What we can offer

REGULAR COURSES ON OUR OPEN COURSE PROGRAMME

(For full details of what’s covered please check at the back of this document)

% day —Creating a Great Place to Work

1 day —Active Listening Skills and Giving Positive Constructive Feedback
1 day —An Introduction to Emotional Intelligence

1 day —Be the Best You Can Be at Work

Phone 020 7375 7300 for dates or visit our website www.happy.co.uk

SPECIAL OFFERS

Wealsooffera’ Cour s e 0 fonatdiffieeent tdgicredchitime, at a special discounted rate.

If you would like to receive notification of these courses then please add your email address on our
website by visiting www.happycomputers.co.uk andclickingon *‘ of f er s at the top

SAMPLE SESSIONS AVAILABLE FOR GROUPS OF 4 OR MORE PEOPLE

3-hour sessions to mix and match —and always tailored to your needs. A small selection of what we can
offer is shown here, to give you a feel for what we do.

We' d be del i g frdegathingtneeds gsiessmeent y we dan ring you or meet with you,
listen to your needs and recommend a bespoke programme just for you and your business.

INSPIRED LEADERSHIP

An Introduction to Inspired leadership

Whether you are new to leadership, or looking for fresh inspiration, this is the session for you. Many
people feel that they have to wear a mask when they are at work, and especially when they are in a
position of leadership.

On this session, we will help you find your own way to be a leader, in a way that is true to yourself and
draws on your own values. And, when you lead with authenticity and integrity, your leadership will not
just be inspired, it will be inspiring.

On this 3-hour session you will:


http://www.happy.co.uk/
http://www.happycomputers.co.uk/

1 Identify the kind of leader you are
9 Discover the characteristics of successful leaders and measure your own performance against
these
9 Identify the key principles that motivate you and others
9 Recognise how to retain and regain the passion of your people at work
Culture Audit
It’s easy to tell when you have problems with you

stop working collaboratively, they start criticising each other and bickering, they start taking more sick
days ...

Knowing things could be improved is the easy part. What do you do next?

On this 3-hour session you will:
T Getto grips with how to build a great culture in your business. It starts by involving everybody,
and working through questions like these:
What ' s great alhwineiscumeatiy?k i ng at our
What mustn’'t we | ose as we grow?
What realistically would we like to change?
What behaviours do we encourage?
What does this mean in practice?
What will we action beyond today?

Creating a Great Place to Work

Happy has an award winning culture and is officialyone of t he UK’ s best pl aces
place to work helps us to enjoy what we do every day. It also helps us do a great job for our clients, and
to attract the best recruits.

On this 3-hour session you will:

I Recognise what empowers people to work at their best

1 Understand how job ownership enables people to achieve their full potential and learn how to
give it

9 Identify the 8 steps to successful delegation

9 Create an environment that encourages experiment and development

9 Discover how to give people full responsibility, by informing and involving them

Culture survey and analysis

If you would like to reinvigorate your culture, or just make sure you are on the right track, our culture
survey is invaluable. Your people will be given access to our specially designed online questionnaire.
We will then collate the results and present them to you in a clear, graphic format. We will help you
analyse the results, identify areas of success and areas for improvement, and suggest the best ways to
move forward.

With this tool you will:
9 Discover how your people really feel about the culture and leadership of your business



9 Discover where you are succeeding in getting people inspired and winning their trust
9 Discover specific areas where people need more information or a different style of leadership
9 Receive ideas and advice from us about how you can address these specific challenges, and take
your culture from strength to strength
MANAGEMENT EXCELLENCE

Giving Positive Constructive Feedback

Giving feedback scares the wits out of many people. Many managers put the task off, neglecting issues
for week after week, to the point where they really fester and become much harder to deal with.

There is just no way round it: giving feedback frequently and promptly is at the heart of good
management. It is simply essential. So let us show you how to do it brilliantly —and enjoy it!

