
Purchase 20+ vouchers get six free

One voucher is equal to payment for one day of individual training. A 2-day course will require 2 x vouchers. T&C’s apply. See
www.the-centre.co.uk/courses/special_offers for more information.



https://www.the-centre.co.uk/courses/special_offers

Management ladder

Moving into management:

taking on your first
management role

(10 CPD hours)
2 days

£1091+vat** - £1224+vat

This two course has been specifically
designedfor people who are stepping
onto the first rung of the management
ladder. It will increase your understand-
ing of the manager’s role and will help
you gain confidence, leaving you with a
development plan for gaining further
management skills.

\

Moving from manager to

leader: taking on a senior man-

agement role (10 CPD hours)
2 days

£1091+vat** - £1224+vat

After this senior management training
you will be able to operate within your
own organisation with increased effec-
tiveness, and handle yourself as a man-
ager with increased assurance. Your
people and resource management
skills will be honed, and you will be in a
position to use your new-found influ-
ence and authority wisely.

Nds attention. J
ILM Management Il.n‘\/

Moving up in management: \
extending your management
skills (10 CPD hours)

2 days

£1091+vat** - £1224+vat

After this management skills training,
you will return to the workplace with
renewed confidence and a surer grasp
of your role and responsibilities. You
will have worked on your manage-
ment and communication skills, have
gained numerous hints and tips for
managing problem situations, and you
will have devised an action plan to
enable you to focus on what most

Ladder: the Centre’s
Endorsed Award

For candidates who wish to begin working to-
wards a recognised management qualification,
the Centre offers a nationally recognised Institute
of Leadership and Management endorsed pro-
gramme. This includes any of the three manage-
ment ladder courses: Moving into management;
Moving up in management; or Moving from man-
ager to leader. The course fee covers:

¢ ILM registration
¢ chosen management ladder course
* assessment of set tasks

As an ILM registered candidate you will be enti-
tled to ILM student membership which allows you
to take advantage of the many excellent learning
tools on offer.

The fee for the ILM course is £155 + VAT on top

Management courses

Emotional intelligence in
management and leadership
1 day

£589+vat** - £654+vat

Your emotional intelligence; how you
recognise, use and learn from your
emotions, is increasingly being seen
as the key intelligence for effective
management in the workplace. This
course provides you with a compre-
hensive introduction to the concept
of emotional intelligence, what it may
mean for you and how you can devel-
op the competencies needed to im-
prove your professional practice and
productivity.

Budgeting skills for
non financial managers

1 day

£589+vat** - £654+vat

The course will help you avoid common
pitfalls and give you the confidence and
skills to participate in the budget-setting
process within your own organisation.
You will be able to proactively manage
your budget, improve your cost control
and effectively allocate financial re-
sources. This course training is for anyone
who needs to set and manage budgets
but don't have the expertise or specific
training in this area of finance.

of your usual course fee.

AN

\@Iitaﬁon skills

1 day

£589+vat** - £654+vat

This facilitation training course looks
at principles, values and techniques
for dynamic, participatory and experi-
ential facilitation.

Participants will develop their skills in
planning and preparing one-day ses-
sions, meeting the needs of partici-
pants through a range of participa-
tory facilitation techniques for varied
and stimulating meetings and prob-
lem-solving. Dealing with challenges
and challenging behaviour will also be
addressed.

Supervision skills:
managing people and teams
2 days

£1091+vat** - £1224+vat

With the right approach, supervision
can make a crucial and positive con-
tribution to the attitudes of everyone
at work. The course aims to help you
understand your role as a supervisor,
gives you some helpful guidelines,
and shows you how to apply a range
of skills in this work. This people and
performance management training is
for team leaders, and those who have

%

line management responsibility.
5
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Management courses

\@\dling difficult people and \@cﬁve mentoring

situations: essential tools

Project management

(10 CPD hours)
2 days

£1091+vat** - £1224+vat

By the end of the Project management
course, you will be able to plan your
project effectively, estimating time
factors accurately and detailing the
work of different projects efficiently.
You will recognise the different stake-
holders involved in your projects and
be able to devise strategies for each of
them.

