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& 

Leadership

QQI Certified 
Management

Course Name Details

Course Overview
Our 96.9% pass rate for the QQI People 
Management course is just the 
beginning. This certified course is 
designed to enhance your skills to help 
you to become more confident and 
competent in all areas of people 
management. Each learner will gain a 
better awareness of themselves, their 
work environment and their 
management style.

This internationally recognised 
qualification will enable you to manage 
your team more effectively and achieve 
results. With expert trainers equipped 
with 20+ years of experience in people 
management, this course utilises 
real-life insights and practical everyday 
business examples. You can have 
confidence in DCM Learning to deliver 
the knowledge you need.

1

Topics:
● What Makes a Good Manager?

○ Qualities of a good manager
○ Management styles
○ Dealing with underperformance

● Management Skills
○ Clear delegation of tasks
○ Delegation and time management
○ Motivation and decision making

● Performance Management
○ Setting clear objectives
○ Performance techniques
○ Communication & 

under-performance
● Motivating Your Team

○ Discover your management style
○ Being a positive role model
○ Creating a culture of empowerment

● Legislation, Regulation and Policies
○ Employment Law
○ Equality
○ Diversity in the workplaceFull Course Details & Dates

1 Day Management 
Workshop

Course Overview
Managers have a significant effect on 
the sustainability of improvements made 
in the workplace. Our Management 
training concentrates on the key skills 
Managers need to lead effectively. This 
1-day workshop is designed to enhance 
the soft skills of your management staff.

Learners will be provided with a range of 
tools to help them learn how to delegate 
tasks effectively and to motivate their 
team. Learn how to delegate and get the 
most from your team.

Topics:
● Workshop Overview

○ Setting goals
○ Motivation
○ Delegating effectively

● Management in Action
○ Agreeing key priorities
○ Reviewing performance
○ Motivating your team

● Delegating Effectively
○ Benefits of delegation
○ Delivering feedback
○ Difficult conversations

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/management-training-course/
https://dcmlearning.ie/courses/management-leadership/1-day-management-team-leader-or-supervisory-workshops/
https://dcmlearning.ie/courses/management-leadership/1-day-management-team-leader-or-supervisory-workshops/


th
e 

kl
oe

 th
em

e.

4

Management 
& 

Leadership

Course Name Details

QQI Certified 
Supervisory 
Management

Course Overview
Our 96.6% pass rate for this course is just 
the beginning. Supervisors need 
confidence in their people and process 
skills in order to have a positive impact 
on their team. Overcoming barriers to 
communication and giving constructive 
feedback is important and can have an 
effect on the performance of your team.

With this course you will be able to define 
your supervisory style and learn the skills 
to become more assertive and 
overcome difficult behaviours and 
situations. Gain your recognised 
certification with a training provider you 
can trust to deliver the essential 
knowledge and skill you need to be a 
successful leader.

Topics:
● What makes a good supervisor?

○ Delegation of tasks
○ Time management
○ Decision making

● Leadership
○ Your leadership style
○ From team member to supervisor
○ Leading by example

● Solving Problems
○ Making important decisions
○ Being timely and decisive
○ Involving staff

● Effective Communications
○ Giving direction to others
○ Delivering bad news
○ Active listening skills

● Performance Management
○ Effective delegation
○ Monitoring results
○ Motivating your team

● Challenging Behaviours
○ Conflict resolution
○ Changing attitudes
○ Influencing skillsFull Course Details & Dates

2

https://dcmlearning.ie/courses/management-leadership/managing-diversity-for-managers-training/
https://dcmlearning.ie/courses/management-leadership/supervisory-management-course/
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QQI Certified 
Coaching Skills for 
Managers

Course Overview
Our 94.8% pass rate for this course is just 
the beginning. Become a certified QQI 
Coach with our nationally renowned and 
fully accredited coach training program. 
Whether you are a leader in an 
organisation looking to advance 
professionally, or an individual looking to 
become a certified life or business 
coach, the powerful curriculum taught in 
our program will provide you with the 
most comprehensive training and 
coaching tools.

A great coach aims to get the best 
performance out of an individual or 
team, this course will ensure you have 
the necessary tools and skills to achieve 
this. Our coaching course enables you to 
focus on working with the coachee to 
take responsibility for identifying their 
own goals, assessing their own strengths 
and areas for development and 
identifying their own solutions for moving 
forward.

Topics:
● Skills of a Coach

○ Communication
○ Building rapport
○ Constructively challenging

● Facilitating Coaching Sessions
○ Setting SMART goals
○ Appropriate relationship
○ Self-awareness and confidence

● Giving Feedback
○ Understanding personality types
○ Hot phrases and words to avoid
○ Ending on a positive note

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/coaching-skills-for-managers-course/
https://dcmlearning.ie/courses/management-leadership/coaching-skills-for-managers-course/
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Team Leadership Course Overview
Team leaders need confidence in their 
people and process skill in order to have 
a positive impact on their team. 
Overcoming barriers to communication 
and giving constructive feedback is 
important and can have an effect on the 
performance of your team. Define your 
team leader style and learn the skills to 
become more assertive and to 
overcome difficult behaviours and 
situations.

This 3-day course aims to give the core 
team leader skills needed by all 
supervisors to successfully achieve their 
teams' goals.

Topics:
● What Makes a Good Team Leader?

○ Quality that make a good team 
leader

○ Delegation
○ Time management

● Leadership
○ Your leadership style
○ From team member to leader
○ Leading by example

● Solving Problems & Decisions
○ Being timely and decisive
○ Involving staff
○ Decision making

● Effective Communication
○ Giving direction to others
○ How to deliver bad news
○ Active listening skills

● Performance Management
○ Effective delegation
○ Setting clear objectives
○ Difficult team members

● Challenging Behaviour
○ Conflict resolution
○ Changing attitudes
○ Negotiation skillsFull Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/team-leader-training-course/
https://dcmlearning.ie/courses/management-leadership/team-leader-training-course/
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New Manager Course Overview
New managers need confidence in their 
people and process skill in order to have 
a positive impact on their team. 
Overcoming barriers to communication 
and giving constructive feedback is 
important and can have an effect on the 
performance of your team. Define your 
supervisory style and learn the skills to 
become more assertive and to 
overcome difficult behaviours and 
situations.

This 3-day course aims to give the core 
leadership skills needed by all 
supervisors to successfully achieve their 
teams' goals.

Topics:
● What Makes a Good Manager?

○ Qualities of a good manager
○ Management styles
○ Dealing with underperformance

● Management Skills
○ Clear delegation of tasks
○ Delegation and time management
○ Motivation and decision making

● Performance Management
○ Setting clear objectives
○ Performance techniques
○ Communication & 

under-performance
● Motivating Your Team

○ Discover your management style
○ Being a positive role model
○ Creating a culture of empowerment

● Building Effective Relationships
○ Leadership
○ Understanding diversity
○ Conflict resolution

● Legislation, Regulation and Policies
○ Employment Law
○ Equality
○ Diversity in the workplaceFull Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/new-manager-training-course/
https://dcmlearning.ie/courses/management-leadership/new-manager-training-course/
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High Performance 
Leadership

Course Overview
This course aims to advance your 
leadership skills, set goals and develop a 
vision for your team. Participants will gain 
techniques that will help them make 
improvements to their team's 
performance. Decision making and 
challenging behaviours are also 
important factors covered in this course.

This 3 Day course uses a mixture of class 
room study, group exercises & 
discussions and trainer experiences.

Topics:
● What Makes a Good Leader?

○ Leader qualities
○ Organising effectively
○ Motivating a team

● Delegation
○ Time management
○ Decision making
○ Effective delegation

● Leadership
○ Developing your style
○ From team member to management
○ Leading by example

● Effective Communication
○ Giving direction to others
○ Communication delivery
○ Active listening skills

● Performance Management
○ Setting clear objectives
○ Monitoring results
○ Motivating your team

● Challenging Behaviours
○ Conflict resolution
○ Problem employees
○ Influencing skillsFull Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/managing-diversity-for-managers-training/
https://dcmlearning.ie/courses/management-leadership/high-performance-leadership-training-course/
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Frontline 
Management

Course Overview
This course equips first line managers 
with confidence and proven 
management techniques to drive 
performance through your team and 
manage staff effectively. Delegate will 
become more aware of their 
management style and how it affects 
the performance of others. Through a 
strong communication style and 
effective delegation, objective and goals 
will be achieved.

This 3 Day course uses a mixture of class 
room study, group exercises & 
discussions and trainer experiences.

Topics:
● Managers Role

○ Understanding frontline management
○ Inspiring and motivating
○ Key responsibilities

● Communication Skills
○ Verbal and non verbal
○ Your communication style
○ Effective delegation

● Motivation
○ Motivations of individuals
○ Boosting 'satisfiers'
○ Eliminating potential damage

● Delegation
○ Five point process
○ What should be delegated?
○ Avoiding common pitfalls

● Management Styles
○ Management attributes
○ Lead and motivate your team
○ Monitor and evaluate performance

● Leadership
○ Setting objectives
○ Achieving objectives
○ Delivering feedbackFull Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/managing-diversity-for-managers-training/
https://dcmlearning.ie/courses/management-leadership/frontline-management-training/
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Workplace 
Coaching

Course Overview
This workplace coaching course is aimed 
to enhance and build on existing skills, 
boosting individual and team 
performance and productivity. Our 
courses aim to improve personal 
effectiveness and enhance teacher 
performance, vital to excellent student 
interactions and overall educational 
excellence.

Exercises, case studies and role plays will 
be used throughout to allow staff to 
self-assess their current skills and 
identify areas of improvement.

Topics:
● What Makes a Good Coach

○ What is coaching?
○ Coaching vs. Training
○ Qualities of a good coach

● Using Tools and Models
○ GROW/STAR model
○ Using psychometrics
○ Practice and feedback

● Achieving Results
○ Measuring commitment
○ Planning next steps
○ Monitoring progress

Full Course Details & Dates

Employee 
Engagement

Course Overview
This course allows managers to be 
inspirational leaders by fully engaging 
with their employees. This course is 
aimed at reinforcing mutual respect 
between managers and their teams. Our 
trainers take a refreshing approach that 
combines practical leadership and 
management skills with the latest 
research.

You will be given the skills to build a 
working environment that strives on 
continuous improvement, reinforcing 
mutual respect between managers and 
their teams.

Topics:
● Good Engagement

○ Developing a common understanding
○ Overview of employee engagement
○ Understanding a business case study

● Creating the Right Environment 
○ Consider the strategic narrative
○ Employee voice and communication
○ Issues that impact engagement

● Engaged Managers and Integrity
○ Consider the strategic narrative
○ Employee voice and communication
○ Issues that impact engagement

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/workplace-coaching-training/
https://dcmlearning.ie/courses/management-leadership/employee-engagement-training/
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Delegation Skills Course Overview
The Delegation Skills course will help 
learners to overcome the barriers to 
delegation and to manage the 
delegation process, to identify the tasks 
suitable for delegation and take the time 
needed to delegate effectively so that 
everyone knows what they're expected 
to do and when.

Learners will be provided with a range of 
tools and templates to help them learn 
how to delegate tasks effectively and to 
motivate and challenge their team.

Topics:
● What is Delegation?

○ Delegation overview
○ Effective delegation
○ Why managers don't delegate

● Benefits of Good Delegation
○ Past delegation experience
○ Key principles
○ The art of delegation

● How to Delegate Effectively
○ How not to delegate
○ Conveying delegated tasks
○ 6 steps to effective delegation

Full Course Details & Dates

Employee 
Motivation Training

Course Overview
Motivating your team is essential to 
maintaining engagement and 
eagerness. Managers must be aware of 
the work culture and attitudes in order to 
gauge the motivation of teams. Applying 
motivational theories and managing 
staffs expectations will improve morale 
and team performance.

This course teaches the various methods 
of staff motivation such as Herzberg's 
theory of motivation and the expectancy 
theory.

Topics:
● Defining Motivation

○ Motivators and demotivators
○ Understanding the difference
○ Maintaining Motivation

● The Theories of Motivation
○ Common theories of motivation
○ Applying the theories
○ Understanding the theories

● Motivation and Leadership
○ Building motivation
○ Staff surveys
○ Personal motivation

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/delegation-skills-course/
https://dcmlearning.ie/courses/management-leadership/motivating-your-team-training/
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Managing Diversity Course Overview
As a manager, your management skills 
must be diverse to keep your employees 
motivated and interested. This one day 
course will help you develop the ability to 
generate creativity and innovation, 
enhanced by diverse perspectives and 
experiences.

This one day course will help you 
develop the ability to generate creativity 
and innovation, enhanced by diverse 
perspectives and experiences.

Topics:
● What is Diversity?

○ Principles of diversity
○ Embracing diversity
○ Open workplace culture

● Diversity Policy
○ Designing framework
○ Diversity and Inclusion
○ Driving Pressures

● Behavioural Consequences
○ Dignity and respect
○ The way forward
○ Action planFull Course Details & Dates

Motivating Your 
Team Workshop

Course Overview
Motivating your team is essential to 
maintaining engagement and 
eagerness. Managers must be aware of 
the work culture and attitudes in order to 
gauge the motivation of teams. Applying 
motivational theories and managing 
staffs expectations will improve morale 
and team performance.

This course teaches the various methods 
of staff motivation such as Herzberg's 
theory of motivation and the expectancy 
theory.

Topics:
● Defining Motivation

○ Motivators and demotivators
○ Understanding the difference
○ Maintaining Motivation

● The Theories of Motivation
○ Common theories of motivation
○ Applying the theories
○ Understanding the theories

● Motivation and Leadership
○ Building motivation
○ Staff surveys
○ Personal motivation

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/managing-diversity-for-managers-training/
https://dcmlearning.ie/courses/management-leadership/managing-diversity-for-managers-training/
https://dcmlearning.ie/courses/management-leadership/motivating-your-team-training/
https://dcmlearning.ie/courses/management-leadership/motivating-your-team-training/
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Dispute Resolution Course Overview
Learn how to understand people's 
behaviour and how to manage disputes 
effectively. Managers must display 
confidence while offering guidance 
through a workplace dispute between 
colleagues. Having a positive approach 
towards colleagues can create a happy 
working environment making disputes 
easier to manage.

This 1 day course uses a mixture of class 
room study, group exercises & 
discussions and trainer experiences.

Topics:
● Understanding Conflict

○ Dynamics of conflict
○ Types of conflict
○ Conflict escalation

● Managing Conflict
○ Theories and processes
○ Moving beyond conflict
○ Conflict management styles

● The Mediation Process
○ Processes and procedures
○ Assessing options
○ Agreement and conclusionFull Course Details & Dates

Brainstorming 
Workshop

Course Overview
Everybody brainstorms, and the goal is 
to have the best ideas and the best 
techniques. This workshop is aimed to 
open up your mind to the world of 
brainstorming and will help you develop 
a sustainable culture of innovation for 
your team. Assessing and engaging 
employees will create a dynamic 
synergy, increasing creativity.

This 1-day workshop uses a mixture of 
classroom study, group exercises & 
discussions and trainer experiences.

Topics:
● Conventional Brainstorming

○ Risks of brainstorming
○ Different methods
○ Rules of brainstorming

● Creative Thinking Techniques
○ Generating ideas
○ Problem solving
○ Brainstorming sessions

● Solving Problems with Brainstorming
○ Encouraging contribution
○ Repeating ideas
○ Uncomfortable silence

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/dispute-resolution-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/dispute-resolution-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/dispute-resolution-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/brainstorming-training-workshop/
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Conflict Resolution 
Workshop

Course Overview
Learn how to understand people's 
behaviour and how to manage conflict 
effectively. Managers must display 
confidence while offering guidance 
through a workplace dispute between 
colleagues. Having a positive approach 
towards colleagues can create a happy 
working environment making disputes 
easier to manage.

This 1-day workshop uses a mixture of 
classroom study, group exercises & 
discussions and trainer experiences.

Topics:
● Understanding Conflict

○ Dynamics of conflict
○ Types of conflict
○ Conflict escalation

● The Mediation Process
○ Processes and procedures
○ Assessing options
○ Agreement and conclusion

● Negotiation Skills
○ Assessing issues
○ Guidelines to negotiations
○ Joint problem solving

Full Course Details & Dates

1 Day Building Better 
Teams

Course Overview
This 1 day workshop aims to give 
managers the tools they need to build a 
better team and a culture focused on 
teamwork. Strong communication and 
leadership skills are vital when setting 
clear team objectives. Each delegate will 
learn how to focus on each role while 
valuing each individual. When building a 
team it's important to celebrate both the 
successes and failures.

This 1-day workshop uses a mixture of 
classroom study, group exercises & 
discussions and trainer experiences.

Topics:
● Defining Teams

○ Types of teams
○ Advantages and disadvantages
○ Team contracts

● Working as a Team
○ Degree of support
○ Team player type
○ Strengths and weaknesses

● Building Team Trust
○ Relationships
○ Team development
○ Tuckman and Jensen's Five Stages

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/conflict-resolution/
https://dcmlearning.ie/courses/management-leadership/conflict-resolution/
https://dcmlearning.ie/courses/management-leadership/1-day-building-better-teams-for-managers/
https://dcmlearning.ie/courses/management-leadership/1-day-building-better-teams-for-managers/
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Decision Making 
Workshop

Course Overview
This 1-day course is suitable for 
managers who are responsible for 
making and recommending decisions. 
This course has been designed to teach 
learners how to apply systematic 
decision-making processes to reduce 
risk and choose the best course of action 
for their project, team and organisation.

During the course delegates will learn 
how to set the context around which 
decisions must be taken and how to 
evaluate all factors involved.

Topics:
● Making Good Decisions

○ Key principles
○ Best practice approach
○ Using a team approach

● Whole Brain Thinking
○ Model of lateral thinking
○ Critical thinking in problem solving
○ Applications, examples & case studies

● 10 Steps to Better Decisions
○ Five causes of poor decision making
○ How to present your decision
○ Practical exercise and case-studies

Full Course Details & Dates

Team Building 
Workshop

Course Overview
Team communication is one of the key 
factors that impact on your team’s 
ability to be effective. DCM Learning has 
a range of role play and interactive 
activities that demonstrate the different 
ways people communicate and how 
your team members should be 
managing their communication with 
their peers and team leaders to get the 
best results.

