Funded Training
for Home and
Business

Appleton Business Centre 20910

o . -~

2 7

AP efon



Appleton Business Centre 208310

Training For All

Funded Training

As part of the Business and Enterprise Community Programme, the Appleton Business Centre is delighted to be able
to offer everyone the chance to receive high quality training for low or no cost. Because the training is funded, the
Appleton Business Centre has been able to obtain the services of some of the best trainers dvdileiiining is

not low cost = low quality!

Whether you are a home user who would like to learn new skills, or a business who would like to upgrade the skills
of their staff, all are welcome to attend the courses provided by the Appleton Business Centre.

Dates and Availability

All the workshops detailed in this brochure are available to any adult, regardless of age, experience and location.
Bookings from individuals who want to learn new skills or brughon old ones are very welcome, as are bookings
from businesses who want to expand the skills of their sRiffase see page 6 for a full list of workshop dates and
times

Costil all workshops are part or fully funded

All workshops featured in this brochure are part or fully funded, meaning that some or all of the cost of attendance

is paid for you. Payments, where applicable, should be
included when returning the booking form. For late availability of places, please call Mrs. Glover on (01268) 794215

ext. 258. Should you be unable to attend any workshop that you are booked for, please ring the above number, as
places are limited and there are often waiting lists for places. Thank you.

Confirmation

Letters of confirmation will usually be sent to you within one week of receiving your booking form.

Venue

Workshops usually take place either in the Conference Room or in the Interactive Suite of the Business and

Enterprise Centre at Appleton School, Croft Road, Benfleet. Morning workshops run between 9.30am and 12.30pm,
whilst evening workshops run from 6.00pm to 9.00pm (unless state® Notes page 7). Where possible,
workshops include O0hands ond6é sessions, especially the
all. IT workshops also come with printed handouts. Light refreshments are provided at most workshops.

Trainers

All the trainers used by the Appleton Business Centre are fully qualified and experts in their chosen field. They have
many years of business experience between them and offer a great range of skills and learning styles. They are all
currently employed in the local business sectors, and provide training services to many other organizations, including
the University of Essex, Business Link, the Ministry of Defence, Prospects College, the British Institute of Innkeeping,
the Chartered Institute of Environmental Health, the Health and Safety Executive and the Royal Institute of Public
Health.
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I'T Workshops

Basic Computer Maintenance £12

This workshop is for anyone wanting to ensure their PC is running at its best, without taking it to those nice guys at RICANVor
stepby-step guide to giving your PC a health check and keeping it trouble free in the future. Includes understanding cleanup,
clearing temporary files, file organisation, unwanted program removal, backups, system restore and defragmentation.

Excel Level 1 Free

Spreadsheets for absolute beginners. This workshop gives the attendee the chance to try out Excel and to learn the absolute
basics. Topics include Understanding Workbooks and Worksheets, Entering Data, Moving Around Worksheets, Selecting Cells
and Ranges, the Excel Screen, Toolbars, Basic Formulae, Basic Graphs and more. This workshop is free of charge ahd is aimed a
anyone who would like to carry out basic spreadsheet work, but has no experience whatsoever.

Excel Level 2 £12

For those who already have some knowledge of Excel, or have attended the Excel Level 1 workshop, this allows the attendee to
take their Excel knowledge a little further. Topics include Renaming, Deleting and Inserting Worksheets, Conditionaldgrmatti
Hiding and Displaying Data, Data Validation, Lookups, Filtering, Further Graphs and more.

Excel Macros £12

Do you have common tasks that you perform over and over in Microsoft Excel? A macro records your mouse clicks and
keystrokes while you work and lets you play them back later. You can use a macro to record the sequence of commands you use
to perform a certain task. When you run the macro, it plays those exact commands back in the same order, causing Excel to
behave just as if you had entered the commands yourself. This workshop is-aystégp guide that is suitable for all levels o

Excel ability.

Introduction to IT Free

| f you want to know what al | the fuss is about, buffee have nev
workshop that allows you to try a computer without worry. This workshop is aimed at anyone who would like to know a little

about computers, but doesndt know where to start. Topics inc

The Internet and BMail, Word Processing Basics and Spreadsheet Basics. The perfect introduction to the world of I.T. for those
with little or no experience.

