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ENTERPRISE TRAINING & MANAGEMENT DEVELOPMENT PROGRAMME  
SCHEDULE 2021 
Quotations may be submitted for more than one of the listed programmes/workshops and the LEO Kilkenny is open to new programme proposals.

A submission sheet needs to be completed for each proposal in order for it to be considered.
ENTERPRISE TRAINING & MANAGEMENT DEVELOPMENT PROGRAMME SCHEDULE 2021
The Local Enterprise Office Kilkenny’s Enterprise Training & Management Development Programme Schedule is aimed at owner/managers or employees of businesses employing 10 or less, start-up businesses or those thinking of starting a business. The programmes can be delivered via a mix of full-day workshops, half-day and evening workshops. 
The Local Enterprise Office Kilkenny is open to new programme proposals. A submission sheet needs to be completed for each proposal in order for it to be considered. 
One to-One Mentoring is attached to some of the courses and will be paid separately under LEO Mentoring Rates i.e. €175 per 3-hour session or €460 per day plus VAT if applicable for clinic days held in our offices or by phone (depending on Covid19 restrictions), Kilkenny County Council, John Street, Kilkenny.
Request for quotations for the following programmes:

Business Start-up



Page 3 & 4
Sales & Marketing 



Page 5 & 6
Digital Marketing 



Page 7, 8 & 9
Human Resources 



Page 10 & 11
Financial 




Page 12 & 13
Food Related 
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Business Development 


Page 15, 16, 17 & 18
Webinars
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Brexit
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	LEO Ref.
	Programme Title
	Our Aim


	Duration

	BUSINESS START-UPs RELATED COURSES

	125 
	Start Your Own Business

	To provide participants with the skills to assess the viability of their business ideas and provide a strong understanding of the essential elements involved in setting up and running your own business
Modules to be covered include: 

1. Regulations, legal requirements, tax, law and insurance.
2. Developing your Business Plan / Lean Canvas Model.
3. Identifying, understanding and researching the target market.

4. Employment law.
5. Financial planning (pricing, costing etc) and sources of finance.
6. Promoting your Business and building the brand.
7. Basic Book-keeping.
8. Digital marketing for your Business.
9. Maximise your website to increase sales – content writing and imagery.  Video Marketing.
10. Developing the sales pitch.


	10 half days (2.5 hours per day)
Quote can be for delivery of entire programme or/and
per module 


	125
	Start Your Own Business 
(Back to Work Enterprise Allowance)
	This course will specialise in content specifically relating to requirements for the Back to Work Enterprise Allowance and Short-Term Enterprise Allowance. The course will provide participants with the basic knowledge on how to set up their own business and completing a business plan. 

	6 half days (2.5 hours per day)
Quote can be for delivery of entire programme or/and

per module 



	125
	Start Your Own Food Business 
	This programme is to assist food businesses in the early start up stage by providing them with knowledge of what to expect with setting up a food business.  This programme is a pre-cursor to the Food Academy Programme.
	4 x half days (2.5 hours per day) 


	
	
	
	

	LEO Ref.
	Programme Title
	Our Aim


	Duration

	SALES & MARKETING RELATED COURSES

	126
	Successful Tendering
	To provide participants with the necessary skills and knowledge on how to prepare and write successful tenders and also to explain about public procurement polices and how to use E-Tenders.
	1 x half day (2.5 hours)


	126
	Delivering Excellent Customer Service 
	This workshop aims at providing participants with the skills to deliver an excellent customer service experience through the key service touch points (physical, telephone or online) and also handling complaints successfully. 
	1 x half day (2.5 hours)


	126
	Visual Merchandising 
	To provide participants with the knowledge to become a Visual Merchandising expert, transform their existing displays and upskill using visual merchandising techniques.
	1 x half day (2.5 hours)


	126
	Build a Brand 
	This Workshop will concentrate on how to develop and build a brand for a new business, from tips on how to create your own unique logo, to understanding the importance of images/photography in making your brand stand out.
	2 x half days (2.5 hours per day)

	126 

	Strengthen Customer Engagement

	This workshop is to provide advice to business owners about the correct tools to be using to manage engagement with their existing and new customers to meet their expectations following Covid19 and to instil loyalty and confidence in their brand.