Through the process, team members 
can learn more about themselves and 
also the preferences of their teammates 
and therefore learn how they can all best 
work together.

Topics:
● Team Communication

○ Role play & interactive activities
○ Team communication games
○ Communication styles

● Strategic Goal Setting
○ Common goals
○ Practical outcomes
○ Realistic goals

● Success and Leadership
○ Interchangeable leadership
○ Effective team leader
○ Pitfalls of poor management

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/decision-making-training/
https://dcmlearning.ie/courses/management-leadership/decision-making-training/
https://dcmlearning.ie/courses/management-leadership/team-building-options/
https://dcmlearning.ie/courses/management-leadership/team-building-options/
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Staff Appraisals for 
Managers

Course Overview
Although staff appraisals should be a 
positive thing where the employee feels 
valued and motivated, in reality, this is 
not always the outcome. However, if 
done well, stress and conflict during the 
appraisal are significantly reduced and 
the overall objectives of the appraisal 
are met.

By the end of the course, learners will 
have a clear understanding of the 
benefits of effective staff appraisals. 
Learners will also have the chance to 
assess their current skills.

Topics:
● Importance of Staff Appraisals

○ Appraisals and reviews
○ Organisational success
○ Effective appraiser

● Planning and Preparation
○ Drafting plan
○ Fairness and equality
○ Gathering support

● The Appraisal Meeting
○ Honest communication
○ Participative discussion
○ Motivational feedback

Full Course Details & Dates

Facilitation Skills 
Workshop

Course Overview
Facilitators help others to maximise their 
contribution in groups and teams by 
creating a supportive and outcome 
focused environment. You will learn to 
use a range of tools and techniques to 
generate enthusiasm for effective 
results. Facilitation has become an 
increasingly important part of the 
manager’s role.

This one-day course will provide you with 
the knowledge, skills, and a variety of 
techniques used by effective facilitators.

Topics:
● Effective Facilitation

○ Define facilitation
○ The benefits
○ Effective facilitator

● Structured Sessions
○ Assigning roles
○ Tracking progress
○ Clarifying outcomes

● Communications
○ Team engagement
○ The dynamic of the group
○ Managing conflict

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/staff-appraisals-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/staff-appraisals-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/facilitation-skills-workshop-for-managers/
https://dcmlearning.ie/courses/management-leadership/facilitation-skills-workshop-for-managers/
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Problem Solving Course Overview
Managers must endorse change for 
problem-solving to be effective. This 
workshop will focus on creating 
innovative ideas for problem resolution. 
Looking at how the change will impact 
the business and how it is 
communicated will improve the overall 
problem-solving process. Applying 
practical methods to the thinking 
process to improve the problems.

This workshop gives participants an 
overview of the entire creative 
problem-solving process, as well as key 
problem-solving tools that can be used 
every day.

Topics:
● The Problem Solving Method

○ Defining a 'problem'
○ Problem solving process
○ Information gathering

● Problem Defined
○ Problem solvers
○ Problem statement
○ Brainstorming

● Gathering Solutions
○ Mind mapping
○ Wants and needs
○ Cost analysis

Full Course Details & Dates

Risk Management Course Overview
Risk management is essential for the 
success of any project, event or 
organisational change. Learn to identify 
risks and implement a strategy to 
minimise the threats and maximise 
potential. This workshop covers the skills 
and method to create any risk 
management plan that will support a 
project or organisational change.

The workshop is highly participative and 
will focus on providing an opportunity for 
participants to practise the skills needed 
to create a comprehensive risk 
assessment plan.

Topics:
● Awareness of Risk Management

○ What constitutes a risk
○ Benefits to the business
○ Every day management

● Assessment of Identified Risks
○ Analyse risk
○ Decision making information
○ Risk assessment matrix

● Documentation and Management
○ Documents used during process
○ A risk register
○ Monitoring and control

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/problem-solving-workshop/
https://dcmlearning.ie/courses/management-leadership/risk-management-workshop/
https://dcmlearning.ie/courses/management-leadership/risk-management-workshop/
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Emotional 
Intelligence

Course Overview
Become more self-aware of your 
emotions and learn how to interpret 
others. Managing reactions of others in 
the workplace effectively is important to 
the success of the team. Being able to 
interpret other emotions is what sets a 
leader apart from a manager. The skills 
to identify emotional triggers are key to 
emotional intelligence.

The workshop is highly participative and 
will focus on providing an opportunity for 
participants to practise the skills needed 
to gain better emotional intelligence.

Topics:
● What is Emotional Intelligence

○ Defining Emotional Intelligence
○ Outlining the core EI competencies
○ Assessing your own EI

● The Self Aware Manager
○ Self-awareness for development
○ Your strengths & weaknesses
○ Seeking ongoing feedback

● Building Relationships
○ Why relationships succeed or fail
○ Building and managing relationships
○ Communicating and influencing 

others
Full Course Details & Dates

Change 
Management

Course Overview
When staff or policies need to be 
changed it is important to manage 
these changes. As a manager or leader 
responsible for implementing the 
introduction of change, having the key 
skills are vital for success. Using a range 
of tools and techniques delegates will be 
shown how to analysis, introduce and 
monitor changes.

Stakeholders, team members and 
customers all have different attitudes 
and perspectives on change.

Topics:
● Right Conditions for Change

○ How culture impacts change
○ Employ the change kaleidoscope
○ Stakeholder mapping

● Suitable Change Approach
○ Avoid the pitfalls
○ Use the change cycle
○ Uncover the enablers and constraints

● Appropriate Tactic for Implementation
○ Choose the best managing style
○ Agreeing on change targets 
○ Motivational communication plans

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/new-manager-training-course/
https://dcmlearning.ie/courses/management-leadership/emotional-intelligence-managers/
https://dcmlearning.ie/courses/management-leadership/new-manager-training-course/
https://dcmlearning.ie/courses/management-leadership/change-management-course/
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17

Mentoring Skills for 
Managers

Course Overview
Mentoring is a key skill that all managers 
should practice. This course will help you 
develop a mentoring style to support the 
individuals in the organisation. Create 
inspiration in others by establishing a 
mentoring culture and developing a 
mentoring plan. Identifying your 
mentoring style will help you assess your 
effectiveness and deliver feedback.

Our course will provide you with the skills 
to mentor your team to your greatest 
ability and get the best results.

Topics:
● Defining Mentoring

○ What is mentoring?
○ Mentoring styles
○ Mentoring differences

● Mentoring in Action
○ The first meeting?
○ Experiential learning cycle
○ Model discussions

● Putting Learning into Practice
○ Building a bank of questions
○ Individual feedback
○ Creating SMART action plans

Full Course Details & Dates

Conflict 
Management

Course Overview
Learn how to understand people's 
behaviour and how to manage conflict 
effectively. Managers must display 
confidence while offering guidance 
through a workplace dispute between 
colleagues. Having a positive approach 
towards colleagues can create a happy 
working environment making disputes 
easier to manage.

This 1 day workshop uses a mixture of 
class room study, group exercises & 
discussions and trainer experiences.

Topics:
● Understanding Conflict

○ Dynamics of conflict
○ Types of conflict
○ Conflict escalation

● The Mediation Process
○ Processes and procedures
○ Assessing options
○ Agreement and conclusion

● Negotiation Skills
○ Assessing issues
○ Guidelines to negotiations
○ Joint problem solving

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/new-manager-training-course/
https://dcmlearning.ie/courses/management-leadership/conflict-management-course/
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Performance 
Management

Course Overview
Performance management should be a 
positive thing where the employee feels 
valued and motivated, in reality, this is 
not always the outcome. However, if 
done well, stress and conflict during the 
appraisal are significantly reduced and 
the overall objectives of the appraisal 
are met.

By the end of the course, learners will 
have a clear understanding of the 
benefits of effective performance 
management. Learners will also have the 
chance to assess their current skills.

Topics:
● Value of Performance Management

○ What is performance management?
○ Why does it matter?
○ Reasons for underperforming

● Managing Individual Performance
○ Identifying your personal leadership
○ Developing performance
○ Praising good performance

● Managing Under-Performers
○ What constitutes poor performance
○ Disciplinary and grievance 

procedures
○ Disciplinary situationsFull Course Details & Dates

Influencing & 
Persuading Skills

Course Overview
This course is designed to help learners 
to identify their influencing and 
persuading style and to enhance their 
techniques. Effective leadership today 
relies more than ever on influencing 
others and impacting their ideas, 
opinions, and actions.

This course is designed to enable you to 
be more influential and persuasive at 
work with the use of effective tools and 
techniques.

Topics:
● Effective Communication Skills

○ Defining effective communications
○ Self analysis
○ Skills audit

● Positive & Assertive Communication
○ Expressing your ideas
○ Contributing at meetings
○ Cooperation from others

● Persuasive Communication
○ Questioning and listening skills
○ Persuasive communication
○ Gaining others' agreementFull Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/performance-management-training-for-managers/
https://dcmlearning.ie/courses/management-leadership/influencing-persuading-skills-training/
https://dcmlearning.ie/courses/management-leadership/influencing-persuading-skills-training/
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Performance Review Course Overview
Performance reviews should be a 
positive thing where the employee feels 
valued and motivated, in reality, this is 
not always the outcome. However, if 
done well, stress and conflict during the 
appraisal are significantly reduced and 
the overall objectives of the appraisal 
are met.

By the end of the course, learners will 
have a clear understanding of the 
benefits of effective performance 
reviews. Learners will also have the 
chance to assess their current skills.

Topics:
● Value of Performance Reviews

○ What is a performance review?
○ Why does it matter?
○ Reasons for underperforming

● Planning and Preparation
○ Drafting plan
○ Fairness and equality
○ Gathering support

● The Appraisal Meeting
○ Honest communication
○ Participative discussion
○ Motivational Feedback

Full Course Details & Dates

Effective Feedback 
Skills

Course Overview
The Effective Feedback Skills course will 
help participants learn why the way we 
deliver feedback is important. Learners 
will gain the tools to deliver a message 
so that peers can accept it, and make 
changes that may be needed. Also 
covered is the importance of how to 
accept feedback that we are offered.

By the end of the course, learners will 
have improved their feedback skills. If 
delivered correctly, Giving effective 
feedback can be used to motivate peers 
to change.

Topics:
● What is Effective Feedback?

○ Six characteristics
○ Framework feedback discussions
○ Applying new skills

● Communication Strategies
○ Improve communication skills
○ Giving good feedback
○ Questioning techniques

● Receiving Feedback Graciously
○ Receiving feedback
○ Effective listening
○ Positive response

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/performance-review-training-for-managers/
https://dcmlearning.ie/courses/management-leadership/influencing-persuading-skills-training/
https://dcmlearning.ie/courses/management-leadership/effective-feedback-skills-workshop/
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Mindful Leadership Course Overview
The importance of mindfulness and 
enhancing self-awareness in the 
workplace is vital for sustained team 
performance. Self-development and 
emphasising the emotional & physical 
importance of implementing a 
mindfulness plan to your team is 
essential for a happy, healthy culture.

This innovative 2-day workshop is 
designed for managers and team 
leaders to enhance performance and 
well being.

Topics:
● What is Mindfulness?

○ Mindfulness and leadership
○ Mindful communication
○ Dialogue

● Stages of Awareness
○ Mindful practices, letting go
○ Being present
○ Train your mind

● Leadership Purposes
○ Mindful movement and relaxation
○ Self compassion
○ A new way of being

Full Course Details & Dates

Communication 
Skills for Senior 
Managers

Course Overview
As a manager, effective communication 
with all levels is crucial. Assess your 
communication style and how it impacts 
on your message that you are trying to 
get across. Understand what generates 
obstacles to getting people to engage 
and cooperate with you. Learn how to 
manoeuvre your mindset and that of 
others towards achieving a positive 
result

This one day course will show you 
dramatic results in your everyday life of 
communicating, making your 
conversations at home or at work clear, 
concise, and time efficient.

Topics:
● How Do You Communicate?

○ How others see you
○ The perception divide
○ Positive outcomes

● High Impact Communications
○ Controlling emotional responses
○ Using psychological masks
○ The right triggers

● Theory Meets Practice
○ What impact do you generate?
○ Creating a ‘resonance’
○ Overcoming inhibitions

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/mindful-leadership-workshop/
https://dcmlearning.ie/courses/management-leadership/communication-skills-for-senior-managers/
https://dcmlearning.ie/courses/management-leadership/communication-skills-for-senior-managers/
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Negotiation Skills Course Overview
Negotiating is an integral part of the day 
to day interactions of a director or senior 
manager. On this course, you will learn 
how to examine the skills and behaviours 
of a good negotiator. Senior 
management needs to have a confident 
approach when negotiating and this 
course will give the necessary skills.

Learn your negotiating style and its 
strengths and weaknesses. Understand 
how blockages and deadlocks happen 
when negotiating.

Topics:
● The Stages of Negotiation

○ Understanding the phases
○ Developing a strategy
○ Key characteristics

● Negotiation in Practice
○ Getting feedback and coaching
○ Different types of negotiator
○ How to negotiate with each type

● Why Negotiations Fail
○ Why negotiations fail
○ Managing negotiations
○ Understanding their behaviours

Full Course Details & Dates

Finance for 
Non-Finance

Course Overview
Our Finance for Non-Finance course is 
designed to provide you with an 
understanding of the importance of 
good financial management and to give 
them the skills needed to read and 
manage financial accounts with 
confidence. This course will enable you 
to get straight to the heart of financial 
issues, demystifying financial information 
and giving them confidence and control 
when making financial decisions.

The course helps learners to gain a clear 
understanding of the fundamentals of 
business finance and the financial 
implications of decisions they make.

Topics:
● Nature and Purpose of Accounting

○ Accounting framework
○ Who uses the accounts?
○ What do they use them for?

● Profit & Loss | Balance Sheets
○ Structure and terminology
○ Using financial information
○ Understanding operational income

● Managing Finance
○ Understanding working capital
○ Optimising working capital
○ Difference between profit & cash flow

Full Course Details & Dates

https://dcmlearning.ie/courses/management-leadership/mentoring-skills-for-managers/
https://dcmlearning.ie/courses/management-leadership/negotiation-skills-for-directors-and-senior-managers/
https://dcmlearning.ie/courses/management-leadership/communication-skills-for-senior-managers/
https://dcmlearning.ie/courses/management-leadership/finance-for-non-finance-managers/


th
e 

kl
oe

 th
em

e.

24

QQI Certified Train 
the Trainer

Course Name Details

Course Overview
Our 97.7% pass rate for this course is just 
the beginning. After the course, you'll 
have the confidence and know-how to 
design and deliver training immediately 
after the course. Our courses are 
designed for real-life application. 
Become a certified training professional 
with DCM.

This practical course enables you to 
overcome barriers to effectively and 
confidently deliver high impact training. 
This course provides guidance on the 
effective planning and delivery of 
training in the office, shop floor, retail, 
factory, hotel, laboratory or other areas 
including beauty, hairdressing, health 
and safety. We have had people from all 
areas attend this course.

22

Topics:
● Planning Your Training Session

○ Structuring your day 
○ Types of activities to schedule based 

on time of day
○ The best time to conduct reviews and 

summaries
○ Developing professional slides
○ How to design handouts
○ How to engage learners

● Delivery Skills
○ Developing confidence and 

overcoming nerves
○ Questioning and listening techniques
○ Building rapport with your learners
○ Motivate learners and keep your 

training fun 
○ Dealing with difficult delegates
○ Professional image

● Evaluating Training
○ Models of evaluation
○ Design your own evaluation forms
○ Analysing the results obtained from 

training
○ Determine training problems and 

improvements
○ Preparing an evaluation report
○ Providing written and verbal feedbackFull Course Details & Dates

Management 
& 

Leadership

https://dcmlearning.ie/courses/learning-development/training-delivery-and-evaluation-course/
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QQI Certified Train 
Needs Identification 
& Design

Course Name Details

Course Overview
This course will equip you with the skills 
required to carry out a training needs 
analysis. You will be able to make 
recommendations and implement 
findings to ensure a good return on your 
training investment. Course participants 
would include the following; training 
directors and managers, as well as 
training and development specialists 
and coordinators.

This course would also be relevant to the 
likes of; needs assessment analysts, 
instructional designers, evaluators of 
training programs, and individuals in a 
leadership and support role for the 
training function will also benefit from 
this programme

Topics:
● Training Needs Identification

○ Identifying training needs in a 
business-driven context

○ Linking to corporate vision, strategy 
and organisational objectives

○ Recognising training needs revealed 
by business performance shortfall

● A Systematic Model
○ Understanding the stages of the 

systematic training needs analysis 
model

○ Logical sequencing
○ Identifying residual, present and future 

training needs
● Developing Solutions

○ Appropriate training interventions
○ Producing the initial action plan
○ Determining priorities
○ Defining costs, success criteria and 

benefitsFull Course Details & Dates

Management 
& 

Leadership

23

https://dcmlearning.ie/courses/learning-development/training-needs-identification-design-course/
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Managing Learning 
& Development

Course Name Details

Course Overview
86% of business leaders consider 
employee development critical for 
business outcomes, spending an 
average of €500 per employee per year. 
As an effective L&D Manager, you will 
recognise the importance of delivering a 
service that meets business needs. This 
four-day course will provide you with the 
skills and knowledge to help you ensure 
that your L&D function is at the heart of 
your organisation, from strategic 
objectives to front line delivery.

Learn about setting the strategic vision, 
agreeing on objectives, identifying 
business learning needs, evaluating 
interventions, measuring results, 
marketing the L&D function and 
providing an internal consultancy 
service.

Topics:
● Strategic Approach

○ Current trends affecting the 
management of learning and 
development

○ Characteristics of a strategic 
approach

○ Types of strategy influences 
○ Sources of learning and development 

needs
● Implementing the Strategy

○ Operating as an internal consultant: 
Defining internal consultancy

○ Advantages and disadvantages
○ Types of consultative approaches
○ Stages of internal consulting
○ Diagnostic tools

● Measuring Results
○ Evaluating the contribution of learning 

and development
○ Costing, cost comparison and 

cost-benefit analysis
○ Collecting evaluation data
○ Return on investmentFull Course Details & Dates

Management 
& 

Leadership

24

https://dcmlearning.ie/courses/learning-development/managing-learning-and-development-training/


th
e 

kl
oe

 th
em

e.

