
TRAINING PROGRAMME
Spring 2016



Welcome to the Spring 2016 Training Programme for the Local Enterprise 
Offi  ce. We hope that the range of courses on off er will enable you to 
further enhance your business and at the same Ɵ me 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 Offi  ce.  

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

• Places are limited so early booking is advisable.

• Places can only be reserved on receipt of completed registraƟ on form 
   together with payment.

• Fees are Non Refundable except when a course is cancelled by the 
   Local Enterprise Offi  ce due to insuffi  cient bookings. 

Our 2016 Spring 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 specialized 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 
Ɵ tle bar.
 
Evelyn Reddin, Head of Enterprise

WELCOME NOTE



SCHEDULE OF COURSES 2016
04
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T1601  Start Your Own Business
T1602  SAGE Computerised Accounts

T1603  Digital Marke  ng and Website Design 
T1604  Marke  ng Tips for the Small Business

T1605  HACCP / FOOD SAFETY 
T1606  The Poten  al of LinkedIn for Business

T1607  The Poten  al of Facebook for Business 
T1608  The Poten  al of Twi  er for Business

T1609  Basic Book Keeping & Taxa  on 
T1610  Business Growth Programme

T1611  Start Your Own Business
T1612  Online Marke  ng and Social Media 

T1613  How to Successfully Pitch for new Business 
T1614  How to get Paid on Time

T1615  Choice 4 Women 
T1616  Kick Start Your Own Food Business

T1617  Health & Safety for the Small Business
T1618  How to Convert Website Visitors into Sales

T1619  Pulling Power for the Local Retailer
T1620  Life  me 24 for Entrepreneurs

T1621  How to Shoot and Edit Marke  ng Videos on a Budget



T1602  SAGE COMPUTERISED ACCOUNTS

The aim of this course is to provide parƟ cipants 
with the knowledge to use SAGE Line 50 
Accounts to record their business transacƟ ons 
and extract relevant management reports to 
run their business more eff ecƟ vely. This course 
will provide parƟ cipants with the knowledge 
to be able to print a wide range of reports to 
help run your business more eff ecƟ vely. 

Course Outline:
• Supplier Set up
• Customer Set up
• Bank payments, receipts and transfers
• Bank reconciliaƟ on
• Financial reports
• Trial balance, Profi t and Loss
• Credit control
• Year-end rouƟ ne
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T1601   START YOUR OWN BUSINESS
DATES:         2nd February - 5th April

DURATION:   10 Evenings 

TIME:         7.00pm - 10.00pm

LOCATION:     Local Enterprise Offi  ce

COST:         €100

The Start Your Own Business Programme 
focuses on those with a business idea, likely to 
be full-Ɵ me employed, unemployed, recently 
made redundant and women returning to the 
workforce and unsure as to how to develop 
the idea into a business plan. This 10 evening 
Start Your Own Business programme will guide 
you through the various aspects of starƟ ng 
and running a business in Laois. The objecƟ ve 
is to assist you in assessing the viability of your 
business idea.

Course Outline:
• Self – Assessment 
• Preparing a Business Plan
• Business Set up – TaxaƟ on and Book 
   keeping
• Cashfl ow and Cash CollecƟ on
• HR and Employment LegislaƟ on 
• Sources of Finance
• CosƟ ng and Pricing
• Researching the Market
• MarkeƟ ng for the Small Business
• Networking and PresentaƟ on skills
• Work Life Balance and Time Management
• Legal Issues for Start up’s

DATES:         9th February - 12th April 

DURATION:   10 Mornings

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €100



T1604 MARKETING TIPS FOR THE SMALL BUSINESS

This programme aims to give small business 
owners the confi dence to approach markeƟ ng 
their business for next to nothing cost-wise. 
The session focuses on how small businesses 
can grow brand awareness through pracƟ cal 
hardworking Ɵ ps. The course covers the 
analysis and profi ling of the target market 
so that the parƟ cipant can decide the most 
appropriate channels to use in the business 
and decide on the best way to get the 
message across. The main focus will be on the 
operaƟ onal, pracƟ cal, easy to use low cost/no 
cost tools.