	1 x half day (2.5 hours)


	126
	GDPR compliance
	For contact tracing purposes, many sectors have to have an adequate system in place to capture contact information from their customers.   This Workshop will outline what, how and why this information needs to be obtained, the security of this information, how long it needs to be kept and how to dispose of it safely, all in keeping with GDPR regulations. 
	1 x half day (2.5 hours) 


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	DIGITIAL MARKETING RELATED COURSES - Please note LEO Kilkenny reserves the right to deliver each module separately. 

	270 
	Digital Marketing for Beginners
  
	Quote can be for the delivery of a combination of 6 suggested modules and/or a quote per module

Suggestive Modules include (open to new content also): 

1. Digital Marketing Strategy & Planning  

2. Facebook Advertising and understanding the results
3. Twitter for Business
4. Instagram for Business 
5. LinkedIn for Business 
6. Online Video Marketing 
7. Digital Display Advertising
8. Search Engine Optimisation - beginners
9. Content writing 
10. PPC 
11. Web Analytics and Adwords 
12. Blogging for Business 
	Half Day per Module (2.5 hours) 


	270 
	Digital Marketing – Advanced  


	Quote can be for delivery of entire programme, a combination of the modules or/and per module
Suggestive Modules include (open to new content also): 
1. Improving your Digital Strategy using Social Media Management Tools & Measurement e.g. Hootsuite etc.)
2. Building your business brand in particular visual branding e.g. Instagram, LinkedIn, Facebook, etc. 

3. Search Engine Optimisation – advanced 

4. Online Sales Optimisation 

5. Developing Social Media Stories 
6. Digital Display Advertising 

(Please note: As this is an Advanced Course, we would advise that the participants are contacted prior to the commencement of the course to ascertain that this course is suitable for their needs).

	Half Day per Module (2.5 hours) 



	270 
	Develop Online Videos for Your Business
	To provide participants with the skills to design & create their own low-cost video for their websites and social media channels.
	2 x half days (2.5 hours per day)

	270 
	Improve your Social Media Content. 
	To assist participants with creative content writing for social media to enable them to make their Brand stand out more on the various platforms.  
	1 x half day (2.5 hours)

	270
	Make Your Website Work for You.
	This Workshop will go through the key points that a business owner needs to be familiar with in regards to making the most of their website, to increase their online sales, including how to create compelling content, improve their SEO Ranking and maximise their social media platforms.
	1 x half day (2.5 hours) 

	270 
	Online Sales Channels 
	This Workshop is to assist business owners to identify opportunities to sell across multiple online channels and to give advice on how to sell effectively e.g Shopify and Etsy.
	1 x half day (2.5 hours)

	270
	Managing your E-Commerce Sales and Logistics 
	This course will assist businesses that trade online with how to manage efficiently their E-commerce sales and logistics.
	1 half day (2.5 hours)

	270
	Podcast your Business 
	This Workshop will provide participants with the skills to start a podcast including recording, editing and uploading.
	2 half days (2.5 hours per day) 


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	HUMAN RESOURCES RELATED COURSES

	126
	Effectively Managing your Staff 
	To provide owner/managers with the knowledge, skills and techniques required to effectively manage conflict, grievance and discipline issues. 
	1 x half day (2.5 hours)


	126
	Succession Planning 
	Participants will understand the role of succession planning within the strategic planning framework of the whole organisation and how to ensure a smooth transition for the business 
	1 x half day (2.5 hours)


	126
	Less Stress... More Success 

	Employers need to shift to an organisation-level approach for reducing stress at work to one that fosters employee well-being while simultaneously improving business performance. There is a need to create a work environment that reduces stress, builds employee engagement and demonstrates a commitment to your employee’s growth and progression. 

