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Why Innovaxin Courses?

Clarity and Quality
— All programmes are specifically designed for participants using Collaborative
Awareness ™ Methodology used by top training companies around the world using
latest research from major universities.
Appeal and Support
— Material designed and customised for end users by experts and all supported by a 30
day free support service (phone and e-mail) as standard.
Cost Effectiveness

— Cost effective prices when compared to the salaries of attendees and other courses of
a similar content, duration and nature.

NVQ Compatible

— Participants can enhance their NVQs with the NVQ Authority of their choice. State aid
may be available. NVQ Certification is available at an extra cost to cover exams and
transcripts.

Content

— Core reason for the success of our programmes is the in-depth research coming from
various international business school such as Harvard, Wharton, IMD, National
University of Singapore and various specialised consultants and research bodies such
as the ILO, OECD, Middle East Economic Survey and Eurobaro  meter.
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In-House Programmes

 Why In-House Programmes?

— In-House programmes are dedicated to your specific needs , culture and employee
mentality

— Same quality aspects as general programmes

— Can be booked by mutual convenience

— Are affordable if you have more then 6 person to train in one session
— Available throughout the year

— Follow closely latest from Harvard Publishing Research/Wharton Business
Publishing

— Moderated to regional market , SME and Micro Enterprises

— Delivered in a lively way using Collaborative Awareness and Accelerated Learning
methodology
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Terms and Conditions

Programme Directors

— Programmes are all delivered by tutors with at least a Masters and/or over 10 years
experience in the field.

Payment terms

— Within 15 days from date of invoice or before commencement of the programme.
Volume Discounts

— For volume discounts please contact us at training@innovaxin.com
Cancellation Policy

— If programme is cancelled by Innovaxin and payment is done we give you an extra
course at a 50% discount .

— If payment is done but attendee does not show up we give back 50% value (Euros)
credit on any other future courses.

Bookings

— Contact training@innovaxin.com with your requested programme and we will confirm
your booking within 24 hours.

Learning Is like rowing upstream, not to advance is to drop back.
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Book Now!

« Corporate Discounts

— For volume discounts we have the Corporate Training promotion whereby if you pay €995
annually you can buy any of our training at a 50% discount.

* Venue

— All training unless otherwise indicated takes place at our premises in Birkirkara — Office 6,
Fourth Floor, Valley Towers, Msida Rd Birkirkara Malta — phone 2147 0770

* In-House Options

— All programmes or modules thereof can be delivered in-house. Contact
training@innovaxin.com for more details.

http://www.Innovaxin.com/training_programmes
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Innovaxin International Ltd
Office 6, Fourth Floor, Where Are We?
Valley Towers, Msida Valley

Road, Birkirkara tel 00356 From University
0984 4321 Roundabout

From Birkirkara /_\\\

\/ From Msida
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Customer Service Workshop

(REF-CS0100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is the basic CSQM Certified standard programme spread
over 4 contact hours. In this day and age having the right
people who are skilled in customer management is critical. Your
front of house people are your ambassadors. Make sure they
know the right ways how to manage the client!

Subjects Covered

» Customer Communication

» Understanding the Customer needs

» Customer service etiquette

» Customer service in person, over the phone and e-mail

» Grooming (verbal and non-verbal) aspects of customer service

Who should participate?

People meeting clients on the phone, face-to-face, and call-at
home/office personnel in retail or service environment, health
professionals, tourist service providers, front-of-house
personnel and secretaries who all want to build an edge in the
way they handle the most important asset of the company —
The CLIENT!
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Basic Sales and Marketing for

(REF-SMH001)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Small Business Workshop

Theme

This is a basic Sales and Marketing programme for any one
involved in sales and marketing at retail, service or
owning/operating a business to put their sales and marketing
effort on a professional level. The programme will address both
direct and indirect client communication, sales and pricing
strategies

Subjects Covered

* The client psychology

« Influence vs persuasion sales strategies
* Building client loyalty

* In-store P2P selling

* Creating a basic sales plan

Who should participate?

People working in sales and marketing operations and want to
better their sales and marketing strategies for their operation
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Managing Difficult Clients Workshop

(REF-CS0200)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Managing difficult clients is an art, mission and profession.
Clients can snap, be arrogant, vulgar, shout and threatening.
How do you manage them? This workshop spells out the
principles and practice of managing. This is a CSQM Certified
programme

Subjects Covered
» Customer Psychology

* Legal Aspects of Customer Service

* Customer Communication

« Understanding the Customer

« Handling difficult customers

 Transforming negative into positive experiences for clients

Who should participate?

This programme is designed for people managing or
supervising customer care officials, client facing employees or
retail leaders/owners who want a more then a basic
understanding of customer service. It is also suitable for senior
customer service personnel.
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Service Excellence (CSQM Certified) Workshop

(REF-CE100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is a programme designed for service delivery practitioners
who want to grasp the benefits of delivering an excellent level of
service each and every time they interact with a client over the
phone or P2P.

Subjects Covered

*Customer Communication

*Customer service excellence in non-tangible way
*Excellence in servicing a client - reality and perceptions
*Managing client service problems (Service Recovery)

*Transforming client mishaps into services of excellence
(Accident Transformation Management)

Who should participate?

This programme is designed for people dealing with service
calls, service technicians, delivery people and onsite operators
operating in client premises.
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Retail Sales Workshop

(REF-R100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is a basic four hour workshop about retail selling, cross
selling and retail related selling skills for shop assistants who
are the face and voice of your business. Retailing infrastructure
is an expensive operation. Invariable it is spoiled by poor quality
sales people who do not know the basics of retail selling.

Subjects Covered

* Retail client psychology

*Reading Client’s various needs (decision makers, influencers,
financiers and users)

» Handling retail sales objections
» The Sales Cycle including Closing Skills

Who should participate?