Course Outline:
• PromoƟ ng your business for free
• Branding
• Email markeƟ ng
• Social Media MarkeƟ ng (Linked In / TwiƩ er / 
   Facebook)
• Blogs and Landing Pages
• Radio AdverƟ sing
• Trade MarkeƟ ng Shows
• Highlights of a MarkeƟ ng Plan
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T1603  DIGITAL MARKETING AND WEBSITE DESIGN

The aim of this programme is to provide 
parƟ cipants with the necessary skills and 
knowledge to create and maintain their own 
website and drive their markeƟ ng eff orts 
on the web. The use of digital markeƟ ng is 
increasingly important for small businesses, 
allowing them to extend their reach while 
off ering reduced markeƟ ng costs compared to 
tradiƟ onal markeƟ ng channels. 

Course Outline:
• IntroducƟ on to the web and free website 
   development tools
• Registering the domain hosƟ ng site 
• Designing a website
• Building a website
• Social media – Facebook / TwiƩ er / YouTube
• Search engine opƟ misaƟ on
• The Internet and the law

DATES:         10th February - 9th March 

DURATION:   5 Days

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €100

DATES:         18th February 

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40



T1605  HACCP / FOOD SAFETY  CERTIFIED

The purpose of this course is to provide 
food workers with the skills, knowledge and 
awareness of the importance of good food 
hygiene pracƟ ces. All parƟ cipants will learn the 
legal requirement for HACCP and food safety 
training. This course is externally cerƟ fi ed 
by the Environmental Health AssociaƟ on of 
Ireland.  The course will specifi cally cover 
all new and recent changes in food safety 
legislaƟ on and standards.  

Course Content:
• IntroducƟ on to Food Safety
• Microbiological Hazards
• Food ContaminaƟ on
• HACCP from Food Delivery to Storage
• HACCP from Food PreparaƟ on to Cooking 
   and Service
• Personal Hygiene
• Food Premises and Equipment
• Pest Control
• Cleaning and DisinfecƟ on
• Food Safety Law and Enforcement

T1606  THE POTENTIAL OF LINKEDIN FOR BUSINESS

The course is designed for businesses who are 
interested in creaƟ ng a strong business brand 
and geƫ  ng more business through LinkedIn. 
The aim of the programme is to demonstrate 
the features and funcƟ onality of LinkedIn 
both for the individual and the business and 
how to showcase your business with LinkedIn 
Company pages. ParƟ cipants will learn how 
to uƟ lise LinkedIn to obtain relevant news on 
your industry and how to pass and receive 
referrals. 

Course Outline:
• Geƫ  ng Setup on LinkedIn
• CreaƟ ng a LinkedIn Company page
• Importance of a complete profi le on 
   LinkedIn
• Improve your Visibility on LinkedIn
• Know how to aƩ ract new connecƟ ons and 
   engage new customers
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DATES:         24th February

DURATION:   1 Day + exam

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce 

COST:          €60

DATES:         25th February

DURATION:   1 Half Day

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €25



T1607  THE POTENTIAL OF FACEBOOK FOR BUSINESS

This course will focus on the skills needed 
to build, maintain and market an eff ecƟ ve 
Facebook Business Page. ParƟ cipants will 
understand the importance of establishing 
a Facebook Business page, the key steps to 
ensuring their page is maintained with regular 
Ɵ mely posts, how to run compeƟ Ɵ ons, how to 
write successful content for posts. The course 
is aimed at those who wish to learn how to use 
Facebook MarkeƟ ng eff ecƟ vely to increase 
sales.

