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Small Groups
All courses are run with small groups to guarantee focus on your needs and
provide maximum individual benefit.

Results
We deliver outstanding results by turning knowledge into valuable skills: skills
that you can use to improve personal and business performance.

Exceptional Level of Course Support

All open course delegates receive a comprehensive package of support,
including e-train — our unique training support modules delivered to your in-box
for a full year after your course.

Backup

Our post-course helpline is staffed by real tutors and is available to all
delegates — supporting them during the important post-training implementation
phase.

Loyalty & Earlybird Rewards
Regular bookers are automatically rewarded for choosing our open courses
and everyone can save an additional 10% with our Earlybird discount.

Quality Guaranteed
29 years experience counts: we still deliver the best training in the UK.
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training partner and benefit from
the best client loyalty scheme
available.

Our client loyalty scheme is
based on the cumulative number
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restriction on whom from your
organisation makes the booking.

We will even track all bookings
from your organisation and
inform you what level of discount
applies to the bookings you
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the training you need, when you
need it, and at the best possible
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MANAGEMENT

A well-trained management team is essential for superior organisational
performance. Spearhead’s range of quality open management training courses can
be used to support the development of your managers, supervisors and team
leaders - helping them get the best out of the human resource they control and
positively contribute to organisational success.

Regularly updated and run by our own expert tutors, the programmes are highly
interactive. All courses include skill development sessions, not just theory, making
them excellent value for money. What is more, every open management course
comes with a comprehensive package of post-training support, which means that
you continue to reap the benefits long after your management team return from the
training course.

Page
3 Supervisory & Team Leader Skills

First steps in organising and directing work effort

4 Introduction to Management
A flying start to a career in management
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Management beyond the basics
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To refresh, stimulate and inspire performance orientated management

7 Executive Leadership Programme
Achieve more — through building winners

8 Managing the Sales Force
How to get the best from the sales team
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Implementing and managing change successfully
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SUPERVISORY AND TEAM LEADER SKILLS

First steps in organising and directing work effort

A TWO DAY NON-RESIDENTIAL PROGRAMME

This two day programme has been designed specifically for supervisors and team
leaders who have to manage people whilst still working as part of a team.
Introducing the key skills necessary for organising and directing work effort, it is ideal
for recently promoted supervisors/team leaders or as a refresher for those who have
not had formal training. Clear guidelines are given on each topic with practical
exercises to instill the skills and techniques needed to succeed.

Programme Contents

The Role of the Supervisor/Team Leader
- Making the First Move into Management
- Avoiding the Pitfalls and Problems
Team Leadership

- The Mechanics and Dynamics of Supervision
- Characteristics of Effective Teams

- Developing Your Leadership Skills
Motivating Yourself and Others

- The Theory

- Recognising the Needs of Subordinates
- Putting Theory into Practice

Controlling The Team

- Quality and You

- Setting Objectives

- Work Allocation and Delegation

- Dealing with Problem Behaviours

- Discipline and Reprimand

Maintaining Team Performance

- Identifying Training Needs

- On the Job Training

- Performance Reviews

Key Communication Skills

- Leading Effective Team Briefings

- Learning to Really Listen

- Giving Clear Instructions

Personnel Effectiveness

- Assessing Your Personal Efficiency

- Urgent vs. Important: Prioritising and Planning
- Action Planning

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

21-22 February

25-26 May

18-19 August

17-18 November

The Hatton, London
13-14 April

04-05 July

29-30 September

COURSE FEE: £995

“All aspects were relevant -
has given me guidance on
how to successfully be a
team leader” CW

"# 3% ! &



INTRODUCTION TO MANAGEMENT

A flying start to a career in management

A THREE DAY RESIDENTIAL PROGRAMME

A three day intensive programme particularly suitable for the newly promoted
manager or for those soon to assume a management role. The programme deals
with people management issues with clear guidelines every step of the way. Tutorial
sessions, case studies, practical exercises, presentations and evening syndicate

work make this an action packed three days.

Programme Contents

Your Role as a Manager

- The Functions and Responsibilities of Management
- Key Management Tasks and Competencies

Making the Change to Being a Manager
- Reasons for Failure or Success

Self Management

- Importance of Goal Setting

- Setting Objectives

- Understanding Time Management Priorities
- Managing Time, Yourself and Others
Delegation and Work Allocation

- When and How to Delegate
Motivating Staff to Better Performance
- Understanding Motivation

- How to Motivate Staff Today

- De-maotivation — Signs and Symptoms
Communication

- Learning to listen

- Giving Feedback

- Key to More Effective Meetings
Monitoring and Controlling

- Appraisals, The Steps to Success

- Guide to Successful Counselling

- Disciplinary Procedures

Training and Developing Staff

- The Manager’s Role and Training

- Establishing Training Needs

Problem Solving

- The Problem Solving Process

- Decision Making

Action Planning

- Delegate Action Plans

611 VENUE AND DATES \

Radcliffe Conference Centre,
Nr Coventry

16-18 February

09-11 March

26-28 April

06-08 June

20-22 July

05-07 September

12-14 October

28-30 November

COURSE FEE: £1,650

“It did what it said on the
tin — a useful course to
learn about all aspects of
management” SC

"# 3% !



MANAGEMENT SKILLS

Management beyond the basics

ATWO DAY NON-RESIDENTIAL PROGRAMME

This course has been developed for managers who have some experience of
managing but have received no formal management training, or who are looking for
a refresher programme. It is the ideal follow-on course to our “Introduction to
Management” programme. Through a series of discussions, exercises and case
studies, this action packed two days presents a review of modern management

techniques to hone your skills.

Programme Contents

Defining the Managers Role

The Mechanics & Dynamics of Management
Making the Right Decision

- Decision Making Techniques

- Prioritising

Planning Skills

- The 7 Steps of Planning

- Setting Objectives

- Better Estimation

The Manager as Team Leader

- Characteristics of Effective Leaders
- Creating Successful Teams
Delegation Checklist
Communication Skills for Managers

- Influencing Others

- Listening Skills

- Counselling Staff

- Managing Meetings

Maintaining Staff Performance

- Monitoring & Reviewing Performance
- Motivating Staff

611 VENUE AND DATES \

"# $$$

Spearhead Training Centre,
Oxfordshire

20-21 January

18-19 April

01-02 August

10-11 November

The Hatton, London
03-04 March

13-14 June

22-23 September
15-16 December

COURSE FEE: £995

“I thought all aspects of
the course were delivered
really well” JB




MANAGEMENT DEVELOPMENT PROGRAMME

To refresh, stimulate and inspire performance orien tated management

A THREE DAY RESIDENTIAL PROGRAMME

A course for experienced managers, designed to equip individuals for a more senior
management role. The programme covers the issues facing management in today’'s
competitive and widening market environment. The course is a balance of tutorial input,
discussion of issues, current relevant case studies, individual study and group problem
solving.

Programme Contents

The Senior Manager Today

- The Skills Needed

- Challenges Businesses Face
- Role of the Senior Manager

- Managerial Attributes

- Leadership Dimensions

- Qualities of Leaders

- Situational Leadership
Strategic and Business Planning
- Strategic Planning and Why

- Developing a Strategy and Business Plan

- Cascaqllng the Plans for Action 611 VENUE AND DATES \
- Managing Change

- Role of Project Management

- Critical Success Measures

- The Planning Cycle

The Three Fundamental Levels of Management
- Which Level Do You Operate On?

- Practical Application

Recruiting the Right Staff

- The Recruiting Process

- Using Competencies and Selection Scoring

- Interviewing Techniques and Selection

- Validating the Recruitment Process

Getting the Best from Staff

Radcliffe Conference Centre,
Nr Coventry

16-18 February

04-06 May

11-13 July

19-21 September

05-07 December

COURSE FEE: £1,675

- The Need to Develop People for High Performance
- Identifying Training Needs

- Setting Development Plans and Monitoring Progress
- Role of the Manager in Staff Motivation

Importance of Communication

“The course was perfect
for me and everything
promised was delivered
KJ-W

”

- Key Communication Skills

- Making the Most of Meetings

- Power of Positive Language
Assessing and Monitoring Performance
- Setting Clear Objectives and Targets
- Assessing and Appraising Staff

- Feedback and Monitoring

- Dealing with People Problems

- Discipline Measures

Action Planning

! "# $$% !



EXECUTIVE LEADERSHIP PROGRAMME

Achieve more —through building winners

A THREE DAY RESIDENTIAL TRAINING PROGRAMME

Leadership is about making things happen, putting your stamp on the future.
Research clearly indicates that leadership skills can be identified and developed.
This course shows you how.

Programme Contents
Competitive Factors
The Leadership Audit
- How Do You Perform?
The Hallmarks of a Successful Team
The Challenge of Leadership
- Managing vs. Leading
Leadership and the 7 Stages of Business Growth
Leadership Style
- What is Your Natural Style?
Different Styles Create Different Team Climates
- Style Flexibility
- New Research
Organisation and Control
Providing a Vision for Your Team
- Setting Objectives and Performance Criteria
- Getting "Buy In"
Practical Teambuilding Exercises
- Building Successful Teams
Working with the ORJI model
- An Essential Leadership Skill
- Pitfalls and How to Overcome Them
The Emotionally Intelligent Leader
- Knowing Yourself and the Impact You Have on Your Team
Team Learning Reviews

Communication Skills / \
- One of the Most Important Skills for a Leader 2011 VENUE AND DATES

- Team Communication Needs

Growing and Strengthening Your Team Radcliffe Conference Centre, Nr

- The Eour Key Stages, Wh|_ch St_age is Yours? Coventry

Coaching: A Core Leadership Skill 19-21 January

- Demonstration

- Practice Using Live Problems 28-30 March

Self Appraisal and Image 08-10 June

Managing Change 17-19 August

- The Key Transitions 24-26 October

- Force Field Analysis

- Practical Steps

Motivating Your Team COURSE FEE: £1,675

Delegation

- Benefits, Blocks and Stages 4

Stress Management “Very thorough course very
- Symptoms: Self and Team professionally presented.