On this 3-hour session you will:
1 Identify the difference between constructive and destructive feedback
T Identify what stops you giving feedback and the impact this can have on others
1 Identify where the most valuable feedback for a person can come from
9 Learn the key steps to providing constructive and positive feedback clearly and within
appropriate timescales
Practice giving feedback positively to create new possibilities
9 Prepare yourself to respond well to feedback from others

=

Giving Successful Appraisals

Not many people enjoy giving appraisals. Andnowonder—t r adi ti onal ly it’'s
the awkward i ssues you' ' ve been putting off
the lead, and is responsible for assessing and planning their own performance. The skilful manager
helps them see their performance objectively, and enables them to set ambitious but appropriate
targets for themselves.

On this 3-hour session you will:

Recap the key things you need to do to ensure your feedback is constructive and enabling

Self test, through a questionnaire, and identify how effective an appraiser you are

Understand the benefits you gain as a manager when you appraise effectively

Share ideas for getting your people to contribute freely at an appraisal meeting

Identify techniques for dealing with situations where performance is not satisfactory

Learn how to suggest goals whilst maintaining your people’ s sense of | ob
Get ten tips for building exceptional relationships with colleagues at work —the foundation for
successful appraisals
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Delegating Successfully

Woul dn’'t it be wonder ful i f peopkéetedrdyehe
even have to ask? This is what you can expect when you learn how to delegate successfully.

seen a
for mo

owners

jobbygowy



Successful delegation gives people a true sense of ownership and responsibility for their jobs. It can
enable your people to develop their skills and achieve their full potential. It can even make your life a
lot easier, too!

On this 3-hour session you will:

Get clear on the difference between delegation and ducking out
Understand the principles of true job ownership

Identify the benefits of being accountable as well as responsible

See the benefits of delegating: for you, for your team and for your business
Learn the 8 keys steps to delegating successfully

Identify and troubleshoot your barriers to delegating successfully
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Managing Meetings Effectively

Long, sprawling and boring? Or short, slick, productive and fun? A meeting can be a place where you

take ‘minutes’ and waste hourssMa ke your meetings the best in the b
best thinking from them, even on really tricky topics. And, crucially, learn how to make sure people

follow up —actions speak a lot louder than words when it comes to meetings.

On this 3-hour session you will:

Identify what is needed for effective meetings

Understand the do’s and don’ts in the role of
Learn how to encourage interaction and participation from different personality types

Learn how to handle difficult attendees

Practice chairing parts of the session

Identify the most effective ways to follow up
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“1 enjoyed the exercises and practice rwotks t hrough
wel | . It was a really useful session.’”

Nisha Dattani, The Chartered Insurance Institute

Recruiting Successfully

Imagine you are in charge of recruiting footballers for Manchester United, and that you have two
candidates before you: John Motson and David Beckham. John Motson is a football commentator, who
is great at talking about football but has never played the game at a serious level. David Beckham is one
of the best footballers of his generation, but being articulate, about football or indeed anything, is not
felt to be one of his strengths.

If you watched John and David play, there would be only one choice. But if you used the recruitment
method used by most companies, getting people to talk about their ability in interviews, you would be
likely to end up with John Motson being recruited as your new star player.

Itis an absurd idea but it is exactly what happens in company recruitment every day. People are tested
not on their ability to do a job, but on their ability to talk about it. It is not surprising that a lot of
recruitment ends up appointing the wrong people for the job. At Happy, we have developed a different
approach to recruitment, which we will share with you on this session.



On this 3-hour session you will:

9 Identify the difference between eligibility and suitability and understand which you should look
for

 Understand the benefits of hiring for attitude and not for skill

1 Establishhow t o create job descriptions that accur at

9 Create a fantastic range of exercisestoreall y t e st vy 0 U ragamsptpelr duimkdlityt s’ s ki |
for the job

9 Establish effective feedback mechanisms to your applicants, so that even unsuccessful
applicants are left feeling positive

Successful and Effective Induction (and Management) for New Staff

In the early days, there is so much information to give newstaff—-wh er e’ s t he fire exit,
arrange annual leave, who buys the biscuits? But getting the more important stuff across takes some

careful thought. How do you make your expectations clear from the outset, without overwhelming

anybody? And how do you monitor performance closely, whilst still building trust and confidence?