27

LinkedIn for 
Recruitment & HR

Course Name Details

Course Overview
Our one day LinkedIn for Recruitment course is 
designed to show learners how to take a best 
practice approach to attract the best quality 
candidates, by building their personal brand, 
promoting their company's culture, using 
LinkedIn's advanced search, groups and paid 
solutions. Each learner will leave the course 
with the information and tools they need to 
develop a social recruiting strategy.

This course is very practical and interactive, 
each learner should have access to a laptop 
and LinkedIn account on the day so they can 
work through exercises and practice using the 
various LinkedIn features.

Topics:
● Techniques to Recruit with LinkedIn

○ Automated feeds: are they appropriate and 
what do they achieve?

○ Content marketing and recruitment
○ Conversational marketing techniques
○ Understanding metrics and measurement 

in social recruitment
● LinkedIn Recruitment Case Studies

○ Learn from companies already effectively 
using LinkedIn for recruitment

○ Case studies illustrating a number of 
different techniques across different social 
platforms

● Hands On With LinkedIn
○ Hands-on with LinkedIn
○ How to attract talent
○ How to promote your employer brand
○ How to drive referral recruitment
○ The importance of mobileFull Course Details & Dates

Management 
& 

Leadership

25

https://dcmlearning.ie/courses/learning-development/linkedin-training-for-recruitment-and-hr-professionals/
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Recruitment

Course Name Details

Course Overview
During this course learners will look 
closely at all the stages of the 
recruitment process from creating job 
specs, reviewing CVs and shortlisting 
applicants to conducting the interview 
and how to obtain the relevant 
information from the interviewee through 
skilful questioning, probing and listening 
techniques.

The course also looks at using job specs 
to prepare competency based questions 
prior to the interview. Finally, we will cover 
how to pick the right candidate including 
scoring candidates against the criteria, 
reference checks and follow-up.

Topics:
● Understanding Recruitment

○ The role of the interviewer 
○ Self-assessment of your current 

interviewing skills
○ Understanding competency based 

interviews
○ Personality profiling and references

● Preparing for the Interview
○ Developing job and candidate 

specifications
○ Translating the job specification into 

the rating sheet competencies
○ CV's & short-listing applicants
○ How to write interview questions 

● Conducting the Interview
○ Opening & closing the interview
○ Understanding body language 
○ Questioning Techniques 
○ Phrasing competency based 

questions 
○ Sources of error in Interviews Full Course Details & Dates

Management 
& 

Leadership

26

https://dcmlearning.ie/courses/learning-development/recruitment-training-course/
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Course Name Details

Interviewing Skills Course Overview
This 1-Day course has been designed to 
equip learners with the knowledge and 
skills necessary to increase their 
self-awareness and enhance their 
existing interviewing skills in a dynamic 
and thought-provoking way.

The course covers all stages of the 
interview process with a particular focus 
on conducting the interview and how to 
obtain the relevant information from the 
interviewee through skilful questioning, 
probing and listening techniques. There 
will also be an emphasis on 
competency-based interviews and how 
to prepare questions based on the 
competencies needed for the given job.

Topics:
● Role of the Interviewer

○ Interviewing Techniques
○ Effective job analysis
○ Employment law & avoiding 

discrimination
● Planning & Preparation

○ Developing job & candidate 
specification

○ Preparing for the Interview
○ Preparing the interview room

● Conducting the Interview
○ Phrasing competency based 

questions
○ Note Taking
○ Opening & Closing interview 

techniques

Full Course Details & Dates

Management 
& 

Leadership

27

https://dcmlearning.ie/courses/learning-development/interviewing-skills-course/
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Course Name Details

Job Interview 
Preparation

Course Overview
This training has been designed to help 
interviewees prepare effectively for 
upcoming interviews, to handle tricky 
questions, say the right things, make the 
right first impression and remain 
composed throughout the interview.

If you are a graduate going for your first 
interview, a Civil Servant doing a 
competency-based interview, a 
manager or executive in the private and 
public sector or a specialist, we will help 
you to prepare and do a better interview.

Topics:
● Planning & Preparation

○ Steps for preparing for an interview 
○ Using the job description to identify 

the core competencies required for a 
job

○ Preparing answers to 
competency-based questions using 
the STAR model

● Creating a Positive First Impression
○ Dealing with nerves and anxiety
○ Body language control to project 

confidence
○ Using techniques to calm your nerves 

and be more confident
● During & After the Interview Process

○ Techniques for handling 
difficult/probing questions

○ Questions that you should ask at the 
end of an interview

○ Evaluating your performance Full Course Details & Dates

Management 
& 

Leadership

28

https://dcmlearning.ie/courses/learning-development/interview-skills-course/
https://dcmlearning.ie/courses/learning-development/interviewing-skills-course/
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Course Name Details

Managing Diversity Course Overview
An inclusive workplace is one where the 
human rights principles of fairness, 
respect, equality, dignity and autonomy 
are promoted and are part of the 
organisation's every day goals and 
behaviour.

Our 1-Day Managing Diversity course 
aims to provide you with all the 
information you need to ensure that 
everybody in your organisation is fully 
protected. Why should diversity and 
inclusion matter to you and your 
organisation? The answer lies in that one 
thing we all strive for: success.

Topics:
● An Introduction to Managing Diversity

○ Equality & Diversity and their impact in 
the Workplace

○ Preconceptions - how they influence 
us

○ Self-Assessment - your own hidden 
biases and prejudices

● Encouraging & Embracing Equality
○ Ideas to promote an inclusive work 

environment
○ Appreciating how diversity brings a 

greater skills base to the team
○ How to deal with allegations of 

discrimination
● Equality and Diversity in Recruitment

○ Preparing for fair selection
○ Interview structure & questions
○ Managing diversity - before interview, 

at interview, after interview.

Full Course Details & Dates

Management 
& 

Leadership

29

https://dcmlearning.ie/courses/learning-development/interview-skills-course/
https://dcmlearning.ie/courses/learning-development/managing-diversity-in-the-workplace-training/
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Course Name Details

Embracing Equality 
& Diversity

Course Overview
An inclusive workplace is one where the 
human rights principles of fairness, 
respect, equality, dignity and autonomy 
are promoted and are part of the 
organisations' every day goals and 
behaviour.

Mounting evidence shows organisations 
that are more diverse and inclusive 
outperform those that are not. In 
Business, everything changes, and with 
that, it's happening all the time. This one 
day course provides a proactive 
approach to managing equality in 
today's workforce. Finally, the course 
outlines the benefits of diversity and 
inclusion as a strategic approach to 
meeting the organisation's goals.

Topics:
● Module 1

○ Introduction to Equality & Diversity and 
their Impact in the Workplace

○ Employment Equality Acts of 1998 and 
2004

○ Creating ‘diversity’ awareness
○ Understanding your own hidden 

biases and prejudices
○ Actions to avoid in the workplace

● Module 2
○ The differences between direct and 

indirect discrimination
○ Identifying and understanding the 

differences in culture
○ Identifying your communication style
○ Understanding the ‘need-to-know’ 

legislative framework
○ Understanding and Changing 

Attitudes
● Module 3

○ Adjusting attitudes and behaviours
○ Respectful and disrespectful 

behaviour in the workplace
○ Understanding Discrimination & 

Racism in Ireland
○ The 3 different types of racism
○ Understanding the stages and 

symptoms of “culture shock”Full Course Details & Dates

Management 
& 

Leadership

30

https://dcmlearning.ie/courses/learning-development/interview-skills-course/
https://dcmlearning.ie/courses/learning-development/embracing-equality-diversity-workshop/
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Course Name Details

Cultural Awareness Course Overview
Our Cultural Awareness Workshop will 
encourage you to explore your own 
assumptions and preconceptions about 
other cultures, as well as creating 
awareness of your own cultural heritage 
and how it affects your world views, 
values and assumptions.

Our one day Cultural Awareness course 
has been designed to help learners to 
reflect on their attitudes and behaviour 
while working in a diverse environment, 
in a dynamic and thought-provoking 
way. The aim of the course is to help 
learners communicate more effectively 
and break down barriers with 
international colleagues and clients by 
having a greater understanding of their 
cultural differences.

Topics:
● Cultural Awareness in Action

○ Defining diversity – the importance of 
difference in the workplace

○ Understanding preconceptions – how 
do they influence our interactions?

○ What is cultural awareness and how 
does it work with diversity?

● The Culture Paradigm
○ What’s your culture – how would 

others define you? 
○ Recognising how different cultures 

manifest within an organisation
○ Identifying how cultures and 

subcultures are embedded within 
your organisation

● Implementing Cultural Diversity
○ Promoting an inclusive working 

environment
○ Tools and techniques for challenging 

inappropriate and non-aligned 
behaviour

○ Develop an action plan to apply in 
your workplaceFull Course Details & Dates

Management 
& 

Leadership
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https://dcmlearning.ie/courses/learning-development/interview-skills-course/
https://dcmlearning.ie/courses/learning-development/cultural-awareness-workshop/


th
e 

kl
oe

 th
em

e.

34

Course Name Details

Staff Retention 
Workshop

Course Overview
Recruiting and training a new employee 
is time-consuming and costs a great 
deal of revenue – it’s much more 
beneficial to your business to keep 
current employees satisfied in their job.

Our 1-day Staff Retention workshop 
assists in understanding why there is 
turnover in their firm and how to reverse 
the trend. It is invaluable for all 
companies or enterprises that employ 
staff, and want to know more about 
some of the benefits that staff retention 
can have on their organisation.

Topics:
● Compensation and Benefits

○ Operating equitable payment 
systems

○ Making a total reward package that's 
hard to replicate

○ Identifying those employees most 
likely to leave for a better salary

● Career Advancement & Opportunity
○ The significance of career structures 

within your organisation
○ Approaches to effective professional 

and personal development at work
○ Training; Encouraging loyalty vs. 

Opening opportunities for departure
● Flexible Work Schedules

○ Encouraging a healthy work-life 
balance

○ Developing your image as an 
employer of choice

○ The benefits of flexible work schedules, 
both to the employer and employeeFull Course Details & Dates

Management 
& 

Leadership
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https://dcmlearning.ie/courses/learning-development/interview-skills-course/
https://dcmlearning.ie/courses/learning-development/staff-retention-workshop/
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Course Name Details

Wellness at Work Course Overview
The cost to the economy resulting from 
death and disability as a result of 
illnesses such as heart disease and 
stroke is in excess of €8 billion a year. 
This exerts a tremendous burden on the 
workplace: lost man-hours, lost 
productivity due to sick leave and 
absenteeism.

This one-day Wellness at Work course 
aims to search for, and implement, 
solutions to these issues and to 
successfully address the needs of the 
workplace in Ireland. This is a highly 
practical course and scenario-based 
exercises and group discussions will be 
used throughout to allow learners to 
gain a better understanding of how 
wellness in the workplace affects all 
aspects of business.

Topics:
● Managing Stress

○ What contributes to workplace 
pressures 

○ Moving from reactive to proactive 
working 

○ Choosing the appropriate approach 
for each situation

● Time Management
○ Prioritise your workload to reduce the 

feeling of being overwhelmed 
○ Dealing with distractions and 

interruptions
○ Learning to say no; Scheduling 

available and unavailable time
● Workplace Resilience

○ The power and impact of the 
language we use

○ Practical tools for increasing your 
resilience

○ Being positive: Thinking and planning 
framework.Full Course Details & Dates
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Course Name Details

Workplace 
Resilience

Course Overview
Resilience is the ability to recover and 
bounce back from adversity and 
hardships, feeling stronger and more 
capable to cope than ever before. Our 
resilience training course will provide 
learners with the necessary skills to 
achieve this.

This one-day course has been designed 
to provide an understanding of the 
issues and costs surrounding stress and 
resilience in the workplace; to begin to 
address the most common causes of 
workplace stress, and to outline basic 
strategies for building a resilient and 
adaptable workforce.

Topics:
● Managing Stress

○ What contributes to workplace 
pressures?

○ The impact of stress on personal 
performance

○ Moving from reactive to proactive
○ Choosing the appropriate approach 

for each situation
○ How to develop coping skills and 

steps to maintain an effective 
work/life balance

● Handling Difficult People or Situations
○ Respecting colleagues differences 

and opinions
○ Having a professional attitude
○ 6 Steps to dealing with difficult people
○ Proposing a solution that you can 

deliver on
○ The importance of delivering on our 

promises
● Workplace Resilience

○ Your existing resilience and 
resourcefulness

○ Practical tools and strategies to 
manage anxiety, increase positive 
emotions, resilience and optimism

○ Being positive: Thinking and planning 
framework

○ Practical tools for managing 
emotional state and remaining 
positiveFull Course Details & Dates
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Project 
Management 

& 
Lean

QQI Certified Project 
Management

Course Name Details

Course Overview
Our 95.6% pass rate for this course is just 
the beginning. After the course, you'll 
have the skills to work effectively while 
managing and overseeing projects in 
the workplace. Our courses are designed 
for real-life application and this practical 
course provides essential knowledge 
and skills to implement and review 
projects.

Become certified in QQI Project 
Management and demonstrate your 
skills in planning, managing, closing 
projects, risk management, resource and 
scope planning, quality control and 
leadership techniques. We have had 
people from all walks of life and 
industries attend this course and gain 
this internationally recognised certificate.

1

Topics:
● What is a Project?

○ Defining a project
○ Determining a structured approach
○ Understanding why projects fail

● Defining a Project
○ Role of the project manager
○ Importance of teamwork
○ Agreeing objectives and scope

● Planning a Project
○ Exploring tools and techniques
○ Key project documentation
○ Scheduling techniques

● Implementing a Project
○ How to monitor, track and control
○ Determine corrective actions
○ How to communicate the status

● Closing and Reviewing a Project
○ Measuring what actually happened
○ Learning lessons
○ Closing down and moving on

● Case Studies
○ Case studies
○ Exercises
○ Review of project workFull Course Details & Dates

https://dcmlearning.ie/courses/project-management-lean/qqi-level-6-certified-project-management-course/
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QQI Certified Lean 
Six Sigma Green Belt

Course Name Details

Course Overview
Our 95.2% pass rate for the QQI Lean Six 
Sigma Green Belt is just the beginning. 
This certified course is designed to help 
you to optimise processes, reduce costs 
and improve quality across a variety of 
industries from manufacturing, IT, 
healthcare and customer services.

With expert trainers equipped with 10+ 
years of experience in Lean and having 
delivered this course to some of the 
world's leading brands, you can have 
confidence in our ability to deliver the 
results you want. Our courses are 
designed for real-life application for a 
practical learning experience so learners 
are not only equipped with a certificate 
but the ability to implement lean in the 
workplace.

Topics:
● Lean Six Sigma Introduction

○ Understanding variability
○ Lean principles and waste
○ Process basics

● Process Control
○ Potential solutions
○ Ongoing process
○ Control and improvement

● Principals
○ DMAIC improvement model
○ Understanding customer 

requirements
○ Measuring and analysis

● Defining Customer Value
○ Cost of poor quality
○ DMAIC overview
○ Critical to quality requirements

● SIPOC Diagrams
○ Measurement basics
○ Basic data analysis
○ Process mapping

● Cause and Effect
○ Brainstorming techniques
○ Evaluating & developing solutions
○ FMEA risk analysisFull Course Details & Dates
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PSM™ Professional 
Scrum Master

Course Name Details

Course Overview
Our 97.8% pass rate for this course is just 
the beginning. After the course, you'll 
have the confidence and know-how of 
the Scrum process, maintaining a 
productive effective work environment. 
Our courses are designed for real-life 
application for a practical learning 
experience.

This course investigates vision creation, 
the use of the product backlog, backlog 
formatting techniques, story point 
estimation and how to use this to 
formulate a release plan. Once you pass 
the PSM I assessment you will receive an 
industry recognised PSM certification.

Topics:
● Introduction to Agile

○ Agile values, principles & practices
○ Plan driven versus Agile
○ Business benefits of Agile

● The Scrum Framework
○ Scrum Roles
○ Scrum Events
○ Scrum Artefacts

● Requirements Management
○ Exercise: Using User Stories
○ Rightsizing Work
○ Breaking up Work & Defining Spikes

● Sprint Planning
○ Managing Change with Scrum
○ Minimum Viable Features
○ Working with Scrum at Scale

● Scrum Simulation
○ Simulate a Scrum Project
○ Taking on the roles
○ Using Artefacts

● Exam Preparation
○ Recap of the Scrum Framework
○ Exam Tips & Techniques
○ Sample Exam QuestionsFull Course Details & Dates

Project 
Management 
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PSPO™ Certified 
Product Owner

Course Name Details

Course Overview
When an organisation transforms its 
current framework to Agile practices, the 
sheer volume and complexity of the 
transition can be overwhelming. A 
professional Agile trainer can be 
instrumental in this process. This 2-Day 
course teaches the Scrum terminology, 
practices, and principles that will enable 
learners to fulfil the role of Product Owner 
on a Scrum team.

The course includes classroom-type 
training, interactive exercises, sample 
exam questions and in-depth 
discussions.

Topics:
● Introduction

○ The Scrum Framework
○ Scrum basics
○ The product owner

● The Product Owner Role
○ The scrum team
○ Responsibility and collaboration
○ Scaling the product owner role

● The User Experience
○ Describing target users
○ Capturing the user experience
○ Functionality with user stories

● The Product Backlog
○ The product backlog
○ Product backlog grooming steps
○ The Product Canvas

● Sprint Meetings
○ The right sprint goal
○ The sprint review meeting
○ Research and validation techniques

● Release Planning
○ Release planning techniques
○ Estimating product backlog
○ The project progressFull Course Details & Dates

Project 
Management 
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Lean
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Project 
Management 
Professional (PMP)® 
Exam Prep

Course Name Details

Course Overview
The Project Management Professional 
(PMP)®certification is one of the industry's 
most respected and in-demand 
certifications. This training course has 
been designed to prepare participants 
to take the Project Management 
Institute® Project Management 
Professional (PMP)® exam.