Outlook 2007 Free

If you have recently purchased the 2007 version of Microsoft Office, you really need to know how to use all the excelieas fea
included with Outlook 2007. Email, Calendars;o Lists, Contacts and Notes are all available, and can make yotoetgy

life much easier to organize. This workshop is free of charge and is aimed at anyone who would like to take advanthge of all
features in Outlook 2007, or who would just like to understand how to send a basic email.

PowerPoint Free
Presentation software for absolute beginners and improvers. Topics include What is PowerPoint?, Slides and Presentations,
Toolbars and Views, Creating, Inserting and Deleting Slides, Formatting Slides, Adding Pictures, Slide Animations, Creating
Presenter Notes and more. This workshop is free of charge and is aimed at anyone who would like to learn how to set up and
run PowerPoint presentations, but has little or no experience whatsoever.

Publisher Free

This workshop is aimed at anyone who would like to create printed documents to a professional standard, whether to be printed
at home or by a professional printer. Topics include What can Publisher do?, Toolbars, Templates, Fonts, Colour Schemes,
Resizing, Columns and Layout plus more. This workshop is free of charge and is aimed at anyone who would like to design and
print their own brochures, posters, newsletters, flyers and more, but has little or no experience.

Search Engine Optimisation Parts 1 & 2 Free

When the right visitors are coming to your website and takin
successful SEO. Simply put, SEO is the process of dutsi ving tr
for your businesses targeted keywords. Usually, the earlier your website is presented in the search results, the moressearche

will visit your website. But how do you do it? This twart workshop will teach you the basics of SEO.
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I'T Workshops

Website Design Free
Web pages arendt just for geeks anymore. I f youdre in
website in one way or another. But what if you dondt Kk

basic workshop explains, in very simple terms, how to design, build and publish a web page.

Word Level 1 Free

Word Processing for absolute beginners. This workshop gives the attendee the chance to try out Word and to learn the absolute
basics. Topics include Opening and Saving Files, the Word Screen, Toolbars, Entering, Selecting and Deleting Texta@dt, Copy
Paste, Undo, Text Formatting, Tabs, Page Setup, Tables and more. This workshop is free of charge and is aimed at anyone who
would like to carry out basic Word Processing work, but has no experience whatsoever.

Word Level 2 £12

For those who already have a little knowledge of Word, or have attended the Word Level 1 workshop, this allows the attendee
to take their Word knowledge a little further. Topics include Bulleting and Numbering Lists, Borders and Shading, Lirge Spacin
and Columns, Tables, Autocorrect and Autotext, Text Boxes, Internet Resources and more.

Word Mail Merge £12

A mail merge is a method of taking a list of information (names, addresses, etc), and inserting it into documents gecs, as let
mailing labels, and name tags. It is a great way of saving time, by writing one letter or form, and filling it multiplétithes

data required. This workshop assumes a very basic knowledge of Word, but has no advanced Word content, so would be suitable
for any skill level.

IT Seminars

Photoshop Level 1 £12

This workshop will teach the basics of using Photoshop. How to crop and resize photographs and how to optimize them for use
on the internet. Have you ever had a photograph that needed touching up? Discover how to manipulate photos to get the best
from them. How to insert a photo inside another one or add comments to a photo for that personal touch. Ideal for anyone,
regardless of their computer abilitieBlease note: Due to software licensing regulations, it is not possible to provide attendees
the use of Photoshop software during this session. Attendees can bring their own laptop for this session, or are welcome to
attend and take away the comprehensive handouts which are provided.

Safety In A Digital World Free

Do you know what your child is doing on the internet? Most children are worddye nowadays, but may not understand the
dangers that can be posed by inappropriate internet use. This workshop delivers information regarding chatrooms, social
networking sites (Facebook, MySpace, etc), internet filtering software, -Ogltlging plus more, in an eaBy-understand formg
with full details of relevant websites that can be used to learn and educate.

Personal Development & Business Workshops

Business Basics Workshop Free

Thinking of running your own business, or becomingeeiployed? Already doing it, but struggling under the workload? This
workshop covers all aspects of selfnployment; Company Formation, Tax and National Insurance, Business Banking, Market
Research, Health and Safety, Intellectual Property Rights, VAT, Marketing, Business Premises, Insurance, Legal arithié/ebsites.
workshop is free of charge and is aimed at anyone thinking of setting up and running their own business, whether sale trader
limited company.