On this 3-hour session you will:

9 Identify the benefits of a well-planned induction

9 Define the process for successful induction

9 Decide what steps and information to include in your induction

9 Learn the key steps and measurements to include along the way

9 Learn how to tackle problems with performance, without damaging confidence

1 Come away with an induction process that you can use effectively
360 Degree Appraisals
The 360 degree appraisal system gives far more extensive and valuable feedback than the traditional
manager’'s point of view approach. 3 6han aythiggr e e f e e
a manager can bear to say. I't’s more readily be
manager’'s role from that of a t esappddtiegrandenablingi ng end

people in their own development.

At Happy, we have used 360 Degree appraisals for over 10 years, and we have helped a range of other
businesses to set them up. We will show you the best techniques, warn you of the pitfalls, and together
we will plan how to make 360 Degree appraisals work for your business.

On this 3-hour session you will:

Identify the benefits of a 360 degree appraisal system

See examples of Happy' s 360 degree appraisal f
Establish what to include in your own appraisals and decide and who will appraise who

Establish ground rules or guidelines to give people along with the feedback forms

Learn how to deliver and discuss 360 degree feedback with reporting staff

Discuss how to handle difficult or negative feedback

Make a timeline for introducing appraisals
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BUILDING STRONG TEAMS

Working Together Collaboratively

This is the perfect starting point for a team that wants to work more closely together. Maybe you are a

new team, or maybe you have been together for a long time but want some fresh energy and

inspiration. All relationships need maintenance, and work teamsareno di f f er ent . It s s
months and years go by, and to let successes go unmarked, lessons go unlearned, and even resentments

simmer. The most successful teams take time out to reflect on how they work together, and how to

improve. For any manager, it is extremely helpful to have an objective facilitator to guide this process.

On this 3-hour session you will:

Understand each person’s working style
Il dentify and work to each person’s strengths
Learn more about each other’'s professional exp
Agree a set of core values and behaviours for how your team will work together in the future

Recognise what works in your team and what could be different

Identify practical solutions for thingsthatar en’ t wor ki ng as w=

-+ ) Belbin®

|11l Team-Role
_mn| Accredited
@

= 'e”.‘é"::'zmam uK

"

=4 =4 =4 -8 -4 -9

as the

Building Great Teams with Belbin

Belbin is a personality profiling system that is invaluable for teams.
Every team is a complex interaction of different personalities. Belbin helps you define and understand
the role that each person plays within the team. It has enabled thousands of people to work with
greater self-knowledge and understanding. With Belbin training, you can play to the strengths of each
member of your team, working more smoothly and effectively than before.

Developed by Dr Meredith Belbin via his research at Henley Management College, the system starts with
a questionnaire that will diagnose your preferred team role (in advance of the training). This will give
you useful insights about your work and career. More powerful still is an exploration of how your

t eam’ s polesdiftagathere d

On this 3-hour session you will:

' Gain an understanding of the nine Belbin team profiles
9 Receive a personalised Belbin profile for each member of the team, and have time to discuss
and understand it

T Identify how to work successfully with people with different team-roles to you
9 Identify any possible gaps or conflicts in your team profile and agree strategies for managing
these
5 STAR SERVICE

Delivering Excellent Customer Service (part 1)

We all know how nice it is to receive excellent customer service. But giving it can feel like hard work!



I't doesn’t ne e dsesdionisflilefprhctick ols to hedptyou build pdiitives
relationships with every customer. You will leave this day inspired to give excellent customer service,
and able to enjoy it, too.