- Personal Assessment Subject matter was highly
Business Politics relevant and transferable to
- What Drives You? the workplace” AB

- Different Drivers Mean Different Politics
Action Planning For You and Your Team

! "# $$% !



MANAGING THE SALES FORCE

How to get the best from the sales team

A THREE DAY RESIDENTIAL PROGRAMME

Salesforce performance depends directly upon the quality of management. This
programme is all about leading your sales team to success through the application
of sound managerial practice. The course has been designed specifically for all
managers who have, or expect to have, responsibility for achieving sales results

through others.

Delegates can expect to leave the course with the knowledge and confidence to
tackle one of the toughest managerial assignments: that of leading a sales team.

Programme Contents

The Role of Management

The Essential Functions of Management
Specifics of Sales Management
Leadership and Teambuilding

Recruiting Sales Staff

Job Descriptions

Special Problems of Training Sales Staff
The Need for Knowledge

- Selling Processes

- What to Provide and How to Present it
The Manager's Responsibility for Training

- Assessing What Needs Doing and Getting it Done

What Can you Do to Build Better Business

Counselling and Appraisal Systems

- Deciding When Needed

- Doing it Well

Effective Communications for Managers

Controlling the Internal and External Sales

Operation

Case Study

Problems of Staff Management

Sales Staff Motivation

Demotivation

- Recognising the Signs

Managing or Doing

Organising Management Time
Delegation

Sales Reports and Information Systems
Developing Potential in the Sales Team
Management Styles

Future Trends and Predictions

611 VENUE AND DATES \

Radcliffe Conference Centre,
Nr Coventry

02-04 February

04-06 April

25-27 May

25-27 July

26-28 September

21-23 November

COURSE FEE: £1,660

“A very enjoyable,
informative course” RH

! "# $$% !



MANAGING CHANGE

Implementing and managing change successfully

A ONE DAY WORKSHOP

In today’s business environment Managers have to know how to manage change.
This course covers the essentials of implementing and managing change in an

organisation.

The key stages of the change process are reviewed and techniques to deal with
each stage identified, including managing difficult situations during the change
process. The way different people react to change and how individuals can be
managed effectively through this process is also covered.

Delegates will gain a good understanding of how to manage change as well as many
useful tips and ideas for successful change management.

Programme Contents

Managing the Transitions of Change

- The Key Stages of Change

- Where is Your Organisation?

- Barriers to Change

Increasing the Readiness for Change

- Key Actions

- Reducing Resistance to Change

- Force Field Analysis

Continuous Improvement

The Change Managers Checklist
Motivating Staff

- Motivation, Performance and Stress

- Dealing with De-motivation During Change
- The Motivational Manager

- Creating a Motivating Environment

Your Management Style

- Behavioural Styles of Staff

- How Different Personalities React to Change
- Dealing with Different Personalities
Managing and Handling Difficult Situations
- Dealing with Resistance to Change
Delegates Post Course Actions

/2011 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

19 January

19 May

03 October

COURSE FEE: £535

“All the information
will be very useful in
the period ahead”
CwW

"# 3% !



SALES AND MARKETING

Sales are the lifeblood of your businesses, being the only activity that contributes to
profit. But even the best business plans will go wrong if your sales team’s selling and
negotiating skills are not up to delivering the volume of business at the time it is
needed and at prices that make sense.

Our range of sales and marketing courses has been specifically designed to develop
delegate’s skills, whatever their current level of performance. Our experienced tutors
have enviable sales and sales management track records and bring this knowledge
to every course — making the training practical and relevant. The number of
attendees is strictly limited to ensure each delegate receives individual attention and
guidance from the tutor so that their needs are fully met.

Every open course comes with a complete package of specialist post-training
support, which means that you continue to reap the benefits of your investment long
after your sales people return from the course.

Page
11 Introduction to Marketing

How marketing works to build business
12 Introduction to Selling

A fast track introduction to the world of selling

13 Essential Sales Skills
Improve your sales skills and close more orders

14 Advanced Sales Skills

Master the challenge of high level selling

15 Account Management
How to manage major accounts and build business partnerships

16 Sales Negotiation Skills
Minimise concessions and conclude good deals in tough
competitive markets

17 Telephone Sales
The right way to build business on the telephone

! "# $$% !



INTRODUCTION TO MARKETING

How marketing works to build business

A THREE DAY NON-RESIDENTIAL PROGRAMME

This is the definitive programme for those who want a full understanding of the marketing
function. All aspects of marketing are covered in an exciting and interactive way with tutor
led sessions, practical exercises and challenging case studies. This course is the first choice
for those who perform, or who are about to perform, a marketing role and who may not have

had any formal training.

Programme Contents

The Elements of Marketing

- What is Marketing?

- Product and Sales Based Companies

- Marketing — A Total Concept

- The Marketing Mix

- Marketing vs Selling

- Marketing Communication — Branding & Logo
Marketing Research

- Internal and External Research Methods
- Qualitative and Quantitative Research

- Case Study

- Test marketing

Market Segmentation

- Geographic, Demographic, Psychographic
- Business to Business Classification
Marketing Management

- Strategic Pricing Policies

- Factors Affecting Price

- How to Prepare More Accurate Forecasts
- Environment and Market Factors

- Product Development

- Product Life Cycle

- New Product Development

- Product and Market Strategies

- Portfolio Analysis

- Finding Market Gaps

- Marketing Plan Strategies

- Strategies for Dealing in Competitive Markets
Marketing Communication

- Advertising — Above and Below the Line

- The Advertising Plan

- Marketing on the Internet

- Publicity and Press Relations

- The Role of the Sales Force

- Sales Promotion Offers

- Merchandising

- Direct Marketing

- Preparing a Promotion Campaign

- Marketing Development Plans

Personal Action Plan

611 VENUE AND DATES \

SPEARHEAD TRAINING
CENTRE, OXFORDSHIRE
09-11 February

06-08 April

01-03 June

26-28 July

19-21 September

21-23 November

COURSE FEE: £1635

“The course was very
interesting and
delivered well” TB

! "# $$% !



INTRODUCTION TO SELLING

A fast track introduction to the world of selling

A TWO DAY NON-RESIDENTIAL PROGRAMME

This course will build a good foundation for those new to selling or for those who
have not received sales training. It is for anyone who requires the knowledge and
skills to work as a competent, professional salesperson. How to sell without resorting
to high pressure techniques is the essence of professional selling as taught on this
course. The principles of effective selling are clearly explained and delegates shown
how to apply the principles in face-to-face situations with customers. This is a very
intensive, participative programme in which delegates will be given individual
exercises and guidance.

Programme Contents

Defining the Role of the Salesperson
The Consultative Sales Process
Why People Will Buy From You

- Motivating Customers to Buy

611 VENUE AND DATES \

- Identifying Potential Benefits to Customers
Persuasive Communication

Making it Hard for the Competition
Developing Your Own Sales Plan
The Process of Customer Selection
-Targeting the Right Customers
The Importance of New Business
Preparing to Make a Sale

First Impressions

- Selling Yourself

- The Sale Before the Sale

Making Appointments

The Importance of Call Objectives
Structuring Customer Meetings
Opening the Sale

Spearhead Training Centre,
Oxfordshire

13-14 January

13-14 April

04-05 July

26-27 September

12-13 December

The Hatton, London
21-22 February
25-26 May

18-19 August
17-18 November

COURSE FEE: £995

Establishing Customer Needs “It was very helpful,

- Questioning Techniques very C_Iear -
- Using the Spearhead WIN-CLIENT questioning model ﬁZSvetcéailtl’yASISnce | am

- Building a Sales Case

- Creating Value for Money
Presenting Your Sales Case
Answering Customer’s Objections
- The Different Kinds of Objections and Strategies for Dealing With Them.
- Price Handling Techniques

Closing the Sale and Securing the Business

Your Personal Plan for the Future

- What Each Delegate Needs to Work at to ensure His/Her Success

! "# $$% ! %



ESSENTIAL SALES SKILLS

Improve your skills and close more orders

A THREE DAY NON-RESIDENTIAL PROGRAMME

This course is for the salesperson who has some sales experience and who may
have no previous sales training, or who would like a refresher course to ensure they
are using best practice. It is also the ideal follow-on course to our “Introduction to

Selling” programme.

The course presents the skills and techniques required by a successful salesperson
in today’s competitive business environment. The programme is highly participative,
the course tutor building on the experiences of the delegates. The key points are
reinforced with syndicate and practical exercises to ensure that they are seen in the
context of each delegate’s own business. The course is intensive and requires
dedicated hard work by all delegates. Delegate numbers are restricted to ensure

participation and individual tutor attention.

Programme Contents

The Professional Role of the Salesperson
- The Actions of Successful Sales People

Consultative Professional Selling
- Sales Communication Skills
Using the Benefit Concept Effectively

Developing New Business Opportunities

Beating the Competition

Your Own Sequence for a Planned Sale

- Essential Preparation

- Qualifying the Customer

Making Appointments

Selling to Multiple Decision Makers
Creating the Right Impression
Opening Up the Sale

Identifying the Customer’s Criteria for
Purchasing

Building Customer Needs

- Questioning Skills

Making Effective Sales Presentations
Dealing With Difficult Questions
Handling Price Objections
Reacting to Buying Signals
Gaining Commitment

Effective Closing

Call Follow-up

Managing Sales Time Effectively
Territory Management

The Qualities for Success
Delegates’ Next Action

Practical Exercises with Tutor Feedback

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

24-26 January

21-23 March

16-18 May

06-08 July

31 August - 02 September
24-26 October

07-09 December

COURSE FEE: £1,635

“Tutor was a wealth
of good knowledge”
GC

! "# $$% !