	1 x half day (2.5 hours)


	126
	Building Team Communications

	Owner managers must ensure that the right mindset, structure and strategies are in place to enhance communication and build team cohesion to ensure that your business is working effectively to achieve its goals. 
	1 x half day (2.5 hours)


	126  
	Managing Remote Working in your Business
	This Workshop will advise businesses owners on the key areas that they need to consider when it comes to remote working.
	1 x half day (2.5 hours)

	126 
	PMDS - Managing your Staff 
	This Workshop will enable business owners to introduce, manage and develop an effective PMDS into their organisation.  
	1 x half day (2.5 hours)

	126
	Re-organising your Staff Post-Covid19
	The Pandemic has had a profound effect on businesses and their workforce.  This workshop will focus on the key points (under Employment Law) that businesses need to focus on when facing into a Redundancy and/or reorganisation situation in their business. 
	1 x half day (2.5 hours)


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	FINANCIAL RELATED COURSES 

	127


	Filing your Tax Return 
	The practical workshop will inform small business owner/managers about business tax obligations, the payment of tax and filing of tax returns under self-assessment. 
	2 x half days (2.5 hours per day)

	127
	Basic Book-keeping & Taxation for the Small Business 
	This course will cover all the working elements of setting up a simple bookkeeping system. It will also provide participants with an understanding of the Irish taxation system and calculating tax liabilities.

	2 x half days (2.5 hours per day)

	127
	Interpreting Financial Statements 
	To provide participants with an understanding of the importance of monitoring cashflow, analysing business performance and controlling finances. 


	1 x half day (2.5 hours)

	127
	All you ever wanted to know about Tax & using the ROS System
	A comprehensive overview of the Irish taxation system and the Revenue Online System - how it works, including registration, filing returns, making payments, corresponding with the Revenue and accessing historical records. 
	2 x half days (2.5 hours per day)


	127
	Your responsibility as a Company Director 
	This programme provides participants with the knowledge necessary to function effectively as a Director and provides an in-depth view of the role, responsibilities and legal duties of a Director.
	1 x half day (2.5 hours)

	127
	Your responsibility as a Company Secretary
	This programme provides participants with the knowledge necessary to function effectively as a Company Secretary and provides an in-depth view of the role, responsibilities and legal duties of a Secretary (including effective minute taking). 
	1 x half day (2.5 hours)

	127
	Funding your Business 
	This Workshop will provide business owners with the knowledge of the different types of Finance that is available and where to borrow from.  It will also focus on the application process and the importance of having a business plan with financial projections included.
	1 x half day (2.5 hours)

	127
	Re-assess your Business Finances 
	The focus is on the need to pivot the offering to cater for client’s needs, quantify new opportunities quickly and effectively plan for profit. 


	1 x half day (2.5 hours)


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	FOOD COMPLIANCE RELATED COURSES

	18 
	Food Safety Awareness Workshop
	This food safety awareness taster session details the food safety and good hygiene practices required for low risk food workers 
	1 half day (2.5 hours)

	18
	Primary Course in Food Safety -Level 2
	This course is aimed at providing a foundation for future training such as HACCP, food safety management and food supervision. The course will enable participants to complete the Environmental Health Officers Association Primary Course in Food Safety Certificate Level 2

	2 x half days (2.5 hours per day)

	18 
	Labelling and Packaging your Food Business.   
	To provide participants with the knowledge, practical skills and understanding to comply with food labelling and packaging requirements.  This course will also assist businesses with understanding the nutritional content of their products and the regulations surrounding nutritional declaration.  (Information on the energy value, fats, saturates, sugars, salts, protein and carbohydrates in the food that they are producing)
	2 x half days (2.5 hours per day)


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	BUSINESS DEVELOPMENT RELATED PROGRAMMES 

	126 
	Look to the Future …Sustain Your Service Business
(For businesses trading over 18 months)

	This programme will provide Service Businesses with the skills to create a clear strategy for growth and to adapt, stabilise and sustain their business through these challenging times and plan for the future.
Modules:

1) Finance - to develop an understanding of the key financial ratios associated with the business operations & to help them assess the financial position of their business

2) Sales & Marketing - to provide participants with a practical understanding of how sales and marketing strategies can achieve increased profits and to emphasise the importance of evaluation and measurement of the various sales and marketing campaigns.  Participants will also be given advice on how to improve their SEO Ranking and make their brand stand out by creating compelling content writing for social media and their website. 