/Quring a positive outcome.

Event management:
an introduction (5 CPD hours)
1 day

\
>

£589+vat** - £654+vat

Whether it is a national conference, a
training workshop, a public meeting,
or a local fundraiser, events are the
public face of your organisation. This
introduction to event management
course offers a practical guide, and
you will leave with a toolkit that will
help you organise future activities
with confidence and flair. You will
explore the planning process, going
step by step through the different
elements.

(5 CPD hours)
1 day

£589+vat** - £654+vat

Many of us face difficult encounters
with colleagues which can have seri-
ous repercussions for the whole
team. This course will equip you with
tools and techniques for dealing with
these situations, giving you the confi-
dence you need for effective manage-
ment of difficult situations. You will
learn how to effectively communicate

with difficult team members whilst

Event management:
intermediate
1 day

£589+vat** - £654+vat

The course is a hands on, high content
workshop designed to give you all the
tools you need to run successful events -
on time, on budget, every time. You will
get clear, logical, easy to follow advice
covering pre-event market research,
event design, venue evaluation and selec-
tion, event programming, promotion and
delivery. You will get a reference material,
top tips, planning aids and access to our
unique 8-stage event planning process.
The aim of this course is to give you the
skills and confidence to plan and direct

your own high quality events.

AN

1 day

£589+vat** - £654+vat

Whether you are beginning your
mentoring journey, or you are an
experienced mentor, this practical
course will introduce the role of a
mentor, providing an opportunity to
practise the skills necessary to men-
tor successfully. Through discussions,
interactive exercises and case studies,
learn the essentials of mentoring
alongside potential pitfalls and prob-
lems; practise key mentoring skills as
well as developing your unique style.

Influencing skills (10 CPD hours)
2 days

£1091+vat** - £1224+vat

This Influencing skills training will give
you the skills and confidence to use
your influence - irrespective of your
formal role or grade, improving your
skills in influencing, communicating
and negotiating. It will help you un-
derstand what makes people tick,
how to work more effectively in
meetings and how to develop a con-
vincing personal style.

\@tegic planning and thinkinm
(10 CPD hours)

2 days

£1091+vat** - £1224+vat

Strategic planning is about getting
your team, department or organisa-
tion where it needs to go. Starting
from knowing where you are and
moving to where you want to get to,
our Strategic planning and thinking
skills course takes you right through
the strategic planning process with
helpful tools, techniques and ideas
for every stage to enhance your stra-

tegic thinking skills. /

6ative thinking and
innovation toolkit

1 day

£589+vat**- £654+vat

This one-day course first covers some
basic theory and background, clarify-
ing what the world of 'creative think-
ing' and 'innovation' looks like. It then
looks at principles, practices and tools
around creative thinking in particular.
There will be opportunities to apply
the tools and techniques and practice
running creative thinking sessions
and being a creative thinker yourself,
giving you a creative thinking toolkit

N

to use in the future.
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@egaﬁon skills

1 day

£589+vat**- £654+vat

Delegation is an essential part of man-
agement. Yet many managers fear to
'let go' of vital tasks, feeling that they
run risks in delegating and that 'it's
quicker to do it myself'. This course will
give you the essential tools you need to
delegate well.

ﬁance skills for non

financial managers
2 days

<

£1091+vat** - £1224+vat

A finance course that uses plain Eng-
lish to demystify financial accounts,
providing you with a clear understand-
ing of business finance.