This Workshop is designed for employees working in a retail
environment wanting to increase their effectiveness in the day
to day operation of their retail operation. Also suitable for self
employed persons wanting a better understanding of their retail
operation and how they can be more effective and efficient in
the way how they run their operation.
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Display Techniques for Retailers

(REF-D100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Display, merchandising, layouts, pricing, lighting, music, smell
and stock levels are all salient features of the retailing
experience. They are subtle yet strong messengers of what
image and brand you want to portray. They also address
impulsive buyers buying triggers. Can you afford to let the
display at your place of business give the wrong impression?

Subjects Covered

* Non-Verbal Selling techniques in a B2C environment

» Merchandising Skills and Techniques

» Passive Selling in a Retail Environment

« Practical Session (using bring-along items by attendees)

Who should participate?

This is a course for any people responsible from organising
shops/displays and merchandising, B2C managers and
store/retail supervisors wanting to make each cubic metre of
space at their disposal a selling space.
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Corporate and Retail Grooming Workshop

(REF-CRG 100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

The image staff portray is critical. First impression counts and
speaks volumes about the nature, type and substance of an
entity. This hands on workshop done in collaboration with the
Biocare Academy provides participants with a hands on
makeup programme that matches the brand aspiration of the
entity concerned.

Subjects Covered

*Self confidence

*Basic makeup principles for corporate grooming
*Blending corporate needs with your personality
*Professional express makeup (hands on session)

Who should participate?

This is a workshop for front liners who either are new to the field
or needs to fit their personality into the corporate brand
requirements.
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Modern Secretarial / Personal Assistant and Recepti  onist Workshop

(REF-PA100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Being a modern secretary, personal assistant or receptionist is
the first voice, face and brand image a company portrays. This
workshop gives the basics skills to have a professional
approach towards this important role.

Subjects Covered

* Answering the phone, e-mails and visitor’s requests
» Effective and efficient communication

» Time management

* Priorities management

* Business etiquette

» Grooming and voice control

* Managing difficult clients

Who should participate?

This is a course for the modern secretary or PA who want sot
learn to be a professional worker.
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Sales Techniques for B2B / Wholesaling Workshop

(REF-SB2B100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

In a Business-to-Business environment building a relationship
and fostering a sense of trust in real terms are crucial aspects
of having a successful sales person as much as having the right
price and the right product.

This workshop will provide attendees with the experience and
expertise required to build their sales book via a solid working
relationship.

Subjects Covered
* Reading the Client needs (decision makers, influencers,
financiers and users)

» Handling B2B Problems (payments, credit terms, defaulters
and complainers)

» The Sales Cycle including Closing Skills

Who should participate?

This is a course for any people responsible from B2B selling,
corporate sales representatives and industrial reps calling on
technical buyers, retailers or corporate purchasing
departments..
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Logistics Skills Workshop.

(REF-LS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Managing the purchasing function of a business is a complex
operation both on the physical and technical sides. This
Workshop is designed for professional buyers, storekeepers
and logistics offer who want to operate a professional logistics
operation.

Subjects Covered

* Purchasing Cycle

» Material receipt and auditing

 Security, health and safety issues and obligations
*Storage techniques

*Stock replenishment techniques

Who should participate?

This is a course for storekeepers, purchasing clerks, logistics
officers and other people in charge of stores, storage and
material deposit and safekeeping of goods.
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Stores and Warehouse Management Workshop.

(REF-SWW)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Managing a store or warehouse is critical. A significant amount
of assets are locked in stock at any one time. Safety, security
and efficiency are critical. This is a workshop for stores and
warehouse personnel in order to be able to maximize the
efficiency of the store/warehouse.

Subjects Covered

eLogistics and warehousing principles
» Warehouse organization

» Warehouse administration

» Warehouse management

Who should participate?

This is a course for storekeepers, purchasing clerks, logistics
officers and other people in charge of stores, storage and
material deposit and safekeeping of goods.

Copyright - Innovaxin International Ltd Spring 2010 Workshop and Masterclass eBrochure

17



Procurement Management Workshop.

(REF-BUY100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Professional buying is a highly specialized operation. Cost of
inputs will effect the final price and profit levels. Obtaining the
best value for money in procurement is critical. This is the
workshop for procurement managers, clerks and supervisors
who are spending the organisation’s money.

Subjects Covered

* Purchasing Cycle

» Comparative buying

* Costing of input goods

* Storage techniques

» Stock replenishment techniques

Who should participate?
This is a course for corporate buyers, purchasing clerks,

logistics officers and other people in charge of procurement in

any organisation.
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Rostering Efficiency Workshop.

(REF-RE100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Managing a rostering operation can make or break one’s
operation. It will also effect the quality and profitability of the
company. Optimizing a roster is crucial and understanding the
roster efficiency operation is important to guarantee satisfaction
for the client and employees alike without undue profitability
pressures.

Subjects Covered

» Workload analysis

» Costing your roster

* Assigning jobs (skills matching)
* Employee Management
*Review of IT tools for rostering

Who should participate?

This is a course for roster, HR and managers in-charge of
rostering who want to maximise the efficiency of the rostering
function from both a financial and operational point of view.
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Business Optimization Workshop.

(REF-BO 100)
Theme
Optimizing your business operation is crucial to ensure the
maximization of profits. This is a basic workshop for small
businesses which covers three broad areas — marketing, HR
and operations. Attendees will get a hands on chance to
discover a wide range of business optimization avenues in
order to fine tune their operation
Subjects Covered
* Business Optimization Principles — Measure > Control >
Action
» Marketing, Sales and Advertising Profit Optimization
* HR Optimization
*Operational Optimization
Format
4 hours

Certification

Who should participate?
Certificate of Attendance

_ » . This is a course for small business managers, owners and unit
Optional NVQ Certificate with exam leaders who want to optimize their business profitability in the
Booking shortest possible time period.

Send email to

Price
€89 ex VAT payable in advance
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Tele Selling Skills.

(REF-TS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

At times we have to call people or businesses out of the blues
to make contact with potential clients. We may also sell them a
product or service or merely servicing them as clients. It is not
an easy task and is froth with problems. This workshop
addresses these issues in detail and provides the attendee
hands on techniques in the area.

