
TRAINING PROGRAMME
Spring 2018



Welcome to our Local Enterprise Office Spring 
2018 Training Programme. We hope that the range of 
courses on offer will enable you to further enhance your 
business and at the same time give you the opportunity to 
network with other small businesses in County Laois. All 
courses are delivered by professional trainers to a very high 
standard and are heavily subsidised by the Local Enterprise Office. 

• Priority will be given to owners/managers or employees of 
micro-enterprises in County Laois.

• Places are limited so early booking is advisable.
• All courses must be booked online at www.localenterprise.ie/laois
• Fees are non-refundable except when a course is cancelled by the 

Local Enterprise Office due to insufficient bookings. 

Our Spring 2018 Training Programme contains a wide variety of 
programmes for start up and developing enterprises. During the year 
we run various other events including seminars, enterprise week, 
networking events and specialised events for enterprises. We would 
recommend that you subscribe to our mailing list to keep abreast of 
all events by sending an email to localenterprise@laoiscoco.ie with 
the word subscribe in the title bar. An ezine newsletter is sent to 
everyone on our mailing list on a monthly basis which outlines 
all up-to-date information.  

Evelyn Reddin, Head of Enterprise

WELCOME NOTE
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… Over the past 2 years I have attended several Local Enterprise 
Office training courses which have provided me with the 
framework and tools to implement effective practices into our 
company. The subject was relevant and timely and the course 
facilitators combined theory and examples together with their 
in-depth knowledge. The participants also contributed to 
interesting and focused discussions. These shared experiences 
provided knowledge and an opportunity to learn from 
different industry sectors.  Overall, the courses have been a 
great learning experience and I look forward to future training 
with the LEO.  

Sandra Gee, Gee’s Gourmet Jams

I would highly recommend LEO training to any business owner. 
The trainers offered vast experience and facilitated a great 
learning environment. The courses I did will definitely have a 
very positive economic impact on my business.

Paddy O’Connell, Paddy O’s

LEO Laois run a huge variety of courses each year.  I have 
attended a number of these courses and found them to be 
relevant and well delivered.  Courses are tailored to ensure all 
pertinent and important content is presented in a concise 
manner – vital to those in business where time is precious.  In 
an ever-changing business environment, it is crucial to keep up 
to date with new ideas and developments and the courses run 
by LEO Laois ensure that I am able to do that without taking 
too much time away from the office.

Patricia Frayne, Portlaoise Enterprise Centre
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T1806 HACCP FOOD SAFETY FOR SMES
T1807 FACEBOOK FOR BUSINESS

T1808 GUERRILLA MARKETING
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T1813 SOCIAL MEDIA BOOTCAMP
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The Start Your Own Business Course focuses 
on those with a business idea and who 
are unsure how to develop the idea into a 
business plan. This programme will provide 
individuals who are seeking to start their own 
business with the skills, management tools 
and expertise in making the right decisions, 
planning and organising effectively. This 
programme will guide participants through 
the various aspects of starting and running 
a business and assist them in assessing the 
viability of their business idea.

Course Outline:
• Self assessment
• Preparing a business plan
• Business set up
• Cashflow and cash collection
• HR and employment legislation
• Sources of finance
• Costing and pricing
• Researching the market
• Marketing for the small business
• Legal issues for start ups

T1802    START YOUR OWN BUSINESS – EVENING
DATES: 13 February 
 – 17 April

DURATION: 10 Evenings 

TIME: 7.00pm - 10.00pm

LOCATION: Portlaoise Enterprise 
 Centre, 
 Clonminam Business Park

COST: €100

T1803    START YOUR OWN BUSINESS – DAYTIME

DATES: 14 February – 7 March

DURATION: 4 Days 

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,  
 County Hall

COST: €100

T1804    START YOUR OWN BUSINESS FOR THE OVER 55’S

DATES: 16 March – 13 April

DURATION: 4 Days 

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,  
 County Hall

COST: €100

T1805    START YOUR OWN BUSINESS – SATURDAYS
DATES: 21 April – 19 May

DURATION: 4 Days 

TIME: 9:30am-4:30pm

LOCATION: Portlaoise Enterprise 
 Centre, 
 Clonminam Business Park

COST: €100
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T1806    HACCP FOOD SAFETY FOR SMEs

The purpose of this course is to provide 
food workers with the skills, knowledge and 
awareness of the importance of good food 
hygiene practices. All participants will learn 
the legal requirement for HACCP and food 
safety training. This course is externally 
certified by the Environmental Health 
Association of Ireland and will cover all new 
and recent changes in food safety legislation 
and standards.

