











MINUTE TAKING, TUTORING, PERFORMANCE MANAGEMENT
Successful Minute Taking

(7 A\
Successful Minute Taking H
How to prepare, write and organise - .
agendas and minutes of meetings How to prepare' Wnte and orgarnse
Lots of exercises and free downloadable workbook o .
Heather Baker agendas and minutes of meetings

ISBN 978-1-84937-040-0, from www.UoLearn.com

Becoming more confident in your role
A checklist of what to do

Help with layout and writing skills
Learn what to include in minutes

Skills Training Course . .
\ www.UoLearn.com )} How to work well with your chairperson
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Learn to be an excellent meeting secretary.
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How to Start ) How to Start a Business
Private Tutor as a Private Tutor
lept:;pg:;hmv:hmf(:;m ISBN 978-1-84937-029-5, from www.UoLearn.com
Fdera;amh;f\;o:dw:rdmpld This book, by a Lancashire based author, shows you how
- to set up your own business as a tutor.

-_ v Packed with tips and stories
" A 2 v How to get started - what to do and buy
L S 4 How to attract clients and advertise
Skills Training Course 4 Free printable forms, ready to use
S 7 v

Advice on preparing students for exams

e —— Practical and Effective
Performance Management Performance Management

How excellent leaders manage their

staff and teams for top performance.

Lots of exercises and free downloadable workbook. H ow exce I I e nt Iead ers ma nage t heir
Steve Walker

staff and teams for top performance
ISBN: 978-1-84937-037-0, from www.UoLearn.com

Five key ideas to understanding performance
A clear four step model
A large, wide ranging choice of tools
Practical exercises and action planning
Develop your leadership skills

toolbox of ideas to help you become a better leader.
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To buy your own copy of

Stress Management Skills r Q‘ l I i
Training Course 5 \_5 QO

This is a preview of the book Stress Management Skills Training
Course. To buy a copy please choose one of the following options:

L@ Buy from amazoncouk |

L@ Buy from mw]

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

Or buy the pdf ebook from www.uolearn.com
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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/Stress-Management-Skills-Training-Course/dp/1849370028/uol-21
http://www.amazon.com/Management-Exercises-techniques-relaxation-downloadable/dp/1849370028/wwwuolearncom-20
http://www.amazon.ca/Management-Training-Exercises-Techniques-Relaxatio/dp/1849370028
http://www.amazon.de/Management-Training-Exercises-Techniques-Relaxatio/dp/1849370028
http://www.amazon.fr/Management-Training-Exercises-Techniques-Relaxatio/dp/1849370028
http://www.amazon.co.jp/Management-Training-Exercises-Techniques-Relaxatio/dp/1849370028
http://www.uolearn.com

About the author - Kathryn Critchley

Kathryn is a highly skilled and experienced trainer, coach and therapist.
She has worked for over 14 years with organisations such as BT, Orange,
Peugeot, Cisco Systems, IBM, British Gas, Victim Support & Witness
Service, NHS and various Councils, Schools and Universities.

Kathryn designed this book to be useful for any level of stress whether
it be in the workplace or personal. She is extremely passionate about
helping people to proactively and effectively manage their stress, having
suffered first hand from unmanaged stress herself in the past. She now
shares her knowledge and personal experience to help others with tried
and tested methods of success.

Stress Management Skills Training Course

Stress is all around us and affects us all — but it isn't the same for everyone, and each of us
handles it differently. One person’s challenging pressure is someone else’s debilitating stress.
Techniques that work well for you might not be so effective for someone else. There is no
single 'right answer’, and that’'s why we want to help you build your own personal toolbox of
stress management skills. This book is designed to help you rethink about how you manage
and cope with stress in your life.

Understand what stress is

How to recognise when you are starting to be stressed

Questionnaires to help you identify stress

Become proactive in managing your stress

Exercises to help you enhance your skills and get you thinking

Learn how to change your response to stress

How to become more positive about your life

Goal setting tools to help you move forward, a 4 step model to lasting change
Free downloadable workbook

NN N N N NN

<

A toolbox of ideas to help you manage your stress and anxiety.

What do people think?

#* "A stress management book with a difference; it covers all the angles and helps the reader to
truly understand themselves with everything they need to make positive and lasting changes.”
#* "I loved how simple this book is to read yet has many powerful insights and solutions
to being proactive in managing stress. The techniques are easy to apply.”
% "This book looks at areas | hadn't considered before such as how 90000
our thoughts and beliefs can create our stress and not just our
external environment. | learnt a lot about myself and others.
Great to use for managing workplace stress.”
* “The strategies have been tried and tested, so | know it really will work.” 9 7818497370028

ISBN 978-1-84937-002-8