Subjects Covered

« Defining a call strategy (aim, role, goal model)
* Defining the message

 Deciding an action programme

* Transforming Objections into Opportunities

Who should participate?

Any person who has to call people out of the blues and needs
to persuade them to do anything such as secretaries wanting to
make meeting appointments for their principals, sales people,
researcher or service support personnel.
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Interviewing Skills Workshop.

(REF-IS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Be it interviews for recruitment or employee appraisal, supplier
interviews or being interviewed, this workshop gives attendees
a sound grounding in interview skills. What to read from another
persons attitude, answers and moments of silence!

Subjects Covered

* Interview techniques

* Planning and interview

* How to interpret the interview

 Asking questions

* Ethics of interviewing

* Inviting questions

* Closing an interview and giving feedback

Who should participate?

Any person who interviews or is interviewed as a work routine
can attend this workshop. The workshop is based on
participative interaction and role playing
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Effective Recruitment of Talent Workshop.

(REF-Rec100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Recruiting the right talent has strategic implications on how we
will perform as a team in the future. Selecting the right
candidates is an exercise in character reading. Profiling
potential talent is critical and can save you money and
frustration in the future. This is a workshop that gives you a
head start in recuitment management.

Subjects Covered

*Recruitment Management principles
*Sourcing candidates

*Assessing candidates application process
eInterviewing skills

*Profiling candiates for the job

eLegal implications

Who should participate?

This is a workshop designed for people involve din recruitment
or who want recruit people on their team in a smart way and
avoid costly recuitment mistakes.
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Market Research for SMEs —

ldentifying Business Opportunities Workshop

(REF-MR100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

What does the client out there and the potential new client
wants from your shop, service or facility?

This is a hands on market research workshop that attendees
can use to build a market research operation from scratch in a
cost effective way.

Practical examples included

Subjects Covered

 Deciding what you need to know and why?
 Designing a market research operation (paper based)
* Analysis data (Using EXCEL)

 Transforming Market Research into Client-Needs-Knowledge
and Profit

Who should participate?

This programme is designed for people who want to build a real
market research function within their remit of operation using a
paper based questionnaire and learn how to analyse the data
using EXCEL data tools.
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Supervision Skills Workshop

(REF-SS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This workshop enables attendees to familiarise themselves with
latest trends and developments in hands management and
supervision of people including employees with various skills,
multi-ethnic workers and discipline issues in order to building
and maintain teamwork. A real must for people managing
difficult people!

Subjects Covered

* Building or taking control of your team

* Supervising, training, coaching and mentoring your team
* How individuals perform in teams

» Teambuilding and Discipline

Who should participate?

This is a course for people managing people either as
supervisors, charge hands, team leaders or managers.
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Time Management Workshop

(REF-TM100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

The way how we work, interact with people, use our time and
how we portray our self are important aspects in how people
around us perceive us, being customers or employees, partners
or other people important in our life. This is a programme for all
of you wanting to have a productive 24hour day!

Subjects Covered

Communication Effectively and Efficiently

*Motivating others to work for you — delegation

*Auditing your schedule

*Managing time wasters.

*Effective and Efficient Time management best practices

Who should participate?

This is a course for any one wishing to work more effective and
efficiently in the way how he or she manages time and
resources.

Copyright - Innovaxin International Ltd Spring 2010 Workshop and Masterclass eBrochure

2€



Credit Control and Management Workshop

(REF-CC100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Credit culture has permeated business in all aspects of the
cycle. Managing the credit given is crucial. The time it takes to
recover a bad debt is long, arduous and if not managed well
can be the death knell of any business.

This workshop is designed for veteran and novice credit
controllers who want a better and more efficient outlook on the
art and science of controlling credit given.

Subjects Covered

* Credit control strategy — implications on Cash flow, Sales and
Business Development

» Knowing your client — Credit controller’s role in Sales,
Business Development and Treasury Management

» Chasing your debtors — how to chase your debtors profitably
« Credit references — How to use a Credit Reference Agency

Who should participate?

This is a course for credit controllers wishing to better
understand their role and do their work more efficiency and
effectively.

27
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VAT and Tax Management Workshop

(REF-TAX100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is a workshop for SME owners and sole traders who want
to make sure that the tax and VAT they pay is in conformance
with the laws and regulations and they do not pay extra tax for
technical reasons which they are not aware off. We will delve in
what constitute an allowable expense, what is the treatment of
depreciation and capital allowances, and how to ensure that
fiscal efficiencies are tapped.

Subjects Covered

» VAT operation in Malta

eTax structure and impact on SME/Companies
*Tax efficiency for Companies/Self Employed
*Quick wins in Tax management

Who should participate?

This is a course for self employed or company owners who
want a better understanding of how VAT and tax operations
works to ensure that they maximize their fiscal efficiency in all
circumstances through forward planning.

28
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Marketing Through Facebook Workshop

(REF-FB100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Facebook has 147million users of which 100millon are active on
a daily basis! If it was a country it would be the fifth largest
economy in the World!. Harnessing the social networking
aspects of Facebook is crucial for the modern entrepreneur.
This is the theme of this workshop designed for business
people who want to use Facebook to their advantage.

Subjects Covered

*Social Networking

*Facebook explained

*Profiles,Groups, Fanpages

*Marketing aspects

*Facebook as a marketing communication channel
*Where is Facebook going?

Who should participate?

This programme is designed for people who want to build a real
marketing operation by using Facebook to create a cost
effective marketing campaign.
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Marketing Through Google Workshop

(REF-GG100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Google has become synonymous with online marketing and
advertising. Searching the internet with Google also provides
over 2billion users around the world with access to your digital
presence. Can you harness this power?

This workshop is geared up for business people who want to
market their digital presence on Google Search Engine cost
effectively.

Subjects Covered

*How does Google Work

*Making sense of AdWords
*Planning a Google Campaign
«Co-ordinating your digital presence
*Google Strategies for SMEs
*Monitoring your progress

Who should participate?

