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Bullying
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Venue

Contact us

All of our Individual courses are held at our main training suite
on Old Street, central London. Courses start at 10am and will
finish by 4.30pm. Lunch and refreshments are provided.

If you have any questions, or need
any help finding the perfect course
for you, feel free to contact us.

The Centre training venue:
140 Old Street, London EC1V 9BJ

t

Located in central London, our venue is easily accessible by
tube, train or bus.

w www.the‑centre.co.uk

Visit www.the‑centre.co.uk for more information.
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Alternatively, we can come to you! If you have four or more
people interested in the same course it could be more
convenient and cost effective to run a group session.

020 7490 3030

e info@the‑centre.co.uk
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86%
of the Centre’s clients say
that their performance at
work has improved as a
result of their training with
the Centre.
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Moving into
management:
taking on your
first management
role
CPD

2 ½ days
3-4 July
follow-up 22 August 1.30pm-4.30pm
8-9 August
follow-up 25 September 10am-12.30pm
£655** | £825* | £925
For those embarking on their first
management role
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Moving up
in management:
extending your
management skills

Moving from
manager to leader:
taking on a senior
management role

2 ½ days
16-17 July
follow-up 24 August 1.30pm-4.30pm
£655** | £825* | £925

2 ½ days Call to request dates
£655** | £825* | £925

For those with at least two years’
experience in a management role

If you are a new or aspiring senior
manager or chief executive, this
programme will help you step up
to leading your department or
organisation. This two day course
is ideal for those with at least three
years’ experience. You will cover:
■■ leadership in today’s climate:
what we can do
■■ from operational to strategic
management: moving up a gear
■■ your organisation, its culture and
its impact on your leadership
approach
■■ how power works and making the
most of it
■■ leading and managing through
change
■■ the leader as a communicator
■■ critical incidents in organisations:
how to avoid a crisis

CPD

This two-and-a-half day course
has been specifically designed for
people who are stepping onto the
first rung of the management ladder.
It will increase your understanding of
the manager’s role and will help you
gain confidence, leaving you with a
development plan for gaining further
management skills. You will cover:
■■ the manager’s role and key
responsibilities
■■ leadership and planning
■■ motivating and managing your team
■■ different management styles
■■ communication skills
■■ managing with assertiveness
■■ dealing with issues and
difficulties

Often managers are in a post for
some years without having any
management training. If you have
been carrying out a management
role, this course offers you an
opportunity to reflect on your
experience with others in a similar
situation and to catch-up with best
practice, especially in relation to
managing people. You will cover:
■■ managing in different organisations
■■ managing your team and
motivating people
■■ people management: systems
and structures
■■ introduction to motivational
thinking
■■ different thinking and operation
styles
■■ managing difficult situations
■■ managing staff in times of stress
and change

“The course and the trainer were very inspiring
and gave me plenty of ideas for my job role and
organisation as a whole. The pace was perfect,
and the information was spot on.”
ZS, Museums Association

“The course touched on a variety of subjects
including several I didn’t know I wanted to learn
about! It was very useful with lots of tools to use
day to day.” SW, Splash Damage

Management ladder

CPD

For new and aspiring senior
managers and chief executives

“I could have stayed at the centre all week! I
have taken so much away with me and I’m very
keen to put my new knowledge into practice.”
MA, Wokingham Borough Council

ILM Management
Ladder:
the Centre’s
Endorsed
Award

For candidates who wish
to begin working towards
a recognised management
qualification, the Centre offers
a nationally recognised Institute
of Leadership and Management
endorsed programme. This
includes any of the three
management ladder courses:
Moving into management;
Moving up in management; or
Moving from manager to leader.
The course fee covers:
ILM registration
chosen management ladder
course
■■ assessment of set tasks
■■ a feedback session
■■
■■

As an ILM registered candidate
you will be entitled to ILM
student membership which
allows you to take advantage of
the many excellent learning tools
on offer.
The fee for the ILM endorsed
course is £155 + VAT on top of
your usual course fee.

Bullying in the workplace –
what to look out for and what to do
Bullying only happens at school, right? Research conducted by TUC says otherwise, as it
was discovered that nearly a third of people are bullied in their workplace. Their research also
showed that 36% people who report being bullied at work leave their job because of it.
What is bullying?
Bullying may be characterised as offensive,
intimidating, malicious or insulting behaviour,
an abuse or misuse of power through means
intended to undermine, humiliate, denigrate or
injure the recipient. It may be by an individual
against an individual (perhaps by someone in
a position of authority such as a manager or
supervisor), or even involve groups of people.
The harassment and bullying may also be
obvious or it may be insidious, but whatever
form it takes it is unwarranted and unwelcome to
the individual.
How to deal with bullying
If you are being bullied in the workplace it can
be difficult to know how to approach it and find
a solution. Here are a few ways to help you
address workplace bullying.
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1) If you feel comfortable, approach the person
who is bullying you and explain to them how
they are making you feel. This will give them
time to reflect on how their behaviour is
affecting you – they may not be aware of their
actions.