This course covers a range of tools and
concepts to help you understand your
organisation's finances and give you
the confidence to make financial
judgements and understand the finan-
cial implications of your business deci-
sions. This is finance training at its best

Management courses

Interview skills for managers \

1 day

£589+vat** - £654+vat

Hiring the right staff is one of the
most important management and HR
skills, and it is critical to get it right.
This course is designed for those who
either want to improve their inter-
viewing skills or who are just now
starting a recruitment role in the or-
ganisation. This practical and highly
interactive one-day workshop will
cover best practice interview tech-
niques and will help participants learn
the skills to choose the best candidate
for every job they need to fill.

mnaging change \

1 day

£589+vat** - £654+vat

For managers and leaders who want
to bring about positive change in
their team, workplace or organisa-
tion. Change is the only constant at
work and without it we can’t go for-
ward. As managers, we need to em-
brace change and motivate our teams
to do the same. This course will give
you tools for understanding underly-
ing models of change as well as how
to manage and lead others to ensure
good results.

Ame management for

managers: work smarter, not
harder (5 CPD hours)

1 day

£469+vat** - £522+vat

This course shows managers how to
take a positive approach to time man-
agement. It looks at skills and tech-
niques required to make the most of
every day, without feeling over-
whelmed by work overload and the
demands of your job, and your team.
This course is ideal for busy managers
who feel the demands of a heavy
workload and want to free up time to

/
Y

Appraisal skills \
1 day

£589+vat** - £654+vat

This course will give you a sound
overview of the appraisal process as
well as helping you make the most of
the appraisals for your own team.
We start by looking at the principles
of appraisal and what constitutes
best practice in an appraisal scheme.
In the afternoon, we go on to review
the appraisal interview itself, looking
at how to make the most of this im-
portant conversation, for you, for
your team member and for your or-

(Iear, informative, practical and fun!/

(hieve their top priorities. J

- 2\
leading a high performance team

Team leader skills: building a
(5 CPD hours)
1 day

£589+vat** - £654+vat

This course gives new and aspiring
team leaders the tools, techniques and
models they need to be able to put to-
gether and lead an effective team that
gets the work done. All aspects of team
leadership are covered including re-
cruitment, motivating and inspiring the
team, the roles and responsibilities of
the team leader, communication and
the common challenges that team lead-
ers will face.

Training the trainer
(10 CPD hours)
2 days

£1091+vat** - £1224+vat

Our Training the trainer course is
practical and fun, and solidly based in
modern learning theory. Whether
your training is mainly about helping
people develop new skills, or acquire
new knowledge or it is aimed at chal-
lenging their thinking, you will find
our train the trainer course gives you

trainer.

@saﬁon. /

the confidence to be an effective
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Learning Partnerships

We understandthat planning, budgeting, scheduling and evaluating your organisation’s
leaming activities can be difficult, that's why we have created ourLeaming Partnerships.

Our Leaming Partnerships give you the opportunity to maximise your training budget by
usingitacross all ofthe services we provide including but not limited to:

Group training days /(‘\\ Coursesforindividual
at your organisation \ N employees

=
Tailored learning Coachingand
consultancy mentoring

Facilitation of
awaydays

Our clientstrust us with their fraining needs and see us as aleaming parner, notjusta
fraining provider.

You can be reassuredthat ouraccountability doesn't endwhen thefraining day is over.
We are there forthe enfire joumey, and we're askeento seetheresults of ourefforts as
you are.

We provide additional benefits alongside all of the training programmes we deliverand

for every level of service. ffyou dontendup spendingthe whole budget withinthe year,
we will carryit over to ensure thatyou can really make the most of it!

‘ ‘ The Centre has provento be not just asupplier, butatrue pariner. They

W h at take the time to listen and understand ourbusiness challenges and our
people. Working with suppliers can often be verytransaciional, butour
our Leamng Partnership wih the Centreis more than a commerdial amange-
s ment. They are welcoming, warmand at greatpainsto make our working
clients N .
relationship as easyas possible.

say...