Course Outline:
• Create / Improve a Facebook business page
• Create a clear content strategy and plan for 
   Facebook pages
• How to promote your page
• How to adverƟ se on Facebook
• How to run compeƟ Ɵ ons on Facebook

T1608  THE POTENTIAL OF TWITTER FOR BUSINESS

This course will focus on the skills needed 
to build, maintain and market an eff ecƟ ve 
TwiƩ er account. Learn all about TwiƩ er, the 
terminology used, how to ‘tweet’, aƩ ract 
followers and use this social network as 
an eff ecƟ ve profi le building and direct 
markeƟ ng tool. ParƟ cipants will understand 
the importance of establishing a TwiƩ er 
Business page; the key steps to ensuring their 
account is maintained with regular tweets, 
how to opƟ mise sign ups for email markeƟ ng 
campaigns through a TwiƩ er account, how to 
run TwiƩ er compeƟ Ɵ ons and guidelines on 
how to build in the use of TwiƩ er in an overall 
eff ecƟ ve digital markeƟ ng strategy. 

Course Outline:
• Key steps to ensuring their account is 
   maintained with regular Ɵ mely tweets
• Make your TwiƩ er account work
• How to opƟ mise sign ups for email 
   markeƟ ng campaigns through a TwiƩ er 
   account
• TwiƩ er eƟ queƩ e
• How to run TwiƩ er compeƟ Ɵ ons
• How to write successful content for tweets
• Learn guidelines on how to build in the use 
   of  TwiƩ er in an overall eff ecƟ ve digital 
   markeƟ ng strategy. 
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DATES:         3rd March

DURATION:   1 Half Day

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €25

DATES:         10th March

DURATION:   1 Half Day

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €25
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T1609  BASIC BOOKKEEPING AND TAXATION

This course is suitable for individuals with very 
liƩ le 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 fi nancial performance – 
essenƟ al for managing any business.

Course Outline:
• How to prepare Daybooks
• Ledger Accounts. Understanding of double 
   entry.
• Bank ReconciliaƟ on
• Books of prime entry, sales, purchases, bank 
   payments and bank receipts
• AccounƟ ng for VAT
• AccounƟ ng for PAYE / PRSI
• Making and receiving payments
• Overview of Income Tax / Payroll Taxes
• CorporaƟ on Tax

T1610  BUSINESS GROWTH PROGRAMME

Are you ready and determined to bring your 
business to the next level? Are you prepared 
to start working smarter rather than harder 
in order to signifi cantly grow your business? 
The Business Growth Programme is aimed at 
owners and managers of SMEs to improve and 
grow their businesses including increased leads 
/ enquiries, much improved sales conversion 
rates, increased business, increased clarity 
and focus on goals and how to achieve them, 
improved people management and leadership 
and improved performance from employees 
and themselves. One to One Mentoring with 
a business coach will be provided.

Course Outline:
• MarkeƟ ng FoundaƟ on Strategies
• MarkeƟ ng Assets and Profi table Networking
• Sales Conversion
• Customer MaximisaƟ on
• Planning your Business’ Success
• Plan ImplementaƟ on / Personal 
   Eff ecƟ veness
• Puƫ  ng it all Together – AcƟ on Plan for 
   Success
• Individual Coaching Session

DATES:         10th March

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40

DATES:         3rd February - 23rd March

DURATION:   8 Mornings

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce 

COST:          €80
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T1611 START YOUR OWN BUSINESS

The Start Your Own Business Programme 
focuses on those with a business idea, likely to 
be full-Ɵ me employed, unemployed, recently 
made redundant and women returning to the 
workforce and unsure as to how to develop 
the idea into a business plan. This 10 evening 
Start Your Own Business programme will guide 
you through the various aspects of starƟ ng 
and running a business in Laois. The objecƟ ve 
is to assist you in assessing the viability of your 
business idea.