2) Speak with your manager or HR team. Explain
the situation to them and how you are being
made to feel. They will ensure that this is
dealt with appropriately, professionally, and
confidentially.
3) If you don’t feel comfortable speaking with
someone in your workplace, there are several
organisations such as the National Bullying
Helpline who can provide you with support.
They run a voluntary helpline between 9am to
5pm Monday to Saturday, and also have lots
of information on their website including ways
to address bullying.
How to recognise if your colleague is
being bullied
Stepping in when a colleague is being bullied
isn’t easy, but it can have a huge effect on a
person’s mental and physical health and leads to
absenteeism. Making yourself aware of the signs
of bullying will allow you to help.
As outlined by BullyingUK, these are just some
of the signs you might recognise in a colleague
that is being bullied:

•B
 eing constantly criticised, having duties and
responsibility taken away without good reason
•S
 houting, aggressive behaviour or threats
•B
 eing put down or made to feel like the butt of
the jokes
•B
 eing persistently picked on in front of others
or in private
•B
 eing constantly ignored, victimised and
excluded regularly
•C
 onstantly mocking and attacking members
of staff
•S
 preading malicious rumours about members
of staff
•M
 isuse of power or position to make someone
feel uncomfortable or victimised
•M
 aking threats about job security without any
basis or substance
•B
 locking promotion or progress within the
workplace
If you notice any of these signs, then talk to your
HR department for advice. Being aware and
taking action could transform the life of your
colleague, and greatly improve their working day.
If you want to know more about bullying
in the workplace, take a look at our
newest course Anti-bullying and
anti-harassment in the workplace.

Managing change
1 day 27 June
£345** | £445* | £495
For managers and leaders who
want to bring about positive
change in their team, workplace or
organisation

Change is the only constant at work
and without it we can’t go forward.
As managers, we need to embrace
change and motivate our teams
to do the same. This course will
give you tools for understanding
underlying models of change as well
as how to manage and lead others
to ensure good results. You will
cover:
■■ Kotter’s fundamental model of
change
■■ different kinds of change and
different ways to lead your team
■■ planning change: frameworks to
help your thinking
■■ dealing with resistance in your
team and in stakeholders
■■ Kurt Lewin’s three phases of
change: managing in the tricky
transition period
■■ influencing others and gaining
buy-in
■■ measuring and communicating the
results
“Really good course with an engaging, small
group which helped as I was able to ask
questions and relate the session to my
workplace.” YS, Gingerbread
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Budgeting skills
for non financial
managers

Anti-bullying and NEW
anti-harassment in
the workplace

1 day 29 June
£345** | £445* | £495

1 day 3 July
£345** | £445* | £495

For managers who need to set and
manage budgets but don’t have the
expertise

For anyone who may wish to increase
their knowledge and confidence in
recognising and tackling workplace
harassment and bullying, at any level

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
resources. You will cover:
■■ understanding budgeting
terminology
■■ setting a budget that meets your
allowance
■■ phasing, monitoring and reviewing
your budget
■■ what to look for in your
management accounts
■■ forecasting, avoiding overspend
and getting back on track
■■ presenting your budget: what you
need to be able to tell others
“The trainer was a mind of useful information. I
never imagined a finance course could keep me
engaged all day, but the Centre managed it!
Thank you!” LW, National Council for Voluntary
Organisations

Harassment and bullying can present
some of the greatest challenges a
workplace will ever face. They have
the potential to undermine the entire
fabric of a team, cause considerable
stress for individuals and could
challenge an organisation’s values
and reputation, not to mention the
potential legal implications. Some
forms of harassment and bullying
are obvious and can be spotted
easily, but others can be subtle and
complex to tackle. This course will
deal with harassment and bullying
from first principles and give you the
confidence to know what to should
look out for, the preventative steps
you can take, and how to deal with
harassment and bullying should they
occur. You will cover:
■■ the meaning of harassment and
bullying and their impact
■■ the legal policy background
■■ how to spot the warning signs
■■ how to support others who may
be facing a harassment or bullying
situation
■■ informal and formal processes

Leading virtual and
remote teams
1 day 10 July
£345** | £445* | £495
For new and established managers
that are responsible for remote
teams

The modern workplace operates in
a highly virtual world. Whether it’s a
video conference via Skype or project
managing a team based in different
counties, virtual working is becoming
the norm for many individuals and
managers. On this course you will
discover how to make the most
of virtual working by developing a
flexible and adaptable team, and
how this can gain a competitive
advantage. You will cover:
■■ understanding the challenges of a
virtual team environment
■■ building a high performing virtual
team
■■ motivating and coaching your
team from a distance
■■ using communication tools
effectively, such as Skype and
Webex
■■ planning and conducting virtual
meetings
■■ developing yourself as a virtual
leader
“The course met my objectives and allowed me
to meet very interesting people with ideas and
experiences.” AY, Euclid Network