This programme is designed for people who want to build a real
marketing operation by using Google AdWords to create a
cost effective marketing campaign online.
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Selling Through eBay Workshop

(REF-eB 100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

eBay selling is here to stay. More eBay related sites are
cropping up and nowadays the inbound parcel statistics are
challenging. Selling through eBay as a number of advantages
for small retailers such as zero start up costs, reliable payment,
adequate postal service and a comparative edge in business
flexibility many major companies cannot afford.

Subjects Covered

*How does eBay Work?

*A strategy for eBay operations.

*How do you start and progress?

Strategic consideration for working through eBay and what to
sell

Who should participate?

This programme is designed for people who want to sell
through eBay on a national or global footprint in a cost effective
and efficient way.
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Business Planning Workshop

(REF-PW100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is a programme which is designed for people who need to
plan projects, work, strategies and other future action
programmes.

Attendees are involved in managing future project or resources
in one way or another.

Subjects Covered

* Inventory and Resource Assessment
» What-if scenarios

* Planning horizons

* Resource planning

» Stakeholder management.

Who should participate?

This is a specialised programme designed for practitioners in
the field be they managers, project leaders or other people
involved in the planning process.
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Meeting Management Workshop

(REF-MM100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Meetings are crucial in our corporate life. Meetings are
expensive, time consuming and the cost-benefit analysis if they
should be done is difficult to measure.

Productive meetings are worth gold and provide an organization
with a valuable insight in its operation can resolve problems
with ease and create effective management in an efficient way.

Subjects Covered

* Meeting styles and types

» Function of meetings

* Meeting management skills for participants and secretaries
* Documenting meetings

» The meeting planning and action cycle.

Who should participate?

This is a course for any one responsible from organising
meeting or participating in meetings be they managers,
secretaries or any other participant.
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Negotiation Skills Workshop

(REF-NS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Our daily chores are dotted with various degrees of negotiation
skills we developed consciously or not to address conflicting
situations. In our corporate life we have to address these
negotiations in various ways and means in order for us to
survive, thrive and develop ourselves in the future.

Subjects Covered

« Different type of negotiation situations
» Managing opponents

« Charting a course of action/strategy

» Game theory/scenario playing

* Internal and external negotiation skills.

Who should participate?

This is a workshop people whose job is to handle conflicting
situations on a regular basis either internally or externally.

Copyright - Innovaxin International Ltd Spring 2010 Workshop and Masterclass eBrochure

3¢



Dispute and Conflict Resolution Workshop

(REF-DC100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Resolving disputes is a important to address conflicting
situations whereby the parties involved may have asymmetric
positions. Be these internal or external issues the conflict
resolution process is critical for the positive resolution of the
issue and the long term trust in the process.

Subjects Covered

« Situation assessment/analysis

* Building trust and loyalty

« Party management pre and post dispute
« Diffusion management

* Resolution methods - conciliation, mediation, arbitration or
litigation.

Who should participate?

Attendees need no prior knowledge and can be from any level
within an organisation where facing a client or managing
people.
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Assertiveness for Supervisors and Managers Workshop

(REF-AM100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Assertiveness for leaders in middle management is crucial.
Typically arising from the ranks new supervisors and managers
always find it difficult to assert their positions. This can ruin a
smooth operation, de-motivate staff and be a distraction from
the core role of the leader unless he or she has the skills to be
assertive

Subjects Covered

« Situation assessment/analysis

» Communication skills for assertive people

« Assertive, rudeness and arrogance management
* Learn how to say NO

* Managing internal politics

 Conflict management within a team

* Managing bullying

Who should participate?

Attendees should have leadership roles, be supervisors or are
in line for a supervisory or managerial role.
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Communication Skills Workshop

(REF-Com100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Communicating effectively and efficiently is critical for any
organisational setup. People inside organisations have to
communicate vertically, horizontally and amongst external
stakeholders be their clients or suppliers.

This is a hands approach to using communications in an
efficient way irrespective of the medium to be used.

Subjects Covered

« Communication process

» 360 degree communication

» Communication with different stakeholders
« Using different media

» Addressing different communication needs

Who should participate?

This programme is designed for people who want to consolidate

or develop their communication skills to a higher level.
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Health and Safety for a Better Work Environment Wor  kshop

(REF-HS 100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Health and Safety are critical issues in any work environment
both for employees, visitors and clients. There are legal
obligations and liabilities under various laws. The fields of
ergonomics, first aid, risk assessment and overall employee
health management are critical to SMEs. This workshop will
analyze what needs to be done and how to go around doing this
in a cost effective and efficient way within the legal and ethical
requirements.

Subjects Covered

eLegal obligations under Health and Safety and Sick employee
management

*Workplace ergonomics

*Basic First Aid

Who should participate?

This programme is designed for managers and business
owners who want to understand their obligations under the law
and want to understand better the issues involved in Health and
Safety.
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Risk Management Workshop

(REF-RM 100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

The world is full of risks. Some risks are more serious and their
chances of happening are more real than others. Some events
will happen for sure one day or another. Managing risks is a
daily business chore. There are some risks which need to be
addressed for example public liability.

This workshop will put light on what are your potential risks,
how to address them or avoid them.

Subjects Covered

*Risk assessment principles for SMEs

*How to quantify and determine the direct and indirect cost of
risks you run

*The tools for mitigating risks

Strategies for risk management

Who should participate?

This programme is designed for managers and business
owners who want to understand their direct, indirect and
underlying risks they run on a day-to-day basis and how to
minimize or buy out of these risks.
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WOW - The Presentation Skills Workshop

(REF-PS100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

This is a Workshop like no others. Participants have HANDS-
ON experience in presenting their cases in a dynamic learning
environment.

Presentation (one/few-to-many) events are important aspects in
the communication process. Addressing the needs of all
participants in the audience is crucial and paramount to a
successful presentation.

A smooth interactions between the environment, the presenter,
the media and the audience is essential.