Course Outline:
• Self – Assessment 
• Preparing a Business Plan
• Business Set up – TaxaƟ on and Book 
   keeping
• Cashfl ow and Cash CollecƟ on
• HR and Employment LegislaƟ on 
• Sources of Finance
• CosƟ ng and Pricing
• Researching the Market
• MarkeƟ ng for the Small Business
• Networking and PresentaƟ on skills
• Work Life Balance and Time Management
• Legal Issues for Start up’s

T1612  ONLINE MARKETING AND SOCIAL MEDIA

The aim of this course is to help businesses 
understand the diff erent social media tools 
and how they can use them in a social media 
strategy for their business. This course 
provides a detailed and pracƟ cal examinaƟ on 
of exactly what factors really do have an 
infl uence on a business’s performance online. 
It also provides a thorough grounding in the 
tools needed to make informed decisions 
about digital markeƟ ng strategies.

Course Outline:
• How to develop a Brand through Social 
   Media
• Learn what Google Ad words is and how it 
   works
• Understand current Search Engine  
   OpƟ misaƟ on best pracƟ se
• Facebook, LinkedIn, TwiƩ er, You Tube - How 
   they can work for my business
• Business Blogs
• Keywords Research Best PracƟ se
• Email MarkeƟ ng for Business
• Know what is necessary to create a 
   successful campaign

DATES:         6th April - 8th June

DURATION:   10 Mornings

TIME:         9.45am - 1.00pm

LOCATION:     Portarlington Enterprise  
          Centre

COST:          €100

DATES:         6th April - 4th May

DURATION:   5 Evenings

TIME:         7.00pm - 10.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €50
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T1613 HOW TO SUCCESSFULLY PITCH FOR NEW BUSINESS

Become beƩ er equipped to compete and 
survive in today’s compeƟ Ɵ ve market place by 
learning the art of selling and improving your 
negoƟ aƟ on skills in order to drive sales. This 
course is aimed at both new and established 
sales people or anyone in business who 
wishes to learn a new approach to selling. The 
focus throughout this course will be on giving 
parƟ cipants an experience of success.  

Course Outline:
• The facilitaƟ ve role and responsibiliƟ es of 
   the sales person in helping people to buy
• The sales process
• Developing eff ecƟ ve customer relaƟ onships
• Eff ecƟ ve quesƟ oning and acƟ ve listening 
   skills
• Handling objecƟ ons and dealing with 
   rejecƟ on
• Sales AcƟ vity Management
• Customer Service

T1614  HOW TO GET PAID ON TIME

Cashfl ow is vitally important to success in 
business. Any threat to cashfl ow is a threat 
to the business itself. This course is highly 
recommended to anyone in business, who 
is looking to improve on their cashfl ow. The 
course looks at how sales should translate 
to payments, eff ecƟ ve documentaƟ on and 
communicaƟ on with your customers, how and 
when to allow credit, how to deal with ‘late 
payers’ and to develop systems to ensure they 
can keep their cashfl ow posiƟ ve to not only 
protect their business but to help it thrive.

Course Outline:
• Geƫ  ng prepared and checking debtor details
• How to give credit (bill oŌ en collect a lot)
• Legal ConsideraƟ ons
• CollecƟ ng money owed
• CollecƟ on targets
• ‘Stopping’ accounts
• Taking credit, reputaƟ on and discount
• Eff ecƟ ve communicaƟ on skills
• Account opening procedures

DATES:         7th April

DURATION:   1 Day

TIME:         9.45am - 4.45pm 

LOCATION:     Local Enterprise Offi  ce

COST:          €40

DATES:         11th April

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40
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T1615  CHOICE 4 WOMEN

Women Entrepreneurs face complex and 
gender specifi c challenges in starƟ ng and 
conƟ nuing in business. This programme 
addresses issues of self-esteem, confi dence, 
moƟ vaƟ on and balance in their hecƟ c life 
schedules. This programme will equip the 
parƟ cipants to resolve and harness these 
challenges to benefi t them in the world of 
business. 

