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	Main Category
	Sub Category
	Product
	CODE
	Duration -Hours
	POA Price

	Communication Skills ☺
	Body Language
	Using Body Language in the Workplace
	6778
	40
	£35.00

	Communication Skills ☺
	Oral Communication Skills
	An Introduction to Listening
	166
	40
	£35.00

	Communication Skills ☺
	Oral Communication Skills
	Becoming A Better Listener 
	164
	40
	£35.00

	Communication Skills ☺
	Oral Communication Skills
	Questioning Skills -Using Open Questions 
	170
	40
	£35.00

	Communication Skills ☺
	Oral Communication Skills
	Questioning Skills -Using Probing Questions 
	169
	40
	£35.00

	Communication Skills ☺
	Presentation Skills
	Presentations 1 -Preparing For the Presentation
	174
	40
	£35.00

	Communication Skills ☺
	Presentation Skills
	Presentations 2 -The Presentation
	173
	40
	£35.00

	 
	 
	 
	 
	 
	 

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL V 4.5 XP (European Computer Driving Licence)
(course cost only – excludes registration and test fees)
	6923
	1800
	£30.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 1 -Basic Concepts of Information Technology
	6181
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 2 -Using the Computer and Managing Files
	6182
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 3 -Word Processing
	6183
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 4 -Spreadsheets
	6184
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 5 -Databases
	6185
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 6 -Presentations
	6186
	180
	£20.00

	Computing / ICT ☺☺☺☺
	ECDL / ICDL
	ECDL Office 2003 -Module 7 -Outlook -Information and Communication
	6187
	180
	£20.00


	 
	 
	 
	 
	 
	 

	Health & Safety ☺
	Food Hygiene
	Food Hygiene -Introductory Certificate
	6461
	240
	£40.00

	Health & Safety ☺
	Food Hygiene
	Food Safety (Level Two)
	5457
	150
	£45.00

	Health & Safety ☺
	Workplace Safety
	IOSH Working Safely Course
	5390
	600
	£160.00

	Health & Safety ☺
	Workstation Safety
	DSE and Workstation Health & Safety
	155
	40
	£35.00

	Health & Safety ☺
	Workstation Safety
	DSE and Workstation Health & Safety -Risk Assessment
	802
	40
	£35.00

	 
	 
	 
	 
	 
	 

	Languages ☺☺☺
	French
	French Beginner
	6501
	2400
	£30.00

	Languages ☺☺☺
	French
	French Beginner +
	6502
	2400
	£30.00

	Languages ☺☺☺
	French
	French Intermediate
	6503
	2400
	£30.00

	Languages ☺☺☺
	German
	German Beginner
	6520
	2400
	£30.00

	Languages ☺☺☺
	German
	German Beginner +
	6521
	2400
	£30.00

	Languages ☺☺☺
	German
	German Intermediate
	6626
	2400
	£30.00

	Languages ☺☺☺
	Spanish
	Spanish Beginner
	6504
	2400
	£30.00

	Languages ☺☺☺
	Spanish
	Spanish Beginner +
	6505
	2400
	£30.00

	Languages ☺☺☺
	Spanish
	Spanish Intermediate
	6519
	2400
	£30.00

	 
	 
	 
	 
	 
	 

	Managing People ☺
	Meetings
	Meeting Planning & Preparation 
	197
	40
	£35.00

	Managing People ☺
	Meetings
	Conducting Effective Meetings 
	196
	40
	£35.00

	Managing People ☺
	Meetings
	Introduction to Meetings & Meeting Types
	198
	40
	£35.00

	Managing People ☺
	Meetings
	Meeting Behaviour & Dealing with Problem Characters
	195
	40
	£35.00

	Managing People ☺
	Meetings
	Meeting Planning & Preparation 
	197
	40
	£35.00

	 
	 
	 
	 
	 
	 

	Sales / Marketing☺
	Advertising
	Advertising and Promotion
	6525
	180
	£42.00

	 
	 
	 
	 
	 
	 

	Personal Development ☺
	Self Development
	The Role of the Coach
	6780
	45
	£35.00

	Personal Development ☺
	Time management
	Organising Your Time 
	202
	40
	£35.00

	Personal Development ☺
	Time management
	Planning Your Time 
	201
	40
	£35.00

	Personal Development ☺
	Time management
	Purpose and Goals of Time Management 
	203
	40
	£35.00

	Personal Development ☺
	Time management
	Time-Saving Tips & Technology 
	199
	40
	£35.00

	 
	 
	 
	 
	 
	 


CERTIFICATION GUIDE

☺

Products that allow the student to print a certificate from the course on successful completion

☺☺

Products that are certified by an awarding body where the certificate is sent out to the student via  

     

CoursesForYou

☺☺☺
Products where certificates are available upon request via CoursesForYou

☺☺☺☺
These courses can lead to external certification if the student chooses -i.e. the student must take an external exam at unaccredited centre (Please Note: an independent charge will be levied by the chosen Test Centre).
Please note this list is not exhaustive, if there are any other courses you require please ask and we can check if they are available.