Course Outline:
• Introduction to food safety
• Microbiological hazards
• Food contamination
• HACCP from food delivery to storage
• HACCP from food preparation to cooking 

and service
• Personal hygiene
• Food premises and equipment
• Pest control
• Cleaning and disinfection
• Food safety law and enforcement

DATES: 20 February 

DURATION: 1 Day

TIME: 9.30am-4.30pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €40

T1807    FACEBOOK FOR BUSINESS

Businesses spend a lot of time and resources 
in maintaining a Facebook page but unless it 
is done right the business will see little return 
on their investment. This one day programme 
will show businesses how to optimise their 
Facebook page and how to use marketing 
techniques to exploit its potential reach to 
customers. Completing this course will allow 
participants to more effectively market and 
promote their businesses online through 
Facebook and to gain real benefit from their 
online presence.

Course Outline:
• Setting up a business page
• Branding for Facebook
• Types of posts
• Creating customer personas
• Content themes
• Third party plug ins
• Facebook insights
• Facebook advertising 
 and competitions
• Case studies

DATES: 22 February

DURATION: 1 Day

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €40
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Guerrilla marketing is a marketing strategy 
designed for businesses to promote their 
products or services in an unconventional 
way with little budget to spend. This involves 
high energy and imagination focusing on 
grasping the attention of the public in a 
more personal and memorable level. This 
half day programme will look at examples of 
successful guerrilla marketing campaigns and 
will show how small, local businesses could 
utilise guerrilla marketing techniques.

Course Outline:
• What is guerrilla marketing
• Examples of successful campaigns
• How can my business run a guerrilla 

campaign
• The do’s and don’t’s

Twitter is now the world’s high street and 
customer service desk. More and more 
businesses and consumers are using Twitter 
to communicate with each other and 
businesses must be ready to use it effectively. 
Businesses who lack a strategic plan for their 
Twitter account are losing out on access to a 
huge potential customer base and are missing 
the opportunity to showcase themselves as a 
business relevant to their customers lives.

Course Outline:
• Review and audit your previous tweets
• Make your Twitter account work
• Twitter etiquette
• Enhancing tweets
• Using Twitter strategically
• Saving time
• Monitoring your performance

PAGE 7
Book Online @ www.localenterprise.ie/laois

T1808    GUERRILLA MARKETING
DATES: 1 March

DURATION: 1 Morning

TIME: 9.30am-1.00pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €25

T1809     TWITTER FOR BUSINESS
DATES: 15 February 

DURATION: 1 Morning

TIME: 9:30am-1:00pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €25



T1811 DEVELOPING YOUR MARKETING 
STRATEGY

Marketing is an essential component for any 
business who wish to expand and yet the 
majority of businesses do not have their own 
marketing strategy. 
This practical programme will look at the 
elements of a good marketing strategy and 
how they are devised to maximise growth for 
the business. Participating businesses will be 
supported and challenged to develop their 
own marketing strategy which meets the 
needs and ambitions of their businesses.

Course Outline:
• Identify your business goals
• Identify your marketing goals
• Research your market
• Profile your customers
• Develop your strategy
• Test your ideas

T1810     SNAPCHAT FOR BUSINESS

This programme provides detailed knowledge 
about how businesses can Snapchat as 
part of a successful marketing strategy. 
Participants will learn how to use and master 
the Snapchat mobile app, create content that 
their audience will love, attract and maintain 
a strong Snapchat following and drive 
engagement and interest to their brand.

 

Course Outline:
• How are businesses using Snapchat?
• Why is Snapchat different to other 

social networks?
• Building a Snapchat strategy
• How to create content on Snapchat
• How to interact with other Snapchat 

users
• How to get followers on Snapchat
• How to tell stories on Snapchat that 

will keep your audience coming back 
for more

• How to measure your success

DATES: 28 March 

DURATION: 1 Morning

TIME: 9.30am-1.00pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €25

DATES: 29 March, 26 April, 
 31 May, 28 June

DURATION: 4 Days 

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall 

COST: €100
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Linkedin networking has grown from strength 
to strength in recent years. A properly setup 
Linkedin profile acts as an effective tool 
for connecting businesses and individuals. 
This programme will look at the features 
and functionality of Linkedin and show you 
how to connect to groups, individuals and 
businesses.