Developing your
personal brand

Coaching skills
for managers

1 day 10 July
£345** | £445* | £495

1 day 11 July
£345** | £445* | £495

For anyone who wants to develop
their personal brand in order to
progress their career

For anyone who manages,
supports or coordinates other
people

In today’s business world
outstanding performance is no
longer enough if you want to
progress your career. Image
and visibility are now essential
components of career success.
You are a brand – and you need to
know what your brand stands for.
This highly interactive and intriguing
one-day course gives a fascinating
insight into who you are and what
you stand for. You will cover:
■■ building up a comprehensive
profile of ‘Me PLC’ in terms of
how you perceive yourself
■■ knowing how to communicate to
build rapport and empathy
■■ your strengths and areas for
development in interpersonal
relationships
■■ how to be assertive without being
aggressive

Coaching is an invaluable tool for
managers who want to motivate
and support their team to improve
performance and manage change.
Coaching is increasingly recognised
as a flexible and effective way of
supporting staff to develop new
skills and confidence. This course
is designed to help line managers
understand coaching, how coaching
fits with effective management and
how to acquire practical techniques
to use in their everyday work. You
will cover:
■■ how coaching fits into
management
■■ how a coaching relationship can
make a difference
■■ coaching models and different
approaches
■■ getting started and focusing on
outcomes
■■ overcoming fears and supporting
change

“This course has been incredibly helpful. It was
great, well paced and presented and the trainer
was fantastic!” FK, Museum of London
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“Very well structured and thought-through
course delivered by an engaging and obviously
expert trainer.” JE, University Alliance

Personal
development review:
manager’s toolkit
1 day 12 July
£345** | £445* | £495
For managers in need of an
introduction to the skills, knowledge
and attributes that are required to
deliver effective review meetings

Personal development review
meetings and appraisals are often
seen as something that has to be
completed as quickly as possible,
a ‘box ticking’ exercise for HR. This
one-day course will help you to
motivate staff to view their review
process as a valuable tool for
assessing their performance. You’ll
learn why skilled and meaningful
appraisals are key to organisational
success and how to make sure that
your system is fit for purpose. You
will cover:
■■ why hold review meetings
■■ the ingredients for effective
personal development reviews
■■ creating an environment
conducive to review meetings
■■ developing objectives
■■ the psychology of appraisals
■■ individual action plan
Our Personal development review
course, held in London, will provide
you with a tool kit of skills and
strategies to motivate and inspire your
staff through meaningful appraisals.

CPD Influencing
skills
2 days 18-19 July
£595** | £755* | £855
For people who need to shape
opinions and change minds

Influencing skills are indispensable
in modern organisations. Command
and control structures have given
way to less hierarchical, cross team
working where you get things done
by inspiring and persuading. Our
two-day Influencing skills course
will help you understand how
influencing works, and provide you
with practical tips and techniques.
You will cover:
■■ style – recognising different
influencing styles and when to
use them
■■ skills – assertiveness, listening,
negotiation and meeting skills
■■ strategies – clarity about aims,
balance of power, identifying
friends and opponents, message
development
■■ attitudes and understanding –
different organisational cultures,
relationship management,
handling conflict
■■ personal impression management
– making an impact
“The great trainer kept the course engaging and
interesting. They were very friendly, warm, and
committed to helping everyone.”
LV, Hostelworld

Monitoring,
evaluation and
impact assessment

CPD Event
management:
an introduction

1 day 27 July
£345** | £445* | £495

1 day 30 July
£345** | £445* | £495

For anyone with responsibility
for making things happen in their
workplace

For administrators and coordinators
new to event management

The pressures for ‘change’, ‘getting
results’ or ‘having an impact’ are
ever-present in today’s workplace.
Whether you manage projects, make
changes or develop new initiatives,
you need to demonstrate that you
are making a difference. This course
enables you to build monitoring and
evaluation systems into your plans
from the outset. You will cover:
■■ impact assessment as part of the
project lifecycle
■■ the difference between outputs
and outcomes
■■ the types of information you need,
and how and when to get them
■■ terms of reference for monitoring
or evaluation
■■ the six key questions you will want
to ask
■■ how to demonstrate success and
use the lessons learned
“I found the course enjoyable and would
recommend it to others. I feel more prepared to
get started and eager to learn more. Thanks!”
AS, LawWorks
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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
course offers a practical guide to
event management for those who
have little or no previous experience.
You will leave with a toolkit that will
help you organise future activities
with confidence and flair. There
will be group discussion and
exercises giving practical solutions
to organising and managing events.
You will cover:
■■ event types and audience need
■■ timeline and budgeting
■■ risk assessment and health and
safety
■■ checklists for organising the detail
– delegate bookings, meeting
special needs, insurance, licences
and catering
“The resources from the course have allowed me
to look at events more thoroughly and not forget
the tiny details. I felt engaged throughout and
have many new ideas and strategies”. GP, Guy
Chester Centre

Working effectively
with your manager

Event management:
intermediate

1 day 2 August
£345** | £445* | £495

1 day 3 August
£345** | £445* | £495

For anyone who wants to improve
their skills in supporting their
boss and developing seamless,
fun and highly effective working
relationships.