- §8, Financial Services Compensation Scheme

Our Learning
&> Partnerships

SILVER

GOLD

1\

One free bitesize workshop
delivered at your organization forup
to 25 delegates

Three free learning resources for
wyour internal learning management
system

One learning resource foryour
internal learning management
system

Five free places on Individual
training courses at the Centre
(zubject to availability)

Two free places on Individual
training courses at the Centre
(subject to availabilityy

One free full-day standard
Group training workshop
delivered at your organisation forup
to 12 delegates

ERONZE

f

One free place on an Individual
training course at the Centre (subject
to availability )

One free bitesize workshop
delivered at your organization forup
to 25 delegates

Free perzonal L&D Advice with
our resident Organisational
Psychologist:

3 days of Learning and Development
consultancy

(e.g. reviewing policies, documents,
sharing best practice on L&D
approaches, writing fresh policies,
creating appraisal documentation)

Free perzonal L&D Advice with
our resident
Organizational Peychologist:

Between 5-8 days of Learning and
Development consultancy

(e.g. reviewing policies, documents,
sharing best practice on L&D
approaches, conducting focus
groups, writing fresh policies,
creating appraisal documentation,
conducting psychometric
assessments and semi-structured
interviews)

One free day of preparation time
for a tailored or bespoke Group
training workshop delivered at your
organisation forup to 12 delegates
(delivery rates stil apphy)

You would qualify for a
Silver Partnership
when you bank with The Centre

£20,000 - 49,999 +VAT

You would qualify fora
Gold Partnership
when you bank with The Centre

Contact us now on

Free personal L&D Advice with
our resident
Organisational Psychologist:

1 day of Learning and Development
consultancy

(e.g. reviewing policies, procedures,
documents, sharing best practice on
L&D approaches)

You would qualify for a
Bronze Partnership
when you bank with The Centre

or call 0207 490 3030 to become a learning partner and get
the most from your training budget!




Personal effectiveness

ﬁpeed reading

1 day

£589+vat** - £654+vat

Do you often lose your concentration
and forget much of what you have
read? By attending this course in Speed
reading, you will at least double your
reading pace, sometimes even more,
and retain more, not less, as your brain
works better at faster reading speeds.
Most people are likely to see an im-
provement of going from reading ap-
proximately 230 words per minute, to
reading 500-700 words per minute by
the end of the course and retain be-

Y

~

Self-awareness at work
1 day

£469+vat** - £522+vat

Being self-aware in the workplace is
vital if you want to develop your own
skills and those you work alongside. For
anybody who wants to understand
emotional intelligence and how it can
help them in the workplace. Being self-
aware in the workplace is vital if you
want to develop your own skills and the
skills of those you work alongside.
Starting with an introduction to emo-
tional intelligence, this course will also
examine how you handle conflict and

tween 20-30% more.

Assertiveness skills
(5 CPD hours)
1 day

£469+vat** - £522+vat

You will learn how to present your ide-
as and opinions in ways that enable you
to feel heard and respected. You will
gain an understanding of the difference
between assertiveness and aggression,
learn how to delegate effectively and
develop your personal communication

Writing courses

@ort writing skills \
(5 CPD hours)

1 day

£469+vat** - £522+vat

For anyone who needs to complete a
complex form, write reports for com-
mittees or boards or report to fun-
ders. Even if you feel reasonably con-
fident about your everyday writing,
producing a formal report can be a
daunting prospect. Aimed at staff
who are competent in basic English,
this course enables you to produce
reports that are clear, concise and fit

give and receive feedback.

Qsonal effectiveness: be

more confident at work
(10 CPD hours)
2 days

£892+vat** - £1025+vat

Ever wish you had more confidence
when you're at work? This course will
help you find that confidence in a range
of situations - speaking up at meetings,
giving presentations, attending net-
working events, asking for a rise or
more holidays or just generally feeling
more confident within a group.

\_ J

/
Y

Qcﬁve minutes (5 CPD hours)\

Minutes: taking and writing
1 day

£469+vat** - £522+vat

Most people dread taking minutes
and very few receive training before
they start. This practical one-day
course will give you the opportunity
to understand the basic rules and

for purpose.

