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(o Skill-Builder
Training DVDs continued

Problem Solving

Effective and efficient critical thinking and problem-solving skills are
prerequisites for individual and organisational performance and success.
If any person or organisation fails to identify problems correctly or fails
to resolve them properly, adverse affects will be felt in sales, market
share, expenses, customer and employee satisfaction, and profit and
shareholder dividends, to name but a few. If organisations such as
hospitals, government departments, or emergency services fail to
identify problems effectively, the consequences are equally dramatic.
This title presents an overview of the steps needed to help better
solve common work-related problems and introduces people to some
of the more popular tools to assist in doing so.

£895 + carriage + VAT

Sales Effectiveness

In an increasingly competitive world, an effective salesperson needs a
wide variety of skills and competencies in order to be successful.
Research has indicated that a number of competencies are common
to all four phases of the sales cycle.

* Prospecting: positive temperament, organisational skills, active
listening skills, drive and persistence

* Negotiating the sale: active listening skills, communication skills,
and relationship nurturing ability

* Closing: organisational skills, communication skills, drive and
persistence

* Providing follow-up service: positive temperament, active
listening skills, and exceeding customer expectations.

This title looks at the skills needed at all four of these phases.
£895 + carriage + VAT

Team Building

Success in any organisation rests heavily upon how well we perform
as a team. Most people accept that a champion team will beat a
team of champions — but how do you create a champion team?
Unfortunately, effective teams do not just “happen” — they have to be
built. This building process has to be carefully customised to the
particular needs of each team. For our purposes, a team is regarded
as no smaller than three people and no larger than twenty people in
the organisation. Usually the team exists around a common purpose
or goal in the way that it works or performs. The team also has to see
itself as a team by meeting regularly or regularly sharing experiences.
This title presents a roadmap for team success and suggests a
number of specific steps that a team can follow.

£895 + carriage + VAT

DVD Toolkits & Activity Packs

Team Communication

Effective communication is a vital part of almost every activity in the
organisation, including the integration of tasks at every level: production,
marketing, selling, budgeting, managing, employee appraisals, etc.
Every activity involves communication, within and between departments
and individuals.

Although communication is a familiar term, its meaning is often
confusing. In recent times, the definition of communication has
expanded to reflect the mutual exchange required in meaningful
communication of any sort.

This title looks at many different aspects of the communication
process but places significant emphasis upon team communication
and how it can be made to be most effective.

£895 + carriage + VAT

Telephone Service Excellence

Every call is an opportunity to provide service that adds value to a
caller — this is the case whether the person on the other end of the
line is an internal colleague or an external customer. The emphasis
should therefore be on providing excellent telephone service: after all,
without good service, there would be no business! No organisation
will survive if it treats its requests for information and assistance
poorly, and initial telephone contact usually sets the tone. Because a
telephone call will often be the first and most long-lasting impression
a customer forms about your organisation, this title has been
developed to help you create better first impressions and assist in
coaching individuals in effective telephone skills.

£895 + carriage + VAT

Time Management

If your bank credited your account with £480 every morning, and
then every evening cancelled whatever part of the amount that you
had failed to use, what would you do? Withdraw every pound and
every penny you could, right? Well, time works a little like a bank.
Every morning we are all credited with 480 minutes in an eight-hour
work day and 1,440 minutes every 24 hours. Every night it writes off
as “lost” whatever we have failed to invest in a good purpose. Time
cannot carry a balance forward and it does not allow overdrafts. If
you fail to use your day’s deposit of time, the loss is all yours. There
is no going back, no drawing against tomorrow. This title therefore
illustrates how to live in the present, on today’s deposit, so individuals
invest in it to get the most out in health, happiness, service, and
anything else that is worthy.

£895 + carriage + VAT

Preview any four DVD titles FREE
for seven days

e-learning CD-ROM Games




buy any 2 resources and the cheapest is free!

Duty of Care DVDs

The Duty of Care series is designed to
keep you and your organisation out of
court — and not out of pocket! Through
proper training, you can protect your
employees and at the same time reduce
the risk of prosecution.

Introduction to Sexual Harassment

in the Workplace

This programme is the perfect introduction for new and existing
employees, and contractors. Each employee should see this programme
and clearly understand their rights, and the rights of others.