For event managers who want to
learn new approaches to managing
events

To many people, the phrase
‘managing your boss’ may sound
like manipulation or corporate
‘cosying up’. But this workshop is
not about political maneuvering, it’s
about the best ways of consciously
working with the person you report
to in order to get the best possible
results for you, your boss, and
your organisation. This course is
not about creating a better filing
system or honing your note taking
skills, it’s about:
■■ effective workplace
communications, particularly
listening
■■ conflict management and
resolution
■■ dealing with pressure and priorities
■■ understanding your boss’ working
style
■■ problem solving and creativity
“The course was very informative and gave
practical examples to take back to the office. I’m
grateful for good references to read such as
books.” NH, Tearfund

This one day 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 selection, 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. You will cover:
■■ conceptualising an event
■■ team management
■■ marketing and promotion
■■ managing stakeholder
expectations
■■ evaluation and review
“This course introduced me to how diverse and
creative events can be, I know feel inspired to
break away from the model I am used to using,
and try something new.”
DS, British Youth Council
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Appraisal skills
1 day 3 August
£345** | £445* | £495
For any manager who needs an
overview of the appraisal process
and wants to improve their own
appraisal interview skills.

This London based one-day training
workshop 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 important conversation,
for you, for your team member and
for your organisation. You will cover:
■■ the benefits of appraisals
■■ the purpose of appraisals
■■ different approaches
■■ how to introduce a new appraisal
scheme: checklist for managers
■■ preparing and running an
appraisal interview
■■ appraisal paperwork: different
approaches
■■ appraisal and one-to-one line
management
“This course was excellent! It has built my
confidence around having difficult conversations,
given me a better understanding of best practice,
and so much more.” LE, Teenage Cancer Trust
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CPD Handling
difficult people and
situations: essential
tools

Leading with
authenticity

1 day 7 August
£345** | £445* | £495

For senior managers who want to
enhance their leadership attributes
and skills so they have greater impact

For managers who want to deal
with challenging attitudes

Many of us face difficult encounters
with colleagues which can have
serious repercussions for the whole
staff team. This course will equip you
with tools and techniques for dealing
with different types of situations,
giving you the confidence and
understanding you need for effective
management of difficult situations.
You will learn how to effectively
communicate with difficult team
members whilst ensuring a positive
outcome. You will cover:
■■ knowing how and when to tackle
issues
■■ understanding other people’s
motivations
■■ identifying and dealing with
behavioural problems before they
happen
■■ dealing with conflict and
aggression
■■ how to build your confidence and
assertiveness
“The course was very helpful and gave plenty of
good ideas and information. The trainer was very
good and had a great style of teaching and
keeping everything interesting.”
ET, Global University Systems

1 day 7 August
£345** | £445* | £495

Effective leaders combine a
personalised mix of skills, capacities
and experience with insight,
intelligence and story-telling to
effectively promote their vision
and increase engagement with
their organisational and long-term
objectives. This one-day course
provides the opportunity to explore
effective styles of leadership and their
impact, the markers of outstanding
leadership and the personal
characteristics and values that define
your authenticity. You will cover:
■■ key leadership theories and styles
■■ characteristics of outstanding
leaders
■■ organisational culture and its
impact
■■ leadership self-assessment
■■ creating personal narratives
through story-telling
■■ values-based leadership
■■ leading amidst uncertainty
“This course has enabled me to lead better with
authenticity and has made me think more about
my leadership skills as a whole.”
JD, London and Quadrant Housing

CPD Strategic
planning and
thinking skills
2 days 9-10 August
£655** | £825* | £925
For managers at any level of an
organisation who want to think and
plan more strategically

Strategic planning is about
getting your team, department
or organisation where it needs to
go. Starting from knowing where
you are and moving to where you
want to get to, this course takes
you right through the strategic
planning process with helpful tools,
techniques and ideas for every
stage. You will cover:
■■ defining what ‘strategic’ means
■■ challenging assumptions
■■ looking at the bigger picture
■■ the value of stakeholder
involvement at every phase
■■ identifying strategic direction
■■ thinking about strategic
outcomes and impact
■■ ideas and tools to facilitate
strategic planning
■■ how to implement and
communicate your plan, and
assess its success
“This course has helped shape my thinking and
I am now going away with the right tools to help
facilitate the right thinking and discussions.”
FJ, NHS

The Executive
PA: moving from
secretary to an
executive PA role

Receptionist
training: becoming
an exceptional
receptionist

CPD Minutes:
taking and
writing effective
minutes

2 days 28-29 June
£450** | £675* | £775

1 day 9 July
£245** | £355* | £395

1 day 27 June | 23 July | 10 August
£245** | £355* | £395

For PAs who have just been
promoted to the role or wish to
progress to a more senior level

For receptionists, administrators and
anyone who deals with the public,
either face-to-face or on the phone.

