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How to book

It is as easy as making a phone call! To
book your development course, call the
Jigsaw team and reserve your place OR
fill in the enrolment form and fax it in. An
invoice will then be sent through.

Group discounts apply and for groups of 8
or more we will even come to you!

Each workshop also provides a Nationally
Recognised Statement of Attainment.
(pending assessment)

A real course, with real rewards.

For full workshop information contact the
Jigsaw team.

Maximum of 12 in each
course. Smaller groups =
intense learning

As a Registered Training Organisation
we pride ourselves on delivering
personalised, outcome focused training
providing immediate benefit to individuals
and organisations.

Our ability to modify training to suit
individuals and organisations sets us
apart from other training providers. This
can occur largely because we develop our
own training resources and we draw from
our number one resource — our staff.

Change the way you work and are
perceived by others —
Book a course

Time management, work life balance
and professional development
This workshop shows you the keys to organise
and structure your day and effectively prioritise
your tasks so you allocate your time to achieve
your tasks and be able to completely separate
your work and personal life every time you
leave the office. You will also develop a live
professional development plan to guide you to
reach your full potential as a person.

Length: 3 hours Cost: $300

Conflict management - (Keeping
customers happy without losing your job,
your temper or going insane!). This
session covers the requirements for
handling difficult interpersonal situations
and addressing the conflicts that may
arise in day-to-day work activities.
It includes identifying the cause of
conflict, establishing and implementing
strategies for dealing with conflict and
evaluating the response and outcomes.
Length: 3 hours Cost: $300

Effective communication

Effective communication, more than any
other skill, will determine your success in
any organisational or social interaction.
Quite simply, people who communicate
effectively have a distinct advantage. The
program is designed to enhance your
communications techniques in all
situations. Poor communication can lead
to dissatisfaction, a breakdown of
relationships, complaints and inferior
performance.

Length: 3 hours Cost: $300

Leadership for 2008 and beyond

You will learn various leadership styles,
and when to use what. You will develop
and use effective leadership skills
enhancing productivity for all, leadership
measurement and performance
management.

Length: 3 hours Cost: $300

Leadership—the daddy of all courses
All of the above plus assessing your own
leadership styles, task, team and
individual needs, interpersonal skills, task
readiness, emotional intelligence,
handling poor performers, performance
appraisals. This is one of the most intense
courses delivered.

Length: 8 hours Cost: $800

(incl. Morn. tea, lunch and aft. tea)

Diploma of Business qualification
Jigsaw has also developed a leadership
and management training program
designed for middle management and
team leaders. The successful completion
of the attached program also includes the
awarding of a Nationally Recognised
Diploma of Business. (BSB50101)
8 sessions over 16 weeks of 3 hours
Cost: $3000
Choose from a morning session or
late afternoon session

Coming in March:

e Ensuring team effectiveness

e Selling for superstars (you can be one)
(2 Day course)

e Winning emails & written

e communication

e TAA40104—Training and Assessment



