

















STRESS MANAGEMENT, PERFORMANCE MANAGEMENT, INFLUENCING SKILLS
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Stress Management

leilla Tuniminme Fatiuvan

Exercises and techniques to
manage stress and anxiety
Build success in your life by goal setting,
relaxation and changing thinking with NLP

Free downloadable workbook

Kathryn Critchley

skllls Training Course
www,UoLearn.com

staff and teams for top performance.
Lots of exercises an

How excellent leaders manage their

d free downloadable workbook.

102

Developing Your
Influencing Skills

A guide to developing the
7 traits of influential people

Lois Burton and
Deborah Dalley

Skills Traini
www.UolLel

Stress Management
Exercises and techniques to
manage stress and anxiety

ISBN: 978-1-84937-002-8, from www.UoLearn.com

v Understand what stress is

Become proactive in managing your stress
Learn how to change your response to stress
How to become more positive about your life
An easy 4 step model to lasting change

Practical and Effective
Performance Management

How excellent leaders manage their

staff and teams for top performance
ISBN: 978-1-84937-037-0, from www.UoLearn.com
v
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Five key ideas to understanding performance
A clear four step model
Key what works research that is practical
A large, wide ranging choice of tools
Practical exercises and action planning for managers.
This book will help to develop your leadership skills
A toolbox of ideas to help you become a better leader.
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Developing Your
Influencing Skills

ISBN: 978-1-84937-004-2, from www.UoLearn.com

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

Packed with case studies, exercises and practical tips to
become more influential.



To buy your own copy of
Report Writing
Skills Training Course

This is a preview of the book Report a
Writing Skills Training Course.

To buy a copy please choose one of the following options or visit your
local bookseller:

L@ Buy from amazoncouk |

L@ Buy from mw]

Buy from amazon.ca
Or buy the pdf ebook from www.uolearn.com

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/Report-Writing-Skills-Training-Course/dp/1849370362/uol-21
http://www.amazon.com/training-executive-exercises-downloadable-workbook/dp/1849370362/wwwuolearncom-20
http://www.amazon.ca/Writing-Training-Course-Executive-Summary/dp/1849370362
http://www.uolearn.com

About the author - Dr Margaret Greenhall

As a chemistry lecturer Margaret helped her students learn study
skills, including report writing. She then moved to the University of
Manchester helping other lecturers to implement novel teaching and
learning methods. As well as her PhD in science, Margaret has also
been awarded a Masters in Education.

In 2003 she started her own business, training people in a wide

range of skills, including improve your memory, speed reading,
mindmapping and report writing. Her background in science brings a
logical and simple approach to her training and writing that gives very
easy recipes for you to follow.

Report Writing Skills Training Course

This book makes report writing a step by step process for you to follow every time you
have a report to write. Margaret’s understanding of how people read and remember gives
a unique view of the process of report writing. This book brings you her tried and tested
training techniques to make planning, writing and presenting a report straight forward.

“It's all about the reader.”

How to set objectives using 8 simple questions

Exercises to help you enhance your skills

Easy to follow flow chart giving a step by step method for writing the report
Fun to use planning tools

Free downloadable workbook

What is an executive summary and how to write one

Types of reports and how to structure them

How to layout the report

Help people remember what they read
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What do people think?
#* "“This will help me to organize and structure my work in a logical way."

# "l will now have a structure to use when preparing future reports and
I will feel much more confident in doing this.”

#* "I now understand how important preparation

riting a report.” ISBN 978-1-84937-03k-3
90000
#* "The list of eight questions is fantastic,
I will always use this for my reports from now on.”
#*  “Very informative and useful. o I7818491370363

*

“These techniques can be applied in my work straight away.”

¥ "Extremely interesting and useful — vital preparation if you need to write reports for work.”