For anyone who wants to improve
their minute taking

The Executive PA is in a position of
special responsibility; supporting
directors and senior managers
and playing a pivotal role in the
management team requires a
proactive approach and range of
skills. This practical course will help
you understand your role and learn
what is expected from an Executive
PA, finding solutions to common
problems. You will cover:
■■ developing your relationship with
your Director
■■ confidence, assertiveness skills
and learning to say “no”
■■ communication skills and
managing upwards
■■ taking ownership, time
management and learning to
prioritise

As a receptionist you are the
public face and voice of your
organisation, so the impression you
give is the image that counts. Good
communication skills are essential
and this course looks at how to
develop your professionalism and
excel at your role. This receptionist
training course explores how the
receptionist is central to customers’
experience. Over the day you will
cover:
■■ the receptionist as the ‘face of the
organisation’
■■ professional excellence
■■ treating customers with respect
■■ listening skills
■■ customer care skills
■■ dealing with difficult people and
situations
■■ telephone skills
■■ developing a professional image

“One of the most enjoyable courses I have been
on! My interest was held at all times and the
Centre was great with fantastic attention to
detail, I was made to feel very welcome.”
AC, Corelli College
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“The course was comprehensive and covered
lots of ground. The trainer communicated well
and was very competent.” DM, Slots Care

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
guidelines for minutes as well
as practising essential skills like
listening and taking notes. You will
learn how to write accurate minutes
with confidence. Over the day you
will cover:
■■ preparation for taking minutes
and meetings
■■ layout, grammar and language for
minutes
■■ what to include and what to leave
out
■■ listening skills
■■ tips and tricks for note-taking
■■ working with the Chair
■■ minutes and The Freedom of
Information Act
“The course was very useful and the trainer
was very friendly and engaging and not
patronising; I felt like all of my questions
were valid and appreciated.”
KB, Centre for Ecology and Hydrology

group

training
We can deliver one of our
standard courses, or one
that’s tailor-made for
you, anywhere in the UK
or internationally.
If you have four or more
delegates that require
training, our group training
may save you time and
money.

For more information
contact us on
grouptraining@
the-centre.co.uk or
020 7490 3030.

Advanced face-toface communication
at work
2 days 25-26 June
£595** | £755* | £855
For leaders, entrepreneurs,
managers, trainers and anyone
who relies on their face-to-face
communication skills to be
effective at work

Communication skills are key to
the success of every organisation.
You may have the best ideas, the
clearest vision or the most coherent
strategy. But if you don’t convey
your messages directly with energy,
awareness and authenticity, they
may miss their mark. On this
intensive and challenging twoday course, you will learn how to
develop the impact and influence
of your communication skills in
presentations, talks, workshops and
meetings.The course will cover:
■■ principles of high-level
interpersonal communications
■■ developing energy and
connection
■■ assertiveness without agression
■■ developing authenticity
■■ developing listener involvement
“Brilliant – and I don’t usually say that! The
trainer was engaging and there was a mix of
practical experiences and exercises.
AM, Transport for London

11

Communication courses

Handling the press
and media

Internal
communication

1 day 5 July
£295** | £395* | £445

1 day 9 July
£295** | £395* | £445

For all those who take on the role
of press officer

For those who want to improve the
internal communication in their
organisation

Harnessing the power of the media
is a cost-effective way of getting
your message across to large
audiences and decision-makers. By
learning how to deal with journalists
you can positively influence what
is printed and broadcast. This
highly practical course helps you
understand news angles and what
the media want from you. It covers
how to write press releases that will
get picked up, how to develop useful
relationships with journalists, how to
plan and run media campaigns, and
how to monitor and evaluate your
press coverage. You will cover:
■■ identifying the news outlets that
matter to your organisation
■■ how to tell a newsworthy story
and develop news hooks
■■ developing a media campaign
■■ how to use celebrity ‘stardust’
and media stunts that work
■■ creating a toolkit for journalists
■■ strategies to handle a media
crisis
“The trainer was wonderful; very knowledgeable
and a pleasure to listen to. My colleague and I
now have so many new ideas, some of which we
have already put into action.” MO, Partners for
Improvement in Islington