ADVANCED SALES SKILLS

Master the challenge of high level selling

A TWO DAY NON-RESIDENTIAL PROGRAMME

This course is for the experienced salesperson who has a track record of success
and seeks to become even more proficient. The course is suitable for those who sell
complex solutions to multiple decision makers with long sales cycles. The

programme covers selling

techniques and strategies

to maximise sales

performance. Every salesperson will gain from the fresh perspective taken on this
course and the chance to re-think their current working practices. This course is
practical and pragmatic in content with considerable delegate participation.

Programme Contents

The Challenges of High Performance Selling
Motivations for Buying

The Nature of Need

Selling Against Competitors

Developing Client Plans

Sales Strategies

Professional Consultative Selling

Building the Sales Case Using Spearhead WIN-CLIENT

Advanced Persuasive Communication Skills
Handling the Sales Meeting

Selling Complex Solutions

Managing a Long Sales Cycle

- Controlling the Cycle of Events

Multiple Decision Makers

- Analysis of the Buyer Roles

- Dealing with Different Buyer Needs
Effective Sales Presentations

Structuring the Sales Proposal

Strategies for Dealing With Objections
Winning the Business

- Decision Signals

- Gaining Client Commitment

Positive Behavioural Techniques

Getting the Best Possible Deal

Personal Effectiveness for High Performance
Professional Time Management

Process

611 VENUE AND DATES

Spearhead Training Centre,
Oxfordshire

31 January — 01 February
23-24 May

12-13 September

The Hatton, London
29-30 March

18-19 July

10-11 November

COURSE FEE: £995

“All areas were well
presented and
relevant to my
requirements” PW

"# 3% !



ACCOUNT MANAGEMENT

Building business partnerships

A THREE DAY RESIDENTIAL PROGRAMME

Ensuring your key accounts are well-managed is essential if maximum profitability is
to be achieved. Today’s Key Account Manager needs a clearly defined, timely and
dynamic approach to the planning process not just for the present but especially for
the future. This programme looks at the key strategic and operational processes as
well as the marketing principles that will enable delegates to get the account
management strategy right and develops the skills needed to do it.

Programme Contents

The Role of a Successful Key Account Manager
An Introduction to Basic Management Principles

The Ladder of Goodwill

Why Customers Buy - Increase/Reduce Theory

Situational Analysis

Preparing Your Strategy

- Strategic Thinking and Strategic Planning
- Strategic Goals

- Operational Objectives and How to Achieve Them

- Developing Initiatives

Implementation, Planning and Account Penetration

- Closing the Gap, Individual Gap Analysis
- Stepping Stones to Implementation

- Measuring Progress Against Objectives
- Gantt Charts

- Responsibility and Involvement Matrix
Understanding the Marketing Process

- What is Marketing?

- Marketing Mix and Selling

- Some of the Key Initiatives and Principles
- Bringing It All Together

Managing Buyer Relationships

- Causes of Stress

- How and Why People are Influenced by
Different Factors

- What Motivates People

Designing and Presenting Winning
Proposals

The Benefits of a Well Managed Meeting
- A Meetings Model

- Key Roles

- Use Your Agenda to Your Advantage

- Setting Priorities for Client Meetings
Case Studies and Syndicate Exercises

611 VENUE AND DATES \

Radcliffe Conference Centre,
Nr Coventry

12-14 January

16-18 March

11-13 May

13-15 July

14-16 September

16-18 November

COURSE FEE: £1,650

(
\ “Good fun and | got a

lot from it” RL

.

"# 3% !



SALES NEGOTIATION SKILLS

Minimise concessions and conclude good deals in tou gh competitive markets
A THREE DAY NON-RESIDENTIAL PROGRAMME

Buyers are becoming increasingly proficient at negotiating with suppliers and are demanding
ever-greater concessions. Only those sales people who are truly adept at negotiating will be
able to close deals that maintain profitability. This course is considered absolutely essential
for the more experienced sales executive selling products or services where negotiation is
part of the process. It is an advanced level course designed to hone the skills and
techniques needed for successful sales negotiations. Delegates will have plenty of
opportunity to practice the principles learnt during this participative programme.

Programme Contents

Enhancing the Sales Proposal/Proposition
Establishing Client Requirements using the Spearhea  d WIN-CLIENT Model
Establishing Value for Money
Techniques for Presenting Price
Presenting the Sales Case

Valuing Benefits

Dealing with Difficult Questions
Objection Handling

Gaining Commitment

When Selling Becomes Negotiating
Communications and Body Language
Negotiating Styles

- Analysing Your Own Style
The Principles of Negotiation 2011 VENUE AND DATES
Characteristics of a Successful Negotiator
Preparing for a Negotiation Spearhead Training Centre,
- Pre-Negotiation Research Oxfordshire
- Planning the Negotiation Strategy 16-18 February
- Setting Objectives 26-28 April
- The Four Stages of a Negotiation 22-24 June
- Estimating the Variables 10-12 August
- Costing Concessions 05-07 October
- Establishing Your Bottom Line 28-30 November
Negotiation Techniques
- Creating the Right Climate COURSE FEE: £1,635
- Opening The Negotiation
- Establishing the Negotiation Parameters

- Trading Concessions

- Winning Outcomes

Dealing with Conflict in Negotiation
The Effect of Giving a Discount
Avoiding the Common Mistakes

“All areas were
covered in very good
detail’ CT

Negotiating in Competitive Markets

Negotiating with Skilled Buyers

Confirmation and Contracts

Practical Exercises with Individual Feedback and Re  view
Self Development Techniques for the Future

! "# $$% !



TELEPHONE SALES

The right way to win business on the telephone
A ONE DAY WORKSHOP

Selling by telephone is arguably more difficult than face to face selling. This course
covers all key aspects of telephone selling - from cold calling to appointment making,
objection handling and closing the sale. It is the perfect course for those who have to
react positively and be able to persuade pleasantly. Mastering the art of selling by
telephone requires an understanding about why and how people make decisions to
buy. To positively influence others, one must know about effective sales techniques
and make sure that high pressure tactics are not used. A good telephone manner is
obvious, but there is a lot more to it than just remembering to smile.

Programme Contents

The Vital Importance of First Impressions
Telephone Tactics

Your Voice

Questioning Techniques

Listening Skills

Why People Buy

Planning Outgoing Calls

Making Cold Calls
Reaching The Decision Maker 2011 VENUE AND DATES

Making Appointments
Opening a Call Positively
Using Benefits Effectively

Spearhead Training Centre,
Oxfordshire
24 February

Es?aplishing Needs 17 June

Building Your Case 12 October
Dealing with Questions

Handling Objections The Hatton, London
Closing the Call and Securing the Business 18 April

Practical Exercises 08 August
Individual Self Development 01 December

COURSE FEE: £545

“Practical exercises
were excellent” LC
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BUSINESS SKILLS

The amount of time for which knowledge remains valid is constantly diminishing.
Regular training and re-training thus plays an increasingly important role in ensuring
information and skills are kept up to date.

Our range of business skills courses covers a spectrum of disciplines, forming a core
of key skills needed by nearly all job roles. Each course contains the latest
information and has been developed to help delegates excel at that particular
discipline and so improve their own performance and contribution.

The courses are run by tutors who are passionate about the subject matter and who
are experts in their particular fields. Delegate numbers are strictly limited to ensure
that you receive individual attention and feedback from your tutor. Every open
course also comes with an extensive package of specialist post-training support
designed to continue your learning and development long after your attendance on
the course.

Page
19 Assertiveness Techniques to Build Self-Confidence
The art of confident communication

20 Business Writing Skills
The principles and practice of effective business writing

21 Coaching for High Performance
Driving results by helping others to excel

22 Financial Awareness
Everything you need to know about finance for the non-specialist

23 Persuading & Influencing Skills
How to reach positive outcomes

24 Planning Skills Workshop

Technigues & methods for effective planning

25 Presentation Skills Workshop
Master techniques for maximum impact

26 Project Management Workshop
Introduction to project management techniques

27 Telephone Skills & Customer Service
Turning good morning into good business

28 Time Management
Regain control by learning the techniques of the top performers
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ASSERTIVENESS TECHNIQUES TO BUILD SELF-CONFIDENCE

The art of confident communication

A ONE DAY WORKSHOP

The ability to respond confidently and assertively is a key business skill. Assertive
people are more effective at work and better able to handle what might be
considered difficult situations. This fascinating and practical workshop is for
everyone: it will give you the techniques to improve your assertiveness and build
your confidence so you are able to say the right thing at the right time.

Programme Contents

What is Assertiveness?

- What It is Not

- Why We Need It

- Assertive Aims

Building Self-Confidence

- What is Self-Confidence?