Course Outline:
• Self Awareness for Business – CondiƟ oning  
   and Behaviours
• Managing Stress and Anger
• RegeneraƟ ng Time
• InnovaƟ on and CreaƟ ve Time
• Goal Seƫ  ng and PromoƟ on
• The Business Skill Set – Going Forward

T1616 KICK START YOUR OWN FOOD BUSINESS

The aim of this programme is to provide 
parƟ cipants with the knowledge of what is 
involved in seƫ  ng up a food business and 
the content will be designed to provide the 
parƟ cipants with informaƟ on which will allow 
them to avoid the piƞ alls normally associated 
with this journey. 

Course Outline:
• Understanding what is arƟ san food 
   producƟ on
• IdenƟ fying what is the piƞ alls associated 
   with starƟ ng your own food business
• Minimum requirements e.g. food safety, 
   labelling requirements, insurance etc
• Packaging and Branding
• How to build your pricing model
• Supports and assistance available

DATES:         14th April - 19th May

DURATION:   6 Mornings

TIME:         9.45am - 1.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €60

DATES:         18th & 25th April

DURATION:   2 Days

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €60
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T1617  HEALTH & SAFETY FOR THE SMALL BUSINESS

This course enables managers and supervisors 
to carry out their acƟ viƟ es within the 
workplace, understanding the duƟ es required 
of them under the various pieces of legislaƟ on. 
ParƟ cipants will learn about all the aspects of 
Health & Safety required in a modern working 
environment, including risk assessment, 
accident / incident invesƟ gaƟ on and analysis, 
communicaƟ ons and consultaƟ ons and 
safe systems of work. As part of this course 
parƟ cipants will learn how to write a safety 
statement.

Course Outline:
• The role of the Health and Safety Authority 
   LeglislaƟ on
• DuƟ es of Managers, Supervisors and 
   Employees
• Accident recording and reporƟ ng
• Consequences on non-compliance
• Hazard idenƟ fi caƟ on
• PreventaƟ ve strategies
• Safety Statements / risk assessments
• Role of Safety RepresentaƟ ves
• Good Health and Safety pracƟ ces

T1618  HOW TO CONVERT WEBSITE VISITORS INTO SALES

Aimed at a non-technical business audience, 
this one day ‘How to Convert more website 
traffi  c into sales’ hands-on training workshop 
focuses on giving parƟ cipants the skills 
to audit their own website with a view to 
improving it for enhanced search engine 
visibility. ParƟ cipants will be mentored on 
their own website covering the major acƟ viƟ es 
to improve the site’s presence on the major 
search engines.  

Course Outline:
• Measure, Set Targets and Monitor Site 
   Usage
• How Search Engines Work and SEO piƞ alls 
   to avoid
• Google Adwords 
• How to set up an ad campaign
• Website Sales
• How to calculate conversion rate
• Content MarkeƟ ng
• Why video markeƟ ng is the future of online 
   markeƟ ng

DATES:         10th & 11th May

DURATION:   2 Days

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €60

DATES:         18th May

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40
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T1619  PULLING POWER FOR THE LOCAL RETAILER

This course will explore the opportuniƟ es for 
local retailers to enhance their business and 
increase their profi ts, grow brand awareness, 
moƟ vate their staff  and  provide a high level 
of customer care. Run over 4 evenings, it 
will give retailers an opportunity to meet the 
challenges currently faced with posiƟ vity and 
innovaƟ on.