Successful internal communication
lies at the heart of any thriving
organisation. It helps involve and
motivate staff and makes a big
contribution to effective external
communication. If people don’t
communicate well, teams soon
feel out of touch and uninformed.
This course will provide you with
lots of practical tips for improving
the way in which people relate and
process information. You will leave
the course with ideas to implement
on your return to your organisation.
You will cover:
■■ the communication culture of
your organisation
■■ how to conduct an internal
communications audit
■■ developing an internal
communications action plan
■■ monitoring and evaluating your
internal communication
“I feel more confident about going back to the
office with a realistic plan of action. One of the
best training courses I’ve attende, and the tea
selection was a bonus!” SS, Cranstoun

Networking and
representing your
organisation
1 day 19 July
£295** | £395* | £445
For anyone who represents their
organisation as a spokesperson or
at networking events

How you perform in public reflects
on your organisation as well
as on you. If the values of your
organisation are embodied in the
way you present yourself, other
people gain a clearer understanding
of your corporate attitudes and
concerns. This course will help
you to leave a positive and lasting
impression. You will cover:
■■ getting the right balance between
internal and external work
■■ building the ‘ambassadorial’ role
into your PR strategy
■■ introducing your organisation in
an engaging and inspiring way
■■ reflecting your organisation’s
values in the way you present
yourself
■■ 10 top tips for effective
networking
“I found the tips that were given very easy,
useful and practical. I definitely feel that now I
will be more confident at events.”
SH, Social Mobility Foundation

Managing a
media crisis

Communication in
the workplace

Resolving conflict
with the customer

1 day 24 July
£295** | £395* | £445

1 day 26 July
£295** | £395* | £445

1 day 1 August
£295** | £395* | £445

For PR professionals, managers
and others who want to develop
their skills and confidence in the
area of media management in a
crisis

For anyone who wants to improve
their written and face-to-face
business communication skills

For anyone whose job brings them
into regular and direct contact with
the public

Whether it’s writing an email that
will get read, making a difficult
telephone call or getting your point
across in a meeting or presentation,
good communication skills are
essential in today’s organisation.
This practical course will help you
communicate more efficiently
and effectively in your workplace
with your colleagues, senior
management and clients. You
will leave with improved business
communication skills and increased
confidence in communicating at all
levels. You will cover:
■■ what to say and how to say it
effectively
■■ assertive communications
■■ speaking and listening skills
■■ written communication skills
■■ body language and presenting a
positive image
■■ the problems and pitfalls of poor
communication

Dealing with the public can at times
be a challenging and stressful
experience. By the end of this course
you will have learnt how to anticipate,
resolve and learn from conflict
situations involving the customer
and will feel more confident in
dealing with those difficult situations
assertively and appropriately. The
course will be a lively mix of tutor
led discussion and practical work
including opportunity to share best
practice. Over the day you will cover:
■■ identifying the most common
causes of customer conflict
■■ anticipating and preventing
conflict
■■ preventing conflict from
escalating
■■ enhanced listening and
communication skills
■■ how to conduct a dynamic risk
assessment
■■ learning from customer conflict

Reputation is one of the most
important assets any organisation
has. It can take years to build, but
can be lost overnight. This highly
participative course will help you
put in place crisis management
procedures and develop the media
handling skills that will help your
organisation emerge strengthened
rather than weakened by a crisis.
Over the day you will cover:
■■ preventative measures – how to
avoid a media crisis
■■ developing good relationships
with journalists
■■ recognising the danger signs
■■ developing a crisis management
plan
■■ protecting vulnerable staff and
customers
■■ acting swiftly and accountably
“This was an enjoyable and informative course
and I will certainly be using the techniques I learnt.
I would recommend this course for anyone dealing
with PR and communications.” AM, Port Lympne
Reserve and Howletts Wild Animal Park
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“The trainer was excellent and kept the group’s
interest throughout. There were plenty of relevant
and enlightening examples to better explain the
topic.” HW, Geological Society

This one day course is suitable
for people at all levels within an
organisation. By the end of the course
you will know how to transform
unhappy customer experience into
increased customer loyalty.

special
offers
Buy training
vouchers in
advance and save
up to 30%. You can
use them whenever
you like on whatever
courses you want.

For more information visit
www.the‑centre.co.uk
call us on
020 7490 3030
or email
info@the‑centre.co.uk

CPD Time
management for
managers: work
smarter, not harder
1 day 28 June
£245** | £355* | £395
For any manager struggling to keep
on top of their workload

A positive approach to time
management can help you to make
the most of each day – improving
both your performance and your
quality of life. This course highlights
skills and techniques to improve
your working day without feeling
overwhelmed. There are group
discussions with examples to help
you change the way you work, and
you will be given materials to take
away. You will cover:
■■ how you currently manage your
time and how to improve
■■ prioritising workload and effective
delegation
■■ dealing with interruptions: people,
phone and email
■■ your energy cycle – managing
stress and burn out
■■ different time management
techniques to develop your
personal plan
“After the course I feel like I’m able to achieve
my objectives by working through the ideas and
resources provided. The course covered lots of
ideas and techniques” CS, British Library
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Mindfulness at work
1 day 2 July
£245** | £355* | £395
This anyone new to mindfulness
who wants to understand the
neuroscience behind the practice