Digital writing
1 day

£469+vat** -£522+vat

As we increase our online communi-
cations and understand just how im-
portant online audiences are to our
success, many staff are realising that
web copywriting requires very partic-
ular skills. Whether you’re contrib-
uting to your organisation’s website,
developing a corporate blog or build-
ing a Twitter campaign this one-day
course will give you the ability to
write compelling content that gets
you the results you need online.

\_

AN

taking notes. You will learn how to

guidelines for minutes as well as prac-
write accurate minutes with confi-
m)ofreading (5 CPD hours) \

tising essential skills like listening and
dence.
1 day

£469+vat** £522+vat

Good proofreading makes a valuable
contribution to the clarity of your
organisation's written material. It is a
tough discipline, but with the right
approach anyone can become a com-
petent proofreader by learning how
to identify and correct writing mis-
takes. This proofreading course will
give you lots of tips and leave you
with a clear understanding of how to
proofread, with proofreading skills to

%

put into practice straight away. J
9
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6mmar and punctuation at \
work

1 day

£469+vat** - £522+vat

Can you put a comma before 'and'?
What exactly are verbs? And what's the
difference between a hyphen and a
dash? If you missed out on grammar
and punctuation at school, or have for-
gotten what you once learned, this in-
valuable refresher course will quickly
put you back on track. You will find out
why grammar matters and which bits
matter most; how to avoid getting
things wrong; and when and how to

Writing courses

mﬁng better letters and emailx

1 day

£469+vat**- £522+vat

If you'd like to cut down the time you
spend composing letters and emails, or
want to write more fluently and waffle
less, or wish your emails got better re-
sults, then this course is for you. You
will learn how to connect with the read-
er, be clear and concise, get your point
across, write action-oriented emails,
and adapt your style for formal and
informal communications. For anyone
who would like to make more impact
with their letters and emails.

antuate for clarity and meaning. /
@iness writing skills
(10 CPD hours)

2 days
£892+vat** - £1025+vat

For anyone who wants to get lots of
practice at improving their basic
writing skills. If you are unsure of the
basic rules of writing, or struggle to
express yourself clearly and concisely,
this highly practical two-day course
will help increase your confidence
and ability to write clear, well-
structured English. This course will
cover grammar, punctuation and
spelling, planning, structuring and
editing your letters, emails and other

Yo

@iness writing for (English SEC\

ond language)
2 days

£892+vat**- £1025+vat

If English isn't your first language,
writing at work can be a daunting task.
Even if you're a fluent speaker with a
solid grasp of English grammar, you
may not be confident about what’s ex-
pected of you or know how to structure
and word a business email, find the
right words, or get the tone right.

\

Professional writing skills for
non-native English speakers
1 day

£469+vat**- £522+vat

If English isn't your first language,
business writing can be a big chal-
lenge. You may be extremely good at
grammar and spelling, but not quite
so sure how to word an email or con-
struct an effective letter. This custom-
ised course will help you to express
yourself clearly and appropriately in
written English, including tips on
building your skills and confidence.

AN
Yo

EDI courses

(quality, diversity and inclusioh

1 day

£589+vat**- £654+vat

This one-day Equality, diversity and
inclusion training demystifies the Law
and the issues. You will learn how the
Law on Equality applies to you and the
practical steps you can take to recog-
nise and respond to equality, diversity
and inclusion matters when they arise.
You will learn about the Protected Char-
acteristics and some of the issues that
may be associated with them, develop-
ing practical techniques to ensure you
and others are treated appropriately.

/

1 day

£469+vat** - £522+vat

Applying for a job is a skill everyone
needs to harness, and in practice that
means getting your CV in shape and
practicing your interview skills.

The purpose of this one-day course is to
understand how to be the best possible
candidate you can be for the job you
want.

Over the day you will get to the bottom
of what employers are looking for,
learn how to create a winning CV and
practice your interview style.

