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Professional IT

Professional IT

Outlook XP

PowerPoint 2000

PowerPoint 2003

PowerPoint 2007 Intermediate

PowerPoint 2007 Introductory
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Project 2000
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Word 2007 Introductory

Word XP

IT Applications
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UNIX Systems
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Frontpage 2000

Web Publishing and Design with
HTML 4.01 and XHTML

XML

An Inside Job: Meeting Internal
Customer Needs

Complaints and quality management

Demanding customers

If Looks Could Kill: Controlling Your
Behaviour

No complaints? : complaint handling
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skills

Steps to Success - Professional
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Telephone behaviour

Understanding Customers

Who sold you this, then?: after sales

service

Building blocks for eBusiness

eMarketing

Legalities of online business

Age Awareness

Challenging Behaviour

Disability Confident

Diversity Challenge

Employment Law 2006

Ex-Offenders Legislation
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Gender Matters
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Sexual Orientation
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Cash Accounting for the Small Rural
Business

Cost-Benefit Analysis

Financial Environment

Staying Afloat - A Guide To Cash
Flow
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Understanding Accounts
Working to a Budget

Make Or Break 2 - Growing Your
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Introduction to Health and Safety at
Work
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Coaching and Training
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Managing and Handling Stress at
Work

Manual Handling

Office Safety

Preventing Accidents

Risk Assessment

Special Offer - Health and Safety
Package - Save over 30%

Stress Management for Employees
Stress Management for Managers
Implementing Change

Jamie’s School Dinners: Managing
and Living with Change

Planning Change

Coaching

Managing performance every day
Pass it on: Coaching skills for

managers

The helping hand: coaching skills for
managers

Training
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Feedback

Feedback

You'll soon get the hang of it: one to

one training

Assert yourself: Learning to be
assertive

Briefing Skills

Communication Process

| wasn'’t prepared for that:
presentation skills

Negotiating: tying the knot

Presentations 1 - Preparing for the
Presentation

Presentations 2 - The Presentation

Producing Project Reports

Put into writing: The complete
communicator - the art of influence

Report writing

Straight talking: the art of
assertiveness

The grapevine: internal
communication

Written Communications

Can You Spare A Minute:
Counselling Skills For Managers

Giving and Receiving Feedback
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Harvard Business Management

Jamie Oliver - Teamwork
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I'd like a word with you: discipline
interviews

Harvard Manage Mentor

Jamie’s Kitchen: Fifteen Lessons on
Leadership

Jamie’s Kitchen: Fifteen Lessons on
Teamwork

Building the Team

First among equals: Leading a team
Leadership

Motivation

Absence Management

Absence minded: Managing
absenteeism

Effectiveness and Efficiency
Manage Own Stress

Minimising Stress

Problem Solving Skills

Resolving Conflict

Supporting Individuals
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Leadership and Managing People The best of motives: leadership & 104198BT016 |Online £40.24

Management empowerment
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Management effective participation

Leadership and Meetings Meetings, bloody meetings: Making 104198BT057  Online £40.24
Management Meetings More Productive

Leadership and Meetings More bloody meetings: the people 104198BT026 |Online £40.24
Management side of meetings

Leadership and Performance and Appraisal How am | doing? The perfect 104198BT037 |Online £40.24
Management appraisal

Leadership and Performance and Appraisal Performance Matters: The 104198BT012 |Online £40.24
Management Importance of Praise

Leadership and Performance and Appraisal Performance Matters: The Need for 104198BT010 Online £40.24
Management Constructive Criticism

Leadership and Performance and Appraisal Performance review: Every 104198BT044 |Online £40.24
Management appraisee's dream
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Management manager's nightmare
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Management Job Advertisements
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Management guesswork out of recruitment
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Managing Information

Managing Information

Managing Information

Recruitment and Selection

Self Development

Self Development

Teamwork

Time Management and
Delegation
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Time Management and
Delegation

Time Management and
Delegation

Time Management and
Delegation

Time Management and
Delegation

Time Management and
Delegation

Time Management and
Delegation

Writing Job Descriptions & Person
Specifications

Identifying Self Development Needs

Managing stress: Managing your
behaviour

Team spirit?

Dealing with Time-Wasting Situations

Delegation

Making time: Priorities, people and
procedures at work

Planning Work

Project management

The paper chase: managing
paperwork

The unorganised manager:
organising others

The unorganised manager:
organising yourself

Time Management
Analysing Information

Maintaining Information Systems

Using Information for Decisions
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Protecting your Business

Protecting your Business

Sales and Marketing
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Sales and Marketing

Starting your Business

Starting your Business

The Apprentice

The Apprentice

The Apprentice

The Apprentice

Freedom of Information 2000

Security

Call to order: telephone sales

Marketing

Marketing: Unleashing The Potential
of Your Business

Sell it to me

Steps To Success - Professional
Sales Skills

The art of selling: Sales with service

Make Or Break 1 - Starting Your
Business

Special Offer - Make or Break 1 & 2 -
Save 33%

Apprentice - Complete Series

Apprentice - Leadership and
Management

Apprentice - Negotiating to Win

Apprentice - Selling, Pitching and
Presenting
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