Mindfulness – non-judgemental
present moment attention
training – has been shown by a
growing number of studies to
have beneficial effects on health,
productivity and team dynamics.
The techniques provided on this
one-day Mindfulness course can
encourage new ways of working that
increase engagement and reduce
absenteeism. Not least, mindfulness
will provide you with personal
strategies to reduce stress, regain
balance and improve your focus in
everyday life.The course will cover:
■■ what is mindfulness
■■ mindfulness and brain science
■■ how mindfulness benefits the
workplace
■■ mindfulness, resilience and
productivity
■■ basic mindfulness breathing
■■ mindful communication and
leadership
■■ boosting creativity and innovation
using mindfulness
“I liked the different elements eg.video, exercise,
and small group discussions, which kept the
group engaged and gave us lots of opportunity to
contribute. Thanks!” KB, Royal Central School
of Speech and Drama

Personal effectiveness courses

CPD Assertiveness
skills: a practical
approach
1 day 13 July
£245** | £355* | £395

CPD Time
management for
administrators:
managing time and
workload

For administrative staff and those
new to supervising or leading
teams

1 day 24 July
£245** | £355* | £395

This course provides the skills and
tools you need to become more
assertive, and to present your ideas
and opinions in ways that enable
you to feel heard and respected. You
will learn how to communicate in a
confident and positive way, with a
focus on developing a personal style
that will benefit you, your colleagues
and your organisation. You will
cover:
■■ the Neuroscience of assertiveness
■■ recognising your own style:
passive/aggressive, indirect or
assertive
■■ tips on how to think and act more
assertively
■■ receiving and giving praise and
criticism
■■ communicating clearly and being
heard
■■ impression management and the
importance of body language

Are you juggling too many tasks,
responding to too many managers
and have no time to get organised?
On this course you will learn
practical tips, tools and techniques
for managing your time more
efficiently whilst sharing experiences
with others through open group
discussions. You will consider
practical, real-life examples with
suggested solutions. You will cover:
■■ prioritising and planning your day
■■ taking control of a heavy workload
■■ delegation, assertiveness and
negotiating with colleagues
■■ managing phone calls, emails and
dealing with interruptions
■■ tips and techniques for meeting
deadlines

“The course was good and I have definitely
learnt some useful skills for working with
different people and opinions. The trainer was
very knowledgeable and delivered the course
well.” SH, Eisai Ltd

For administrators and office staff
struggling with a heavy workload

“Utterly excellent! I have only positive comments
and views of the trainer who engaged everybody
throughout and made it relevant for each
individual.” WC, Plan International UK

CPD Report
writing skills
1 day 5 July | 1 August
£245** | £355* | £395
For anyone who needs to complete
a complex form, write reports for
committees or boards or report to
funders

High quality reports often form the
basis of sound decision making
within an organisation and being
known as someone who can
express information in a clear,
unbiased way can do a lot for your
reputation at work. Even if you feel
reasonably confident 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 for purpose.
Over the day you will cover:
■■ agreeing the brief for the report
and knowing your audience
■■ a formula for preparation
■■ structuring for success
■■ the importance of presentation
and layout
■■ how to deal with statistics
■■ editing and proofreading
“The course was very enjoyable and the trainer
was super interactive, we got to participate in
discussions and activities. I would recommend
this course!” ZL, Royal College of Pathologists
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CPD

Proofreading

1 day 11 July
£245** | £355* | £395
For anyone who needs to
improve the accuracy of written
communications

Proficient proofreaders make
a valuable contribution to their
organisation’s written material. It is
a tough discipline, but with the right
approach anyone can become a
competent proofreader by learning
how to identify and correct writing
mistakes. This course explains
several proofreading strategies and
provides you with a comprehensive
checklist. It will give you a clear
understanding of how to proofread
and what errors to look out for,
which you will be able to put into
immediate practice at work. You will
cover:
■■ writing style – general points and
house style
■■ proofreading strategies, tools and
techniques
■■ how to use proofreading symbols
■■ error hotspots
■■ misused words and spelling
■■ understanding format and layout
“I have come away from the course feeling
much more confident. I have enjoyed my day
at the Centre, the food was lovely and the
staff were welcoming.”
GB, Kingston Smith HR Consultancy

Handling written
complaints

Marketing: getting
your message across

1 day 12 July
£295** | £395* | £445

1 day 17 July
£345** | £445* | £495

For anyone who wants to
confidently deal with complaints in
writing – by letter, email and social
media

