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INTRODUCTION

Skills Converged supplies high quality and up to date
training course materials in management, soft skills and
productivity. As a supplier of choice in terms of quality
and affordability, we save you time and money and
increase your productivity by offering you well -
researched, customisable training materials that you can
easily modify to suit your needs.

Our ever expanding catalogue now offers a range of
organisational, employment and management course
materials which are available for instant download. You
will ha ve unlimited rights to customise, edit or modify the
contents according to your delegates 6 needs andthe time
available for training.

You can also take advantage of one of the largest
collections of free training resources available online on
our site whi ch includes exercises, icebreakers, energisers
and training articles to supplement your training.

All our courses use the TAP methodologies & .
principles pioneered by The Training Foundation. ('IAP
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OGive a man a fish and you feed him for a day; teach him how
to fish and you feed him for a lifetime; develop teachers of

fishermen and you lift all society. O
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CONTENTS OF TRAINING MATERIALS
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WE PROMISE...

1 High quality training materials based on latest research in the fields of
psychology, social sciences, management and productivity

i State of the art power point slides, comprehensive trainer notes and

workbooks

Interactive and relevant exercises and activities

Stylish and presentable material using the latest design practices

Unlimited rights to modify and edit the materials after purchase

No royalties to pay
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ORDERING OPTIONS

4 Easy Steps to Order Training Material Products From Anywhere in the World

T — ‘Skits Converged Lid

Receive email

Select Product Review Basket . .
Pay Online with
& Add to Cart & Place Order .
Download Link

All major credit cards
accepted.

visalE ]

TYPES OF PAYMENTS

Our e-commerce system allows you to use a variety of methods to order our
product. You have the following options:

TP 3sksw PayPal. SR Checkout =

FE‘;.I’ with Credit Card Fast, easy, secure. Fast checkout through Google

The above methods are the fastest way to obtain the products. Simply add the
products you are interest in to the shopping cart and proceed to checkout for
payment. Once the payment goes through you will immediately receive emails with
download links to get the products.

We can also raise an invoice for you and we accept bank to bank transfers. We use
BACS in the UK and SWIFT for international payments. This method has a slower
response time as an invoice should be raised and payments arranged manually.
Please see FAQ at the end of this catalogue for details of how to order using the
invoice method.

www.SkillsConverged.com




BUYING MULTIPLE PRODUCTS

Many of our customers have asked us to buy a number of training material products as
a package. Since we value our customers greatly we are pleased to offer you an
attractive and dynamic  discount system when you purchase multiple products in one

transactio n.

20% OFF

When You Buy
3 Products or More

30% OFF

When You Buy
1 O Products or More

HOW TO GET YOUR DISCOUNT

Navigate the site and add the products you want to your Shopping Cart. As your
shopping cart gets fuller, new discounts will be added automatically.

““ If you always think the way you always thought,
you’ll always get what you always got; the same old ideas

o W B Y
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COURSE DETAILS

A brief summary of each course is
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extensive details, samples,
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MANAGEMENT TRAINING

5 Communication Skills

COMMUNICATION
SKIL

N

1-Day Course Packed With
Essentials Communication Theories
and Effective Methods

Includes Interactive Exercises and
Trainer Guides

Description
£12999
This course is designed to accommodate two types of delegates

with optional content that are provided. Some content are ideal
for delegates who already know each other and are perhaps
working as a team and want to enhance their inter -communication Anyone
skills. A difference set of optional content is designed for those

del egates who dondt K loaking faewaarc to o -
improve their general communication skills with colleagues, Prerequisites
clients, managers and employees. The course is full of many group
exercises encouraging delegates to put what they have learned to
use several times from different angles until they fully learn the :
skills and can use them naturally when necessary. Course Duration

Audience

By the end of this course the delegates will be able to:

1 Use different communication styles when needed based on
circumstances

Course Level

1 Express your ideasassertively , confidently and precisely
1 Ask the right questions for the right reasons

1 Discover what you know about yourself and how others
think of you

1 Avoid misunderstandings and overcome communication
barriers

1 Empathize to establish trust and communicate effectively

1 Deliver your potentially negative message and get a good
response

1 Read and interpret body language and gestures while
communicating with others

www.SkillsConverged.com
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MANAGEMENT TRAINING

o { ——
\ T 4 Leaderships Skills

2-Days Course Includes
Comprehensive Content on
Leadership and Management

Description
£1 /.99

This intensive long management course prepares the delegates for
demanding |l eadership roles nece

. , , . Audience
world. The course emphasises on many emotional skills required
for a leader, who must have vision, know how to manage Anyone
stakehol ders, boost the teamds
opportunities, spot trends and create a creative & motivating -
environment for the team to work in. This course conta ins many Prerequisites

group exercises that encourage delegates to practice leadership
skills and learn how to handle a variety of common situations
found while managing others.