This 5 Day course has been designed for 
experienced project managers who are 
looking for recognition of their 
competence to deliver projects.

Topics:
● Project Management Context

○ The phases of a project
○ The project life cycle
○ Organisational influences

● Project Management Processes
○ The 5 process groups
○ Process interaction
○ Resource planning

● Project Integration Management
○ Creating a project plan
○ Tools and techniques
○ Executing the project plan

● Project Scope Management
○ Scope planning
○ Definition
○ Change control

● Project Time Management
○ Defining activities
○ Sequencing and estimating duration
○ Developing a schedule

● Project Quality Management
○ Relevant quality standards
○ Ongoing quality assurance
○ Controlling qualityFull Course Details & Dates

Project 
Management 
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Certified Associate in 
Project Management 
(CAPM)®

Course Name Details

Course Overview
The CAPM® course is the first step in 
becoming an experienced, accredited Project 
Manager. Having the certification will be of 
great benefit in your first Project Management 
role within your existing organisation or 
outside. The course is designed to give 
learners the skills that are required to work 
effectively while managing or overseeing 
projects in the workplace.

Our 3-Day Certified Associate in Project 
Management (CAPM)® Course is an exam 
preparation course designed to prepare 
learners to complete their (CAPM)® exam with 
PMI.org.

Topics:
● An Overview

○ A Guide to the PMBOK® Guide
○ What is project management
○ Your project experience

● Module 2 and 3
○ Defining the Project
○ Project Stakeholders
○ The Framework

● Module 4 and 5
○ Project Management Charter
○ Stakeholder Management
○ Scope Management Processes

● Module 6 and 7
○ Time Management
○ Cost Management
○ The Processes

● Module 8, 9 and 10
○ Risk Management
○ Quality Management
○ Procurement Management

● Module 11, 12 and 13
○ Integration Management
○ HR and Stakeholder Management
○ Your Personal Study PlanFull Course Details & Dates

Project 
Management 
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PMI-ACP® Agile 
Project 
Management

Course Name Details

Course Overview
This course is ideal for experienced agile 
practitioners who plan to take the 
PMI-ACP® exam, as well as PMP® 
credential holders with Agile experience 
who wish to enhance their accreditation. 
An Agile certified practitioner has the 
knowledge of both Agile and Waterfall 
practices and is able to lead teams on 
Agile projects.

By holding this Agile Practitioner 
Certification a practitioner verifies their 
Agile expertise to companies looking to 
adopt the Agile methodology.

Topics:
● Value-Driven Delivery

○ The Agile Manifesto
○ Six domains of Agile development
○ The PMI-ACP® Exam

● Stakeholder Engagement
○ Stakeholder Needs
○ Involvement
○ Expectations

● Boosting Team Performance
○ Cross-functional Team Formation
○ Empowering teams
○ Establishing Team collaboration

● Adaptive Planning
○ Changes in requirements
○ Measuring velocity
○ Planning levels

● Problem Detection & Resolution
○ Maintaining a visible list
○ Resolving problems
○ Communicating with stakeholders

● Continuous Improvement
○ Non value-adding processes
○ Reducing work in progress
○ New techniques and process ideasFull Course Details & Dates

Project 
Management 
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Microsoft® Project 
Management 
(Level 1)

Course Name Details

Course Overview
Microsoft Office Project gives you robust 
project management tools with the right 
blend of usability, power, so you can 
manage projects more efficiently and 
effectively. This one day course provides 
the delegate with an understanding of 
the first principles of Project 
Management Planning techniques and 
how to use Microsoft Project.

This structure will provide valuable 
information to help the delegate to 
manage their projects more effectively 
and to become immediately productive 
on their return to the workplace.

Topics:
● The Fundamentals

○ Defining project option
○ Entering project information
○ Creating a project framework

● Working with Tasks
○ Creating a task list
○ Scheduling tasks
○ Identify the critical path

● Common Views and Tables
○ Working in Gantt Chart view
○ Working in split views
○ Amending the project calendar view

Full Course Details & Dates

MS® Project 
Management 
(Level 2)

Course Overview
This course allows the delegate who is 
familiar with Microsoft Project to manage 
their projects using the advanced 
functions and to learn how to customise 
their projects within Microsoft Project. 
Managing time, tasks, people and 
resources effectively can make the 
difference between success and failure 
when completing a complex project. 
Keep your projects on track, on time and 
within your budget by learning how to 
track all project management details in 
Microsoft Project.

This course is for delegates who have a 
basic knowledge and experience of 
using Microsoft Project and want to 
develop their skills further.

Topics:
● Customise Your Project

○ Advanced features and views
○ Using the organiser
○ Managing resources

● Project Monitoring Tool
○ Saving a baseline plan
○ Updating the progress of tasks
○ Viewing task progress

● Working With Multiple Projects
○ Types of multiple projects
○ Inserting and linking sub-projects
○ Viewing master projects

Full Course Details & Dates

Project 
Management 
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Lean
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Course Name Details

Introduction to 
Project 
Management

Course Overview
The Introduction to Project Management 
course will the practical tools and 
techniques to help you in your project 
management role. For successful project 
management, it is essential to 
understand the fundamental 
terminology and processes of effective 
project management.

This course is designed for people who 
are new to project management. If you 
have little to no experience, this course is 
perfect for you.

Topics:
● What is a Project?

○ Definition of a project
○ A structured approach
○ The project lifecycle

● Planning a Project
○ Exploring tools and techniques
○ Work breakdown structures
○ Change management process

● Implementing a Project
○ How to monitor
○ Track and control activities
○ Determine corrective actionsFull Course Details & Dates

Technical Report 
Writing

Course Overview
Technical writing is a skill used by people 
in scientific roles such as engineering, 
software development and media. 
Technical writing is a way that these 
various sectors communicate their 
knowledge to peers. It is the process of 
writing and sharing important 
information in a clear professional way.

This course will benefit all technical 
writers looking to communicate their 
subject - both to peers and to a wider, 
non-technical readership.

Topics:
● Introduction

○ Methods, results and conclusion
○ Present complex information
○ Tailor your content

● Approach Writing Confidently
○ Present clear messages
○ Build a logical structure
○ Know what to put in the abstract

● Effective Reporting
○ Illustrations and graphics
○ Poor punctuation and grammar
○ Construct clear paragraphsFull Course Details & Dates

Project 
Management 
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Lean
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Course Name Details

Understanding Lean 
Workshop

Course Overview
This course is an introduction to the 
methods of Lean and Six Sigma. These 
approaches to process improvement 
reduce waste, boost productivity and 
increase overall profitability. Lean Six 
Sigma can be successfully implemented 
in organisations of every size and in all 
sectors of industry.

Our Understanding Lean Processes 
Workshop aims to provide you with a 
balance of theoretical learning and 
practical know-how in Lean and Six 
Sigma methodologies.

Topics:
● Concepts of Lean Thinking

○ Value Streams & Mapping
○ Batch Processing
○ Single Piece Flow Exercise

● Workplace Alignment
○ Single Piece Flow
○ Create Pull Systems
○ Processing Levelling

● Process Improvement
○ Mapping the Current State
○ Planning the Future State
○ The Importance of MeasurementFull Course Details & Dates

Lean Six Sigma 
Yellow Belt

Course Overview
Our Certified Lean Six Sigma Yellow Belt 
training course will help the students to 
understand how to optimise processes, 
reduce costs, and improve quality. The 
aim of this two day Yellow Belt 
programme is to improve the 
understanding and awareness of 
delegates in lean processes and 
techniques.

Certified Lean Yellow Belts will become 
effective team members faster which will 
result in improved performance and 
reduced timescales for Lean Six Sigma 
projects.

Topics:
● Lean Six Sigma Introduction

○ Understanding variability
○ Lean principles and waste
○ Process basics

● Principles of Quality Improvement
○ The DMAIC improvement model
○ Activities required at each stage
○ Understanding customer 

requirements
● Analysing Performance

○ Basics of measuring
○ Analysing performance
○ Evaluation of potential solutionsFull Course Details & Dates
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Management 
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Lean
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5S Lean Training

Course Name Details

Course Overview
There is nothing more important in the 
lean toolkit than 5S to establish and 
maintain the lean culture of a company. 
Put simply, successful lean companies 
consider 5S the basis for all 
improvement. It sets in place standards 
and rules that are critical for higher level 
improvement activities and innovations. 
It heightens the awareness of all 
employees in regards to safety, quality, 
efficiency, cost and time.

Join this one-day course to see how 5S 
can become a powerful management 
tool in your workplace. Learn through 
examples from some of the leading lean 
organisations in the world.

Topics:
● Understanding Kaizen

○ The role of 5S in Kaizen
○ Identify techniques
○ Continuous improvement

● 5S Strategies
○ Establishing a 5S workplace
○ Definition of 5S
○ Strategies to sustain a 5S culture

● 5S Outline
○ Sort and Straighten
○ Shine and Standardise
○ Sustain

Full Course Details & Dates

Root Cause Analysis Course Overview
This course is designed to give the tools 
and techniques needed to get to the 
root of problems faced within the 
workplace and also helps them identify 
the nature of their successes. Looking 
deeper to figure out what's causing the 
problem can help learners to fix the 
underlying systems and processes so 
that it goes away for good.

During the course staff will learn about 
analysing root causes using Poka-Yoke, 
Mistake Proofing, Fishbone Diagrams, 
Genchi Genbutsu and A3 thinking 
system.

Topics:
● What is Root Cause Analysis

○ Apparent Causes
○ Root Causes and Symptoms
○ Benefits of Root Cause Analysis

● Subjects and Techniques
○ Reactive or Proactive
○ Pareto Analysis
○ Criticality Analysis

● Root Cause Analysis Techniques
○ Events & Causal Factors Analysis
○ Tree Diagrams
○ Evaluating methods

Full Course Details & Dates

Project 
Management 
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Lean
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Course Name Details

Continuous 
Improvement 
Workshop

Course Overview
Organisations looking to implement a 
continuous improvement program will 
need training and support for their 
implementation activities. Learners will 
gain the fundamental tools and 
organisational concepts to implement a 
continuous improvement program and 
educate team members in the basics of 
Lean Six Sigma.

This workshop will demonstrate reporting 
methods, discuss implementation using 
real examples and provide the impetus 
to start the process.

Topics:
● Defining Continuous Improvement

○ The keys to success in 
implementation

○ KPO/PMO structure and goal setting
○ The fundamentals of Lean

● Establish Goals and Objectives
○ Continuous Improvement Techniques
○ Identify various kinds of waste
○ Sensible data collection

● Total Productive Maintenance
○ Process improvement approaches
○ Value stream mapping
○ How to choose initial projects

Full Course Details & Dates

A3 Problem Solving Course Overview
Managers must endorse change for 
problem-solving to be effective. This 
workshop will focus on creating 
innovative ideas for problem resolution. 
Looking at how the change will impact 
the business and how it is 
communicated will improve the overall 
problem-solving process. Applying 
practical methods to the thinking 
process to improve the resolution of the 
problems.

This workshop gives participants an 
overview of the entire creative 
problem-solving process, as well as key 
problem-solving tools that can be used 
every day.

Topics:
● The Problem Solving Method

○ Defining a 'problem'
○ Problem solving process
○ Information gathering

● A3 Problem Solving
○ A3 thinking as a system
○ Analyse root causes
○ Introduce A3 thinking

● Gathering Solutions
○ Mind mapping
○ Wants and needs
○ Cost analysis

Full Course Details & Dates

Project 
Management 
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Lean
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https://dcmlearning.ie/courses/project-management-lean/lean-six-sigma-yellow-belt-course/
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Kanban Practitioner

Course Name Details

Course Overview
The Kanban method is an evolutionary 
approach to change and change 
management by starting with what you 
already do. The Kanban method is an 
evolutionary approach to change and 
change management by starting with 
what you already do. Using a Kaizen 
approach reduces the risks associated 
with complex change programmes.

This Kanban Practitioner Course is a 
highly interactive two-day course and 
provides in-depth training in Kanban 
practices.

Topics:
● Kanban Introduction

○ Kanban to Manage Change
○ Principles of the Kanban Method
○ When is Kanban Typically Used?

● Identify Work Items
○ Demand Analysis
○ Handling Large Work Items
○ Sizing Work Items

● Value Streams
○ What is a Value Stream
○ Knowledge Discovery Process
○ Value Stream Mapping

● Kanban Boards
○ Kanban Board & the Value Stream
○ Using a Kanban Board
○ Queues and Buffers

● Limit Work In Progress (WIP)
○ Calculating Lead Time
○ Calculating Release Time
○ Techniques to Limit WIP

● Final Lessons
○ Empirical Feedback
○ Apply Your Learning
○ Kanban in your OrganisationFull Course Details & Dates

Project 
Management 

& 
Lean
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Course Name Details

1 Day Agile 
Workshop

Course Overview
Our Agile course aims to help staff 
improve teamwork and increase 
productivity, enabling them to fully 
benefit from the Agile framework. The 
course looks at using the Scrum 
methodologies to break up big tasks into 
smaller, manageable to-do items so 
learners can more easily prioritise and 
assign tasks in order to meet deadlines 
for upcoming projects.

This workshop will be conducted in an 
activity based learning mode and is 
beneficial for teams or team leads who 
are transitioning into Agile as a 
methodology.

Topics:
● Agile Project Lifecycle

○ Hands on workshop
○ Essence of Agile Simulation
○ Agile values

● Agile Principles
○ Product discovery overview
○ Minimum value product
○ Release planning

● Scrum Framework
○ Sprint durations
○ Agile estimating techniques
○ Roles and responsibilities

Full Course Details & Dates

1 Day Scrum 
Workshop

Course Overview
The workshop will give you a better 
perspective on the Scrum principles and 
the most common myths that surround 
it. The training looks at using the Scrum 
methodologies to break up big tasks into 
smaller, manageable to-do items so 
learners can more easily prioritise and 
assign tasks in order to meet deadlines 
for upcoming projects.

This workshop uses a mixture of class 
room study, group exercises & 
discussions and real-world trainer 
experiences to teach you how a Scrum 
project works.

Topics:
● Introduction to Scrum

○ The Agile Manifesto
○ Common Myths
○ Incremental Process

● Origins of Scrum
○ Rationale behind it
○ Develop better practices
○ Introduction to user stories

● Planning and Monitoring
○ Sprint planning
○ The Daily Scrum
○ Roles and responsibilities

Full Course Details & Dates

Project 
Management 

& 
Lean
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https://dcmlearning.ie/courses/project-management-lean/lean-six-sigma-yellow-belt-course/
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Brainstorming 
Workshop

Course Name Details

Course Overview
Everybody brainstorms, and the goal is 
to have the best ideas and the best 
techniques. This workshop is aimed to 
open up your mind to the world of 
brainstorming and will help you develop 
a sustainable culture of innovation for 
your team. Assessing and engaging 
employees will create a dynamic 
synergy, increasing creativity.

This 1-day workshop uses a mixture of 
classroom study, group exercises & 
discussions and trainer experiences.

Topics:
● Conventional Brainstorming

○ Risks of brainstorming
○ Different methods
○ Rules of brainstorming

● Creative Thinking Techniques
○ Generating ideas
○ Problem solving
○ Brainstorming sessions

● Solving Problems with Brainstorming
○ Encouraging contribution
○ Repeating ideas
○ Uncomfortable silence

Full Course Details & Dates

Scaled Scrum/Agile 
Workshop

Course Overview
Building a successful Well-Formed 
Scrum Team can be a difficult yet 
rewarding endeavour. The training looks 
at using the Scrum methodologies to 
break up big tasks into smaller, 
manageable to-do items and to 
understand the complexities of 
multi-team environments and its 
communication framework.

This workshop uses a mixture of class 
room study, group exercises and 
discussions. Understanding the 
complexities of a multi-team 
environment is critical to the successful 
scaling of Scrum.

Topics:
● Scrum Patterns

○ Well-formed team; team coach
○ Business owner, project leader
○ Definition of done

● Applying Scrum Patterns
○ Traditional Scrum vs. Modern Scrum
○ Distribution Team
○ Program Team

● Scaling Methods
○ SAFe (Scaled Agile Framework)
○ LeSS (Large Scale Scrum)
○ Case Study

Full Course Details & Dates

Project 
Management 

& 
Lean
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Course Name Details

Design Thinking 
Workshop

Course Overview
This two-day course will give you a 
sound overview of design thinking. You'll 
get to know the tools and terminology 
and put these into practice straight 
away with support from our trainer. On 
the course, you will gain an 
understanding of Personas, Customer 
journey mapping, Stakeholder mapping, 
Stakeholder value network, Opportunity 
space and Empathy map/ design 
research.

Our courses are interactive and 
thought-provoking and learners will 
practice using tools that are most 
fundamental to design thinking. You'll 
experience how to generate ideas, map 
stakeholders and networks, then test and 
pitch their ideas. By the end of the 
course, you will learn how to be a design 
thinker and will have the skills, tools and 
confidence they need to drive change 
across the business.

Topics:
● Gathering Insights

○ Understand design thinking 
framework

○ Identifying users pain points
○ Learn how to gather data

● Ideation
○ Reframing and Ideation
○ Problem solving techniques
○ Needs based on user personas

● Implementation
○ Prototyping and testing
○ Learn how to iterate swiftly
○ How to manage frustration

Full Course Details & Dates

Project 
Management 

& 
Lean
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Agile
Project 

Management 

Agile Coaching

Course Name Details

Course Overview
Agile and Lean work when there are 
deep respect and consideration for 
people. However, often the behaviours 
we experience and sometimes exhibit at 
work are not in alignment with our own 
goals and the goals of the organisation. 
This is what makes achieving agility so 
hard. Professional coaching helps 
individuals and teams increase the 
transparency of their own internal and 
external blockers that stop them from 
being successful in achieving their goals.

During this 2-day highly interactive Agile 
Coaching course you will learn specific 
professional coaching skills required to 
help others who are moving towards 
Agile ways of working.