Subjects Covered

» Assessing the audience’s needs

* Defining the message

* Deciding on the media and using various media
* Presentation management

* Presentation post mortems

Who should participate?

Any person who needs to deliver a presentation in a one/few-to-
many environment will find this workshop of importance to his
or her needs.
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Delegation Workshop

(REF-DW100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

How do you delegate more work to your team? What to
delegate and what to do yourself? These are important aspects
of delegation, an art and skill which if mastered well can give
you more time to focus on more value adding work.

Subjects Covered

* Delegation strategies

* Motivating your team

* Delegation process

» Monitoring delegated and quality aspects of delegated work

Who should participate?

This is workshop for people involved in managing teams and
responsible from delegating work to their team and ensuring
that their team executes delegated work and use delegation

themselves.
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Anger Management Workshop

(REF-AN100)
Theme

Whether you are a manager or an employee anger will hit you
one way or another. Manager your anger is critical in employee
relationships. Unchecked it can lead to serious conflicts,
violence, hatred and criminal crimes. It is serious enough to
effect the health and operation of an organisation.

Subjects Covered

» Understanding the source of anger

* Distancing oneself from the situation

* Reconciliation management and unilateral initiatives

* Managing client anger and internal anger versus the client
Format  Anger mitigation skills

4 hours

Certification
Certificate of Attendance

Optional NVQ Certificate with exam -
Who should participate?

Booking . This is workshop for people involved in managing teams,
Send email to employees or people working in an environment which they
Price perceive to be prone to anger issues.

€89 ex VAT payable in advance
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Teamwork Workshop

(REF-TW100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

Theme

Teamwork is crucial in any organization. How does one be a
good team player? This workshop is designed for employees
working in a team and focuses on the skills required of people
to work in a team.

All employees say they are team players but do they know what
it takes to be a professional team player?

Subjects Covered

* The role of specialists in a team

» Understanding one’s role in a team

* The written and unwritten rules

» Managing internal and external conflict
* Anger management

» Team integration and exit

Who should participate?

This is workshop for people involved in managing teams,
employees or people working in an environment which they
perceive to be prone to anger issues.
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Small Business Management

(REF SME-P)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to training@innovaxin.com

Price
€267 ex VAT payable in advance

Masterclass*

Theme

This is an intensive SME management programme for business
people managing business with less then 15 employees. This all
rounder programme provides attendees with an in depth
coverage of major areas relevant to SME management.

Subjects Covered
*Sales and Marketing for micro enterprise
e  Strategies
» Tactics
*Motivating and managing your people
* Managing a small team
»  People management skills
*Finance, accounting and Tax for the non-accountant
»  Cashflow
* VAT and Tax efficiency

Who should participate?

People managing a small to medium sized business operation*
and want to better their management skills and how to get more
profit from their business by working smarter not harder

*Salons, Beauticians, Retailers, Bars & Restaurants, Fashion & Lifestyle, White Goods, Super and Mini Markets, Bazaars, Computer & Electronic good etc...
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Advanced Sales and Marketing Small Business Operato  rs Masterclass

(REF-SMMO001)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

This is an advanced programme that goes deeper into the
subject of sales and marketing. This is intended for
owners/managers/supervisors of entities engaging staff or in
partnership. The programme spells out how to draft a
supercharged low budget sales and marketing programme

Subjects Covered

* Client communication

* The client psychology

 Planning a sales strategy for a business

« Influence vs persuasion sales strategies

« Using social networks and group selling techniques
» How to build loyalty, repeat sales and introductions
« Branding you business on a shoe string

» The role of your website / internet tools

« Intelligent sales talk in a strategic way

* A professional marketing plan for your business

Who should participate?

People working in business / business owners and want to
better their sales and marketing strategies for their operation
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Accounting and Finance for the Non-  Accountant Masterclass

(REF-ACT 100)

Theme

Mastering and understanding accounting and finance is crucial
when running a business. This is a masterclass which covers
the four main areas of accounting and finance for the non-
accountant and provide an insight into the working of accounts,
finance, VAT, taxation and bank funding.

Subjects Covered

*Principles of Accounting, Finance, VAT and taxation
*Cash management for small enterprises
*Budgeting and Control

*Prevention of fraud

*Costing your operations

*Performance management and ratio analysis
*Financing considerations

sInvestment management and assessment

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Who should participate?

This programme is designed for non-accountants managing
Price SMEs and wanting a better understanding and expertise in the
management of their business through the accounting and

€267 ex VAT payable in advance X X
finance function.
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Viral Marketing Masterclass

(REF-VM 100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Word of Mouth, funny video clips, media gossip, opinion writing
and PR scoops can all promote your business in non-traditional
ways. Viral marketing makes use of the network effect to
spread your message like a virus.

Viral marketing is a hot topic. All major companies are using
Viral marketing because of WORKS and is COST effective.
Why don’t you?

Subjects Covered

*What is Viral Marketing?

*The tools of a Viral Marketer

*Some case studies of viral marketing
*Setting out a Viral Marketing Strategy
*Networking your business

*Executing a Viral marketing plan
*Monitoring the Viral Marketing campaign

Who should participate?

This programme is designed for people who want to build a real
viral marketing campaign and reach for new clients and re-
connect with clients who may have been enticed by rival
campaign!

47
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Human Resources Management Masterclass

(REF-HR100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

This is a hands on approach towards managing people in SMEs
and how to use motivation techniques in building a winning
team using people and team building philosophy and group
empowerment.

Attendees should be able to assimilate ways and means how
they can achieve higher employee productivity, motivation and
retention of the right team members.

Subjects Covered

* Formulating a People Strategy for your Team

« Delegating work, job descriptions and workflow design

* Recruitment strategies and Interviewing Skills

 Planning and executing a Motivating Strategy for your team
* Empowerment dos and don’ts

» The People Profiling, Nurturing and Pruning Model

» Teambuilding

« Staff Efficiency Maximisation

eLaw, Directives, Legal Notices and Industrial Tribunal Notices

Who should participate?

Junior and middle management involved in managing people at
any level can attend for this Masterclass.