Course Duration

By the end of this course the delegates will be able to:

1 Lead your team and achieve results

Course Level

T Understand the relationship between stakeholders, clients,
team members and you

1 Influence people in the right direction
T Communicate effectively with team members

1 Coach and develop your team so that they operate at their
peak

1 Think strategically and align your team with
company's mission

T Achieve results through people

www.SkillsConverged.com
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MANAGEMENT TRAINING

8|
—— Advanced

\ ¥ Leaderships Skills

1 or 1.5 Day Course on
Advanced Management

Description
£1 /.99

This course follows from Leadership Skills course and covers a
variety of topics on communication skills, planning, decision
making, public speaking and crisis management. The course is
packed with examples, case studies, conversations and exercises Anyone
on how to manage, communicate and motivate people to get the
most from a team.

Audience

Prerequisites

By the end of this course the delegates will be able to: :
Course Duration

A Understandyourt e a md s a s @nd setagbais @ way
to get them more committed and motivated to achieve
these goals

Course Level
A Systematically plan using the 5-steps planning technique to
improve your brainstorming and problem solving m eetings

A Improve your speech and public speaking to express your
vision more effectively to your team, clients and
stakeholders

A Analyse risks, draw contingency plans to prepare for
a crisis and manage it as it unfolds

A Improve your communication skills to provide better
feedback , reduce misunderstandings and help people
grow and become more productive

A Overcome your fears and discomfort in forgiving people and
learn how to forgive using a proven step-by-step technique

A Delegate at the right level to the right people
while formulating your request in a way that motivates
people and get the most from them

www.SkillsConverged.com 10



http://www.skillsconverged.com/TrainingMaterials/ManagementTraining/TrainingMaterialLeadershipSkills/tabid/260/Default.aspx
http://www.skillsconverged.com/TrainingMaterials/ManagementTraining/TrainingMaterialAdvancedLeadershipSkills/tabid/406/Default.aspx
http://www.skillsconverged.com/TrainingMaterials/ManagementTraining/TrainingMaterialAdvancedLeadershipSkills/tabid/406/Default.aspx

MANAGEMENT TRAINING

Project Management

2-Day Course, Includes Everything
you Need To Present a Training
Course

Description
£179.99
This management course teaches the delegates the art of being in

the middle; how to handle people, stakeholders, resources,
budget, assistants, technical issues, etc. A project manager must
beablet o handle all aspect of a pr Anyone
see way into the future. This extensive course teaches the
delegates about standard techniques such as critical path planning, -
Gantt charts, planning & scheduling, etc. as well as team Prerequi sites
management, te am leading, team building and emotional skills
required for a successful project manager. The course contains
many practical interactive exercises designed to facilitate the :
transfer of skills to the delegates. Course Duration

Audience

By the end of this course the delegates will be able to:

) Course Level
1 Manage resources of your project

1 Monitor the progress of your project against targets

1 UseWork Break Down Structures (WBS to plan a project
efficiently

1 Handle team members and motivate your team
1 Boost creativity systematically

1 Manage efficient meetings to increase efficiency
1 Maintain rapport

1 Managechange to project requirements

More Details on Project Management

www.SkillsConverged.com 11
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MANAGEMENT TRAINING

Team Building

ONINIVEL INIWIDVYNVYIW

1 Day Course, Packed with Effective
Team Building Methods and
Concepts, Complemented with a
Variety of Interactive Exercises

Description
£12999
This highly interactive course introduces participants to the core

principles of team building and team work including effective
communication skills, problem solving skills, the value of

cooperation in teams and many others. Team Building course Anyone
offered by Skills Converged is both entertaining and educational
and takes advantage of modern efficient teaching methods to -
maximise knowledge transfer. Training resources contain a large Prerequisites

number of exercises that you can choose from according to your
Course Duration

specific needs.

1 Day. The course
contains an extra 12
exercises (in addition to
dozens provided as part of
the main course) that you

Audience

By the end of this course the delegates will be able to:

1 Identify how teams progress overtime and how does
thisi mpact team members and t he

D

style can use to either extend
1 Evaluateat e am6 s tbaskdeonTeam Roles and use the course to more than

systematic methods to enhance the efficiency ofa t e a mg s | ON€ day or to optimise it

intercommunications based on your needs.