Confidence Building & Goal Achievement Free

If you have ever found yourself in a situation where you wished you could have been more assertive, had more confidence, or
achieved a particular goal, then this wor ks RMopucamiearhsimpla ow y ou
techniques which will immediately increase your confidence, and give you a MAGIC! formula for achieving your goals. These
techniques once learned, can be adapted to many situations. Bring your imagination and a goal. Leave with a free bbok on a C

and new ways of handling life (see www.aspiretherapies.co.uk for further information).
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Personal Development & Business Workshops

Effective Communications £12

How many times have you struggled to communicate with colleagties® can you motivate and inspire your staff or colleagues
if you candt c o nHow beneficaltweuldw bettolrecaghise th® words and phrases that colleagues use to
indicate their understanding and to be aware of the body language that peopl&b&e3 hour workshop specifically gives you

the tools to gain a better understanding of communications with colleagues and will show you how to establish rappommwith th
to enhance performance.

Family Spanish (10 week course) Free

Adult Community Learning, Basildon working in partnership with The Appleton School invites parents/carers to learn Spanish
with their child. This is a fun 10 week course where adults and children develop their own languageYskillg:ill learn sore

basic Spanish phrases covering food, direction and numbers which can be used on holiday. This course is for one ahild to atte
with one adult together.

First Aid Basics Parts 1 & 2 £15

This workshop is run over two dour sessions and covers the basic first aid techniques that may be required to deal with

everyday accidents and emergencies. The syllabus (approved by the Health and Safety Executive) addresses the appropriate acti
to take in the event of burns and scalds, unconsciousness, choking, fractures, fits and convulsions, wounds and bleeding, CPR
airway management. Upon completion, a certificate of attendance is awarded.

Food Hygiene Level 2 Parts 1 & 2 £25

This workshop is run over two dwour sessions and covers the minimum requirement for anyone involved in the handling of food
and beverages. The course covers the causes and prevention of food poisoning, food storage/handling, basic microbiology,
personal hygiene, cleaning/disinfection, pest control, design and construction of premises and equipment, and HACCP. This
workshop concludes with a 30 question multiple choice paper, with a pass mark of 20. All attendees who pass the mutigle choi
paper will receive a certificat@here is a £25 charge for this workshop to cover the cost of the examination and its
administration.

Interview Coaching Workshop Free

A workshop focusing on what happens when you successfully gain an interview, how to overcome nerves and deal with difficult
questions, aiming to build your interview skills and confidénaeatural folomon from the OWriting Your
Topics include Typical interview questions and how to deal with them, Framing your answers, Conducting research ahead of the
interview, Personal presentation, Body language, Verbal pacing, Overcoming nervesrlhabisigns and much more.

Marketing On A Budget Free

In competitive situations, marketing is usually a necessity, but such activity need not be lavish or costly. Similatlgudgetes
need not dictate modest impact. This workshop examines how all organizations, regardless of their age or size, can promote
themselves and attract the right kind of attentforwithout breaking the bank. Topics include Key Aims Of Marketing, Responses
To Budget Restrictions, Low Cost Marketing Strategies plus more.

Running Your Own Business Happily Free

This workshop covers the bits that technical text books fail to acknowlé@dgech as remembering to have fun as you grow your
business and ensuring that your sense of direction has a greater purpose beyond merely making money and long hours. Topics
include The Pros And Cons Of Being Your Own Boss, Common Danger Areas, Defining The Path That Suits You Best, Creating
Tools That Will Help To Keep You On Track, Personal Action Planning plus more.

Stress Management Free
Everyone has stressful times in their life and this workshop will offer you two ways to cope with stress and amkeefyrst part
of the workshop teaches self hypnosia simple, safe and effective technique for reducing the physical discomforts of
anxiety. The second part of the workshop offers a way to use symbols created from your own imagination to bring you
resources from your own personality to use in stressful situations (www.aspiretherapies.co.uk).