4¢
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Middle Management Masterclass

(REF-MMM100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

This workshop enables attendees to familiarise themselves with
latest trends and developments in hands management and
supervision of people including employees with various skills,
multi-ethnic workers and discipline issues in order to building
and maintain teamwork. A real must for people managing
difficult people!

Subjects Covered

* Building or taking control of your team
* Supervising, training, coaching and mentoring your team
* How individuals perform in teams

» Teambuilding and Discipline

* Leadership skills

* Motivating one’s team

*Principles and practise of delegation

« Hiring and retaining the best stars

* Enforcing discipline

* Building a small team

« Legal aspects of managing people

* Planning work

Who should participate?

Junior and middle management/supervisors involved in
managing people can attend for this Masterclass.
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Leadership Masterclass

(REF-LM100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

This is a hands on approach towards managing people in SMEs
and how to use motivation techniques in building a winning
team using people and team building philosophy and group
empowerment.

Attendees should be able to assimilate ways and means how
they can achieve higher employee productivity, motivation and
retention of the right team members.

Subjects Covered

 Leadership Motivation Assessment

* Building Expert Power

* Task Allocation and Delegation

» Understanding Developmental Needs
 Leadership Styles

* Conflict Resolution

* Resolve conflict rationally and effectively
» Mission Statements & Vision Statements

Who should participate?

Junior and middle management involved in managing people at
any level can attend for this Masterclass.
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Project Management Masterclass

(REF-PM100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Project management is not only the remit of big projects but is
of daily importance in all the small and major projects in our
business life. Be it a shop refurbishment or setting up new role
or operation within an organisation that has a beginning and an
end.

Subjects Covered

* Principles of Project Management

» Gantt Charts - Scheduling Projects with Dependent Stages

* Critical Path Analysis & PERT - Scheduling Complex Projects
» The Planning Cycle

* Stakeholder Analysis - Working Out Whose Support You Need

 Stakeholder Management - Communicating to Win Support for
Your Projects

* Action Priority Matrix - Making the most of your opportunities.
* Change management

» Critical Success Factors - Identifying the things that really
matter for success.

* Project Management Communication

Who should participate?

This is a course for anyone working in a project environment
where efficiency of operation is a must.
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Redundancy, Dismissal and Discipline Management Ma  sterclass

(REF-RDD100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Redundancies, dismissals and discipline are three of the
hardest and most widely ‘got-wrong’ aspects of management
and supervisory skills. RDD management is critical not only for
the team but also for the people in the team and other teams.
RDD management can also blemish our leadership charisma,
authority and is froth with legal pitfalls.

Subjects Covered

* An HR strategy for RDD

« Downsizing strategies for your team/company

* Legalities of RDD

* Dismissal procedures, techniques and skills

« Discipline procedures, technigues and skills

* RDD implementation programmers

* RDD vis-a-vis difficult people and union representatives

Who should participate?

This is a course for people managing people either as
supervisors, charge hands, team leaders, managers or small
business owners managing people in a unionized or not
environment.
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Innovation Management Masterclass

(REF-IM100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Innovation management is crucial for any business, big, small,
growing or maturing. The top 20% products selling today did not
exist ten years ago! What are the next-wave products and
services? How will your life change in the next five, ten years?
Can you see the next wave and ride it systematically? How to
build new business niches, obtain more productivity from your
people and do this cost effectively and within your busy
schedule? These are the themes we address in the unique
Masterclass

Subjects Covered

* Principles of Innovation Management

» Strategies for various phases of the business life cycle.
* Employee innovation productivity programmes

» Continuous Innovation Programmes

* Innovation Leadership

* Innovation Process

* Innovation Portfolio

» Trend Spotting for the next five to ten years

* Intellectual Property Management

Who should participate?

This is a course for managers who want to implement an
innovation management system/programme and who want to
take forward their organization in the next decade riding the
success wave in whatever industry they operate.
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HR Productivity Masterclass

(REF-SP100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Making your staff more productive is crucial in any organization.
This is a Masterclass that address Staff Productivity from
general and specific aspects such as motivation programmes,
boost talks, non-financial incentives, competitive culture,
teamwork and staff suggestions.

Subjects Covered

» Understanding Staff Productivity

» Defining a staff productivity strategy

* Motivation at work

 Leading your team

* Boost talking, actions and inactions

* Non-financial incentives

* Creating a health sense of internal competition
» Teamwork

* Running a staff suggestion/innovation scheme

Who should participate?

This is a course for managers who want to implement a staff
productivity programme or to increase staff efficiency be they
HR managers of line managers/supervisors.

5¢
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Sales Management Masterclass

(REF-SM100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Managing a Sales team is not an easy task, but a task which
can prove to by exciting and enlightening from a team building
point of view. Sustaining a sales vision and mission are crucial.

This Masterclass is focused on delivering Sales Managers a
head start with latest in high-flying salesmanship management
and how to get the best out of your team.

Subjects Covered

* Building your Sales team

* Motivating your Sales team

» Developing your Sales team

» Coaching your Sales team

» Sales Management and Administration

* Managing individual failures

* Managing intra team conflict

* Ascertaining your position as a leader within your team

Who should participate?

This is a course for senior sales personnel to gather a full
immersion experience in modern sales management
techniques.
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Who dares sells - SalesPro Champion Salesperson Masterclass

(REF-SCM100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

This is any serious sales persons’ Masterclass aimed at giving
cutting edge techniques which are used by top sales persons.
The unique feature of this Masterclass is the pragmatic
approach.

Masterclass is base don Objection Selling Methodology ™
whereby the sales process is focused on solving client buying
objections.

Subjects Covered

» Psychology of a buyer

* Building client rapport

» Understanding the client needs

* Manage the competition to your benefit
* Intelligent Follow ups

* Closing Techniques

* Self Motivation

» Managing failures for success

* Being a Star Salesperson

Who should participate?