- How People Become Confident
- The Four Fears

- Conquering Your Fears and Doubts
- Handling Unproductive Feelings
How to be Assertive

- Becoming More Assertive

- Your Assertive Rights

- Choosing the Right Words

- Assertive Body Language
Assertiveness Techniques

- Making Assertive Requests

- Disagreeing Constructively

- Dealing with Criticism

- Responding to Put-downs

- Saying No

- Fogging

- Broken Record

- Consequence Assertion
Working With Assertiveness

- Working with Non-Assertive People
- Handling Difficult Situations

- Your Plans for Future Self Development

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

24 January

15 April

15 July

04 October

The Hatton, London
01 March

02 June

23 August

15 November

COURSE FEE: £545

“Course very relevant”
Cw
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BUSINESS WRITING SKILLS

The principles and practice of effective business w riting

A ONE DAY WORKSHOP

Clear and effective communication is vital to the success of all organisations, large
and small. Yet billions of pounds are lost each year because of poor quality writing.
This one day course is the ideal way to brush up your written communication skills.
The course focuses on the key principles of effective written business
communication and provides positive guidelines for writing business letters, e-mail,
reports and proposals.

Programme Contents

The Art of Good Letter Writing
- Deciding When to Write

- Getting the Purpose Clear
Understanding Your Reader

- 8 important questions

- The Cues Used to Assess Your Written Communication
Creating Logic and Sequence

- The Basic Structure
- Better Subject Lines 2011 VENUE AND DATES
- Good Openings and Effective Endings o
- Building the Main Body Spearhead Training Centre,
Choosing the Right Words g;(flg”gs'h”e
Punctuating Appropriately ebruary
The Importance of Style 06 May
28 July

- Creating the Right Impression
- Active and Passive "Voice"

03 November

- Clearing the "Fog" The Hatton, London
Writing Difficult Letters 22 March

- How to Answer a Complaint 16 June

- Giving Bad News 12 September
E-mail 12 December

- The Special Problems with E-mail
- E-mail Etiquette — do’s and don’ts

COURSE FEE: £545

Reports “Very

- Getting Started comprehensive” DD

- Guidelines for Success

Practical Exercises
- Reviewing Examples of Written Communications

! "# $$% !
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COACHING FOR OPTIMUM PERFORMANCE - NEW

Driving results by helping others to excel

A ONE DAY NON-RESIDENTIAL PROGRAMME

Knowing how and when to coach allows you to get much more performance from
yourself and from others. Leaders consider coaching to be vital for the continued
success of their businesses because good coaching improves individual
performance, drives results and so adds directly to the bottom line.

This course is considered as essential training for anyone tasked with motivating,
developing skills, and helping others reach and exceed the standards necessary —
such as supervisors, managers, sales managers, project managers, senior
managers, mentors etc.

Programme Contents

The Role of the Coach & Mentor in Companies Today

- What is Coaching?

- What is Mentoring?

- Benefits of Coaching to You, Your Company, Your People
- When to Make a Coaching Intervention

Overview of Coaching

- Expert v. Facilitative Coaching

- Which Style are You?

- Which is Best?

Core Coaching Skills

- Attentive Listening Skills
- Stages of an Effective Coaching Meeting Gll VENUE AND DATES \

- Questioning Skills for Coaches

- Self- Assessment Spearhead Training Centre,
- Feedback & Review Oxfordshire

Using the GROW Model 23 February

- Coaching Demonstration, using a real work 27 May

issue 09 August

- Individual Coaching Practice 24 November

The Pitfalls of Coaching

- Common Pitfalls and How to Avoid Them

- Tips and Techniques for Success

Action Planning

- Practical Application for Delegates Essential training for

- Personal Action Plans anyone wanting to help
others reach and exceed
the standards required.

COURSE FEE: £565
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FINANCIAL AWARENESS

Everything you need to know about finance for the n on specialist

A TWO DAY NON-RESIDENTIAL PROGRAMME

Successful managers, marketing and sales people can be even more effective given a
better understanding of the commercial considerations that interact with their own discipline.
This programme is ideal for those who recognise the benefit of understanding how the
financial side of the business operates. The course takes a practical, pragmatic view of
money matters and translates the jargon, conventions and formats of accounting so that
they become useful tools for the delegate. Case study work and practical exercises form an
important part of this programme reinforced by tutor led discussions.

Programme Contents

Finance — It's Part of the Marketing Mix
The Cash Flow Cycle

- Lots of Business — and How to Go Bust
- Working Capital — How It Is Used

- Cash Flow and Profits

How Costs are Quantified

- Costs of Production and Selling

- Absorption Costing

- Marginal Costing

- Standard Costing

Understanding the Statutory Accounts

- The Profit and Loss Account

- The Balance Sheet 2011 VENUE AND DATES

- Cash Flow Statement

- Accounting Conventions Spearhead Training Centre,
Management Accounts Oxfordshire

- The Vital Management Tool 27-28 January

- Cash Flow Forecasts 12-13 May

Analysing Accounts 20-21 July

- Using Ratios to Analyse Performance 29-30 September

- Making Inter-Firm Comparisons 01-02 December

- Using Data to Make Decisions

The Evaluation of Financial Risk COURSE FEE: £995

- Discounted Cash Flow

Forecasting and Budgets /“I found the course very
- What Forecasts do We Need - -

- How to Make Better Forecasts \ useful - it has significantly

helped demystify basic

- Using Forecasts to Decide the Budget accounting” TW

- Zero Based Budgeting
Pricing \
- Factors Affecting Price

- Elasticity of Demand

- Pricing Methods

- Volume, Price and Contribution

! "# $$% !
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PERSUADING AND INFLUENCING SKILLS

How to reach positive outcomes

A ONE DAY WORKSHOP

The course is designed for people who have to positively influence others to achieve
satisfactory outcomes. The course covers how to communicate persuasively without
resorting to high pressure tactics. Delegates will learn how to develop rapport and
build agreement through persuasive techniques. Delegates will also discover how
they can negotiate with people and reach satisfactory outcomes that both parties

find acceptable.

Programme Contents

The Principles of Influencing People
Persuasive Communication Skills

Finding Out What Others Want

The Art of Using Conversational Questions
Using Summaries to Help Understanding
Structuring the Conversation

Your Communication Style

How to “Sell” Your Ideas to Others

How to Deal With Conflict and Disagreement

Using Empathy

Positive Behavioural Techniques
Delivering a Difficult Message
Dealing with Objections and Challenging Questions
The Principles of Negotiation

Achieving Mutually Satisfactory Outcomes

Getting Agreement

Monitoring Agreed Action Plans

Action Plans

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

14 March

06 June

30 August

06 December

The Hatton, London
01 February

04 May

22 July

03 October

COURSE FEE: £535

"# $$$

“Will recommend for
future use” TC
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PLANNING SKILLS WORKSHOP

Techniques and methods for effective planning

A ONE DAY WORKSHOP

“If you fail to plan you are planning to fail”... When we are at work we all feel we are
'busy’; but good companies and organisations make certain their employees are
busy doing the right things efficiently and effectively - i.e. doing the right things, right.

This one-day workshop is the ideal way to learn and practise the skills of good
planning and is a 'must' for all managers, supervisors, team leaders and shift
leaders.

Programme Contents

The Importance of Planning

- Why Should You Plan?

- Why People Avoid Planning
Understanding the Planning Cycle

Defining the Aim of Your Plan

- Identifying your Goals

- SWOT and Related Tools

- The Goal Matrix

Exploring Options

- Affinity Diagrams and Related Techniques

- Tree Diagrams

Sele_cting the Best Option _ 611 VENUE AND DATES \
Detailed Planning and Scheduling

- The Elements of a Good Plan Spearhead Training Centre,
- WBS & Flowcharts Oxfordshire

- Estimating Resources 21 April

- Creating an Action Plan 24 August

- GANTT Charts and Load Charts 05 December

Checking Your Plan

- Feasibility Checklist The Hatton, London

- Scenario Planning & Contingency Planning 24 February

- Setting Milestones to Measure Progress 21 June

The Logical Framework Approach 17 October

Avoiding the Common Planning Pitfalls COURSE FEE: £545

-
“Great course”
DW

-
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PRESENTATION SKILLS WORKSHOP

Master techniques for maximum impact

A ONE DAY WORKSHOP

This one-day workshop is designed for those who want to improve their ability to
present to groups. Focusing primarily on the way you present rather than on how to
create a presentation, this fun and participative workshop will provide a wealth of tips
and development ideas that will make you a better presenter.

Programme Contents

Preparing a Presentation — Review of Key Principles
10 Good Ways to Start Your Presentation

Using Visual Aids Successfully
Tips for Presenting with Powerpoint
Using Notes and Memory Aids
Conquering Nerves and Projecting Confidence
Projecting Your Voice

Presenting with Style

Delegate Presentations with Tutor Feedback
Self Improvement Techniques for the Future

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

31 March

12 July

27 October

*T™M

The Hatton, London
07 February

20 May

05 September

05 December

COURSE FEE: £565

“Everything great —
much more confident
as a result” RP
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PROJECT MANAGEMENT WORKSHOP

Introduction to project management techniques

A ONE DAY WORKSHOP

This one day workshop is designed for those who have to support, participate in, or
run projects. It has been designed to give a fast track introduction to the skills and

techniques needed and will help you to add more value to your role.

Programme Contents

Understanding the Project Lifecycle
Starting a Project — do’s and don’ts
Introduction to Project Planning Tools
- WBS

- Gantt charts

- Networks

Working with the Project Team

- Roles & responsibilities

- Making time for project work

- Managing the conflicts that can arise
Successful Projects Checklist

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

16 March

14 July

08 November

The Hatton, London
17 January

16 May

26 September

COURSE FEE: £545

“Great fast track
introduction to
managing projects”
BM
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TELEPHONE SKILLS AND CUSTOMER SERVICE

Turning good morning into good business

A ONE DAY WORKSHOP

This workshop is designed for people who use the telephone for their day-to-day
interaction with customers, suppliers or work colleagues. Delegates will gain an
understanding of important telephone techniques along with the key principles of

customer service.