Writing Your Own CV Free

Stand out from the crowd; in these tough economic times you may find yourself competing with many others in the queue for a
job. A great CV can make the difference between getting short listed for an interview and getting the job you desire. This
workshop will show you how to write an effective CV and get yourself noticed. Topics ineldeat a good CV looks like,

What should be included, Suggested templates, Writing a Personal Statement that gets you noticed, What else to include & more
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Workshop Name Date Time Workshop Name Date Time
IT WOI’kShOpS Word Level 1 20th Oct 2009 am &pm Free
Basic Computer Maintenance 6th Oct 2009 am &pm  £12 |(Word Level 1 26th Jan 2010 amonly Free
Basic Computer Maintenance 28th Apr 2010 am & pm  £12 |(Word Level 1 11th May 2010 am &pm  Free
Excel Level 1 3rd Nov 2009 am & pm  Free||(Word Level 2 24th Nov 2009 amé&pm £12
Excel Level 1 2nd Feb 2010 am & pm  Free||Word Level 2 24th Mar 2010 am&pm  £12
Excel Level 1 18th May 2010 am&pm Free Word Level 2 16th Jun 2010 am only £12
Excel Level 2 13th Jan 2010 am & pm  £12 ||Word Mail Merge 16th Mar 2010 am&pm £12
Excel Level 2 30th Mar 2010 am&pm £12 IT Sem | nars
Excel Level 2 22nd Jun 2010 am &pm  £12 ||Photoshop Level 1 2nd Dec 2009 amonly  £12
Excel Macros 27th Apr 2010 am & pm  £12 ||Photoshop Level 1 31st Mar 2010 amonly  £12
Introduction to IT 13th Oct 2009 am & pm  Free||Photoshop Level 1 23rd Jun 2010 am&pm £12
Introduction to IT 12th Jan 2010 amonly  Free||Safety in a Digital World 7th Oct 2009 7:00pm*  Free
Outlook 2007 1st Dec 2009 am & pm  Free Per80na| Development a.nd
Outlook 2007 23rd Mar 2010 am &pm  Free BUSi ness WOI‘kShOpS
Outlook 2007 26th May 2010 am & pm  Free||Business Basics 4th Feb 2010 pmonly  Free
PowerPoint 11th Nov2009 am&pm Free||Confidence Building & Goal  3rd Nov 2009 pm onI;A Free
Achievement
PowerPoint 2nd Mar 2010 am & pm  Free | |Effective Communications 20th Jan 2010 pm only Free
PowerPoint 25th May 2010 am &pm  Free||Family Spanish (10 weeks)  25th Sep 2009  4:30pn#  Free
Publisher 17th Nov 2009 am & pm  Free| |First Aid Basics Part 1 4th Nov 2009 pm only £15
Publisher 10th Mar 2010 am & pm  Free||First Aid Basics Part 2 11th Nov 2009 pm only
Publisher 15th Jun 2010 am & pm  Free||Food Hygiene Level 2 Part 1 27th Jan 2010 pm only £25
Search Engine Optimisation 1 4th Nov 2009 am & pm  Free||Food Hygiene Level 2 Part 2  3rd Feb 2010 pm only
Search Engine Optimisation 2 10th Nov 2009 am & pm  Free||Interview Coaching Workshop 24th Mar 2010 pmonly  Free
Search Engine Optimisation 1 3rd Feb 2010 am & pm  Free||Marketing on a Budget 21st Oct 2009 pm only Free
Search Engine Optimisation 2 9th Feb 2010 am & pm  Free||Marketing on a Budget 28th Apr 2010 pmonly  Free
Website Design 21st Oct 2009 am & pm  Free||Running Your Own Business 23rd Jun 2010 pmonly  Free
Happily
Website Design 27thJan 2010 am&pm  Free||Stress Management 23rd Feb 2010  pmonhA  Free
Website Design 12th May 2010 am & pm  Free||Writing Your Own CV 14th Oct 2009 pmonly  Free
Writing Your Own CV 10th Mar 2010 pmonly  Free
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Appleton Business Centre 208310

Please Note:

oam6 wor kshops start at 9:30am
opm6 wor kshops start at 6:00pm
All workshops and seminars are of three hours duration, except those shown with an asterisk (*) which are
two hours, those with a daggeA which are two and a half hours, and those with a hash (#) which are pne
and a half hours.
OFamily Spanishdé runs from 4:30pm to 6:00pm flor 10 w

All 1.T. workshops are suitable for users of Microsoft Office 2003 and Microsoft Office 2007 as both versions
are covered in the workshops.

Booking Form
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