1

Topics:
● What is Agile Coaching?

○ Introduces the formal concept of 
professional agile coaching

○ Difference from agile mentoring
○ Emotional Intelligence (EQ)

● Learning about the four skills of emotional 
intelligence
○ Practice sessions
○ Active Listening
○ Going beyond the typical "levels of 

listening"
● Practicing multi-spectrum awareness

○ Advice and Feedback
○ COIN and awards as methods for 

giving feedback
○ Three levels of advice and mentoring 

conversations
● Finding and Facilitating Change

○ Techniques for finding impediments
○ Use ADKAR, a change management 

model based on individual change
● Building Great Teams

○ "Agile Game" which demonstrates 
everything in the Agile Manifesto and 
Scrum in 20 minutes.

○ Agile techniques & activitiesFull Course Details & Dates

https://dcmlearning.ie/courses/agile-project-management/agile-coaching-sessions/
https://dcmlearning.ie/courses/agile-project-management/ux-training-course/
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UX Foundation

Course Name Details

Course Overview
Our 2-day UX (User Experience) Training 
Course will give you techniques and tips 
for designing interactive products that 
deliver happy customers and 
measurable business benefits. User 
centred design techniques help you 
understand your users better, improve 
the user experience and so increase 
sales and improve customer satisfaction.

By getting the specification right early in 
the design process, projects are 
completed to time and budget without 
expensive last minute revisions.

Topics:
● Introduction to User Experience

○ Benefits of good user experience
○ What is UX (User Experience)
○ What is User Centred Design (UCD)

● Planning & Managing Usability
○ Justify the value of UX
○ How UCD and Scrum Fit
○ UCD for small projects

● Concept Design
○ How to lay the foundations
○ How to prioritise features
○ Enabling good ideas to happen

● Principles for Usable Interfaces
○ How psychology affects adoption
○ Useful design patterns
○ Interactive designs

● Prototype Design
○ Lo-fi & Hi-fi Prototypes
○ Developing a ‘prototyping culture’
○ Effective prototyping

● Usability Testing
○ Rapid iteration is essential
○ Four key types of questions
○ Case studyFull Course Details & Dates

Agile
Project 

Management 

2
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Jira

Course Name Details

Course Overview
Our Jira course will give you hands-on 
experience with Atlassian’s massively 
popular agile project management 
platform. Guided by an experienced 
practitioner, you’ll learn how to navigate 
projects, create issues, set up Product 
Backlogs, Scrum and Kanban boards, 
and report on crucial aspects of your 
project such as Burndown and Velocity.

We run public scheduled courses in 
Dublin - and custom on-site delivery of 
this course is available as a standalone 
workshop or as part of a wider training 
programme.

Topics:
● Getting Started with Jira

○ What is Jira?
○ Benefits of using Jira?
○ Jira Key Concepts

● Scrum with Jira
○ Managing your Product Backlog
○ Refining your Product Backlog
○ Sprint Backlogs & Sprint Planning

● Kanban with Jira
○ Setting up a Kanban board
○ Customising Columns
○ Kanban Monitoring

Full Course Details & Dates

Agile Executive 
Briefing

Course Overview
The Agile Executive Briefing is a workshop 
which introduces what Agile is, why it is 
so compelling, its potential benefits to 
the company, and who and what are 
involved to achieve those benefits. This 
overview is recommended for C levels, 
Principals, Sponsors, Business and 
Technical Senior Managers, and key 
organisational stakeholders whose 
organisations are either exploring how to 
improve the Return on Investment of a 
company’s technology investment or are 
already in transition to Agile.

Executives and management play a key 
role in Agile adoption and it is critical to 
have a consistent perspective with clear 
expectations of what is involved for 
success.

Topics:
● Rationale and Benefits

○ Agile manifesto & principles
○ Applicability, benefits & risks
○ Leading agile methods

● Agile Framework
○ Agile “Scrum” process
○ Key Agile Roles
○ Product & Sprint Backlogs

● Successful Agile Transformation
○ Leading the Agile Organisation
○ Creating Agile Team Structures
○ Embedding Agile thinking

Full Course Details & Dates

Agile
Project 

Management 

3
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User Stories 
Workshop

Course Name Details

Course Overview
All projects start with their requirements. 
How those requirements are 
documented has a tremendous 
influence on the rest of the project. These 
requirements are also known as user 
stories. But writing these user stories the 
right way can be hard. User stories are 
short, simple descriptions of a feature 
told from the perspective of the person 
who desires the new capability, usually a 
user or customer of the system. They are 
usually written on a sticky note or note 
card.

Learn how to write effective user stories 
and improve your user story writing 
practice by attending our workshop at 
DCM, and become an effective user 
storyteller. Attendees should be familiar 
with Agile principles and have worked in 
an Agile environment already.

Topics:
● User Story Basics

○ Structure & content of user stories
○ Three Cs concept of user stories
○ Improving the quality of user stories

● Managing User Stories
○ User Story Mapping
○ Right-sized stories: different size 

stories for different purposes
● Planning and Estimating

○ Estimation of stories
○ Managing risks with deadlines
○ Using spikes to deal with unknowns

Full Course Details & Dates

Agile
Project 

Management 

4
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Communication
& 

Presentation 

Course Name Details

1

Communication 
Skills

Course Overview
This is an interactive course which 
focuses on how to apply questioning 
and listening techniques to 
communicate with greater effect in the 
workplace.

This one-day course introduces you to 
the core skills that underpin effective 
communication: skilled questioning, 
focused listening and confident voicing 
of your views. You will learn how to 
achieve greater success and openness 
in your work-based relationships. The 
course contains interactive sessions that 
will help you to develop your confidence 
in using more effective questioning and 
listening skills, and you will leave with a 
personal action plan identifying the key 
changes to make.

Topics:
● Effective Communication

○ Identifying and using different 
communication styles

○ Barriers to effective communication
○ Understanding the other person's 

perspective
● Good Questioning Skills

○ Understanding when and how to ask 
a question

○ Taking the time to question rather 
than answer

○ Using probing techniques to gather 
information

● Good Listening Skills
○ Improving your concentration when 

listening
○ Learning how to listen for feelings
○ Appreciation of the other person's 

point of viewFull Course Details & Dates

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
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Course Name Details

Advanced / Senior 
Level 
Communication 
Skills

Course Overview
Really understand how you impact 
others and learn how to do so in the 
most effective and positive way. Two 
days where theory meets practice to 
challenge and inspire!

The emphasis of this workshop is on you 
and how you communicate. During the 
two days, ‘what you do’ will be examined 
and practised through a series of 
experiential learning activities. An open 
mind and an adventurous spirit are a 
necessity for everybody wishing to 
attend this exciting workshop - over 70% 
of the time is spent participating in 
challenging scenarios. You may well find 
yourself out of your comfort zone but you 
will leave the workshop with a personal 
action plan identifying the key changes 
to make and skills to practise to build 
your self-confidence and improve your 
communication techniques.

Topics:
● How Do You Communicate?

○ How do you want others to see you?
○ The perception divide – why it makes 

positive outcomes difficult for you
○ Belief systems – the predator/prey 

model
● Creating the Right Atmosphere

○ Increasing sensitivity to conscious and 
unconscious messages

○ ‘What happens next?’ – compelling 
others to listen

○ Mental stimulus to create 
engagement

● Face-to-face High Impact 
Communications
○ Eliciting and controlling emotional 

responses 
○ Using psychological masks to change 

and control responses

Full Course Details & Dates

Communication
& 

Presentation 

2
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Course Name Details

Handling Difficult 
People

Course Overview
This one-day course provides you with 
an extremely insightful and practical 
guide on how to manage yourself and 
the difficult people and situations that 
you encounter in your workplace. It will 
provide you with tips and techniques to 
enable you to develop the confidence to 
be proactive and not reactive when 
challenged by people and 
circumstances.

You will learn how to understand other 
people’s behaviour and how to respond 
appropriately. You will gain practical 
guidance to apply to your own situations 
and you will leave the course with a set 
of handy reference cards to remind you 
of key skills and techniques learned 
during the course in your day-to-day 
activities.

Topics:
● Forging Positive Working Relationships

○ Adopting a positive approach to your 
relationships with others

○ Creating an open and honest working 
environment through constructive 
feedback

● Managing Difficult People
○ Recognise negative and aggressive 

behaviour patterns
○ Understand and manage the 

situation rather than the person
○ Identifying and dealing with the 

underlying causes of difficult 
behaviour

● Professional and Appropriate Style
○ Managing feedback on the impact of 

personal communication
○ Recommendations to build a 

confident and professional approach
○ A toolkit to be combined and adapted 

to suit your individual situationFull Course Details & Dates

Communication
& 

Presentation 
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https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
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Course Name Details

Assertiveness Course Overview
Do you find yourself in situations where 
you feel intimidated, unable to speak up 
or when you do, you are not listened to? 
Do you find that you are always saying 
'yes', when you really mean to say 'no'?

This one-day rapid development 
workshop will give you the critical skills 
you need to build your self-esteem, 
improve your confidence and 
communicate effectively and assertively. 
It will show you some great techniques 
on how to deal with others assertively 
and provide you with a toolkit for the 
future.

Topics:
● How Assertive Are You?

○ Assertiveness Questionnaire: what 
behaviour do you display?

○ What work situations prompt 
aggressive or passive behaviour

○ Four key characteristics to being 
assertive 

● Say “NO” Assertively
○ Why is it difficult to say no?
○ Formula for saying no and to use the 

technique effectively
○ Say no practice session
○ Ten tips for maintaining assertiveness

● Practising Your Assertive Behaviour
○ How to start conversations assertively.
○ Using assertiveness scenarios to plan 

and practise their assertiveness skills.
○ Planning your Behaviour in Difficult 

Workplace Situations Full Course Details & Dates

Communication
& 

Presentation 
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Course Name Details

Public Speaking Course Overview
During this two-day workshop, we will 
help you to transform your presentation 
skills, adding greater control and 
confidence.

In a workshop environment, you will plan, 
prepare, practise and deliver a number 
of presentations. Some will be recorded 
for you to view and you will be given 
feedback on how to enhance your 
approach and delivery. You will leave us 
with some tricks of the trade and 
increased confidence to enhance your 
delivery and engage any audience.

Topics:
● Preparation

○ Meeting the needs of your audience 
○ Overcoming the barriers to successful 

group speaking
○ Aims, objectives and content - 

focusing on the key issues
● Building Confidence

○ Confidence and its effect on your 
audience

○ Channelling nerves to help you and 
building confidence

○ Relaxation techniques to ease anxiety
● Delivery Skills

○ Positive language & gestures
○ Sound interested, enthusiastic and 

professional 
○ Connect and interact with your 

audience and handle their questions Full Course Details & Dates

Communication
& 

Presentation 
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Advanced 
Presentation Skills

Course Overview
At work, we are often required to present 
our ideas, solutions or services to 
colleagues or clients. Delivering client 
sales pitches, making presentations to 
senior managers or contributing to 
formal meetings can all be daunting 
experiences, even when you are 
confident in your material. Having a 
structured framework and the right skill 
set will give you the self-assurance and 
security to deliver effective presentations 
that convince and compel your 
audience.

This course is ideal to roll out through a 
whole organisation, division or team to 
build communication capabilities and lift 
the credibility, influence and personal 
impact of individuals and teams.

Topics:
● Module 1

○ Leadership presence and gravitas
○ Relaxation techniques, confidence 

and performing under pressure
○ Voice skills (breathing, vocal tone, 

articulation, resonance and 
projection)

○ Effective body language
● Module 2

○ Principles of oral presentations
○ Dynamic vocal delivery to inform, 

engage, convince and inspire
○ Persuasion and influence techniques
○ How to distill and craft key messages

● Module 3
○ Advanced structure & framing 
○ Adapting delivery style for different 

audiences
○ Translating technical or complex 

industry-specific information for the 
non-technical audienceFull Course Details & Dates

Course Name DetailsCommunication
& 

Presentation 

6
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Microsoft® 
Powerpoint

Course Overview
This one-day course is designed to show 
learners how to use PowerPoint's tools to 
allow them to quickly and confidently 
create impactful presentations. By the 
end of this course, you will be able to 
create tables, graphs and organisation 
charts, present, build and animate slide 
shows, work with Multimedia within a 
presentation, use PowerPoint with the 
Internet and customise toolbars.

Exercises and case studies will be used 
throughout to allow learners to 
self-assess their current skills and 
identify areas of improvement. Each 
learner will also be invited to present to 
the group on a topic of their choice.

Topics:
● Getting Started

○ The PowerPoint environment
○ Working in different presentation 

views
○ Opening, Closing, Printing & Saving

● Designing and Planning
○ Style guidelines
○ Avoiding common pitfalls and errors
○ Design fundamentals

● Working with Text
○ Adding new slides
○ Reordering slides using the slides 

pane
○ Changing colour schemes

● Adding Content to Slides
○ Creating, resizing, moving
○ Applying shadows and other effects
○ Arrange tools on layer objects

● Images and Pictures
○ Inserting, resizing, moving, copying 

and formatting pictures
○ Obtaining Clip Art and other images

● Running a Slideshow
○ Running a simple slideshow
○ Using Slide Transitions
○ Using custom animationsFull Course Details & Dates

Course Name DetailsCommunication
& 

Presentation 
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Storytelling 
Presentation Skills

Course Overview
A good public speaker takes their 
audience on a journey, leaving them 
feeling inspired and motivated. You’re 
doing a presentation, so you start with 
the facts you want to get across. Wrong! 
Humans are hardwired for stories. They 
love heroes, journeys, surprises, layers 
and happy endings. so which story do 
you choose to illustrate your message, 
and what parts do you leave out? What's 
the best way to deliver the story once 
you've chosen it?

DCM has developed a one-day 
storytelling course that will equip you 
with the skills and confidence to use the 
power of storytelling in your 
communications.

Topics:
● Finding Your Voice

○ Voice skills: breathing, vocal tone, 
articulation, resonance and projection

○ Storytelling techniques
○ Dynamic vocal delivery to inform, 

engage, convince and inspire
● Planning & Designing Your Storytelling

○ Aristotle’s 5-Point Plan
○ Defining what the audience really 

wants to hear and see, storyboarding
○ How to distil and craft key messages

● Storytelling Presentation
○ Advanced delivery skills, rule of 3, 

pausing for effect, vocality, language 
and body language

○ The language of leadership, tools and 
phrases to invoke emotion & memory

Full Course Details & Dates

Prezi Course Overview
Our Prezi Training sessions are hands-on, 
interactive, and fun! Put your new Prezi 
skills into practice and receive 
one-on-one feedback from the trainer. 
Learn how to arrange elements on your 
canvas and how to add text images, 
shapes and multimedia to make 
presentations in an innovative way.

By the end of the course, you will know 
the basics of how to create a Prezi from 
scratch and how to navigate your way 
around the canvas.

Topics:
● Introduction

○ How can Prezi help me?
○ Prezi vs. Powerpoint
○ Common mistakes to avoid

● Planning & Designing Your Prezi
○ The importance of planning
○ Useful techniques
○ Choosing imagery

● Working with Content
○ Prezi basics
○ Frames & content
○ Arranging & zooming elementsFull Course Details & Dates

Course Name DetailsCommunication
& 

Presentation 
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9

Presenting with 
Prezi

Course Overview
Prezi is a dynamic presentation tool used 
to make presentations in an innovative 
way. Prezi allows you to break free from 
the linear structure of a PowerPoint 
presentation. The traditional slideshow 
makes a place for an interactive and 
engaging way of storytelling. Making a 
professional Prezi presentation requires 
some knowledge, not only of the 
programme but also of the way you 
present.

After attending our workshop you will 
know all the possibilities of Prezi and how 
to present an idea in a persuasive and 
creative way.

Topics:
● Introduction

○ What is Prezi?
○ The power of storytelling
○ The structure of your presentation
○ Way of presenting

● Creating a Prezi Presentation
○ Summary screen, the bubble menu 

and working with the menu bar
○ Composition and structure of your 

presentation
○ Inserting objects (files, pictures, film) 

and hyperlinks
● Preparing for Your Presentation

○ Presentation options and 
considerations

○ Use of video and external media
○ Grouping of items (frames)
○ Working with Prezi on iPadFull Course Details & Dates

Course Name Details

9

Communication
& 

Presentation 

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/communications-presentations/presenting-with-prezi-training/


th
e 

kl
oe

 th
em

e.

66

Information 
Technology 

Course Name Details

Introduction to MS® 
Excel

Course Overview
This Essentials Microsoft Excel training course 
is suitable whatever version of Excel you use 
you will expand your knowledge and skills. By 
the end of this course, you will be able to 
create charts, work effectively with multiple 
sheets in workbooks, use basic functions 
effectively, use productivity tools and work 
with the Excel database features.

Led by highly experienced Microsoft Excel 
trainers our hands-on courses mean that you 
will leave with lots of practical Excel 
experience as well as useful tips and tricks.

Topics:
● Getting Started

○ Excel and the Excel Environment
○ Navigate and Select in Worksheets
○ Create a Basic Workbook

● Modifying a Workbook
○ Cut, Copy and Paste Commands
○ AutoFill Options
○ Insert and Delete Options

● Using Formulas and Functions
○ Create Relative Formulas
○ Auto Calculate
○ Insert Functions

● Formatting an Excel Worksheet
○ Font Group
○ Add Borders and Fill Colours
○ Cell Alignment

● Worksheets and Workbooks
○ Manage Worksheets
○ View Worksheets and Workbooks
○ Moving worksheets between workbooks

● Creating Charts
○ Producing different types of charts
○ Changing the chart type
○ Modifying the formatting of a chartFull Course Details & Dates

1

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
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Information 
Technology 

Course Name Details

Intermediate MS® 
Excel

Course Overview
Our Microsoft Excel courses cover a range of 
topics, which will enhance your knowledge of 
Microsoft Excel features and the steps 
required to use these features correctly. This 
training is designed to help learners 
understand Excel's intermediate features 
correctly and improve the team's efficiency in 
using spreadsheets.