Programme Contents

Why is Customer Service Important?
- Who are our customers?

- Understanding the needs of callers
- Customer care standards
Communicating by Telephone

- Points of difference — Telephone v Face-to-Face Communication

- The golden rules

- Using your voice well

- Questioning to gather information

- Adopting effective listening habits
Telephone Techniques

- Answering inbound calls

- Re-routing calls

- Making outbound calls

- Leaving professional voice messages
Handling Awkward Callers

- Showing empathy and understanding
- Handling irate customers

- Dealing with complaints

Instant Role Play

Your Action Plans

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

11 January

03 May

05 August

02 November

The Hatton, London
02 March

15 June

14 September

19 December

COURSE FEE: £535

“The course was
really good — learnt
lots” HW
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TIME MANAGEMENT

Regain control by learning the techniques of the to p performers

A ONE DAY WORKSHOP

Time: the most valuable resource available. If you find yourself complaining that
"There are not enough hours in the day..." then this is the course for you. The
potential to achieve more in your job and career is influenced by how well you
manage time.

This is a participative programme in which delegates will be given a series of
individual exercises and guidance on improving their use of time.

This course will challenge how you work: it will help you regain control.
Programme Contents
Time Management and Success

- What or Who Controls Your Time
- Principles of Time Management

- Self Control and Discipline

Identifying Your Objectives 2011 VENUE AND DATES
- What do you want to Achieve?

- Importance of Goal/Objective Setting Spearhead Training Centre,
Time and Planning Oxfordshire

- Using Planning Aids 01 March

19 July

- Prioritising — Problems and Solutions
14 December

- Developing Yearly, Monthly, Weekly & Daily Plans

Time and Work Behaviour The Hatton, London

- How to Analyse Your Work Behaviour 09 May

- Choosing the Right Time 04 October

- Your Prime Time

Managing the Time Robbers COURSE FEE: £545

- Self and the Environment
- Organising Yourself

Managing the People who Impact on Your Time “Answered all my
- Managlng Expectations guestions, well thought
- Delegation out and clear” EK

Action Planning
- Your Intentions for the Future, Starting Tomorrow
- Tips for Keeping on Track

! "# $$% ! %



A well-trained support team is much more likely to have the right positive mental
attitude to the job, the organisation and most important of all, their customers.

This range of courses has been specifically designed for administrative and support
staff and represents the essential core skills required for these roles. The courses
will help to build delegates knowledge and skills in the respective areas and can be
taken either in isolation or combined with courses from the Business Skills section to
form a tailored self-development programme.

Page
30

Introduction to the concepts and jargon
31

How to accurately record information and action from meetings
32

Enhancing executive performance
33

The time management programme specifically for support staff
34

Pre- and post-sales customer contact skills
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This one day workshop is the perfect course for those who do not manage budgets
but want to be more confident in situations - such as meetings - where finance is

discussed.

On this fun but practical course you will gain an understanding of basic concepts of
business finance: the jargon will be untangled, the concepts clearly explained and

your questions answered.

Demystifying the Jargon

Introducing the Basic Concepts

- Profit

- Cash

- Revenue

- Capital

Financial Statements - and How to Read Them
- The profit and loss account

- The balance sheet

- Cash flow statement

Understanding Management Accounts
Budgeting

-The what and the how

ﬁ)il VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

09 March

18 July

25 November

The Hatton, London
11 January

11 May

22 September

COURSE FEE: £545

“It met my needs
perfectly” PP
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The ability to take accurate and concise minutes is an essential business skill.
Using exercises and skill development sessions, this one day workshop teaches you
how to take and create easy to read, effective minutes that will build your reputation
as a valued member of the meeting.

The Purpose of Meetings

- The Different Types of Meetings
- What Participants Need

Types of Minutes

Working with the Chair

- Who does What and When?
Using the Agenda

- How to Write Effective Agendas
Taking Minutes

- Effective Listening

- How to Take Notes

- Being Selective
- Sorting Information 2011 VENUE AND DATES

- Practical Session

Producing Minutes Spearhead Training Centre,
- How to Lay Out Minutes Oxfordshire
- Structure and Clarity 07 March

20 June
16 September
19 December

Considering Writing Styles
- Developing the Right Tone
- Using Professional Language

- Knowing What to Avoid The Hatton, London
Personal Action Plan 27 January

03 May

05 August

08 November

COURSE FEE: £535

“Excellent course” TF
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For most organisations the most valuable resource is executive performance. This
course is about executive teamwork. The PA takes responsibility for much of the
organisation and co-ordination of an office. It is a task which calls for tact and
diplomacy as well as effective communication skills. A good PA makes an enormous
contribution to executive effectiveness and requires numerous professional skills to

be successful in this role.

What is Your Role?

Developing a Professional Image
- Characteristics of a Professional
- Improving your Credibility

- How to Develop Confidence and Self Esteem
How to Take on More Challenging and Responsible Act
- Taking the Initiative and Making Decisions

- Key Steps to Solving Problems

- Setting Priorities and Smart Goals
- Delegating Creatively

Managing your Boss

Managing More than one Boss
Communication Skills to Enhance Your
Value in the Workplace

- Listening Skills

- Giving and Getting Instructions

- Saying “No’ Constructively
Handling Interruptions Well
Screening Callers

Reducing and Managing Stress
Goals for Your Job and Career

611 VENUE AND DATES

ivities

Spearhead Training Centre,
Oxfordshire

15 February

12 April

14 June

16 August

11 October

16 December

The Hatton, London
11 January

15 March

10 May

12 July

13 September

14 November

COURSE FEE: £535

“Got a lot out of it” NB
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For most support staff (PAs, Administrators etc.) the techniques taught in many time
management programmes cannot be implemented in the jobs they do. This personal
effectiveness programme will show you techniques you can apply. Using a
combination of lively discussion and practical exercises, this one-day workshop will
provide you with a wealth of useful tips and time saving techniques that will help you

gain control over your work.

Time Management and You
- The Obstacles to Time Mastery

- The Two Aspects of Personal Effectiveness

The Effect of Work Style

- What is Your Personal Work Style?
- Time Management & Your Style

- Working With Your Style

- Prime Time and Energy Levels
First Steps in Gaining Control

- Your Time Dilemmas

- Identifying Areas of Opportunity
Assessing your Personal Efficiency

- Where Does Your Time Go?

- Managing Personal Inefficiency
Identifying & Managing Time Wasters
- What Wastes Your Time?

- Tips to Control Time Wasters
Better Organisation

- Conquer the Clutter

- Positive Work Habits

Balancing Pressure & Performance

- Knowing your ABC’s

- Coping with Deadlines

- The Top 10 Ways of Becoming More Efficient

Your Action Plan for Tomorrow

611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

12 January

24 March

10 June

25 August

07 November

The Hatton, London
14 February

04 May

13 July

28 September

13 December

COURSE FEE: £535

“All dealt with
exceptionally well” CS
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Your customers are most strongly influenced by the people they meet from your
company. As such, your company’s image is in the hands of anybody from your
company who has customer contact. This course will show your non-sales personnel
their role in building business. Delegates will learn how their behaviour can affect
your relationship with a particular customer, how to spot danger signals in the
account that should be reported back and how to recognise a sales opportunity.
Armed with this information they will be better able to make a positive contribution to

the sales drive and the success of the organisation.

Your Role in the Company

- If You Have Customer Contact...
- The People First Approach

Your Effect on Company Image

- The Effect of Company Image on Overall Performance

- Your Effect on Customer Perceptions

- Creating the Right Impression

- Business Etiquette

Danger Signs Requiring Action

- Company in Trouble

- Competitors Active

- We Are Not in Favour

Identifying Sales Opportunities

- Recognising Customer Needs

- Making a Positive Contribution to the Sales Effort
Customer Contact Skills

- The Importance of Two-Way Communication
- Gathering Information

- Listening Skills

- Body Language

Relationship Skills

- Working with the Sales Force

- Building Rapport with Prospects & Customers
- Turning Complaints into Opportunities

Action Planning

ﬁ)ll VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

25 February

07 June

28 September

The Hatton, London
12 April

03 August

15 November

COURSE FEE: £535

“Has really shown me
how | can contribute to
sales” RW
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FAST MOVING CONSUMER GOODS

The FMCG market is highly competitive and requires a professional approach to
achieve successful outcomes. The courses in this section have been designed and
developed to help delegates succeed in their job role by providing them with a
structured approach to each discipline.

The courses are run by tutors with both considerable experience and a track record
of success in this sector. They are dedicated experts who, as you would expect, take
pride in staying on top of changes in retailer strategies and market status.

These specialist courses are an essential requirement for success in this field and
are worth years of learning on the job. They represent a sensible investment in the
development of key personnel that will improve business performance.

Page

36 Category Management
Making category management work for you

37 National Account Management
The definitive course for national account managers
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CATEGORY MANAGEMENT

Making category management work for you

A TWO DAY NON-RESIDENTIAL PROGRAMME

This course is designed for National Account Managers, Business Account
Managers, Sales Managers, Marketeers, Retail Buyers and Merchandisers wishing
to gain a thorough understanding of Category Management. It will also benefit
cross-functional team members (e.g. logistics, finance, production, I.T.) wanting to
understand the terminology and processes used by commercial colleagues and
highlight the part they have to play.

Delegates will examine each stage of the Category Management process,
associated issues and techniques, and the need for a faster more results-orientated
process. Also, how to make research and analysis more effective and the necessity
of producing practical plans that deliver results.

Programme Contents

Category Management Origin, Definition & Core Princ  iples

Current Status & Issues with Category Management in the U.K.