@ments. J

o

AN

CV writing and interview skills Milding belonging: understanh

N %

ing unconscious bias & harness-
ing emotional intelligence
1 day

£469+vat**- £522+vat

This one-day workshop has been devel-
oped to create time to pause and think
about you, your emotions, your uncon-
scious biases and your passion. Under-
standing your needs is the starting point
of the day but the real focus will be
applying that self-awareness to the way
you communicate, build relationships
and position yourself as an authentic,

AN

inclusive and positive manager.
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building skills

and confidence

The Centre have a 23 year history of supporting and developlng staff, managers and leaders Wlthln What will your programme look
organisations through our interactive, innovative and adaptable organisation wide development pro-  like?

grammes. Well, that all depends on what you
Discovery need! We’re able to build your training
«During this phase we get a solid understanding of your challenges, priorities and programme com pletely from scratch.

Whether you have 20
culture. 5
Our development programmes include:

new recruits in need of
induction training, 200 « Standard and tailor-made courses

managers ready for the @ Design « Action learning sets

next step or Directors re- -The Discovery phase informs our design work to ensure we create engaging, « Homework and learning assign-
quiring a complete shift in challenging and ‘real-to-work’ case studies.

o ments
culture within your organi-

s lion e, canmicsion « ILM accreditation
2 5 ; . o CPD hours
and ?e"\(er gn effeltcn(\jle, DS?aI::::qrzvith a pilot cohort we will deli the b k rksh t isati * PSyChometriCS or personality teStS
rac Ica an resu S er‘ — C eliver tne bespoke worksnops at your organisation. . . .
gn training Drogramme We can deliver training all over the UK, and intemationally! « Organisational improvement pro-
g prog jects

that is tailored to the spe-

i 45 6T 1R ) » Co-facilitation
cHic.nee zoh © (;).rggm'l Impact » Mediation
Satlon’ and the individua «We will revisit the measures agreed during the Discovery discussions and give ° Coaching and mentoring opportuni-
learners. ongoing updates from learners, their managers and agreed HR metrics. ties

that th isati rt get a relevant, real-to-work and impactful traini -
ensures tha € organisations we support get a relevant, real-to-work ana impactrul training pro recommend our

We endorse a four phase approach to programme management and we've found this methodology 9 9 o / of delegates would
gramme. s
o training courses



Communication courses

A strategies that work

1 day

£522+vat** - £589+vat

Successful public relations starts with a
strategic approach, whether you are pro-
moting an organisation, an initiative, a
service, an issue or a product. If you have
the responsibility for developing your
organisation's PR strategy, this is the
course for you! This practical course will
help you plan and implement successful
PR strategies so you get the most from
your budget.

This course is for anyone who has re-
sponsibility for organisation communica-

skills
1 day

£469+vat** - £522+vat

Good customer care depends on staff
acting with professionalism and self-
confidence. This course will help new
staff to practice good customer care
and is an enjoyable refresher for more
experienced front line staff. The course
is suitable for anyone who comes into
contact with customers; either on the
telephone or in person. It is of equal
benefit to people new to customer
care, and to those with more experi-

tion.
(ustomer care and telephone \/

Qe wishing to improve their skills. /

Qﬁng.

Communication in the
workplace
1 day

£522+vat** - £589+vat

Whether it's writing an e-mail that will
get read, making a difficult telephone
call or getting your point across in a
meeting or presentation, good commu-
nication skills are even more essential
in today's organisation, where time is
money that none of us can afford to
waste. This course will help you com-
municate more efficiently and effective-
ly; for anyone whose wants to improve
their written and face to face business
communication skills.

Confident and effective
presentations (5 CPD hours)
1 day

£522+vat** - £589+vat

Giving a presentation can be a scary
prospect, but it is possible to learn how
to present well, and enjoy it! This prac-
tical and enjoyable course is designed
to give you the confidence and skills to
deliver effective presentations that will
be understood and valued by your audi-
ence. You will get plenty of practise and
get valuable feedback. This course will
help you develop presentation skills
and confidence in a safe, learning

\@enﬁal skills for

N efficient.