During the training session, each learner will 
work through exercises and practice using the 
various Excel features covered during the 
course, including: Large Sheets, Data Lists, 
Reporting, Data Analysis and Problem-solving.

Topics:
● Working with Large Sheets

○ Hiding Rows and Columns
○ Worksheet Panes
○ Grouping and Ungrouping

● Working with Data Lists
○ Sorting and filtering lists
○ Forms in Excel
○ Creating and managing data links

● Reporting
○ Summary Reports - Subtotaling Data
○ Multiple Subtotals & Removing Subtotal
○ Summary Report Outlining

● Data Analysis
○ Analysing Data with PivotTables
○ Creating & Modifying a Pivot Table
○ Changing Pivot Table Summary

● Problem-solving
○ Goal Seek
○ The Scenario Manager
○ IF Functions & Nested IFs

● Customising Charts & Graphs
○ Chart elements
○ Formatting a chart axis
○ Creating a combination chartFull Course Details & Dates

2

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/excel-training-course-microsoft-intermediate/
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Information 
Technology 

Course Name Details

Advanced MS® Excel Course Overview
This advanced course is aimed at learners 
who have a good grounding in Excel either 
from experience or from attending our 
Intermediate Microsoft Excel training course. If 
your job involves manipulating and analysing 
data in Excel, you will find this course very 
useful. You will also find it helpful if you spend 
most of your working day using Excel and 
would like to fill in the gaps in your knowledge. 
This advanced Excel course focuses on the 
vast array of the functionality of Microsoft 
Excel and will allow delegates to enhance their 
skills.

This 1-day course offers a focused approach 
that looks at manipulating and analysing data. 
The course also goes into detail on how to 
normalise data and analyse it with Pivot 
Tables.

Topics:
● Working with Multiple Sheets

○ Opening a second workbook
○ Worksheet Linking; Update Links
○ Linking Calculations & Using Paste Special

● Advanced Functions
○ Data Tables and Goal Seeker
○ LOOKUP, HLOOKUP, VLOOKUP
○ Text Functions, Date & Time Functions

● Advanced Filters
○ How to create and use
○ Data Consolidation
○ Pivot tables and charts

● Macros
○ Simple Macro editing with Visual Basic
○ Creating and Running Macros and 

Assigning Macros to a toolbar
● Working with Scenarios

○ Creating and viewing scenarios
○ Creating and editing templates
○ Practical exercise

● Data Analysis using Pivot Tables
○ Pivot Table Wizard
○ Changing the pivot table layout
○ Pivot Table OptionsFull Course Details & Dates

3

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/advanced-ms%C2%AE-excel-training/
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MS® Excel Financial 
Modelling

Course Overview
Our Excel Financial Modelling courses cover a 
range of topics, which will enhance your 
knowledge of Excel Financial Modelling and 
the steps required to use these features 
correctly.

Our one day Excel Financial Modelling course 
will help learners develop a solid 
understanding of financial modelling using 
Excel. We will show learners how to build 
efficient and error-free financial models, using 
best practices from their industry. During this 
course will focus on formatting data 
professionally and inputting base data, how to 
get the maximum use out of excel applications 
and how to become comfortable when using 
existing and new financial models.

Topics:
● Module 1

○ Workbook set up & use of shortcuts
○ Formatting data professionally, inputting 

base data & Style
○ Basics Setting update flexibility using 

EDATE, EOMONTH 
○ Breakdown and grouping of accounting 

elements
○ Determine drivers of the model & 

Assumptions for projections
● Module 2

○ Effective use of short-keys and functions
○ Applicable financial, logical functions & 

data transfer and links
○ Professional use of Excel –protection, 

range names, data validation
○ Maximum use of Excel applications
○ Flexible and user-friendly models & 

sensitivities
● Module 3

○ Model diagnostics Using existing models
○ How to become comfortable with ‘new’ 

models
○ Auditing models
○ Professional showcase
○ Use of graphs
○ Using switchesFull Course Details & Dates

4

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/excel-financial-modelling-course/
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MS® Excel Macros Course Overview
This Excel Macros training course will show 
you how to make the most of the 
programming possibilities in Excel. It aims to 
give advanced excel users a thorough 
introduction to Excel Macros programming. 
The key topics that it covers include recorded 
macros, the macro editor, using and defining 
variables, creating custom forms and working 
with the various objects within Microsoft 
Excel.

Excel Macros are very widely used to 
automate repetitive tasks in Excel. Typical 
examples include creating charts from a 
standard data input or creating and formatting 
reports from a raw unformatted set of data, 
but given how widely Excel is used in business 
it can be used in a huge number of 
applications.

Topics:
● Module 1

○ Turning on the Developer ribbon
○ Finding and Running an existing
○ Macro Saving macros in Macro enabled 

format
○ Saving Macro to individual workbook
○ Saving Macro to personal macro workbook

● Module 2
○ Deleting a macro from a workbook
○ Deleting a macro from the personal macro 

workbook
○ Absolute and relative macros
○ Recording a macro
○ Opening the Macro Editing Window

● Module 3
○ Stepping into the Macro
○ Understanding a Macro structure
○ Basic editing of Macros
○ Assigning Macros to a button on ribbon
○ Assigning Macros to a button or shape in 

the spreadsheetFull Course Details & Dates

5

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/ms%C2%AE-excel-macros-training/
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Course Name Details

MS® Excel VBA Course Overview
Our Microsoft Excel VBA course has been 
designed to help your team to use Excel's 
advanced programming features to build 
macro-driven applications, automate repetitive 
operations and create custom functions.

This Excel VBA training course will show your 
team how to make the most of the 
programming possibilities in Excel. It aims to 
give advanced excel user's a thorough 
introduction to Excel VBA programming. This 
one-day course gives learners an 
understanding of Macros and an introduction 
to the Excel VBA language within MS Excel.

Topics:
● Recorded Macros

○ Setting Macro Security Levels
○ Running a Simple Macro
○ Relative Cell References
○ Viewing & Modifying a Macro

● Understanding VBA
○ VBA Terminology
○ Working with Object Collections
○ Setting Property Values
○ Programming with the Object Browser

● VBA Editor
○ Working with the Project Explorer
○ Working with the Properties
○ Working with a Code Module
○ Breakpoints in the Editor

● Using Variables
○ Creating & Using Variables
○ Scope of Variables
○ Procedure Level Scoping
○ Passing Variables by Reference

● Excel Objects
○ Using Workbook Objects
○ Viewing Excel & the Editor
○ Worksheet Methods & Properties
○ Range Methods & Properties

● Programming Techniques
○ The MsgBox Function
○ Using the InputBox Function
○ The IF Statement
○ Using IF for Multiple ConditionsFull Course Details & Dates

6

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/ms%C2%AE-excel-vba-training/
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MS® Excel Power Pivot Course Overview
Microsoft PowerPivot is an add-on for Excel 
that provides business intelligence 
functionality & reporting within the familiar 
environment of Excel. PowerPivot provides the 
real power to crunch & analyse data on a scale 
previously unimaginable with pivot tables. Now 
it is possible to process millions of rows of 
data in Excel enabling deeper business insight 
and shorter decision making cycles.

This course is suitable for any existing Excel 
user who has to manipulate, analyse and 
report on massive amounts of data. Attendees 
have varied from business analysts, 
commercial directors, finance teams, client 
service/revenue managers to the Central 
Statistics Office.

Topics:
● Getting Started with PowerPivot

○ Start Excel & launch the PowerPivot 
window

○ Navigating the PowerPivot window
○ Exploring the PowerPivot tab and field list 

in Excel
● Adding Data to PowerPivot

○ Data sources and types supported in 
PowerPivot workbooks

○ Importing data (from pre-prepared file)
○ Add Data by using Excel Linked Tables

● Preparing Data for Analysis
○ Working with Tables and Columns
○ Filtering and Sorting Data
○ Creating Relationships Between Tables
○ Creating and Working with calculations

● Formatting and Layout
○ Creating, deleting a table
○ Rename a Table or Column
○ Set the Data Type of a Column
○ Hide or Freeze Columns
○ Undo or Redo an Action

● Calculations in PowerPivot
○ Overview of Data Analysis Expressions 

(DAX) language
○ Building Formulas for Calculated Columns 

and Measures
○ Understanding the Use of Relationships 

and Lookups in Formulas
● Creating Pivot Tables

○ Create a PivotTable or PivotChart Report
○ Create a Reporting Services Report with 

PowerPivot Data
○ Create a Measure in a PivotTable or 

PivotChartFull Course Details & Dates

7

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/ms%C2%AE-excel-powerpivot-training/
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MS® Excel Dashboards Course Overview
Business managers need access to accurate 
data – presented in a clear and 
understandable way. Carefully built dashboard 
reports will help you clearly see insights into 
any aspect of your business. This course 
teaches the skills needed to use data to build 
powerful reports on any aspect of your 
business using Excel. You’ll learn what 
dashboards are and why should we use them, 
and how to collect and display information.

Our two day MS Excel Dashboards course has 
been designed to teach you the data 
visualisation skills you need to design any 
dashboard in Excel exactly the way you want. 
It introduces you to the power of Excel 
Dashboards starting from the beginning.

Topics:
● Introduction

○ Dashboard Do’s and Don'ts
○ Merging and Consolidating Data
○ Using Shapes to make Charts more 

attractive
○ Using Alerts to draw attention to 

dashboards
● Working with your Data

○ Understanding Data Quality issues
○ Gathering data from different sources
○ Linking Data
○ Merging and Consolidating Data
○ Excel Hints and Tips when working with 

data
● Build Your Own Dashboard

○ This last session will be used to build some 
relevant Dashboards

○ Delegates are encouraged to bring 
examples of the dashboarding they would 
like to create during the trainingFull Course Details & Dates

8

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/ms%C2%AE-excel-dashboards-training/
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Microsoft® Access Course Overview
This Microsoft Access training course will 
provide you with the skills and knowledge 
sufficient to be able to create database 
systems, enter, edit and delete data in 
database files, produce information in forms 
and reports and generate queries on the data. 
Starting from the fundamentals of how to 
design and build databases in Microsoft 
Access, this fully hands-on course moves 
swiftly to cover tables, relationships, forms, 
queries, reports and macros.

It ends with an introduction to modules and 
Access programming. Our course will teach 
you basic to advanced features of Access, and 
will cover what you need to know as efficiently 
as possible.

Topics:
● Database and Tables

○ Planning and designing databases
○ Exploring tables
○ Creating tables

● Fields and Records
○ Changing the design of a table
○ Finding and editing records
○ Organizing records

● Data Entry Rules
○ Setting field properties
○ Working with input masks
○ Setting validation rules

● Basic Queries
○ Creating and using queries
○ Modifying query results and queries
○ Performing operations in queries

● Using Forms
○ Creating forms
○ Using Design view
○ Sorting and filtering records

● Working with Reports
○ Creating reports
○ Modifying reports
○ Printing reportsFull Course Details & Dates

9

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/microsoft%C2%AE-access-training-course/
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Data Protection Course Overview
The EU General Data Protection Regulation 
(EU GDPR) is new legislation that provides a 
single, data privacy law for the European 
Union. The EU GDPR aims to prevent the loss 
of personal data by improving data security for 
all individuals living in EU member states. Irish 
organisations had until May 2018 to comply 
with the new law, or potentially face fines of up 
to 4% of annual turnover or €20 million.

This one-day introductory course, delivered by 
a data protection specialist, provides an 
introduction into the compliance of the new EU 
Data Protection regulations. Gain 
understanding of the requirements and how 
that impacts you and your organisation.

Topics:
● GDPR Overview

○ EU & Irish Data Protection Laws
○ Current privacy framework
○ Drivers for the changes
○ Privacy shield

● Elements of GDPR
○ Structure of the GDPR
○ What is consent under the GDPR
○ Subject access requests
○ Risk & Security Breach reporting

● GDPR in Practice
○ Prepare for the GDPR changes
○ Data Protection
○ Communication Information
○ Staff Education & Training Privacy

Full Course Details & Dates
10

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/data-protection-course-preparing-for-the-gdpr/
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Data Protection Course Overview
The EU General Data Protection Regulation 
(EU GDPR) is new legislation that provides a 
single, data privacy law for the European 
Union. The EU GDPR aims to prevent the loss 
of personal data by improving data security for 
all individuals living in EU member states. Irish 
organisations had until May 2018 to comply 
with the new law, or potentially face fines of up 
to 4% of annual turnover or €20 million.

This one-day introductory course, delivered by 
a data protection specialist, provides an 
introduction into the compliance of the new EU 
Data Protection regulations. Gain 
understanding of the requirements and how 
that impacts you and your organisation.

Topics:
● GDPR Overview

○ EU & Irish Data Protection Laws
○ Current privacy framework
○ Drivers for the changes
○ Privacy shield

● Elements of GDPR
○ Structure of the GDPR
○ What is consent under the GDPR
○ Subject access requests
○ Risk & Security Breach reporting

● GDPR in Practice
○ Prepare for the GDPR changes
○ Data Protection
○ Communication Information
○ Staff Education & Training Privacy

Full Course Details & Dates
1
1

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/information-technology/data-protection-course-preparing-for-the-gdpr/
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Introduction to 
Company Accounts

Course Overview
This one-day course is designed to provide an 
understanding of the primary financial 
statements and other main contents of 
published annual company accounts. The 
focus is on defining accounting terms and 
explaining key concepts so that you will be 
able to read an annual report with confidence. 
No prior knowledge of company accounts is 
assumed.

This course will examine how accounts work 
and will enable delegates to understand 
accounting jargon. It is designed for beginners 
to provide an understanding of the primary 
financial statements and other main contents 
of published annual company accounts.

Topics:
● How do Accounts Work?

○ Objectives of accounts - who uses them?
○ Sources of regulation
○ Principles underlying financial reporting 

especially the matching principle
● The Financial Statements

○ What do financial statements tell you?
○ Balance sheet or statement of financial 

position
○ Profit and loss account or income 

statement
○ Cash flow statements

● Accounting Jargon
○ Tangible and intangible assets
○ Depreciation, Current assets and Liabilities
○ Shareholders' equity, EBIT and net income
○ Retained profit and CashflowFull Course Details & Dates

1

https://dcmlearning.ie/courses/communications-presentations/communication-skills-course/
https://dcmlearning.ie/courses/finance-credit-control/introduction-to-company-accounts-training/
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Understanding 
Business Finance

Course Overview
This course is aimed at non-financial 
managers and others in positions where an 
understanding of finance will help them to be 
more effective in their main role. It is designed 
to demystify financial jargon and introduce the 
key financial statements, how to interpret 
them and how to use them to obtain essential 
business information.

The course then moves to areas which are 
most likely to be used frequently by delegates: 
How to work out cost and profit, how to plan 
and measure budgets, how to establish true 
costs to maximise profit, and finally options for 
price setting in order to achieve company 
objectives.

Topics:
● Profit and Loss, Balance Sheets

○ Their structure and terminology, what they 
tell us and why they need to be reviewed 
together to gain a full understanding of 
business performance

○ Understanding how operational income and 
costs are accounted for and the 
implications for how you manage costs in 
your department

● Managing Finance
○ Understanding working capital: What it is? 

How can we manage it?
○ Why too much working capital is bad for 

you and too little may be disastrous
○ Optimising working capital for your 

company and the implications for 
negotiating 

○ Distinction between profit and cash flow
● Understanding Management Accounting

○ Putting together a robust budget
○ Negotiating budget funding
○ Assessing variances and reforecasting the 

budget
○ Evaluating the feasibility of operational 

projects via break-even analysis
○ The effects of depreciationFull Course Details & Dates

2

https://dcmlearning.ie/courses/finance-credit-control/understanding-business-finance-workshop/
https://dcmlearning.ie/courses/finance-credit-control/understanding-business-finance-workshop/
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Finance for Senior 
Managers & Directors

Course Overview
As a director, whether executive or 
non-executive, you have responsibilities 
beyond the norm. Your financial role extends 
beyond management to financial strategy, 
corporate governance, group structure and 
stakeholder expectations. This course covers 
finance from the point of view of a director 
whose primary expertise is not financial, yet 
who is expected to participate in the financial 
direction and management of a business.

As well as instilling the key features of 
company accounts and the corporate 
budgeting process, it provides valuable 
insights into the strategic aspects of financial 
management, enabling participants to hold 
their own in the boardroom and with senior 
colleagues.

Topics:
● Income Statement & Balance Sheet

○ Understand the terminology
○ Understand common adjustments
○ Capital vs operational expenditure

● Group Accounts
○ Maximise profitability
○ Make better business decisions
○ Understand the structure of groups

● Investment Appraisal
○ Project appraisal techniques
○ Sources of risk and how to manage risk
○ Company valuation calculations

Full Course Details & Dates

Debt Collection Course Overview
The aim of the course is to help the staff 
reduce the number of bad debts and reduce 
the need to follow the escalation process 
which may lead to formal legal action. This 1 
Day course has been designed to show your 
staff how to deal effectively with the common 
problem of overdue accounts while 
maintaining positive customer relations.

The course focuses on the importance of 
good communication and negotiation skills via 
e mail and telephone to ensure prompt 
payment of part or full amount.

Topics:
● Understanding Credit

○ Why we offer credit?
○ Reducing the risks of bad debts
○ How late payments affects our business

● Telephone Techniques
○ Planning your call
○ Handling objections
○ Getting commitment to a payment

● Collecting Tough Debts
○ "Can't Pay" versus "Won't Pay"
○ Negotiation and persuasion techniques
○ Dealing with conflict

Full Course Details & Dates

3

https://dcmlearning.ie/courses/finance-credit-control/understanding-business-finance-workshop/
https://dcmlearning.ie/courses/finance-credit-control/finance-for-senior-managers-directors/
https://dcmlearning.ie/courses/finance-credit-control/debt-collection-training-course/
https://dcmlearning.ie/courses/finance-credit-control/debt-collection-training-course/
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Presenting Financial 
Information

Course Overview
Too many financial presentations are filled 
with spreadsheets and complex graphs from 
Excel. This confuses executives, which leads 
to delayed decisions and lost opportunities. 
This focused, one-day workshop will show you 
which visuals work best for different financial 
messages you need to communicate, and you 
will practice creating the visuals in PowerPoint.