The Benefits of Adopting Category Management Princi ples

Building Sustainable Collaborative Relationships

Making the Eight Step Process More Effective

Delivering Actionable Results & Improved Performanc e by Focusing on What
the Consumer Really Wants

Making Consumer Research & Data Analysis More Cost Effective
Developing Well Focussed Category Strategies & Tact  ics to Satisfy Target
Consumers & Gain Competitive Advantage

Best Practice Examples to Improve Implementation In  -store

Simplifying the Way Forward for Category Management

Making Category Management a Day-to-day Activity

Interactive Workshop Using Practical, Applicable Ca  se Studies

Individual Action Plans
611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

14-15 February

09-10 May

15-16 August

14-15 November

COURSE FEE: £995

“Excellent 2 day course
— Thank you!” SB
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NATIONAL ACCOUNT MANAGEMENT

The definitive course for national account managers

A TWO DAY NON-RESIDENTIAL PROGRAMME

This programme is designed for National Account Managers and Key Account
Managers. The course is also suitable for Regional Account Managers and National
Account Executives being groomed for NAM status. Delegates will leave
understanding the role and responsibilities of the National Account Manager. The
course will provide a clear structure for business analysis and business planning and
will help delegates develop their analytical, commercial and one-to-one presentation
skills.

Programme Contents

The Role, Responsibilities and Accountabilities of a NAM
Critical Customer Information and Account Files

Buyer Needs, Demands and Strategy

Culture and Values

- Becoming a Strategic Supplier

Measuring Value and Trust

Financial Analysis of the Major Customer

Strategic Business Management

Understanding the Differences Between Structured Commercial Selling and
Negotiation

Planning the Negotiation Strategy, Valuing Concessi  ons
- Analysing the Cost vs. Benefits of Promotional Investment
Control of the Structured Business Interview

The Business Review

Instant Role Play
individual Action Plans 611 VENUE AND DATES \

Spearhead Training Centre,
Oxfordshire

18-19 January

04-05 May

22-23 August

08-09 November

COURSE FEE: £995

“All subject areas dealt
with well — relevant and
real” KD
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Special workshops or courses can be a great way to build business or enhance
goodwill. You may have a programme idea for customers, prospects, dealers or
other groups but it needs professional support to bring it to life.

Joint Ventures are prepared by clients with Spearhead acting as the programme
consultants. Usually there will be Spearhead creative input to the programme
preparation. Sometimes we just act as facilitators.

Programmes may be presented by Spearhead Tutors and Client Executives, with
shared responsibility for delivering programme modules.

Spearhead Training can act as total administrators for the programme. Collecting
fees and dealing with all administration, including providing the venue.

Joint Venture programmes are promoted using marketing methods appropriate to
each particular programme.

! "# $$% !



Successful Interim Managers do not simply wait for their next assignment to appear
— they know they must go out and win it.

This specialist one-day training course, designed by Spearhead Training in
association with the Institute of Interim Managers (lIM), shows you how to actively
market yourself and sell your professional services to prospective clients. As such it
is ideal for those who do not wish to rely solely on agencies for their next assignment
and is the perfect refresher for those whose current assignment is about to end.

Maximising Business Opportunities

Your Marketing Plan

Registering with Service Providers

- Building Relations with Service Providers
- Building your own Prospect Database

- Profiling

- Defining the Market

- Establishing a Viable Market Niche

- The Assignment Process 6011 VENUE AND DATES \
- Current Interim Fee Rates

- Setting Your Fee Structure Spearhead Training Centre,
- Writing Letters of Introduction Oxfordshire

- Using Emails Effectively

Selling a Professional Service 02 March

- The Clients Expectations 13 June

- Features and Benefits 23 September

- Flexible CV's 15 December

- Prospective Client Meetings

- Presenting your Proposals

- Handling Questions and Objections
- Gaining Commitment

Business Negotiating S Kills

- Understanding Variables

WORKSHOP FEE: £350

Earlybird discount is not available
for this workshop.

- Dealing with Gap and Overlap
- How to Trade Variables

- How to Enhance Concessions
- Creating the Win Win Situation
Individual Action Plans

! "# $$% !
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VENUE DETAILS

The training venue makes an important contribution to your enjoyment and
assimilation of course content. It follows that we use our own centres or select
venues with great care to ensure that they come up to our high standards. All of our
venues are easy to get to, whether by public transport or by car.

SPEARHEAD LONDON TRAINING CENTRE
THE HATTON

51-53 HATTON GARDEN

LONDON

EC1IN 8HN

The Hatton offers a superior training environment and is conveniently located in
London’s diamond district in Hatton Garden.

The Hatton is easy to get to, being located very close to public transport links, so
ensuring an easy journey. Parking is also available nearby, should you choose to
drive.

SPEARHEAD REGIONAL TRAINING CENTRE
18/19B CHERITON HOUSE

CROMWELL PARK

CHIPPING NORTON

OXFORDSHIRE

OX7 5SR

Our regional training centre was opened in 2006
and has proved very popular with delegates. It
has been specifically created to provide an
atmosphere which is conducive to learning. The
intention is to ensure every delegate feels relaxed
and is able to give their very best.
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SPEARHEAD RESIDENTIAL COURSE TRAINING CENTRE
RADCLIFFE & SCARMEN CONFERENCE CENTRES
WARWICK CONFERENCES

COVENTRY

Cv4 7AL

These dedicated conference centres, which are used for
our residential open courses, are situated adjacent to
each other.

They provide an ideal training environment coupled with

guality accommodation and excellent catering to make
the perfect environment for intensive learning.
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IN-COMPANY TRAINING

Let us train your people and they will perform better.

Training is all about improving performance and making the most of the people in
your business. Failure to realise peoples’ full potential is demoralising for your team
and commercial suicide in today’s competitive markets.

Our in-company training is a particularly cost effective way of achieving the results
you want in the shortest possible time frame.

Any of the open courses in this brochure can be presented exclusively for your own
people. We can work on your premises, at a venue of your choice, or at one of our
own centres. In addition to our open courses, we also have a wide range of standard
programmes that we run on an in-company basis, examples of these are given
below.

This training method is very popular and has the advantage that the cost is usually
less per delegate than if everyone attended the equivalent open course.

TAILORED TRAINING THAT MEETS ALL YOUR NEEDS

Our team of Course Directors and dedicated Tutor Team, together with our network
of Associates, enables us to prepare and deliver a very wide range of tailored
training programmes.

Tailored training is the natural choice where the training need is likely to be special,
e.g. when particular emphasis needs to be given to one particular area of knowledge
or behaviour.

Tailoring ensures that the material is completely relevant and makes the best use of
training time. We can tailor material in two ways:

Level 1: Standard materials can be edited and tailored for your company.

Level 2: Bespoke courses can be designed, with material developed and specially
written for your company.

The actual cost of in-company tailored training depends on the number of delegates,
start and finish times, how much preparatory work is needed, equipment required
etc. Of course we consider the likely size of any training requirement: a guaranteed
contract for 250 training days will be priced more keenly than a one off one day
exclusive workshop.

We will confirm the price and schedule for each project after an initial discussion. No
charges are ever made unless agreed with the client in advance. We do not charge
for initial discussions on likely training needs.

Once the programme has been accepted, we start the detailed work of assembling,

adapting or writing the actual course synopsis and support materials. A more
detailed look at our approach to working in partnership with you is described below.
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WORKING IN PARTNERSHIP

The key to successful in-company tailored training is flexibility. We work with you in
the way that you prefer. For many of our clients this means delivering a single
course or workshop and that is all. At the other end of the spectrum is a complex
contract where we prepare, deliver, review and carry out most of the administration.
Assignments go through the following stages, not all stages are appropriate to every
project. Every client is in some way unique.

Stage 1. You make an enquiry.

Some enquiries are fully detailed tender documents others are simply an idea, (often
not too focused at this stage). This is fine, the earlier we talk the more input we can
make and this will increase opportunities to make the training more effective and
efficient. Sometimes training is not the solution and we will say so.

Stage 2. We Respond.
Usually one of our Course Directors will ring you back and an initial discussion will
take place over the telephone.

Stage 3. A Briefing Meeting.

It is essential for us to get the facts from you as we can not assimilate your style,
culture and philosophies from a distance. Over the years we have found an early
meeting saves everyone’s time irrespective of the outcome. We make no charge for
these early exploratory meetings.

Stage 4. Field Work.
At this stage it may be necessary to conduct an audit or research in order to make a
proposal. Often this step is after the proposal has been made and may be part of the
preparatory process.

Stage 5. A Detailed Proposal.
Simple, or complex, we put forward what we believe needs doing, how we are going
to do it, costs and suggestions for ensuring effectiveness.

Stage 6. Preparatory Work.

One of the keys to Spearhead Training’s success. We take more trouble than most
to get it right. This shows up in the repeat business that comes from clients. Over
90% (even though they may only initially ask us for one programme) invite us to
carry out further work with them. It also enables us to give our simple guarantee
which is: “You will be totally satisfied with all Spearhead Training work”.
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Stage 7. Deliver the Training.

Sometimes coupled with other work, such as field visits. Maybe just one programme
lasting months or even years. Whatever it is we work to ensure that the programme
objectives are met.

Stage 8. Review.