1 Useempathic communication and increase your
understanding of emotional skills Course Level

1 Deliver constructive feedback and praise efficiently while Beginners & Intermediate
paying attention to both verbal and non-verbal
communication

1 Discover what you know about yourself and how others
think of you

1 Coach systematically to help others achieve more and
become their trusted team member

www.SkillsConverged.com
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MANAGEMENT TRAINING

Giving Feedback

1-Day Course on Giving Feedback
and Receiving Feedback

An ldeal Course for Team Building
and Staff Management to Help
Improve Communication Skills

Description
£12999

This course helps delegates provide effective feedback and, learn
how best to receive feedback and encourage information transfer.
It is an ideal course for management training. Delegates learn the
techniques by exploring good and bad examples and understand Anyone
how to formulate their statements for best results. This is an
interactive course with a variety of exercises in each session and
contains all the necessary training resources needed to run it.

Audience

Prerequisites

' ; C Durati
By the end of this course the delegates will be able to: OLISe Luraton

A Understand the nature and purpose of giving feedback and
how miscommunication takes place

) Course Level
A Know when you should give feedback to others and when

to reflect and take responsibility yourself

A Deliver constructive feedback with a potential negative
message and expect to get a good response
with commitment to change

A Take advantage of the incredible power of giving praise to
others using established guidelines on showing gratitude

A Usea step-by-step technique to praise and reinforce
specific behaviours of others

A Criticise a person in a senior position  without jeopardising
your own position

A Receive feedback in a way to encourage the other person
to give as much information as possible while being able
to handle aggressive criticism

www.SkillsConverged.com
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MANAGEMENT TRAINING

Creativity and Innovation

Il mm“ m\‘l

,'%i‘nim\l‘

o S=a

i aﬂa“m“ m 1-Day Course on How to Master the

Art of Problem Solving, Decision
—— Making & Creative Thinking

Description
| - | £12999

This course contains a variety of modern proven techniques to
systematically teach delegates on creativity and the nature of
innovation. The techniques are accompanied with carefully
designed exercises that help the delegates, even those who think Anyone
they are not creative, to become better at findin g novel and
original solutions to problems. Comprehensive instructions on how -
to run the course are provided along with extra exercises to extend Prerequisites
the duration of the course base
and the time available for training.

Audience

Course Duration

By the end of this course the delegates will be able to:

1 Identify principles of creativity , innovation and serendipity
to increase your productivity and imagination

Course Level

1 Mind Map to increase your creativity, memory and
knowledge capturing productivity

1 Approach creativity in a step -by step process and use
proven practices to increase your inventiveness

1 Use several techniques to quickly create a large number of
options and altern ative solutions to your problem using a
systematic approach

1 Uselateral thinking techniques  and indirect approaches to
increase your creativity

1 Find the root cause of problems efficiently using a
systematic approach

1 Use the Six Thinking Hats technique to i ncrease the
efficiency of brainstorming sessions of any kind

More Details on Creativity and Innovation

www.SkillsConverged.com 14
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MANAGEMENT TRAINING

g

NEGOTIATION
SKILLS

Negotiation Skills

|

N

1 or 1.5 Day Course on the Art of
Negotiation, Bargaining and
Haggling skills

Description
£1 /.99

This course teaches the delegates the art of negotiation. It covers
core principles of negotiation in a variety of situations such as
business to business negotiations, salesnegotiations, product
presentations, office negotiations, etc. It is an ideal course for Anyone
management training. Training resources is packed with step -by-
step guides, exercises, role plays and case studies along with
comprehensive trainer notes that help tra iners to quickly pick up
this course and deliver it. Detailed content and optional exercises
also allow you to extend the course to 1.5 days if you wish.

Audience

Prerequisites

Course Duration

By the end of this course the delegates will be able to: ioﬂt;i'fszaﬁ';r;g%ﬂtse
and many practical
exercises that can easily
be extended to cover
more than one day.

1 Understand the underlying principles of negotiation  and
learn what you can do to get the best outcome

1 Use anegotiation strategy that moves you closer to
a win/win outcome

1 Prepare for negotiation by following a step-by-step Course Level
approach and set your critical limits

Beginners & Intermediate

1 Use a set of psychological tactics to explore the other
sidebs moti ves anrdspdnetatactics hused byt o
them

1 Derive specific values based on your negotiation variables
and use them to bargain systematically over your
settlement range

1 Finalise the outcome of your negotiation to get exactly
what you have asked for

More Details on Negotiation Skills

www.SkillsConverged.com 15
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MANAGEMENT TRAINING