On this 3-hour session you will:
Measure up your business against your own experience of excellent customer service
9 Recognise your own beliefs and attitudes to customers and the impact they have on achieving
great customer service
9 Identify key behaviours & language that facilitate great customer service
i Understand the importance of using the LEAPS model to excel at customer service

“1 thought | knew ever ythidsdssiogp racbvoeudt ncteu swroomegr! "s er v i
Sue Pearle, London Borough of Hackney

“ Ve r ysesgian,d dpened my eyes to a different way of seeing what the customer is actually
requesting.”
Denise Eastwood, London Borough of Hackney

Delivering Excellent Customer Service (part 2)

Everyone working in customer services dreads that call —the really angry customer, for whom
everything has gone wrong. In this session, you will learn how to take control, calm them down, and
perhaps even turn complaints into compliments.

On this 3-hour session you will:

 Understand the most effective way to use the customer recovery loop

1 Develop effective communication skills to resolve complaints using the LEAPS model
Understand the importance of first time resolution
1

Define and refine what exceptional customer service means by setting your vision for customer
service where you work
I Come away with an action plan to make it happen

“ Co mi n gsession hat dhfinitely given me food for thought. | will re-evaluate how | deal with
clients. ”
Cecilia Sainte-Luce, London Borough of Hackney

PERSONAL EFFECTIVENESS

Effective Time Management

H a p papptroa&h to time management is focussed on you as an individual. Everyone is different. By
looking at how you use time, and feel about time, you will be able to see where your particular
challenges lie. We can then offer you a range of techniques to try out. You will leave with realistic,
practical and even enjoyable ways to get far more done every day. This session is, quite simply, one of
the best investments of time you can make.

On this 3-hour session you will:



Identify the classic symptoms of bad time management

Understand what steals your time and where urgency is created and why
Understand why you behave the way you behave

Classify your work using the important / urgent matrix

Recognise when you are at your most effective and plan your work accordingly
Get our key tips to create more time and work as effectively as possible
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Active Listening Skills

Most people feel they are good listeners, but most people also feel that they are rarely listened to
properly. I't doesn’t quite add up!

Listening is the most valuable and most neglected skill. No matter what your role, you will find that
active listening helps you enormously. It can help you develop great ideas, win trust, keep customers,
solve problems, avoid conflicts, and resolve them when they do come up. Serious benefits from one
simple skill.

On this 3-hour session you will:
Understand how communication works and look at the difference between listening and
hearing
Discover the benefits of empathic listening
Learn and practice the 5 key elements of active listening
Understand how to use questions to get the best out of your relationships
Recognise what stops you listening and identify solutions to deal with this
Identify key tips to improve your communication on the phone

=A =4 =8 -4 -9

Dealing with Difficult People

It might be a client, or a boss, an employee or a colleague. It could be an irascible journalist, or a bolshy
salesperson. One thing is for sure, though: difficult

Knowing how to handle difficult people is like a secret weapon. While everyone else runs for cover, you
will have the skills to keep that scary person calm, win their attention, their patience and their respect.
And once you've done that,6 geffattivlyan wor k toget her

On this 3-hour session you will:

Understand the cycle of difficult situations

T Identify some essential rules to follow when thinking about difficult behaviour
9 Learn how to deal with difficult behaviour using the LEAPs model

1  Try out some powerful techniques for expressing yourself in difficult situations

Creating Work/Life Balance

Juggling work and home commitments is an increasingly difficult balance to achieve and can be a

considerable source of |ifestyle stress if you do

performance, motivation and long term health.



The first step to addressing any work/life issues is an awareness of where you are spending your time
and then some reflection on whether things feel balanced or not. The second step is to identify which
flexible working practices might work for you and to understand that better work/life balance can and
does lead to significant business improvements. So what are you waiting for, join us on this session and
we will share with you how we did it and help you design a personal action plan for a more balanced
future.