Many review methods, techniques and processes are possible. We work with you
using those appropriate to the contract. Often feedback from review meetings helps
focus management on the future direction.
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EXAMPLES OF COURSES RUN ON AN
EXCLUSIVELY IN-COMPANY BASIS

These courses are examples of the types of courses that can be run on an in-
company basis. More examples can be found on our website. To discuss your in-
company training requirements simply call us on +44 (0) 1608 644144

L "# 533

Management Marketing Sales & Sales Business Skills
Management
Appraisal Skills Customer Advanced Advanced
Management Relations Selling Skills Presentation
Skills Management Basics of Skills
How to Manage Developing Selling Assertiveness
Difficult People Marketing Developing Workshop
Call Centre Strategies Major Buying Skills
Management Exploiting E- Accounts Coaching Skills
Introduction to Commerce Key Account Financial
Management Introduction to Management Awareness
Management Marketing Sales The Neuro-
Development Marketing on Negotiation Linguistic
Programme the Internet Skills Programme
Managerial Public and Essential Personal
Negotiating Skills Press Sales Skills Efficiency
Advanced Relations Introduction to Programme
Management Preparing a Selling Presentation
Training Marketing Selling by Skills
Managing the Plan Telephone Project
Sales Force The Secretary Selling Capital Management —
Managing the & PA’s Guide Goods & methods and
Sales Office to Marketing Services techniques
New Style Tele- Selling Project
Management Marketing Information Management —
PA’s Guide to Working on an Technology people
Management Exhibition Solutions management
Perfect PA Stand Selling skills
Supervisory Skills Direct Malil Through Telephone
Teambuilding & Forecasting Distributors skills Training
Effective Niche National Training the
Leadership Skills Marketing Account Sales Trainer
Time Preparing Management Answering the
Management Marketing Selling Telephone
Team Leader Plans Complex Business
Training Pricing for Solutions Proposal
Budgeting Profitability Selling Writing
Public Services
Relations



Managing Meetings

Sales Territory

Management Marketing Sales & Sales Business Skills
Management

Delegation Sales Managing the Business
Decision Making Promotion Sales Force Writing Skills
Experienced Selling More Managing the Customer
Manager’'s by Marketing Sales Office Contact Skills
Workshop Strategies & Sales Dealing with
Empowerment Planning Communication Complaints &
Interviewing Skills Telephone Skills Aggression
Communication Marketing Developing Handling
Skills Workshop Selling Skills Complaints
Leadership Training Finance for the Making
Management Non-Financial Customer
Strategy Workshop Making Effective Care Work
Managing Sales Personal
Customer Care Presentations Success
Executive Training Managing your Positive

Attitudes at

Chairing Meetings Recruiting Work
Negotiating Skills Salespeople Problem
Project Advanced . Solving
Management Negotiating Skills Report Writing
Strategic Tele-Sales Stress
Leadership Skills Workshop Management
Strategy Workshop Selll'ng.from Thg .Personal
Teamwork — Activity Exh!bltlon Stands Efficiency
Based Selling to Pr_ogramme_
The Service Industry Minute Taking
Manager’s Course Professpnal Persuading
Total Quality Sales Skills and _
Management Account Inf!uencmg
Managing Change Management Skills
Understanding & Category
Using Management Management
Accounts Time

Management for

Salespeople

Territory &

Customer

Management

Training Sales
Staff

NLP for Sales
People

More examples of in-company courses can be found on our website:
www.spearhead-training.co.uk
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TRAINING METHODS & STYLE

WELL PREPARED AND PROFESSIONAL TRAINING MATERIALS

Whether you are a small “start-up” company, or a large multinational you require a
training partner who is committed to providing you with the best quality training
available. That partner is Spearhead.

We will never “cut corners” on quality. Our process of continual review and
improvement ensures our training materials are updated with the latest information
and market trends. As a result our courses are at the leading edge of change and
innovation and relate to the real life work situation.

TopP QUALITY TRAINING DELIVERY

Part of the Spearhead philosophy is that it is the tutor’s job to ensure that training
points can be directly related to the delegates work. Our tutors have been carefully
chosen for their ability to deliver top quality training in the training room, and for
being able to “walk the talk” in front of delegates.

Our tutor team view themselves as consultants - working with delegates to enhance
performance and achieve common objectives, rather than lecturers simply
presenting a topic. As a result our courses are both challenging and supportive,
providing a high performance, high learning environment.

We use a variety of proven training methods that take into account different learning
styles and stimulate adult learning, including:

Participative tutor led discussion.

Individual and syndicate exercises with review and tutor feedback.

Case studies that allow delegates to review different scenarios and identify how
they would deal with them.

Self and team assessment questionnaires.

Learning games.

Multiple-choice quizzes.

Role-plays and simulations.

Individual coaching and tutor feedback.

EXCEPTIONAL LEVEL OF POST-TRAINING
SUPPORT

All open course delegates receive a comprehensive
package of support, including e-train — our unique
training support modules and access to our
dedicated delegate support line.
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QUALITY ASSURANCE PROCESS

Measuring Course Outcomes

Feedback forms are used to collect information from delegates on course
effectiveness and venue quality following each open course.

All feedback forms are analysed and tutors must consistently achieve a minimum of
80% ratings of Very Good/Excellent for both delivery and overall course
effectiveness to continue as a Spearhead Tutor.

Where we are working in close partnership with a client, tutor feedback to the
delegate’s line manager can also be arranged.

For in-company tailored courses many review methods, techniques and processes
are possible. We will work with you to define the objectives and expected outcomes
of the training programme and then use review methods appropriate to the situation.
Often feedback from training review meetings helps focus management on the
future direction.
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SPEARHEAD’S
ONE-TO-ONE COACHING SERVICE

Coaching on a one-to-one or small group basis is highly regarded for its exceptional
effectiveness.

We offer three coaching services:

1. Coaching for Managers

Specialist management coaching, including Executive Level coaching, to develop
individual expertise in areas of unfamiliarity or difficulty. This service can have a
dramatic effect on the individual and on the performance of the whole organisation.

2. Coaching for Staff
Coaching at any level. Often used to help with planning and implementation. This
type of coaching is particularly beneficial after a training programme.

3. Field Sales Coaching

Aimed specifically at Sales Personnel to develop sales skills to a high level of
competence.

After each coaching session, we submit detailed observations & recommendations
designed to help with long-term sustainable improvement.

Costs

Fees are based on a one-day coaching session for one person at our training center
in Chipping Norton (or one day in the field with your sales personnel). We can also
arrange on-site coaching.

Managerial coaching (first line/middle managers) £850.00 +VAT

Executive Level coaching £950.00 + VAT
Staff coaching £750.00 + VAT
Field Sales Coaching £850.00 + VAT

How to Arrange your Coaching Session(s)

To discuss your coaching requirements in more detail please call David Stone on
+44 (0) 1608 644144.
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OTHER SERVICES

As you would expect from the UK’s number one training company, we also offer a
full range of training related support services to our clients. These include:

Consultancy Service Undertaking a wide range of training related projects,
such as strategic business management audits, sales
resource audits, sales force health checks, design
and implementation of HR processes & procedures,
construction of job descriptions, appraisal systems,
mystery shopper and co-ordination and management
of assessment centres.

Performance Profiling A wide range of psychometric tests can be provided
and administered.

Experiential Learning Design and delivery of facilitated learning experiences
related to teamwork, leadership and problem solving
skills at a specially designed site at Beaulieu,
Hampshire.

Spearhead Training Gulf A subsidiary of the UK company providing similar
courses throughout the Middle East, India & South
Africa.

Managed Training Service Sourcing and vetting of training courses not offered by
Spearhead Training, such as IT training.

Venue Finding Service Sourcing and booking training venues for clients.
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SPEARHEAD INTERNATIONAL

Our Presence
- UK~ DUBAI - ABU DHABI - SHARJAH - QATAR

Our Markets
- UK~ EUROPE -~ U.A.E - QATAR - KSA - OMAN - BAHRAIN - KUWAIT
- ALGERIA - IRAN - EGYPT - LEBANON

With further expansion planned in other markets over the coming years...
All courses are run by Spearhead Training’s own highly experienced tutors, each
with their areas of expertise. We currently employ over 30 specialist trainers from the

following countries — U.K., Ireland, Holland, Canada, Australia, New Zealand, South
Africa, Egypt, Lebanon, Morocco and India.

Spearhead currently has the capability to deliver courses in English, in English with
Arabic Facilitation, in Arabic, and in French.
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SPEARHEAD TRAINING GROUP, UK

The Spearhead Training Group UK is a market leader in the UK and Europe.

With over 22,000 client companies and having trained over 550,000 delegates since
the company set up in 1981, the Spearhead Training Group enjoys a prestigious
reputation for delivering innovative top quality training solutions.

Spearhead’s mission statement is as follows:

“Spearhead sees its role as ‘Improving Business Performance’ and this aim drives
everything we do. Our desire is to create a partnership with our client, to understand
their business, and to help them achieve their objectives through practical and

focused training”.

To achieve this aim we are constantly updating our materials with the latest
information. This ensures we are always at the leading edge of change and

innovation.

Some of our recent clients include:

7 Layers

Alex Reid

ASR

British Car Registrations
Building Product Design
Cmed

C H Jones

Denvir Marketing

EEC Home Security
Fox International
Glencare

Image Source

Mattioli Woods

Merrion

National Grid Metering
Optima Health

Pentel (Stationery) Ltd
Rationel

Sainsbury Bank

SKF

Symphony Environmental
United Cash Back

Zeag (UK) Ltd

A&E

Allparts Automotive
Bassadone
Brookdale Care
Candy King

Carus Europe
Chartered Institute of Builders
Easynet

E-on Powergen
Geevax

Global Cash Access
John Guest Ltd
Malvern Instruments
Metropolitan Police
New Era Cap

Pera

Project Initiatives
Red Bull Racing
Schneider Electric
Snowdrop Systems
The Children’s Mutual
Vetoquinol

Akamai

Agent

Best

BskyB

Cyde Union Pumps

C H Byron

Control Techniques
Endemol

Fauji Fertilizer Company
Goodyear Dunlop

GSI Group

LMS

Maritz Research

Moy Park

Net-Tex

PMA

Roskill Information Services
Regency Kitchens
Sennheiser

Spreadex

The Ministry of Justice
William Ranson
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WHY Do COMPANIES USE SPEARHEAD TRAINING?