* What is sexual harassment?

* Who can it affect?

* Where can it occur?

* What are the employee’s responsibilities?

‘Office setting’ version

£680 + carriage + VAT

‘Industrial setting’ version
£680 + carriage + VAT

Introduction to Sexual Harassment

for Supervisors & Managers

This programme shows how supervisors and managers can be held
personally liable for claims of sexual harassment within their

organisation, and what steps they must take
in order to reduce this risk.

* What is sexual harassment?
 Duties & Responsibilities

* Managing Sexual Harassment Issues
* How to handle a complaint.

‘Office setting’ version

£680 + carriage + VAT

‘Industrial setting’ version
£680 + carriage + VAT

Bullying Prevention —
Employee Awareness and Response

This programme provides essential training for all employees on the
damaging impact of workplace bullying. Employees will learn how to
identify bullying behaviour and how to respond should it occur in
their workplace.

* What is bullying?

* Management control & direction

* Examples of workplace bullying

* Who are the bullies / victims?

* How to react to bullying.

£680 + carriage + VAT

DVD @) Toolkits & Activity Packs

ﬂ e-learning

Bullying Prevention — Roles and
Responsibilities for Supervisors and Managers

Managers have a legal duty to control workplace bullying. This
programme will assist your compliance by providing a step-by-step
guide on how to maintain a bully-free workplace.

* Examples of workplace bullying

* Who is involved in bullying?

* What are the effects of bullying?

* Management authority & control.

£680 + carriage + VAT

B Workplace Discrimination —
Employee Awareness
All your employees should be aware of workplace discrimination

issues, and how they must respond if they witness, or
become subject to discrimination at work.

* Examples of what constitutes discrimination?

* Direct vs indirect discrimination

* What steps to take if discrimination is witnessed
£680 + carriage + VAT

ﬂ Workplace Discrimination — Roles and
Responsibilities for Supervisors & Managers
Supervisors and Managers must be clear on what signs to look for,
and what action to take, if discrimination is found to be occurring.
* What are the ‘attributes’ of discrimination?

* What is classed as workplace discrimination?

» 5 essential steps to eradicate discrimination at work

£680 + carriage + VAT

Workplace Liability.com

Email and the internet increase our productivity and efficiency but
also bring hidden dangers that can create significant risk and
expensive claims. This programme should be used to show every
employee the potential legal exposure that they could unwittingly
create for your organisation.

We think this is one of the most valuable and relevant training
programmes available today and no organisation should be without it.

£680 + carriage + VAT
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Buy 1 get 1 free order form

Carriage Charges UK mainland and Northern Ireland: £9.50 for 1-2 items. Highlands and Islands of Scotland, Isle of Man, Channel Isles
and Scilly Isles: £18.90 for 1-2 items. Southern Ireland (Eire): Standard delivery is charged at £24.90 for 1-2 items. Additional items are
charged at £3.00 per item. For other EU and international destinations, or express delivery, please contact us prior to ordering for a carriage
quotation. Next-day delivery, Saturday delivery and timed delivery services are available to many destinations. Please contact us to discuss
your requirements.

[ YES! | would like a FREE preview of the following DVDs: Please select up to 4 titles. Please return previews to us at your own expense
Title

[ YES! | would like to purchase the following titles on the buy 1 get 1 free offer:
| understand that the cheapest titles in any combination will be free

Title Price

FREE

FREE

Carriage
Please note — DVDs, Training Games, CD-ROMs and e-learning resources cannot be returned once
purchased. Free samples can be downloaded from all products from our website. DVDs are available for a VAT
free 7-day preview.

Total £
HOW TO PAY: DELIVERY DETAILS (FOR SALES AND PREVIEWS):
D lencloseachequefore Mr/ Mrs / Ms / Miss
[ Please debit my
o Job title
[ Amex (A Visa[wsa] [ MasterCard [ Maestro
Organisation
for £
Card Address
o LI LTIl
Start date / Expiry date /
Postcode
CCV security code Issue number
Telephone
Signature
(if cardholder’s name and address are different from those already given please provide separately) Fax
[ Please invoice. My purchase order number is .
E-mail

Authorised signature

Name (please print)

Accounts Telephone Oﬁer ends 313t MarCh 2010 Code 3x202