Coaching Skills

Highly Interactive Course With
Many Coaching Practice Sessions

Use as 1 or 1.5 Day Course

Description
£12999
This management course contains a range of topics on modern

coaching principles and covers areas such as the structure of your
conversations, strategy & mentality, active listening techniques,
several questioning methods, the GROW model, human behaviour, Anyone
motivational conversations, giving feedback or praise and many
other relevant topics. The course is ful | of exercises, scenarios and -
case studies with example conversations. Delegates will go through Prerequisites

many group exercises to learn the art of asking the right questions

and providing guidance & coaching.
1 or 1.5 Days. The course

contains a lot of content
for just a single day and
there are many practical
exercises that can easily

1 Use the GROW modelto coach, question and guide a be extended to cover
coachee more than one day.

Audience

By the end of this course the delegates will be able to:

1 Employ coaching principles in your environment
andmaxi mi ze ot hersdé efficiency

1 Ask questions to maximise the efficiency of the coaching
session, raise awareness and open up new possibilities Course Level

1 Influence others through understanding basic human needs Beginners & Intermediate

1 Provide effective feedback to coachees and overcome any
potential resistance

More Details on Coaching Skills

www.SkillsConverged.com 16
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MANAGEMENT TRAINING

Description

As the title suggests, this course contains three distinct areas.
Delegates get to systematically perform self -examination to define
what they want to achieve in life and get motivated as a result.
Delegates also learn how to become more creative and use novel
tools to boost their creative mind. This skill is useful in many areas
in everyday life, but it also helps them to become more creative
about what they want to achieve in life which fits nicely with the
motivation part of the course. The course also covers persuasion
techniques, confidence boosting exercises and basics of NLP all
provide with many interactive exercises.

By the end of this course the delegates will be able to:

A Draw up your mission statement and know what you want in
life

A Avoid putting aside a task and get it done, finally!
A Use tools and methods to become more creative

A Maintain the correct mentality with long ter m strategic
thinking when interacting with others

A Convince others of your ideas or products comfortably &
systematically

Motivation, Persuasion &
Creativity

1-Day Course Covering 3 Topics
With Many Step -by-Step Guides

£12999

Audience

Anyone

Prerequisites

Course Duration

Course Level

More Details on Motivation, Persuasion & Creativity
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MANAGEMENT TRAINING
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Delegation Skills

1-Day Course on How to Delegate
to Others and Get More Done

i
3
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Description
£12999

In this course, participants will learn how to delegate tasks to

others. Most people find delegating difficult. This could be because
they dondt want to | ose control
believe they can do a better job themselves. Participants will Anyone
learn how to overcome these barriers using a systematic approach
to delegation. They will be introduced to various strategies and
learn what to do to get the best results. Various exercises on all
levels are provided that help participants build up their skills
through the course using realistic scenarios. The training materials
contain these exercises as well as other training resources :
necessary to run this course. Course Duration

Audience

Prerequisites

By the end of this course the delegates will be able to:

: . . Course Level
1 Appreciate the importance of delegating to others as a way

to offload work and get more done in your busy life

1 Face your fear of delegation and learn to think positively
of delegating tasks to others

1 Adopt an appropriate strategy to delegate the right task to
the right people at the right time and in the right way

1 Use asystematic step -by-step approach to brief people on
what you want to delegate to them

1 Follow a number of important guidelines to monitor the
performance of the delegatee as well as your own
performance when delegating

1 Coach and empower others to perform at their peak and
help th em grow while completing a delegated task

More Details on Delegation Skills
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MANAGEMENT TRAINING

Event Management

1 or 1.5 Day Course on
Leadership Skills, Project
Management, Budgeting, Venue
Selection, Planning and Other

Skills Required to Run an Event

Description

In this course, delegates learn about the core principles of event
management including topics such as planning, budgeting, work
breakdown structures, risk management, choosing venues, catering
and event promotion. The course contains examples and case
studies to help delegates better understand how to apply the
management techniques to event organisation. The course can be
provided over 1 or 1.5 days as a wide range of topics are covered.
Optional exercises are also provided for those trainers who want to
extend the course or focus more on certain aspects of event
management based on their deleg

By the end of this course the delegates will be  able to:

T Understand event planning process and what is involved to
make a successful event

1 Identify the objectives of your event and screen ideas to
select the best options

1 Systematically plan for an event using Work Breakdown
Structures , Work Packages and budgeting

1 Schedule event preparation activities using Gantt charts
and risk management analysis tools

1 Choose your ideal venue using a trade-off analysis based on
critical generic and specific parameters

1 Minimise risks , carry out a feasibility study, use strategic
planning and modern storyboarding to maximise the
success of your event

1 Use variousmarketing and publicity techniqgues  to promote
your event before, during and after the experience

£12999

Audience

Anyone

Prerequisites

Course Duration

Course Level

More Details on Event Management
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