Many clients approaching Spearhead for the first time tell us that they find selecting a
particular course or training company difficult: there is a lot of choice. But having used
our services they then tell us that none can match and there are only a few who even
come close to the quality, experience and expertise of the Spearhead team.

These comments please us, but not as much as knowing that the real reason for
selecting Spearhead Training again and again is the performance improvements that
result from our training.

GUARANTEED QUALITY AT COMPETITIVE PRICES

We take pride in the fact that since setting up in 1981 we have aimed for constant
guality improvements in everything that we undertake. We guarantee the quality of our
work. Poor training is expensive whatever the price. The best testimony to our high
quality and effective training is our repeat business rate, which is over 90%. This
figure also includes clients that originally approached us for one-off work.

SPEARHEAD: THE DIFFERENCE

Range of quality public courses — We have one of most comprehensive ranges of
Management, Sales and Business Skills training courses available. All courses are
of the highest quality and contain the most up-to-date information.

We can come to you — Whether simply one of our open or standard in-company
courses delivered exclusively for you, or tailored and bespoke training programmes,
we can do it. With our international presence we can deliver training anywhere you
want it.

Coaching Service — Coaching on a one-to-one or small group basis is highly
regarded for its exceptional effectiveness. We offer a full range of coaching support.

Successful track record — We have hand picked our tutor team, all of who have a
proven track record in business and a successful career holding senior positions
before joining Spearhead Training. They are experts in their field and highly
regarded for their ability to impart this knowledge to the delegates they train.

Experience in training a wide range of industries — We have an active customer
base of approximately 22,000 clients across a wide range of industries. This
experience is used to hone our courses, ensuring they focus on current business
issues and so provide a real return on your investment.

Practical training that improves business performan ce — Background theory is
important, but even more important is the ability to transfer this theory into practical
skills - skills that will be used to improve actual performance at work. All Spearhead
courses include not only the necessary background theory but also specific skill
building sessions designed to help delegates practice and perfect the skills taught.
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1% class service — The service we provide to our customers is unrivalled in the
industry. We invest heavily in our people and systems to ensure your experience of
working with us is 1% class.

Tutor development — We invest heavily in tutor development to ensure that they
provide the highest quality and most effective training for your people. We also limit
the number of training days of our tutors to an average maximum of three days per
week - fresh, dedicated tutors deliver the best training.

100% effort — Our team care and will put in the extra effort it takes to make sure we
deliver improved business performance. We maintain a number of quality assurance
checks. For instance every Spearhead tutor is monitored and must exceed 80%
“very good” to “excellent” ratings by delegates of open and in-company programmes.

Post course support — We extend the service beyond the training room and offer
one of the most comprehensive support packages available as standard with all
open courses. Not only are delegates given a CD of comprehensive course notes
and reference materials, they also receive e-train - our unique training support
modules delivered at regular intervals to their in-box for an entire year after their
training course. Further more, delegates are given access to our dedicated post
course tutor help line, so that they can discuss issues and receive additional
individual coaching from their tutor in that critical period of implementation following
their training programme.

Value for money - Spearhead Training is one of the UK’s Leading Training
suppliers. We deliver professional training with quality trainers linked to a lean
operation so that we can operate with highly competitive pricing. We are therefore
able to provide you with excellent value for money and a real return on your
investment.

Your people are your most important asset and it will pay you to select the best
when choosing the organisation to trust with your people. We will appreciate and
respect your trust.
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PARTNERSHIP CASE STUDY:
ALLPARTS AUTOMOTIVE LTD

Allparts Automotive Ltd was established in High Wycombe in 1974 initially serving
the South Buckinghamshire area. Allparts now supplies car parts across the North
and West Home Counties and North and West London from eight distribution
centres that are strategically located in each region.

Allparts has built its business on providing the highest levels of customer service.
Today, over £10 million of automotive parts are held in over 100,000 sqg. ft of
warehousing. In order to serve customers with superior on demand service, Allparts
has over 60 dedicated internal sales advisors and a modern fleet of over 100
delivery vehicles. In addition, they provide a comprehensive range of diagnostic and
garage equipment and advanced product and information support from their
technical division, Allparts Technical Centre.

Allparts is a founder member of the UK Parts Alliance, the country’s largest group of
independent distributors, which has over 120 distribution centres across the UK and
a turnover in excess of £300 million.

Allparts recognises that it is the people in its business that make the difference. As
part of their commitment to providing superior levels of service, the senior
management team wanted to provide a professional development programme for all
managers and staff.

Part of the preparation for the training involved visits by Spearhead to each
distribution centre to fully understand the issues of the business. Some of the key
observations were:

The fast pace of the business (customers receiving deliveries within an hour
of placing an order)

The high level of energy required to make the business run effectively.
Allparts and Spearhead jointly developed a complete training programme as follows:

Roll-out to Senior Management

Management training for the Managers

Supervisory training for the Assistant Managers and Supervisors
Customer Service training for the Customer Service Staff

Sales training for the Field Sales Staff

arwnE

In view of the fast pace of the business and the level of energy required, the
outcomes of the training focused on practical actions to be implemented in the
workplace with each attendee developing a post course action plan containing the
key objectives and activities they would focus on to apply their learning.
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The ongoing actions are regularly reviewed to ensure the effects of the training are
transferred to the workplace.

Training was rolled-out from the top down. The reasoning for this was to
demonstrate that there was commitment from the very top of the organisation to the
development programme. It was also to equip managers to be able to support their
staff attending training courses and to help with the implementation of their staffs’
action plans.

In addition, delegates received pre-course preparation packs so that they had the
opportunity to prepare for the training and therefore utilise the training time
effectively.

The training was well received at all levels. One of the main reasons for the high
level of success was the input and support from Senior Management. Each course
was introduced either by the Managing Director or by a senior member of staff.
Regular reviews were held with the tutors to discuss the training delivered. In
addition, internal reviews have been held with the management team to evaluate the
effects of the training programme and the actual benefits in the workplace.

As part of the ongoing review process, Allparts and Spearhead regularly check the
outcomes of the training received, current needs of staff and the follow-up training
required in order that further skills and knowledge can be applied as part of the
continuous staff development programme and to further strengthen the company’s
high standards of customer service.

Allparts continues to see strong business growth in a very competitive market.

Training is the most cost effective thing any organisation
can do to improve business performance.

An improvement of just 0.5% in an individual's
performance will typically cover the cost of them
attending a spearhead training course.

Research shows a fully trained workforce can improve its
performance by 15-20%

Let us train your people and they will perform better.
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BOOKING FORM AND INFORMATION

To book course places, or for information,
please complete the appropriate sections on
the form and fax to 01608 649680 or post to
the address below. Please include your
remittance for all course bookings.

Spearhead Training Group Ltd

18/19B Cheriton House, Cromwell Park
Chipping Norton, Oxon, OX7 5SR

Tel: 01608 644144 Fax: 01608 649680
e-mail: courses@spearhead-training.co.uk
www.spearhead-training.co.uk

Course Timings

All courses start at 09:45 on the first day and
finish at either 16:30 (residential) or 17:00 (non
residential) on the last day.

Open Courses

Our published fee includes course materials,
use of video and other training equipment as
required. Prepared key topic notes for
delegates’ future reference are provided. The
number of delegates attending each course is
limited to ensure individual participation.
Residential Courses

Delegates participate in evening syndicate
exercises and are therefore advised to stay in
the hotel during the course. Residential fees
do not include the delegate’s overnight
accommodation costs.

Non Residential Courses

Non Residential programme fees include lunch
and light refreshments. If overnight
accommodation is required we can provide
information on local hotels.

Reservations

Bookings can be made using the booking
form, or by telephone, letter, email, fax or on-
line. A receipted tax invoice will be sent to
cover VAT. Full instructions are sent to each
delegate via the company making the booking.
VAT

VAT is charged at the current rate on all
accounts.

Reg. No. 335 3725 60

Payment of Invoices & Discount Policy

To qualify for an Earlybird discount bookings
must be paid two months in advance of the
course start date. Otherwise payments are all
due 14 days before the start of the course.
Venues, Dates and Content

All the information in this brochure is correct at
time of print. We reserve the right to make
changes should it be necessary.

Faxback NOW! 01608 649680

1. Delegate’'s Name

Job Title

Course Title

Course Dates

Accommodation required for the nights of:

2. Delegate’s Name

Job Title

Course Title

Course Dates

Accommodation required for the nights of:

3. Delegate’s Name

Job Title

Course Title

Course Dates

Accommodation required for the nights of:

(continue on photocopied form if necessary)

Earlybird? Tick here to claim 10% discount
(see left)

I would like to pay by:
Please invoice my company

Cheque
(course fee + VAT payable to Spearhead
Training Group Ltd)

Credit/Charge Card: Mastercard Visa
Card number

Expiry date

Signature

Name

Job Title

Company

Address

Post Code

Telephone No

Fax No

E-mail

Please contact me regarding the following:
In-Company training  Consultancy
Joint venture projects




Improving Business Performance

Our philosophy

No matter how talented a person is, or how well the job is being done,
there is always the opportunity to improve. Your people are important
and deserve top quality, effective training. There is no substitute for
participative learning in small groups taught by a master of the
subject.

That is what we promise to deliver.
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