This one-day workshop is designed to help 
finance professionals successfully manage 
their presence, information and audience 
interaction when conveying complex data and 
concepts to both financial and non-financial 
audiences.

Topics:
● Module 1

○ Introduction to presentation skills
○ Refining your executive presence
○ Connecting with your audience
○ Using visual aids with impact
○ Developing your presentation

● Module 2
○ Practising your delivery
○ Identifying our audience
○ Adapting to different audiences
○ Structuring your documents
○ Formatting your documents

● Module 3
○ Common mistakes made and how to avoid 

them
○ Handling questions & answers
○ Controlling interruptions
○ Responding to emotional questionsFull Course Details & Dates

Credit Control Course Overview
The aim of the course is to help the staff 
reduce the number of bad debts and reduce 
the need to follow the escalation process 
which may lead to formal legal action. This 1 
Day course has been designed to show your 
staff how to deal effectively with the common 
problem of overdue accounts while 
maintaining positive customer relations.

The course focuses on the importance of 
good communication and negotiation skills via 
e mail and telephone to ensure prompt 
payment of part or full amount.

Topics:
● Understanding Credit

○ Why we offer credit?
○ Reducing the risks of bad debts
○ How late payments affects our business

● Telephone Techniques
○ Planning your call
○ Handling objections
○ Getting commitment to a payment

● Collecting Tough Debts
○ "Can't Pay" versus "Won't Pay"
○ Negotiation and persuasion techniques
○ Dealing with conflict

Full Course Details & Dates

4

https://dcmlearning.ie/courses/finance-credit-control/understanding-business-finance-workshop/
https://dcmlearning.ie/courses/finance-credit-control/presenting-financial-information-training/
https://dcmlearning.ie/courses/finance-credit-control/understanding-business-finance-workshop/
https://dcmlearning.ie/courses/finance-credit-control/credit-control-training-course/
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Budgeting Course Overview
Too many financial presentations are filled 
with spreadsheets and complex graphs from 
Excel. This confuses executives, which leads 
to delayed decisions and lost opportunities. 
This focused, one-day workshop will show you 
which visuals work best for different financial 
messages you need to communicate, and you 
will practice creating the visuals in PowerPoint.

This one-day workshop is designed to help 
finance professionals successfully manage 
their presence, information and audience 
interaction when conveying complex data and 
concepts to both financial and non-financial 
audiences.

Topics:
● Budgeting Pyramid

○ The Master Budget and the Budgeting 
Cycle

○ Forecasting techniques
○ Cash is not Profit!

● Introducing the Cash Budget
○ The language of Costs and Costing
○ Allocation and apportionment of Costs
○ Calculating breaking even

● Introducing the Revenue Budget
○ GAAP, IFRS and Accrual Accounting
○ The Income (Profit and Loss) Structure
○ Monitoring and reporting the variances

● Introducing Capital Budgeting
○ The Decision Tree
○ Cost Benefit Analysis
○ Opportunity Costing

● Relating Budgets to the Balance Sheet and P&L
○ The Balance Sheet and P&L
○ Introducing key financial ratios

● Working Capital
○ Calculating Working Capital
○ The Working Capital Cycle
○ Working Capital “culprits”Full Course Details & Dates

5

https://dcmlearning.ie/courses/finance-credit-control/budgeting-training-course/
https://dcmlearning.ie/courses/finance-credit-control/budgeting-training-course/


th
e 

kl
oe

 th
em

e.

82

Finance 
&

Credit Control 

Course Name Details

MS® Excel for Finance 
Teams

Course Overview
Accountants and Finance team members 
generally use Excel on a daily basis. Excel at 
Excel with the help of our course. Microsoft 
Excel is used worldwide, there probably isn't a 
business on the planet that doesn't use it. 
Using calculations and predefined formulas, 
users can easily manage their finances, 
including budgets, financial data, statistical 
data, reports, charts, graphs, and small lists.

This course aims to ‘get you up to speed’ and 
give you an insight into the advanced features 
finance teams can use to quickly and 
effectively create reports, budgets and charts 
for their business.

Topics:
● Module 1

○ Explore relevant formulas and data 
structure

○ Formula Auditing and Validation techniques
○ Goal seek, Solver and Scenario to manage 

financial elements
● Module 2

○ Left, Right, Mid, LEN, Find, Concatenate 
Functions

○ We’ll create and edit pivot tables relevant to 
your company data

○ Create linked charts and sparklines to view 
trends

● Module 3
○ Quickly interrogate your data with Slicers 

and Filters
○ At the end the course you will be able to 

use industry best practices when building 
financial modelsFull Course Details & Dates

6

https://dcmlearning.ie/courses/finance-credit-control/debt-collection-training-course/
https://dcmlearning.ie/courses/finance-credit-control/excel-training-for-finance-teams/
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Written 
Communications 

Course Name Details

Report Writing Course Overview
This Report Writing course will give you 
the writing tools required to write clear, 
concise, complete, and correct reports 
for your business. You will learn 
techniques and structures to write 
convincingly and credibly, researching 
the purpose of the report and your 
audience to tailor your writing to their 
needs.

This training course will provide value to 
anyone who writes in order to persuade 
or influence in business, and for those 
who need to write more concisely. If you 
are responsible for writing or 
disseminating reports to internal or 
external customers, this course will 
enhance your proficiency in facilitating 
their understanding.

Topics
● Structured Approach

○ A step-by-step approach
○ Deciding on relevant information
○ Structuring and sequencing

● Is my Writing Style Professional?
○ Vocabulary that helps understanding
○ Developing a persuasive tone
○ Edit and proofread effectively

● Components of a Report
○ Gaining an understanding of how a 

report is structured
○ Best format for your purpose

Full Course Details & Dates

Specification 
Writing

Course Overview
Anyone involved in technical work will 
quickly discover the challenges 
presented when trying to communicate 
their ideas, information, specifications or 
recommendations to others. Our 
one-day Specification Writing course is 
designed to support anyone needing to 
create, compile, edit or manage 
technical specifications.

The course also offers practical advice 
on layout, style and language that can 
be used to make your document more 
readable and digestible for the intended 
audience.

Topics
● Functional Specifications

○ Detail specifications
○ Type of specification
○ Avoid ambiguity

● Interactive Training
○ Buying plant and equipment
○ Essential characteristics
○ Buying services

● Writing Specifications
○ Materials specifications
○ Contracts
○ Tender assessment

Full Course Details & Dates

1

https://dcmlearning.ie/courses/finance-credit-control/debt-collection-training-course/
https://dcmlearning.ie/courses/written-communications/report-writing-training-course/
https://dcmlearning.ie/courses/finance-credit-control/debt-collection-training-course/
https://dcmlearning.ie/courses/written-communications/specification-writing-training-course/
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Tender Writing Course Overview
This highly practical one-day tender 
writing workshop will prepare you for all 
aspects of tendering to deliver services 
and developing fundraising proposals, 
with a particular emphasis on 
'consultative selling' techniques. The 
workshop will also focus on maintaining 
good client/funder relationships once 
the contract/funding has been awarded.

The course is aimed at those who are 
responsible for responding to invitations 
to tender, for preparing proposals, and 
for overall business development in your 
organisation. DCM Learning work with 
people from all sectors including the 
public sector, voluntary sector, corporate 
sector and private sector.

Topics
● Strategy and Tactics of Bidding

○ Key elements of bidding and how to 
apply them to specific situations

○ Reading the RFP - what do they really 
want and do we want to do it?

○ Consultative selling
● Writing the Tender

○ Style and structure
○ Contents
○ Costing your proposal
○ Pitfalls to avoid
○ Countdown to submission

● Presenting the Proposal
○ Called to interview
○ Developing your presentation
○ Handling objections
○ Getting your messages across
○ Competing in the beauty paradeFull Course Details & Dates

Business Writing Course Overview
This course is aimed at expanding your 
personal writing style. Your writing style is 
influenced by many variables including 
your unique knowledge, interests, skills, 
personality and emotions. This practical 
course will help you plan, organise and 
structure a range of business 
communication formats.

The Business Writing Skills Workshop will 
help you identify your writing style and 
tone and will help you identify the impact 
on the reader.

Topics
● The Pitfalls of Business Writing

○ Business grammar
○ Constructing sentences and 

paragraphs
○ Appropriate punctuation

● Preparation and Structure
○ Relevant information
○ Presenting your information
○ Logically organising

● How am I ‘Coming Across’ to my Reader?
○ What is my style?
○ Punchy openings, positive endings
○ Expanding your vocabularyFull Course Details & Dates
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Minute Taking Course Overview
Make minute taking a complete breeze. 
Using a few simple yet brilliantly effective 
techniques, you can be in total control, 
get to the heart of the meeting and have 
the confidence to know that you’ve got 
everything covered.

A minute taker has a key role in ensuring 
meetings are productive. You want to be 
confident and competent in this role. 
Throughout the day, the trainer will take 
you through a step-by-step approach to 
producing effective minutes – giving 
templates to help you produce 
structured agendas and take notes 
effectively. Practical exercises will help 
you build confidence and put ideas into 
practice.

Topics
● Before the Meeting - Good Preparation

○ The roles and responsibilities before, 
during & after the meeting

○ The importance of a pre-meeting with 
the chair

○ Producing agendas – Different types
○ How to work in partnership with the 

Chair
● Note-Taking – There is More than One 

Way
○ Different ways to take notes in 

different situations and meetings
○ Technology can help – exploring Apps
○ How to deal with technical jargon
○ Analysing good & poor minutes

● The Final Stages
○ Making sense of the notes
○ The need to make the minutes visually 

appealing
○ Formatting and structuring the 

minutes for clarity and 
professionalism

○ Checking for accuracy, brevity and 
clarityFull Course Details & Dates
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Writing for the Web Course Overview
Our highly practical Writing for the Web 
Training Course has been designed for 
people who want to write effective 
web-based documentation, either from 
scratch or based on existing material in 
a paper format

Learn the essentials of writing for your 
target readers, how to influence them, 
make more of your content read to bring 
a return on investment. The course uses 
research evidence, case studies and 
practical exercises to demonstrate the 
essentials of writing for the web - helping 
learners improve their website's structure 
and layout, influence and impact.

Topics
● Writing for a Website

○ How digital readers differ and tuning 
your content into readers' wants

○ Techniques when writing for websites
○ Improving digital content: importance 

of style guides, accessibility and 
proofreading

● Websites
○ Search Engine Optimisation - the 

essential first steps
○ Eye-catching web pages - lessons 

from best practice
○ Feedback on learner websites

● E-Newsletters & Blogs
○ Ways to increase your "click rate" 

(percentage opened)
○ Do's & Don'ts
○ How to repurpose your content
○ Make your content stand outFull Course Details & Dates
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Writing in Plain 
English

Course Overview
Clear, reader-focused documents 
written in plain English facilitate decision 
making in business by being easy to 
read and understand. This one day 
course teaches techniques for 
producing clear documents written in 
plain English, avoiding false elegance 
and jargon.

Our Plain English training combines 
lecture, demonstration and hands-on 
practice. Delegates have ample 
opportunity to discuss their specific 
requirements with the trainer. By using 
plain English you will save your 
organisation time and money. You will be 
more efficient and save time when you 
write.

Topics
● Module 1

○ Introduction to the course
○ Is the information as clear as 

possible?
○ Is the style appropriate for the 

audience?
● Module 2

○ Shortening sentences
○ Suggestions for clear writing
○ Being active about passives
○ Righting some writing wrongs

● Module 3
○ Revealing hidden verbs
○ Setting out and organising good 

documents and letters
○ Planning and drafting a complete 

letters
Full Course Details & Dates
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Proofreading Course Overview
It is vital that all forms of written 
communication in business - emails, 
reports, marketing material - are 
accurate. Careless proofreading can 
result in a lack of credibility and 
considerable cost in rectifying the errors. 
This 1-Day course is highly practical and 
provides learners with best practice tools 
and techniques to improve their 
proofreading skills.

After completing this course learner 
proofreading skills will be measurably 
improved and they will notice a 
reduction in the number of errors in their 
written communications.

Topics
● An Overview

○ The Importance of proofreading
○ Your Deliverables: Accuracy, Timely, 

Consistency, Impartial, In-house style 
guides

○ Understanding your Audience
○ The 3 stages - Prepare, Plan & 

Proceed
● Proofreading Strategies

○ Skimming
○ Reading backwards: Conclusion, Body 

and Introduction
○ Reading Aloud
○ On-screen vs. off-screen

● Proofreading Marks & Checklists
○ Proofreading symbols
○ Proofreading checklist
○ Accuracy: Spelling, grammar, 

punctuation, etc.
○ Impression: tone, word, choice, intentFull Course Details & Dates
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Speed Reading Course Overview
This workshop will introduce you to new 
techniques to enable you to save time, 
retain important information and 
re-adjust your reading style to suit 
different formats. Learn how to 
encourage good readings habits and 
gain strategies for improvements.

The theory of speed reading is 
introduced during the course which is 
broken up with a series of practical 
exercises which measure reading speed 
and comprehension throughout the day.

Topics
● An Overview

○ Understanding what speed reading is 
and how it helps

○ Assessment of your reading speed 
and comprehension

○ An appreciation of your mental blocks
○ Reading blocks and bad reading 

habits
● Skills & Techniques

○ The most efficient and effective 
approach for each read

○ Using reading ‘gears' to enhance 
speed

○ Scanning for key points
○ Skimming techniques for information 

gathering
● Comprehension & Retention

○ How to read for study and future 
retention

○ Memory techniques for instant recall
○ Strategies for note-taking
○ Help comprehension with mind mapsFull Course Details & Dates
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Advanced Report 
Writing

Course Overview
Our 1-day Advanced Report Writing 
course is specifically designed to 
enhance the existing writing skills of your 
team and improve the quality of the 
business and compliance reports they 
produce.

During this course, we will cover the core 
elements of advanced report writing 
such as layout and structure, how to 
make your report visually appealing and 
the final check - proofreading to avoid 
any unnecessary mistakes and how to 
remove dead wood and waffle.

Topics
● Finding Your Voice

○ Rules for writing in ‘Plain English’
○ Determining the appropriate level of 

detail
○ Writing tips: effective lists, active voice 

and being concise
○ Pitfalls to avoid: jargon, long-winded 

expressions, bad grammar, redundant 
words, etc.

● Document Structure
○ Benefits of establishing style guides 

and document templates
○ Structuring a comprehensive 

document
○ Layout guidelines: structure, 

differentiation, downward flow, 
whitespace and focal point

○ Designing documents for visual 
appeal

● The Final Document
○ Proof-read for Accuracy, Impression, 

Message and Appearance
○ Removing dead wood and waffle
○ Proof-reading strategies
○ Proofreading marksFull Course Details & Dates
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Personal 
Effectiveness

Course Name Details

1

Personal 
Effectiveness

Course Overview
This course focuses on enhancing 
interpersonal skills and improving 
working relationships. Delegates will 
develop an insight into how others see 
them and increase their options when 
dealing with conflict, low morale, poor 
motivation or work-related problems.

The course will enable you to understand 
how to improve your working 
relationships with your team members. 
You will leave the course with a personal 
action plan identifying key changes to 
make and skills to practise to build your 
self-confidence and improve your 
management and interpersonal 
techniques.

Topics
● Increasing Self-Awareness

○ Learning to view people as the key to 
your success

○ The effect of your behaviour on the 
performance of others

○ The psychology of human interaction
● Interpersonal Communication

○ The importance of effective 
interpersonal communication

○ Barriers to communication 
○ Communicating, one-to-one, 

informally at meetings
● Handling Difficult Situations

○ Dealing with and preventing conflict
○ Respecting the rights, feelings and 

dignity of others
○ Communicating difficult or personal 

newsFull Course Details & Dates

Time Management Course Overview
This course will help you take back 
control of your time and lead your team 
by example. You will be able to identify 
the time stealers that affect you 
achieving your core tasks. Time 
management is about clearly defining 
your priorities and balancing your focus 
on your objectives.

This 1-day workshop uses a mixture of 
class room study, group exercises & 
discussions and trainer experiences.

Topics
● Assessing your Time Management

○ 5 areas of goal setting
○ Prioritisation
○ Managing interruptions

● Time Management Strategies
○ Time management matrix
○ Urgent Vs Non Urgent
○ 5 main elements of effective 

meetings
● Managing Priorities

○ Prioritise according to urgency
○ Impact of time stealers
○ The art of saying 'no’Full Course Details & Dates
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Personal 
Effectiveness

Course Name Details

Personal Impact 
Using Emotional 
Intelligence

Course Overview
This course addresses our own 
Emotional Intelligence (EI) and how we 
can better understand ourselves and 
interpret others. It will provide you with 
the skills to be more self-aware and 
choose to manage your reactions. It also 
gives you the skills to assess others' 
emotions more effectively and deal with 
them successfully for enhanced 
performance.

The course is highly interactive – with 
exercises and assessments to 
understand ourselves more thoroughly 
as well as time to put learning points into 
practice in a safe and supportive 
environment.

Topics
● Self-Awareness

○ Learning the difference between top 
brain/bottom-brain systems

○ Recognising your emotional triggers
○ Your motivations & drivers
○ Assessing your values 

● Social Awareness
○ Building rapport with a range of 

people
○ Reading and interpreting non-verbal 

language
○ Effective questioning and listening
○ Recognising facial expressions

● Self-Management
○ Gaining an overview of EI
○ Understanding your reactions under 

stress and conflict
○ Recognising you at your very best
○ Learning what holds you backFull Course Details & Dates

Stress Management Course Overview
Stress is often present in the workplace 
and can lead to demotivated employees 
and a rise in absenteeism. It is in 
everyone's best interest that procedures 
are in place to manage stress. This 
course will give managers the tools and 
techniques to create an effective 
framework for stress management.

Our trainers will teach you to explore 
both your own symptoms and your 
employees' stress triggers and learn how 
to create a personal plan for stress 
reduction.