3)Operations Management - Operations Management – to access how efficient the business is operating in terms of using time, manpower, technology, etc.  
4) Resilience Training - to provide the participant with information and practical skills to build resilience and to use the training to create positivity and motivation among employees, improve performance and productivity.
5) Action Plan for next 18 months - to assist the small owner/manager to make appropriate decisions for the future business direction
	5 half days (2.5 hours per day) 

(3 x one to one mentoring sessions included)

	LEO Ref.
	Programme Title
	Our Aim


	Duration

	BUSINESS DEVELOPMENT RELATED PROGRAMMES 

	126 
	Look to the Future …. Sustain Your Tourism Businesses.
(For business trading over 18 months)


	This programme will provide Tourism Businesses with the skills to create a clear strategy for growth and to adapt, stabilise and sustain the business through these challenging times and plan for the future.  
Modules:

1) Finance - to develop an understanding of the key financial ratios associated with the business operations & to help them assess the financial position of their business

2) Sales & Marketing - to provide participants with a practical understanding of how sales and marketing strategies can achieve increased profits and to emphasise the importance of evaluation and measurement of the various sales and marketing campaigns.  Participants will also be given advice on how to improve their SEO Ranking and make their brand stand out by creating compelling content writing for social media and their website. Participants will also be assisted in focusing on new marketing developments and product development.  
3)Operations Management - Operations Management – to access how efficient the business is operating in terms of using time, manpower, technology, etc 

4) Resilience Training - to provide the participant with information and practical skills to build resilience and to use the training to create positivity and motivation among employees, improve performance and productivity.

5) Action Plan for next 18 months - to assist the small owner/manager to make appropriate decisions for the future business direction
	5 half days (2.5 hours per day) 

(3 x one to one mentoring sessions included) 


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	BUSINESS DEVELOPMENT RELATED PROGRAMMES 

	126 
	Retail Development Programme
	This Programme is designed to give Retail related Businesses advice and new ideas which will facilitate sales growth.
The Programme has as its core objective to assist businesses owners in finding new growth areas of opportunity, to help to re-energise individual businesses.

(Suggestive modules include, but open to new content also)

Modules:

1. New ways of retailing 

2. The principles and implementation of good customer service including retaining existing customers and engaging with new.

3. Strategic management and financial planning including buying and negotiating  

4. Developing sales growth strategies.

5. Retail promotion and visual merchandising 

6. Ecommerce sales and strategies 

7. Action Plan for next 18 months – to assist the small owner/manager to make appropriate decisions for the future business direction.

	7 half days (2.5 hours per day) 

(3 x one to one mentoring sessions included)


	LEO Ref.
	Programme Title
	Our Aim


	Duration

	WEBINARS 

	40
	Webinars & Events 
This list is not exhaustive we are open to suggestions on upcoming trends, top tips etc.
	We invite guest speakers to deliver presentations to our client base over the coming year on topics of interest to small business owner/managers e.g. Local Enterprise Week, etc. 

These events should encourage them to take time out and log in but also to go away thinking about ways that they can improve their business. Areas that will be considered include:

· Brexit 

· Business Idea Generation

· Crowd Funding

· Ecommerce

· Innovation and Creativity

· Economic, Financial and Budgetary

· Design led Innovation 

· Sustainability & Climate Change Initiatives 
· Covid19 
· HR 

	45 minutes

presentation followed by Q&A 



	LEO Ref.
	Programme Title
	Our Aim


	Duration

	BREXIT RELATED COURSES 

	746 

	Brexit – Customs Declaration Training
	This programme is designed to inform business owners of custom regulations and the paperwork/processes to be followed.
	1 x half day (2.5 hours)  
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