On this 3-hour session you will:
9 Recognise whether your life is in balance or not
9 Identify the key principles that will enable you and your people to enjoy work-life balance
9 Establish the benefits of flexible working practices for you, your organisation and your
customers
1 Get our key tips to create more time and work as effectively as possible
9 Create an action plan around improving life balance and creating a more balanced future

Dealing with Stress Positively

A bit of stress is no bad thing —it helps you get out of bed in the morning, be alert at important
meetings, and keeps you focussed to achieve your priorities. But too much stress will undermine you
just when you need to be at your best, at times like interviews and presentations. And out-of-control
stress can ruin your free time, too.

Stress can feel inevitable, the product of, well, stressful circumstances. But in reality it is in your power
to manage your stress levels, no matter how much pressure you are under, and to use stress positively.
This session shows you how.

On this 3-hour session you will:
T Identify your symptoms of stress — physical, mental and emotional, professional and personal
9 Establish what causes you to feel stressed — enabling you to spot stress before it happens, and
take action ahead of time
9 Discover what you already do to deal with stress —these may be good techniques you can keep,
or they may be making the situation worse in the long run, which will need to change
9 Experience three practical methods for dealing with stress in the future

Emotional Intelligence (part 1)

One of our most popular sessions, Emotional Intelligence has a transformational effect on many
participants’ l i ves.

Rather than focussing on a particular work skill, this session looks at your relationship with yourself. It
helps you to develop the confidence and self-acceptance that we all need if we are to flourish in life.
Our Emotional Intelligence session lays the foundations for success, no matter what you want to
achieve.

On this 3-hour session you will:

T Define what Emoti onal I ntelligence’ i s
9 Self test, through a questionnaire, and identify your own strengths and areas to work on



9 Identify a self-defeating belief and step beyond it by separating it from what you do and how
you behave

Proactively choose how you feel about the things that happen to you

Identify at least two key self-fulfilling beliefs

Appreciate what already makes you happy in your life right now
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“Cat hy’' s t rtadsforinimg hfluence Inmy life.e  a
Hilary Jones, Hilary Jones, Emotional Intelligence

“Thank you. I owi || be taking away invaluable tho
Cathy Sallows, Sallows Consulting, Emotional Intelligence

Emotional Intelligence (part 2)

Often our emotions c¢cloud our judgement without wus
negative, but struggle to snap out of it. This session gives you advanced skills to monitor and manage

your emotions. It will help you keep your cool in difficult situations, and to stay positive, no matter what

life throws at you.

On this 3-hour session you will:

T I'dentify when a p enrcongbuancewithbheidvgrdsl anguage i s i

9 Identify the physical signs associated with hot feelings

I Use language positively to recreate new possibilities

I Choose to move from a negative state to a positive state

1 Understand the benefits of positive self regard and move towards a more confident you through
unconditional self-acceptance

 Understand the benefits of building an effective support network and identify who already
supports you in key areas of your life

“These guys really | ive agtédasydoeneitobaliweitwoh'at t hey do,
Mark Sallows, Sallows Consulting, Emotional Intelligence

To enquire about how we can help you or your business

Please contact us at happy@happy.co.uk with the below details and we will get back to you to confirm
your requirements and provide you a quote:

Your name:

Your company:

Your position in your company:
Session(s) of interest:

Number of participants:

How would you like us to contact you?
Email:

Phone:


mailto:happy@happy.co.uk

We will only use these details to respond to your enquiry, and will not pass them on to anybody or add
them to our own mailing list.



Creating a Great Place to Work
Half Day Course 10am to 1pm

The course will start precisely on time and it may not be possible to go back over material missed by late arrivals. If you arrive over 30 minutes
late you may be asked to leave and attend another day.

The best
learning

experience you

Every single person attending so far has rated the event at least 8 out of 10. Two-thirds have
rated it 10 out of 10, one of the best events they have ever attended.