Topics
● Stress Awareness

○ Stress vs pressure
○ Early identification
○ Stress and the law

● Proactive Stress Management
○ Creating a good climate
○ The CUSP™ framework
○ Stress prevention

● Reactive Stress Risk Management
○ Customised scenarios
○ Reduce the risk
○ Individual and management

Full Course Details & Dates
92
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Personal 
Effectiveness

Course Name Details

3

Negotiation Skills Course Overview
Discover your negotiation skills and learn 
how to craft successful decisions and 
agreements that achieve positive results 
for all parties. Our Negotiating Skills 
course will dramatically improve your 
negotiating skills and confidence, getting 
you passed no, and getting you to yes. 
This is a participative course which 
includes exercises and role play with 
tutor feedback and review.

This highly interactive and ‘hands-on’ 
course provides you with the opportunity 
to examine the skills and behaviours of a 
good negotiator. You will learn how to 
enable and facilitate decisions that 
achieve win/win outcomes.

Topics
● Negotiation Process

○ Transactional, collaborative and 
creative negotiation

○ The negotiation process
○ The importance of planning your 

negotiation.
● Steps of the Negotiation Process

○ Planning and preparation – best 
alternatives to succeed (BATNAs)

○ Opening, proposing and negotiating 
for a win/win result

○ Reaching agreement, review and 
execution.

● Skills of a Good Negotiator
○ Understanding negotiation styles
○ Questioning and listening
○ Adopting a WIN-WIN mindset and 

avoiding deadlock
○ Managing reactions Full Course Details & Dates
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Effectiveness

Course Name Details

4

Mindfulness at Work Course Overview
Mindfulness - non-judgemental present 
moment attention training - has been 
shown by a growing number of studies 
to have beneficial effects on health, 
productivity and team dynamics. 
Corporate mindfulness and meditation 
training are now used by many large 
companies such as Google, Apple and 
Virgin. Mindfulness at work helps people 
to be healthier, happier, smarter and 
more productive.

The techniques provided on this one-day 
Mindfulness course can encourage new 
ways of working that increase 
engagement and reduce absenteeism, 
enable leaders to utilise human potential 
theories, leading staff through a change 
in an uncertain environment, improve 
workplace productivity and resilience 
and provide coaching techniques using 
mindfulness.

Topics
● Module 1

○ What is mindfulness?
○ The origins of mindfulness
○ The benefits of mindfulness in an 

organisational setting
○ Mindfulness and brain science

● Module 2
○ Workplace benefits
○ Mindfulness, resilience and 

productivity
○ Basic mindfulness breathing
○ Mindfulness in everyday working life: 

from reacting to responding
● Module 3

○ Mindful communication
○ Mindful leadership
○ Boosting creativity and innovation 

using mindfulness
○ Mindfulness and positive psychology

Full Course Details & Dates
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Customer 
Service

Course Name Details

Customer Service 
Excellence

Course Overview
Imagine a workplace where everyone 
chooses to bring energy and a positive 
attitude to the job every day. Imagine an 
environment in which people are truly 
connected to their work, to their 
colleagues and to their customers.

By the end of this highly practical 1 Day 
Customer Service training, your staff will 
learn how to remain professional and 
eliminate conflict, the complaints 
process, how to deal with complaints 
while maintaining a positive attitude and 
manage stress levels while enhancing 
customer relationships.

Topics
● What is Excellence?

○ Skills, knowledge, attitude, behaviours 
of excellence

○ Checklists of excellence
○ Customer Service Tips
○ Self & organisational analysis in 

relation to the tips
○ Changes to Customer Service 

provision and expectation
● Improving the Company Offering

○ Managing customer expectations
○ How to negotiate to reach “win/win” 

outcomes – telephone, email and 
social media

○ A three-step verbal structure to 
demonstrate assertive 
communication on the telephone and 
in writing

○ Practice sessions telephone and 
email

● Handling Customer Dissatisfaction
○ Benefits of handling dissatisfaction 

well – customer research
○ How to respond positively – not react 

negatively (telephone)
○ How to plan the conversation – email 

and social media
○ How to construct the conversation – 

telephone, email and social mediaFull Course Details & Dates
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Customer 
Service

Course Name Details

Customer Retention 
Training

Course Overview
The average business loses around 20% 
of its customers annually, simply by 
failing to attend to customer 
relationships. The cost is staggering, but 
few businesses truly understand the 
implications. Customer retention is on 
the minds of small and medium-sized 
businesses across the world and with 
rising customer acquisition costs, 
businesses need to innovate and 
assume a proactive role in retaining 
clients.

By the end of the course, participants will 
learn how to plan, develop, execute and 
assess a profitable customer retention 
strategy with an optimum blend of 
online & offline marketing and customer 
service.

Topics
● Understanding Your Customer

○ Defining customer retention and 
‘loyalty

○ Understanding the customer journey
○ Defining the customer DNA through 

research and data
● Measuring Loyalty & Your Strategy

○ Analytical methods to measure and 
evaluate customer retention 

○ Analysing the relevance and cost of 
loyalty schemes 

○ Planning contact strategies through 
the customer lifecycle

● Making it Work in Practice
○ Case Studies from B2C, B2B, 

Not-For-Profit and public sectors
○ Customer retention checklist
○ Applying back in the real world
○ Contact centre and retail interactionsFull Course Details & Dates
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Service

Course Name Details

3

Upselling for 
Customer Service 

Course Overview
This Upselling Course will help you 
become more confident in up-selling 
and in turn, create an exceptional 
customer experience while increasing 
revenue. Our 1-day course has been 
designed to give you the skills needed to 
make the most of each interaction with 
their clients by identifying up-selling 
opportunities to sell more 
products/services with confidence, while 
still providing excellent customer care.

During the course, candidates will learn 
how to have professional but friendly 
conversations without losing sight of 
their goal - to increase the client's 
average spend. Candidates will develop 
transitional techniques in order to 
introduce products seamlessly and be 
able to identify cues to determine which 
add-ons to suggest and when to 
suggest them.

Topics
● Customer Service Excellence

○ Your role in representing your 
company

○ Defining your responsibilities to your 
clients

○ The customer relationship - building 
rapport/be enthusiastic/continued 
engagement/offering advice

○ The importance of up-selling within 
your role

○ How can we go the extra mile?
● Presenting Your Product or Services

○ Knowing your products - what 
products or services you have to offer 
and how to present them in an 
attractive way to the client

○ What sets us apart from our 
competition?

○ Demonstrating Features & Benefits
○ Building rapport with your customers

● Effective Upselling
○ Self-assessment of your own 

up-selling skills - "Am I maximising my 
opportunities?"

○ The Do's & Don'ts of up-selling
○ How to up-sell at each stage of the 

meeting
○ Up-selling techniques & tips
○ Understanding buying signalsFull Course Details & Dates
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Service

Course Name Details

Complaint Handling Course Overview
This course explains how to stay calm 
under pressure, not to overreact, and 
how to remain professional when 
managing issues. Customer 
expectations for speed, quality, cost 
control and delivery have increased and 
customers complain when their 
expectations are not met. When 
customers complain it can be a very 
stressful experience and remaining calm 
under pressure is key to retaining 
long-term customer loyalty.

It is designed to challenge your beliefs in 
managing customers’ expectations of 
you and your organisation, whether they 
are internal or external customers. You 
will leave the course with a personal 
action plan identifying the key changes 
to make, and skills to practise, to ensure 
you stay calm at all times regardless of 
the pressure of the situation.

Topics
● Managing Customer Complaints

○ Why customers complain
○ Managing extremes of behaviour
○ Managing emotion

● Managing Angry & Abusive Customers
○ Managing the issue and not the 

person
○ Managing your customer’s emotion
○ Staying calm under pressure

● Generating Customer Loyalty
○ Listening & responding to the 

customer
○ Using the complaint to re-shape the 

'customer experience'
○ Genuine customer service

Full Course Details & Dates
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Customer 
Service

Course Name Details

Dealing with 
Aggressive 
Behaviour

Course Overview
Sometimes people react to difficult 
situations by being aggressive. Ideally 
no-one should face aggression or 
violence in the workplace, but in reality, 
many people do. So, how do you deal 
with it? What’s the best approach?

This programme will teach learners how 
to deal with aggression, both face to 
face and on the telephone. It will help 
your staff to be able to spot danger 
signs and to take a planned and 
practised approach to volatile situations.

Topics
● Preventing Aggressive Behaviour

○ Building rapport - Creating a 
productive relationship

○ Verbal & Non-verbal behaviour to 
help defuse aggression

○ Do's and Don'ts
○ Active Listening skills - The 10 Principles 

of Listening
○ Being assertive - Techniques to build 

self-esteem and confidence
● Managing Aggressive Behaviour

○ Negotiation Skills - 5 Basic principles 
of negotiation

○ How to motivate others towards a 
win/win outcome

○ Trusting your instincts - The 
importance of personal safety

○ When safety becomes an issue
○ Follow up procedure - debriefing 

management; sharing information 
with colleagues

● Handling Difficult People
○ Behaviour - what causes customers 

to be demanding or difficult
○ Engaging the ‘professional brain' 

instead of the emotional, reactive 
brain

○ Unwelcome News - What to say when 
you can't deliver what the client wants

○ Handling criticism
○ Responding and resolving complaints 

- prioritise; escalate; communicateFull Course Details & Dates
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Service

Course Name Details

Telephone Skills Course Overview
Focusing on handling inbound calls, 
delegates will gain an understanding of 
essential telephone techniques along 
with the key principles of customer 
service, including the correct way to 
handle an incoming call, making an 
outbound call and leaving professional 
voice messages are discussed.

This one-day course starts by identifying 
the importance of customer service, the 
needs and expectations of callers and 
the 7 service standards for great 
customer service. The do's and don'ts of 
communicating by telephone and how 
to handle objections and deal with 
challenging situations when they arise.

Topics
● Telephone Communication Skills

○ Self-assessment of your own style: 
Strengths & Weaknesses

○ Do's and Don'ts of Communication 
over the phone and how to react

○ Barriers to effective communication
○ Phraseology & language

● Managing Aggressive Behaviour
○ Telephone techniques: opening calls, 

bridging gaps in conversation, 
managing the conversation and 
closing calls smoothly

○ Stages of an effective phone call
○ Controlling the conversation

● Dealing with Difficult People
○ Understanding what causes 

customers to be demanding/difficult
○ Engaging the ‘professional brain' 

instead of the emotional brain
○ Handling criticism
○ How to give the best possible service Full Course Details & Dates
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Service

Course Name Details

Contact Centre 
Agent

Course Overview
With an emphasis on building a 
Customer Service Excellence culture, this 
training has been designed to address 
all aspects of customer care and 
telephone techniques for professionals 
that work in a contact centre 
environment.

On this one day course, learners will 
analyse the essential ingredients of 
presenting a professional image. The 
course covers how to best use their 
communication skills over the telephone 
and by email, how to use streamlined 
responses to take control of incoming 
calls, maintaining the quality during 
periods of high volume calls, the 
empowerment of listening and handling 
difficult situations and managing 
confrontation.

Topics
● Customer Service Excellence

○ Your role in representing the company
○ What are the features of excellent 

customer service?
○ How to present a professional image - 

our appearance, attitude and 
behavior

○ The customer relationship - building 
rapport/client expectations/continued 
engagement

○ How can we go the extra mile?
● Telephone Communication Skills

○ Call Taking - use of streamlined 
responses to take control of incoming 
calls

○ Self-assessment of your own style - 
the associated strengths and 
weaknesses

○ Points of difference: telephone vs. 
face-to-face

○ Barriers to effective communication
○ Active Listening - Listening vs. Hearing

● Dealing with Challenging Behaviour
○ Understanding what causes 

customers to be demanding/difficult
○ Engaging the ‘professional brain' 

instead of the emotional, reactive 
brain

○ Handling criticism, put-downs, 
arrogance, persistence or patronising 
behaviours

○ The escalation process and follow 
through

Full Course Details & Dates
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Managing Conflict 
Over the Phone

Course Overview
Dealing with customers over the phone 
is a challenging task. Every now and 
then, a customer comes along that is 
just difficult to deal with and managing 
them in the right way is crucial for any 
business. This training will develop the 
skills of your staff and the techniques 
that they will learn will enhance 
customer care while maintaining the 
professional branding of your 
organisation.

By the end of this course, learners will 
know how to manage Conflict on the 
Telephone, how to remain in control and 
achieve positive call outcomes.

Topics
● Introduction

○ Understanding our customers 
○ How to engage, empathise and build 

rapport
○ Crucial communication skills: 

Interpreting responses and language 
○ Active Listening - "Listening vs. 

Hearing"
○ Seeing conflict differently

● Managing Aggressive Behaviour
○ Self-assessment of your own style: 

Strengths & Weaknesses
○ Do's and Don'ts of Communication 

over the phone and how to react
○ How to structure the call in order to 

remain in control
○ Effective techniques to remain calm

● Dealing with Difficult People
○ Understanding what causes 

customers to be demanding/difficult
○ Engaging the ‘professional brain' 

instead of the emotional, reactive 
brain

○ Handling criticism
○ How to give the best possible service Full Course Details & Dates
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Customer Service 
via Telephone

Course Overview
Ensure that a positive image of your 
organisation is reinforced and 
strengthened with every conversation. 
The telephone etiquette displayed by 
employees is indicative of a staff's 
willingness and ability to efficiently assist 
both internal and external customers. 
The skills and attitude projected over the 
telephone can form a lasting impression 
in the minds of customers, making it a 
critical customer experience.

This Customer Service via Telephone 
Workshop will provide your staff with the 
awareness and skills they need to handle 
phone calls professionally.

Topics
● Customer Service Explained

○ 10 Commandments of Good Business
○ Effective Communication Explained
○ Effective Customer Communication 

Skills
○ Using Emotional Intelligence

● Managing Angry Clients
○ Handling dissatisfaction well 
○ How to respond positively & not react 

negatively on the telephone
○ How to plan the conversation; How to 

construct the conversation
● Listening to Customers

○ Benefits of showing customers we are 
listening and not just hearing

○ How to deliver a “listening to you” 
response

○ Practice listening sessionsFull Course Details & Dates
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Customer Service 
via Email & Chat

Course Overview
If you are looking for a quick and easy 
way to keep in touch with your clients 
while promoting your business, email is 
extremely effective. Email customer 
service is highly efficient, as a problem 
can be resolved around the clock. Email 
is the most cost-effective way of sending 
communications but you’ve got to make 
your communications clear and concise.

This course guides and equips 
participants with practical skills in driving 
effective email customer service 
campaigns encompassing design, 
delivery, testing, and analysis.

Topics
● Module 1

○ Decide when to email versus calling 
the customer

○ Write specific, meaningful subject 
lines

○ Start and close emails with the 
“human dimension”

● Module 2
○ Use the GRACE email format for 

excellent customer service
○ Articulate action items clearly
○ Achieve clarity and conciseness in 

writing
● Module 3

○ Create a respectful tone
○ Ensure completeness
○ Achieve proper email etiquette
○ Proofread for perfectionFull Course Details & Dates
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Receptionist Skills Course Overview
Receptionists are probably the first point 
of contact with your clients, so they need 
to create a long lasting good impression 
within moments, so your customers need 
to experience how good it feels walking 
into your company, to stay loyal and 
committed.

This interactive course will enable 
receptionists to develop their customer 
service skills and communication skills 
within a supportive and encouraging 
environment. IT will reinforce the 
importance of their public relations role, 
raise awareness of the key interpersonal 
skills essential for their success and help 
them cope with reception duties as well 
as admin tasks that might come their 
way.

Topics
● Excellent Customer Experience

○ What makes a great client 
experience?

○ The opening words - How to meet 
and greet the clients

○ The Client Relationship - building 
rapport/client expectations/continued 
engagement

○ How can we go the extra mile?
● Customer Service Excellence

○ Develop excellent customer care
○ How to Present a Professional Image - 

highlight the power of the right first 
impression, setting the tone for a 
good client experience

○ Maintaining a positive attitude when 
dealing effectively with all types of 
clients

● Professional Communication Skills
○ Differences in Communicating: phone, 

face to face & email
○ Non-Verbal Communication: smile, 

eye-contact, posture, mirroring, 
para-language

○ Measuring Client Satisfaction - 
interpreting body language and vocal 
tonesFull Course Details & Dates
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Frontline 
Management

Course Overview
This course equips first line managers 
with confidence and proven 
management techniques to drive 
performance through your team and 
manage staff effectively. Delegate will 
become more aware of their 
management style and how it affects 
the performance of others. Through a 
strong communication style and 
effective delegation, objective and goals 
will be achieved.

This 3 Day course uses a mixture of class 
room study, group exercises & 
discussions and trainer experiences.

Topics
● Managers Role

○ Understanding frontline management
○ Inspiring and motivating
○ Key responsibilities

● Communication Skills
○ Verbal and non verbal
○ Your communication style
○ Effective delegation

● Motivation
○ Motivations of individuals
○ Boosting 'satisfiers'
○ Eliminating potential damage

● Delegation
○ Five point process
○ What should be delegated?
○ Avoiding common pitfalls

● Management Styles
○ Management attributes
○ Lead and motivate your team
○ Monitor and evaluate performance

● Leadership
○ Setting objectives
○ Achieving objectives
○ Delivering feedbackFull Course Details & Dates
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Executive PA/ 
Secretary 

Course Overview
This highly participative course is 
designed for experienced PAs and 
secretaries who wish to develop their 
managerial skills in order to take on 
more responsibility in the future. Suitable 
for senior PAs and executive secretaries, 
management assistants and executive 
assistants who are looking to increase 
their performance and develop their 
managerial capability.

Learn how to work effectively with senior 
management and directors with our 
executive PA course. This course will suit 
the executive PA who already has some 
experience and is ready to attain an 
enhanced and advanced skill set.

Topics
● Managing Small Projects

○ A four-staged approach to managing 
projects

○ Basic planning tools and techniques
○ Creating a work breakdown structure

● Thinking from a Manager’s Perspective
○ Understanding the role of senior 

management
○ Coming up with great ideas
○ Solving problems creatively

● Public Speaking
○ Preparing and presenting information 

at meetings
○ Communicating confidently 
○ Representing your manager at 

meetings

Full Course Details & Dates
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