This is a course for sales personnel who want to get the cutting
edge in sales.
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Retail Management Masterclass

(REF-RMM100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Managing a retail operation is a complex operation with a fine
balance between client needs, employee quality, regulations
and competitors’ behaviour. A retail operation leaves a lasting
image in terms of setup, client flow and client perception.
Equally it must be a secure environment and easy to operate

and maintain. There are aspects of setup and operational cost.

Subjects Covered

» Shop Management (incl employee management and
motivation)

* Advertising your Retail Operation Cost Effectively
* Retail Displaying Techniques

» Customer Service for Retail Personnel

* Dealing with competition

* Legal aspect of Retail Management

Who should participate?

This is a course for retail manager and supervisors personnel to

gather a full immersion experience in modern retalil
management techniques.
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Customer Service Masterclass

(REF-CSM100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Customer service is the software of retailing. Consciously or not
customer service is adding value to the client experience
before, during and after consuming a product or service.
Sparking showrooms, glitzy adverts, slick branding are all
positive ingredient of the sales function but customer service is
the Achilles heel of many organizations. This is a masterclass
for management to identify the merit and provide a cost
effective level of customer service that sticks to the clients mind
much more then the price!

Subjects Covered

» Customer Psychological frames

» Managing client

* Managing customer service staff

» Managing difficult clients

» Customer service and the law

» Managing out of control situations
» Customer service as a profit centre

Who should participate?

This is a course for manages and supervisors who are
responsible from customer service in any kind of environment.

5¢
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Learning Organization Management Masterclass

(REF-LOM100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Building a learning organisation is not just about traditional
learning but a highly focused detail on setting up an
infrastructure and a frame of mind that brings us ahead by
working as a tighter team, working more productively and
instilling a sense of learning from success and mistakes in order
to accelerate growth, revenues and return on investment.

Subjects Covered

» Supportive learning structures

* Identifying which systems work best for your organisation

» Setting up the processes, structures and control processes
* Managing the knowledge process

» Measuring success for all participants.

Who should participate?

This is a course for business/HR managers who want to build a
learning self healing organization cost effectively.
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Teambuilding and Leadership Masterclass

(REF-TB100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Teambuilding and leadership is not a once in a year event out
of the office or at a ‘teambuilding event’. Teambuilding is a 24x7
operation for leaders. This Masterclass is designed for leaders
in business to grasp the concepts of teambuilding and how to
practise them in a real work situation.

Subjects Covered

» Ascertaining a leadership position

* Designing a teambuilding strategy

» Teambuilding daily routines

 Zero cost teambuilding events

» Teambuilding and time management
* Building a team for all seasons

* Flexicurity in teambuilding

Who should participate?

This is a course for HR managers, executives , supervisors and
people manage other people who want a cost effective
teambuilding insight.
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Performance Management and Efficiency Masterclass

(REF-EF100)

Format
12 hours spread over three days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

We need to be productive in whatever we do. Productive in the
sense of doing more with less. Whatever our task is we can find
ways and means how to be more productive on various levels.

Subjects Covered

« Efficiency Management (4 cycle approach)

* Efficiency Teams

* Tackling Waste (idle time, energy and material)
» Maximising employee efficiency

* Efficiency tools

* Setting up an Efficiency Cycle

* Assessing Efficiency

» Motivation and Efficiency Management

Who should participate?

This is a course for senior managers, owners, executives and
people who wants to make their operation more efficient and
effective within set financial targets.
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Corporate Social Responsibility Masterclass

(REF-CSR100)

Format
12 hours spread over two days

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

CSR is a growing aspect of any company’s growth
considerations. CSR is not only recycling or tree planting but it
is also about a better return on investment, a more motivated,
satisfied and loyal workforce and genuine customer service that
transforms into internal and external goodwill and in return
generates more profits.

Subjects Covered

* CSR in perspective (Maltese aspects of CSR)
* HR aspects of CSR

* Social Aspects of CSR

» Environmental Aspects of CSR

* Economic Aspects of CSR

* The ROI of CSR

Who should participate?

This is a course for HR managers, executives and people
manage or planning to manage a CSR programme.
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Business Development Series Masterclass

(REF-LY100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

- LIBYA

Theme

The Libyan market is worth €150 billion annually. With a
population which is 30% under the age of 14 years and centrally
controlled economy Libyan business opportunities are several
for the business people who decide to go for them in a
professional way.

Subjects Covered

* Libyan economy, culture and social setup

* Review of the legal setup for foreigners

» The areas / segment of opportunities for foreigners
* Success stories

Who should participate?

This is a Masterclass in the Business Development Series for
business people interested to do business in Libya either for the
first time or to understand better how things work in Libya
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Business Development Series Masterclass

(REF-TR100)

Format
4 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€89 ex VAT payable in advance

— Tourism Marketing

Theme

Building your Hotel's market is not an easy task. At one
end you are subjected to international competition and at
the other local economic developments will effect your
bottom line. Add to this a fast evolving global touristic

market and soon you have at best a 3D-puzzle. This
programme tackles this puzzle in effective ways.

Subjects Covered
* Toursim trends in Europe, Middle East and Africa
(European Travel Commission)

» Different aspects of Tourist Marketing (Direct, indirect,
subliminal)

» Understanding the tourist needs
* Channels of distribution to reach for the tourist

Who should participate?

This is a Masterclass for people engaged in the tourism
market especially in attracting foreign travellers to his
hotel or establishment.
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Outsourcing Masterclass

(REF-0S100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Outsourcing is a congenial way how to reduce costs and
maintain a quality service which you may not achieve internal.
Outsourcing operators can usually deliver a better job at a
cheaper rate as they know the trade and the dynamics of the
operation. However dumping work to be outsourced is not the
best strategic solutions and can be an expensive strategy if not
done diligently.

Subjects Covered

*Outsourcing as an operational strategy

*How to identify viable outsourcing operations

*Outsourcing work implications on costs, people and quality
*Designing an outsourcing programme

*Negotiating an outsourcing contract including legal aspects.
*Outsourcing strategies that work

Who should participate?

