








SPEED WRITING , REPORT WRITING, COACHING SKILLS

Speed Writing

Speedwriting for faster
note taking and dictation

ISBN 978-1-84937-011-0, from www.UoLearn.com
Easy exercises to learn faster writing in just 6 hours.
v" "The principles are very easy to follow, and I am
already using it to take notes.”

v" "I will use this system all the time."
v "Your system is so easy to learn and use.”

Report Writing

An easy to follow format
for writing business reports

ISBN 978-1-84937-036-3, from www.UoLearn.com

This book makes report writing a step by step process
for you to follow every time you have a report to write.

How to set objectives using 8 simple questions
Easy to follow flow chart

How to write an executive summary

How to layout and structure the report

Help people remember what they read
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Coaching Skills Training Course

Business and life coaching techniques for
improving performance

ISBN: 978-1-84937-019-6, from www.UoLearn.com

v An easy to follow 5 step model

v' Learn to both self-coach and coach others

v Over 25 ready to use ideas

v Goal setting tools to help achieve ambitions

A toolbox of ideas to help you become a great coach

Your toolkit to coaching yourself
and others with exercises and scripts
Downloadable templates ready to use
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STRESS MANAGEMENT, PERFORMANCE MANAGEMENT, INFLUENCING SKILLS

= )
Stress Management Stress Management
Skills Training Course . .
Exercises and techniques to Exercises and techniques to
manage stress and anxiet -
Build ‘successgin your life by g.oalys?tting, ma nage stress a nd a nxlety
relaxation and changing thinking with NLP

e e ek ISBN: 978-1-84937-002-8, from www.UoLearn.com
Kathryn Critchley

v" Understand what stress is

v' Become proactive in managing your stress

v" Learn how to change your response to stress
v" How to become more positive about your life
v" An easy 4 step model to lasting change
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Skills Training Course 3K
www,UoLearn.com

Practical and Effective
[ Practical and Effective | Performance Management

Performance Management

How excellent leaders manage their HOW excel |el1t |eaderS ma nage thei r
staff and teams for top performance.
Lotts of exerci:es and free dzwflolzdable workbook. staff a nd tea m S fo r top pe rforma n ce

Steve Walker

ISBN: 978-1-84937-037-0, from www.UoLearn.com
v" Five key ideas to understanding performance
A clear four step model
Key “What Works" research that works

v
v
v' Alarge, wide ranging choice of tools
Skills Training Course ok v' Practical exercises and action planning for managers.
) v
A

o This book will help to develop your leadership skills
toolbox of ideas to help you become a better leader.

5 . Developing Your
eveloping Your . .
Influencing Skills Influencing Skills

A guide to developing the
7 traits of influential people ISBN: 978-1-84937-004-2, from www.UoLearn.com

Lois Burton and
Deborah Dalley v

Decide what your influencing goals are

v" Find ways to increase your credibility rating

v" Develop stronger and more trusting relationships
v' Inspire others to follow your lead

v' Become a more influential communicator

Skills Training Course Packed with case studies, exercises and practical tips to

www.UolLearn.com

S Z  become more influential.
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To buy your own copy of
Successful Minute Taking -
Meeting the Challenge

This is a preview of the book Successful Minute Taking. To buy a
copy please choose one of the following options:

L@ Buy from amazoncouk |

L@ Buy from a:gzmmw]

Buy from amazon.ca, amazon.de, amazon.fr, amazon.co.jp

Or buy the pdf ebook from www.uolearn.com

av prawn wran man i ||

Universe of Learning Ltd is a UK registered limited company.
We are also registered with the Information Commissioner’s
Office - the government agency that enforces the UK data
protection act to prevent resale of any personal data.

100% money back guarantee on any purchases direct from our
website - if you're not satisfied tell us why and we'll return your
money.


http://www.amazon.co.uk/Successful-Minute-Taking-Challenge-Attendees/dp/1849370389/uol-21
http://www.amazon.com/Successful-challenge-organise-meetings-Training/dp/1849370389/wwwuolearncom-20
http://www.amazon.ca/Successful-Meeting-Challenge-Organise-Meetings/dp/1849370389
http://www.amazon.de/Successful-Challenge-Organise-Meetings-Training/dp/1849370389
http://www.amazon.fr/Successful-Meeting-Challenge-Organise-Meetings/dp/1849370389
http://www.amazon.co.jp/Successful-Challenge-Organise-Meetings-Training/dp/1849370389
http://www.uolearn.com

About the author - Heather Baker

Heather had over twenty years’ experience as a secretary and PA before
setting up Baker Thompson Associates Limited in 2000. The company
specialises in the training and development of secretarial and administrative
staff. She now travels over the world working with large and small
companies to enable their office staff and PAs to work more effectively.

She is already a top ten best selling author of a Speed Writing book and
this is her second book, sharing her skills in training for writing minutes.

Successful Minute Taking - Meeting the Challenge

I'd rather throw myself downstairs ....

That was how I used to feel about minute taking;

this book is for those among you who feel the same.

It is aimed at secretaries, PAs and administrators and covers the issues that worry them.
These are based on the things that worried me and that have worried my hundreds of
delegates over the last 10 years.

<\

Example minutes and agendas

How to develop your skills in note taking

Becoming more confident in your role

A checklist of what to do before, during and after the meeting
Help with layout and writing skills

Learn what to include in minutes

Understand how to become a better listener

How to work well with your chairperson

Lots of exercises and easy to read

Free downloadable workbook

NN N N VA SRR

Learn the skills you need to be an excellent meeting secretary.

What do people think of this minute taking training?

#* "I had a real phobia about minute taking but you've really taken away my fear.
It's all fallen into place.”

#* “I'm fairly comfortable with taking minutes, but find | write
a lot of notes in the meeting which probably aren’t necessary.
I've learnt how to condense effectively.” ISBN 978-1-84937-038-7

90000
#* "l enjoyed the course and found it relevant to my needs.” HN “
9 7818491370387

#* "The School has seen a vast improvement in minute taking
since staff attended Heather Baker's minute taking session.”

#* "I found the course really useful and very easy to understand.”