Course Outline:
• Set up personal and business accounts
• Approaching people
• Attract new clients
• How and what to post
• Using keywords
• Organise connections
• Research industry trends
• Improve your visibility on Linkedin

The aim of this programme is to inform non-
technical business people of the options 
available in modern social media platforms. 
This four day programme focuses on giving 
participants the skills to audit their own social 
media presence with a view to improving it 
for better search engine visibility and social 
media engagement. 

Course Outline:
• Introduction to the six main social media 

networks
• Image sourcing
• Image editing
• Basic video editing
• Twitter videos and twitter cards
• Facebook advertising
• Social media and SEO
• Blogging
• Latest trends in social media
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DATES: 11 April

DURATION: 1 Day

TIME: 9:30am-4.30pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €40

T1813      SOCIAL MEDIA BOOTCAMP
DATES: 25 April – 16 May

DURATION: 4 Days

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €100

T1812     LINKEDIN FOR BUSINESS



T1815      MARKETING ON A SHOESTRING

Successful marketing reaches a large number 
of people but can be untargeted and very 
expensive for many companies. A well-planned 
& executed marketing plan through the right 
channels can deliver both short and long-term 
benefits to a business. This course explores 
how to review your current marketing spend, 
and suggests methods to promote your 
business on a limited marketing budget. 

Course Outline:
• What your customer really wants
• Targeting more and better customers
• How to get free marketing
• Winning repeat business
• Maximising your marketing spend

T1814    BOOKKEEPING & TAXATION FOR THE SME

This course is suitable for individuals with 
very little or no book-keeping experience 
and who are interested in acquiring the 
necessary skills to maintain a manual book-
keeping system for a small business, which 
will ensure they meet all revenue and legal 
requirements, but will also provide them 
with a system of monitoring their business 
financial performance – essential for 
managing any business.

Course Outline:
• How to prepare daybooks
• Ledger Accounts
• Bank Reconciliation
• Books of prime entry, sales, purchases, 

bank payments and bank receipts
• Accounting for VAT
• Accounting for PAYE / PRSI
• Making and receiving payments
• Overview of Income Tax / Payroll Taxes
• Corporation Tax

DATES: 1 May

DURATION: 1 Day

TIME: 9:30am-4.30pm

LOCATION: Local Enterprise Office,
 County Hall

COST: €40

DATES: 15 May

DURATION: 1 Day

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall 

COST: €40
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One of the secrets to business success is 
pricing your products or services properly. 
Price your products correctly and you will 
increase how much you sell, creating the 
foundation for a business that will prosper. 
Get your pricing strategy wrong and you 
may create problems that your business 
may never be able to overcome. This full 
day programme will inform participants in 
methods to develop and adapt a suitable 
costing and pricing model for their business. 

Course Outline:
• General Pricing Philosophies
• Bottom-up pricing
• Planned Profit pricing
• Competitors pricing strategies
• Discounting
• Incentives other than price
• Price increases
• Effect of registering for VAT on price
• Breakeven analysis

A business has a responsibility to provide 
a safe environment to its owners, staff, 
customers and to the wider public. Health 
and safety risks can jeopardise the reputation 
of any business unnecessarily. This practical 
course will help you to identify and minimise 
the risks in your business.  

Course Outline:
• What are hazards
• What are risks
• Categorising risks
• Risk assessment
• Control measures
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T1816 
DATES: 22 May

DURATION: 1 Day

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall 

COST:  €40

T1817 
DATES: 30 May

DURATION: 1 Day

TIME: 9:30am-4:30pm

LOCATION: Local Enterprise Office,
 County Hall 

COST:  €40

IDENTIFY HEALTH & SAFETY RISKS 
IN YOUR BUSINESS

COSTING & PRICING YOUR 
PRODUCT/SERVICE   



Local Enterprise Office Laois
Business Support Unit
Áras an Chontae
Portlaoise
Co. Laois
R32 EHP9

T: 057 86 61800
E: localenterprise@laoiscoco.ie
www.localenterprise.ie/laois

Mochua Print & Design • www.mochuaprint.ie