NO“-

Administration courses

administrators
1 day

£469+vat** - £522+vat

In any organisation, the administra-
tion team has the biggest variety of
responsibilities. It has to be constant-
ly flexible and responsive to the
needs of management. The admin-
istration team is the face of the or-
ganisation as they can be the first
point of contact for clients. Though
the clerical and office skills of the
team are often overlooked, the best
admin assistants can make them-
selves stand out by being proactive

Time management for
administrators: managing time
and workload (5 CPD hours)

1 day
£469+vat** - £522+vat

This Time management training will
help you understand your own
strengths and weaknesses around time
management and find the right solu-
tions for you. It will enable you to prior-
itise tasks effectively, organise your
workstation and meet your deadlines.

There are a range of practical tips, tools
and techniques to help you prioritise
and use your time effectively as well as
managing your paperwork and work-

~

@cﬁve office management \

2 days

£776+vat** - £1025+vat

This two-day Office management
training course will help you develop
an assertive and organised approach
to managing people and processes in
your office, to facilitate harmonious
and productive working. It includes
key management skills and planning
techniques to improve information
flow and achieve objectives.

/
<

Ae executive PA

2 days

£892+vat** - £1025+vat

The Executive PA is in a position of
special responsibility; supporting di-
rectors and senior managers requires
a proactive approach and range of
communications and organisational
skills.

Our two-day course will help you un-
derstand your role and learn what is
expected from an Executive PA, find-
ing solutions to common problems
whilst sharing experiences with other

AN

course participants. J
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How to book
You can book all courses online at www.the-
centre.co.uk

Alternatively you can email your booking to in-
fo@the-centre.co.uk or call 020 7490 3030.

Course fees

**Not-for-profit price applies to all other charities
and all other not-for-profit organisations (including
public sector and housing).

Standard price applies to all other organisations. All

fees are subject to VAT.

Payment

Once you have placed your booking we will send you
an invoice. Payment must be received at least 24
hours before the date of the training course. If you
are booking several courses, payment must be re-
ceived before the date of the first course. You can call
us to make payment by credit/debit card or BACS.
Alternatively, you can send a cheque made payable to
‘the Centre’.

Special requirements

If you have any individual requirements, such as die-
tary, access, or religious, please contact us and we
will make every effort

to accommodate them. Contact us on 020 7490
3030orinfo@the-centre.co.uk.

Confirmation of booking

We will send you a confirmation letter via email
upon receipt of your booking. Please contact us if
you have not received confirmation within five
working days of placing your booking.

Cancellation and transfer policy

Cancellations and transfers must be submitted in
writing to info@the-centre.co.uk

For cancellations made four weeks before your training
date, we will refund the fullfee.

For cancellations made more than seven days, but less
than four weeks before your training date, we will re-
fund half of the fee.

For cancellations made less than seven days before
your training date the full fee will be required.

If you want to transfer to a different day or course,
we will be happy to help.

If you transfer more than one week, but less than
three weeks before the start date, a transfer charge
of £50 plus VAT will be payable for each booking
transfer.

If you transfer less than one week before the course
date, the full course fee will be due.

You may only transfer once per booking. If you can-
cel after transferring, the appropriate fee is due.
Please note that non-payment and/or non-
attendance does not constitute a cancellation. Please
see our website for T&Cs.

The Centre mailings

If you wish to add, edit or remove
your details from our mailing list,
please email support@the-
centre.co.uk

Thank you.

CPD

Courses with this symbol next to them
are CPD accredited. To find out how
many CPD hours you can gain from
attending these courses visit www.the-

centre.co.uk.
%))

The CPD Certification Service

book

www.the-centre.co.uk

info@the-centre.co.uk

020 7490 3030
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