Course Outline:
• Upselling and retaining customers
• How important is your online presence, and 
   how important should it be
• Staff  MoƟ vaƟ on and People Management
• CreaƟ ve MarkeƟ ng on a Budget
• Developing a MarkeƟ ng Plan
• The 4 P’s in Customer Service
• Understanding how to saƟ sy customer 
   needs, wants and likes
• CommunicaƟ on Skills

T1620  LIFETIME 24 FOR ENTREPRENEURS
(Finding a Work/Life Balance)

CreaƟ ng a balance between work and life 
can be challenging where both demand your 
aƩ enƟ on and energy. By balancing a career 
and life, you become healthier, mentally and 
physically, with an enhanced lifestyle.  With a 
work-life balance, you will be able to manage 
your Ɵ me beƩ er, which will impact various 
aspects of your life posiƟ vely.   This course is 
designed to align the entrepreneur’s life with 
their work/business and allow harmony to 
exist in the compeƟ ng demands for their Ɵ me.

Course Outline:
• Understanding the New Entrepreneur
• Reality Check – we need to work on having 
   our all rather than having it all
• IdenƟ fy and PrioriƟ se Core Values and Beliefs
• IntegraƟ on
• Leverage – acƟ viƟ es that require least eff ort 
   but bring the greatest reward
• Seeking Equilibrium

DATES:         24th & 31st May; 
                        7th & 14th June

DURATION:   4 Evenings

TIME:         7.00pm - 10.00pm

LOCATION:     Local Enterprise Offi  ce

COST:          €50

DATES:         31st May

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40



PAGE 14
Book Online @ www.localenterprise.ie/laois

T1621 HOW TO SHOOT AND EDIT MARKETING VIDEOS ON A BUDGET

In this workshop parƟ cipants will learn how 
to shoot and edit videos using a smartphone.  
Deciding on an adverƟ sing budget and 
determining how to spend it can be among 
your most challenging decisions. AdverƟ sing 
opƟ ons have changed and expanded 
considerably over the past few years, and 
updaƟ ng your strategy defi nitely means taking 
advantage of the new, digital marketplace.

Course Outline:
• Overview of how companies are using video 
   for markeƟ ng
• What equipment you need in order to shoot 
   videos with a smartphone
• Tips on how to shoot videos
• Hands on workshop – how to edit video clips 
   into a markeƟ ng video
• How to upload your video to YouTube
• How to get your video found by people on 
   YouTube
• How to get your video onto your website
• How to share your video on Facebook
 

DATES:         2nd June 

DURATION:   1 Day

TIME:         9.45am - 4.45pm

LOCATION:     Local Enterprise Offi  ce

COST:          €40

If you have a sugges  on for a Training Course or Programme, 
please email it to hdeevy@laoiscoco.ie
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Terms & Condi  ons



Your one-stop shop for all your business needs:
F INANCE  |  ADVICE  |  SUPPORT  |   TRAINING

of your business.

-  
-  
-  
-  
-  
-  

t +353 (0) 57 8661800        e localenterprise@laoiscoco.ie



BUSINESS
D E V E L O P M E N T

SUPPORT GRANT SCHEME

for funding under this scheme (eligibility criteria applies)

Technical Training

Website Development
Quality Assurance



TRADING ONLINE VOUCHERS
Are you a small business in Laois and looking to trade online?

You can apply for a grant of up to €2,500 through the
Trading Online Voucher Scheme.

for funding under this scheme (eligibility criteria applies)

of Businesses have seen an
increase in customer enquiries

expected to need to take on

of Businesses experienced an
increase in direct sales

85%
21%
71%

i



Clinics in areas such as

Does your 
Business need 

One-to-One 
Mentoring?

• Finance
• Marke  ng

• Social Media
• Business Planning
• Health & Safety
• Business Growth

Or avail of further mentoring session at a cost of €40 per session or €100 
for 3 session by compleƟ ng our Mentoring ApplicaƟ on Form which can be 

downloaded from www.localenterprise.ie/laois.

For more informaƟ on on any of the above please
contact our offi  ce on 057 86 61800



t +353 (0) 57 8661800        e localenterprise@laoiscoco.ie
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.ieLocal Enterprise Offi  ce Laois
Portlaoise Enterprise Centre

Clonminam Business Park
Portlaoise

T: 057 86 61800
E: localenterprise@laoiscoco.ie