Happy has won awards for the best customer service in the UK (Management Today), Family
Friendly Employer of the Year (Parents at Work), London Small Business of the Year (Business in

will ever the Community) and Most Inspired Workplace (Inspired Leaders Network). In one day we aim to

attend? share the key secrets that made the independent judges rate our company as the best in the UK.
("1 can’'t think of anyythsiotermsohy | ' ve met
making the world a better place for it’'s
community at | arge.” Judge, Service Exc:

General Delegates must be open to looking at the ways in which people work at their best, within a safe

Requirements

and supportive environment.

Aim Come and enjoy a half day of inter-active learning packed with new ideas for creating a great
place to work. We promise that we will stimulate and challenge you and leave you with at least
three new ways to work in your organisation. Everything you will learn is based on the practical
experience of our award-winning company.

What you will In particular you will be able to:

f S Ny X 9 Recognise what empowers people to work at their best

' Create job ownership to enable your people to achieve their full
potential

' Create an environment that encourages experiment and
development

1 Provide information through involvement to enable your people to
take full responsibility

Time-Table The course will be structured around lots of small sessions and practical exercises. You will work
with the other members of your group throughout, enabling you to learn from your own
experience as well as each other.

What other “Fantastic. The management ethos was i ns|

delegates “Exceeded my expectations by being based

thought about ~ 'echnolosy _ _ _

i KA A (')26“ I nspirational” Bob Hill, Camping & Car a’
“ feel privileged to have been given an insight into the ethos of your company. | came back really
ent hused.” Adrian Smith, Western Providel
“An inspiring and enjoyable day” Marilyn
“1I't gave Uus sO0 muveshhedtla avwhble day ko desbbr o uetf . we Moay
The Software Practice
“As a result of the day | will hel p pres:
for our Company in 2004.”"” Helen, Ann Sumi
“1"ve written dahichlwill ®@rtainlgadopt i my cenmame A verf thought
provoking day”. Steve Pickering, Chief E:
“Brilliant day. Gave me | ots of ideas” SI
“Fantastic | deas"” Paul Jenkins, BSI

Next Step Once you have attended this course and are confident with all of the things covered, you might

want to look at our range of other Personal Development Courses.




Active Listening Skills and Giving Positive Constructive Feedback

10am to 4.30pm

General

Requirements

What you will

£ S Ny X

Time-Table

Delegates must be open to looking at the ways in which people work at their
best, within a safe and supportive environment.

Active Listening Skills

Most people feel they are good listeners, but most people also feel that they
are rarely Iistened to properly.
Listening is the most valuable and most neglected skill. No matter what your
role, you will find that active listening helps you enormously. It can help you
develop great ideas, win trust, keep customers, solve problems, avoid conflicts,
and resolve them when they do come up. Serious benefits from one simple
skill.
Understand how communication works and look at the difference
between listening and hearing
9 Discover the benefits of empathic listening
I Learn and practice the 5 key elements of active listening
Understand how to use questions to get the best out of your
relationships
1 Recognise what stops you listening and identify solutions to deal with
this
T Identify key tips to improve your communication on the phone

Giving Positive Constructive Feedback

Giving feedback scares the wits out of many people. Many managers put the
task off, neglecting issues for week after week, to the point where they really
fester and become much harder to deal with.

There is just no way round it: giving feedback frequently and promptly is at the
heart of good management. Itis simply essential. So let us show you how to do
it brilliantly —and enjoy it!

Identify the difference between constructive and destructive feedback
Use coaching questions to lead and empower others

Learn to provide valuable, constructive and positive feedback

Raise issues clearly and within appropriate timescales

Practice using language positively to create new possibilities

Prepare yourself to respond well to feedback from others
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The course will be structured around lots of small sessions and practical exercises. You will work
with the other members of your group throughout, enabling you to learn from your own
experience as well as each other.

Next Step

Once you have attended this course and are confident with all of the things covered, you might
want to look at our range of other Personal Development Courses.