This is a Workshop for managers who want to reduce their
operational expenses through outsourcing contracts in a
professional and strategic way operating in any environment.
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Teleworking Masterclass

(REF-TLW100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

How to setup a teleworking infrastructure? Working from home
opens a can of worms in terms of performance appraisal, legal
rights and obligations, security and confidentiality. The
technology is here and cheap but are we well prepared? This is
a workshop for managers wanting to implement a teleworking
programme in a professional way.

Subjects Covered
*HR and Operational strategies for Teleworking
*Where can you deploy teleworking

*What are the HR and Operational issues / implications of
teleworking

*What are the building blocks of a teleworking programme
*The legal, financial and quality aspects of teleworking
sImplementing a Teleworking programme

Who should participate?

This is a workshop for managers who want to consider
seriously teleworking for their people or even if they have
people working away from there premises of the company e.g.
sales people.
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Innovation and Creativity for Management Mastercla  ss

(REF-IC100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

The people we have working for us are our human capital.
Innovation and creativity are the monopoly of no one but
harnessing your people’s energies may be challenging at best.
How do you get out the innovation and creativity out of people
who work for us? This is the workshop for managers wanting to
master the skill.

Subjects Covered
* Innovation and Creativity
» How are people made more innovative in your own needs?

* What ingredients you need to harness team innovation and
creativity

* Challenges as a source of innovation and creativity

*Building an innovation and creativity system in a business
operation

Who should participate?

This is a Masterclass for managers wanting to harness the
power of collective innovation within their teams.
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Positive and Creative Team Thinking Workshop

(REF-PCT100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Positive and creative thinking can transform any team from a
reactive force to a proactive dynamic team that can rise to any
occasion. Teamwork and creativity skills and a strong sense of
belonging are crucial. This is the Masterclass for managers to
transform their teams into cracking teams babbling with energy.

Subjects Covered

* Creativity in small business teams

 Building creative teamwork

 Affirmations, assertiveness and teamwork skills
» Team optimism management

» Harnessing the team spirit of positive and creativity to tackle
business challenges

 Strategies for teamwork success and cohesion

Who should participate?

This is a Masterclass for people who want to transform their
team into strong positive forces focused on creativity and
positive energies.

6¢
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HR Performance Appraisal Masterclass

(REF-SPA100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€ 267ex VAT payable in advance

Theme

Staff performance appraisal is crucial in developing your people
in a formal way. This programme is about the transformation
from an informal to a formal staff performance appraisal system
which brings about less downtime, better and more systematic
results and a clear focus of where the company wants to go in
the future.

Subjects Covered

« Staff Performance Appraisal Strategies

* Designing an implementation plan, forms and process
* Interviewing skills, techniques and pitfalls

*» 360 degrees appraisals

* SPA as an improvement exercise / innovation process

Who should participate?

This is a Masterclass for people in admin and HR who are new
to staff performance appraisal systems or want to implement a
staff appraisal system
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Quality Management Systems Masterclass

(REF-QMS100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Quality management systems are critical in any operation,
business or activity. They ensure that our output is consistently
of a set quality level. The various systems around can offer
different set of quality output. We cover Kaizen, Six Sigma,
1ISO9001-2008, CAPA, and EFQM.

Subjects Covered

* QMS strategies and opportunities

» Aspects of QMS in a small business operation /departments
* Kaizen

* Six Sigma

+|SO9001-2008

* CAPA

* EFQM

Who should participate?

This is a Masterclass for supervisors and managers wanting to
implement a QMS system at their place of work or want to get
more out of their QMS systems.
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Succession Planning Masterclass

(REF-SPM100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€267 ex VAT payable in advance

Theme

Succession planning is critical for any business wanting to pass
the economic heritage from one generation to the other.

Economies evolve, characters change and succession prove to
be not such a smooth operation unless planned and fine tuned
carefully over time.

Subjects Covered

* Succession planning strategies

* Protecting your wealth for future generations

* Leadership transition

» Legal aspects of Succession Planning

* Fiscal efficiency aspects of Succession Planning
* HR policies to consider

 Impact of Succession Planning of the business — Risk
Assessment

* Managing Intra-familiar conflicts

Who should participate?
This is a masterclass for entrepreneurs, business people and

investors who want to get out of their business in their life’s
twilight.
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Strategic Marketing Masterclass

(REF-MKT100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€265 ex VAT payable in advance

Theme

How to ensure your marketing spend is really working? How do
you ensure that your adverts are reaching your target
audience? How do you market your products in a saturated
market and falling sales year-on-year? This strategic
masterclass is design to answer all these questions and more
about cost-effective marketing

Subjects Covered

Strategic marketing for SMEs

*Analysis your consumer behaviour

*Packaging the right products for the right clients
*Planning your marketing for the year ahead
*Modest marketing channels (| and e — channels)
*Financial aspects of strategic marketing
*Delegating your marketing targets

*Competitor analysis

*Competitor management

*Developing your business

Who should participate?
This is a masterclass for entrepreneurs, business people and

marketing practitioners who want to get a deeper insight into
the strategies for their marketing programmes.
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ROI Intensification through a Balanced Scorecard Ma  sterclass

(REF-BSC100)

Format
12 hours

Certification
Certificate of Attendance
Optional NVQ Certificate with exam

Booking
Send email to

Price
€265 ex VAT payable in advance

Theme

The balanced scorecard was originally a French technique
which was popularized by Kaplan and Norton as a performance
measurement platform to deliver the strategy of the company
into measurable actions.

This masterclass’s focus on how to intensify ROI by using a
Balanced Scorecard in managing your business.

Subjects Covered

* Vision and Strategy Internal Aspects

* Designing your BSC to your own needs and ends
*Selling the concept internally

*The MS Excel based model

Linking Strategy with Numbers

*The Culture of a BSC

*Managing through the BSC

*ROI intensification planning and implementation
*BSC fie tuning

Who should participate?

This is a masterclass for managers, owners, accountants and
other senior personnel working in the private, public or NGOs.
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