For anyone who needs to develop
a marketing programme

This Handling written complaints
course introduces the key skills of
communicating clearly, concisely
and confidently in writing – by letter,
email and social media. Participants
will learn why people complain,
and how to turn a complaint into
a positive customer experience.
They will understand how to
prevent a complaint escalating by
demonstrating empathy, and how to
achieve a friendly, professional tone.
They will also learn how to analyse,
plan and structure an appropriate
response. You will cover:
■■ what creates a good customer
experience
■■ writing style and language
■■ analysing a complaint
■■ responding by letter, email, or
social media
■■ checking your work
“The course completely met all my objectives
and more. Excellent training and I now feel more
confident to be able to tackle complaints in the
right way.” KR, Brighton and Hove CCG

Having a good product or service
is important; selling it at the right
price is vital; but knowing your
audience and how to communicate
with them are the essential links
that connect what you offer with
profit. This practical, exploratory
course will help anyone responsible
for the marketing function to create
an effective programme for their
organisation that positions the
product, generates interest and
helps convert their prospects into
customers. Whether you work in an
SME, a professional services firm
or a social enterprise, you’re sure to
learn something new and leave the
course with some great ideas. You
will cover:
■■ understanding the product
■■ making the business case
■■ different types of communication
■■ the medium and the message
■■ making the right choices
“The training was very insightful. The trainer
used clear and relevant examples from the
group’s different backgrounds. Thumbs up!”
SD, Electrical Safety Counci

Persuasive
copywriting
1 day 18 July
£245** | £355* | £395
For anyone who writes for external
audiences

If you are writing on behalf of your
organisation, it’s because you want
your audience to think something,
feel something or do something. Our
Persuasive copywriting course will
give you the skills and confidence
to write exceptional corporate
copy that has the impact you need.
This practical course will focus on
your needs and the needs of your
origination, directly addressing the
obstacles of effective writing and
how to overcome them. You will
cover:
■■ understanding your audience
■■ developing your message
■■ the right tone every time
■■ how to get audiences to take
action
■■ evaluating your own writing and
the writing of others
■■ your own personal plan to
Improve your copy
“I have taken so much away from this course
that I can easily fit into my day to day work. The
trainer was excellent and really understood our
needs.” NK, The Association of
Commonwealth Universities
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Blogging: writing a
blog that works hard
for your organisation
1 day 26 July
£245** | £355* | £395
For anyone who writes or is
considering writing a blog on behalf
of their organisation

If you are writing a blog, or
considering writing a blog on behalf
of your organisation, there’s a lot to
think about before you start. This
London based blog writing course
guides you through the key strategic
decisions you need to make for a
well-planned, expertly written and
efficiently evaluated blog. You will
also cover the key writing skills that
result in excellent blog posts, every
time. You will cover:
■■ what are blogs and how are they
used
■■ supporting your brand values
■■ getting the right style, tone, and
content
■■ growing your audience
■■ linking strategies
■■ evaluating impact
“The course was enlightening and good fun. The
trainer held everyone’s interest and made the
course relevant to our needs. It was most
thought provoking.” PL, Ergonomic Solutions

CPD Business
writing skills
2 days 30-31 July
£245** | £355* | £395
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. On the first day we will
cover grammar, punctuation and
spelling. On the second day we will
work on planning, structuring and
editing your letters, emails and other
documents. You will cover:
■■ the basic rules of grammar and
punctuation
■■ keeping it simple: writing in plain
English
■■ how to be concise and get to the
point
■■ improving your spelling
■■ planning, structuring and
proofreading your documents
■■ paragraphs, summaries and
signposting
■■ layout and presentation
“An excellent experience! I feel I will be able to
rework my current report using tools with what I
have learnt from this course immediately and
with impact.” CH, National Army Museum

all
courses
Courses start at 10am
and will finish by
4.30pm.
Lunch and
refreshments
(including ice creams!)
will be provided.
Why not come in early and
enjoy breakfast and a
cup of tea or coffee? We
also have loads of snacks
and magazines!
“The Centre is an
excellent venue! The staff
are very friendly and the
food and refreshments
were wonderful. I highly
recommend it.”
DT, Kings College
London

How to book

Confirmation of booking

The Centre mailings

You can book all courses online at
www.the‑centre.co.uk

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.

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

Alternatively you can email your booking to
info@the‑centre.co.uk or call 020 7490 3030.

Course fees
**Small charity price applies to registered charities
with an annual turnover of less than £3m.
*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.

Cancellation and
transfer policy
Cancellations and transfers must be submitted in
writing to info@the‑centre.co.uk
■■

■■

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 received 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 dietary, access, or religious, please
contact us and we will make every effort
to accommodate them. Contact us on
020 7490 3030 or info@the‑centre.co.uk.
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■■

■■

■■

For cancellations made four weeks before your
training date, we will refund the full fee.
For cancellations made more than seven days,
but less than four weeks before your training
date, we will refund 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
cancel 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 full terms and
conditions.

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.

book
online at
www.the‑centre.co.uk
email
info@the‑centre.co.uk
call
020 7490 3030