An Introduction to Emotional Intelligence

(Advancing your intrapersonal skills)

10am to 4.30pm

General
Requirements

Delegates must be open to looking at how their emotions can impact on
everything they do and say, within a safe and supportive environment.

Aim

By the end of the course, you will understand what emotional intelligence is
and be able to use yours to be more effective.

What you will
learn

Emoti onal I ntelligence has a tran
Rather than focussing on a particular work skill, this session looks at your
relationship with yourself. It helps you to develop the confidence and self-
acceptance that we all need if we are to flourish in life. Our Emotional
Intelligence session lays the foundations for success, no matter what you want
to achieve.
Session One

T Define what ‘Emotional I ntelligenc

9 Self test, through a questionnaire, and identify your own strengths and areas to
work on

9 Identify a self-defeating belief and step beyond it by separating it from what you
do and how you behave

9 Proactively choose how you feel about the things that happen to you
T Identify at least two key self-fulfilling beliefs
Appreciate what already makes you happy in your life right now

Often our emotions cloud our judgement without us even noticing. Or we may
know we’'re being negative, but sgot
advanced skills to monitor and manage your emotions. It will help you keep
your cool in difficult situations, and to stay positive, no matter what life throws

at you.
Session Two
T Identify when a person’'s body | ang
T Identify the physical signs associated with hot feelings
Use language positively to recreate new possibilities
Choose to move from a negative state to a positive state
Understand the benefits of positive self regard and move towards a more

confident you through unconditional self-acceptance

I Understand the benefits of building an effective support network and identify
who already supports you in key areas of your life

Time-Table

The course will be structured around lots of small sessions and practical
exercises. You will work with the other members of your group throughout,
enabling you to learn from your own experience as well as each other.

Next Step

If you need help beyond the course fulfilling your personal action plan, then we
also offer 1 to 1 coaching which can provide you with an insightful and
structured space to discover and develop yourself further in order to achieve
even more positive results.




Be the Best You Can Be at Work

10.am to 4.30pm
Why should | Do you need help in unlocking your true potential? Are you struggling to achieve all that you are
attend? and can be? Do you want to raise your performance and confidence levels? Then this is the
course for you!
Aim & Objective Empower yourself to be more confident and less stressed whilst improving your working
relationships and managing your time more effectively.
What you will Take the First Steps to Improving Your Emotional Intelligence
02 IS NX T Define what ‘Emotional I ntelligence’
9 Self test, through a questionnaire, and identify your own strengths and areas to work
on
9 Identify a self defeating belief and step beyond it by separating it from what you do
and how you behave
9 Understand the benefits of positive self regard and move towards a more confident
you through unconditional self-acceptance
Improve Your Working Relationships through Developing Your Active Listening
Skills
1 Understand how communication works and look at the difference between listening
and hearing
9 Discover the benefits of empathic listening
9 Recognise what stops you listening and identify solutions to deal with this
T Identify ten tips for building exceptional relationships with colleagues at work
Key Tips to Dealing with Stress Positively
T Identify your symptoms of stress — physical, mental and emotional, professional and
personal
I Establish what causes you to feel stressed —enabling you to spot stress before it
happens, and take action ahead of time
 Discover what you already do to deal with stress —these may be good techniques you
can keep, or they may be making the situation worse in the long run, which will need
to change
I Experience one practical method for dealing with stress in the future
Effective Time Management
T Identify the classic symptoms of bad time management
Understand what steals your time and where urgency is created and why
 Getour key tips to create more time and work as effectively as possible
Identify a Personal Action Plan to Empower You At Work in the Future
Time-Table The course will be structured around lots of small sessions and practical exercises. You will work
with the other members of your group throughout, enabling you to learn from your own
experience as well as each other.
Next Step If you need help beyond the course fulfilling your personal action plan, then we also offer 1to 1

coaching which can provide you with an insightful and structured space to discover and develop
yourself further in order to achieve even more positive results.




