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Date Tuesday 21 January 2025
Venue Bilton Grange School, CV22 6QU
Cost IAPS members - £199 (non-IAPS members - £299)

A happy and productive office team is fundamental to a school's ability to operate successfully. During
this interactive workshop you will have an opportunity to share best practice with other school
administrative staff. We'll develop your awareness of different communication styles, examine how to
maintain boundaries, develop resilience and set goals. We will consider different approaches to
challenging conversations and you will hear from a current IAPS Head as they examine the importance
of a good PA/Head relationship.

Audience Heads’ PAs, school secretaries, school administrative staff
Course Director Anna Bond, IAPS Consultant
Presenter(s) Lindsay Taylor, Founder & Director of Your Excellency Limited

Robert Duigan, IAPS Head
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Programme
Tuesday 21 January 2025

Time | Activity - Speaker

0930

Registration and Coffee

1000

Welcome and Introduction (Anna Bond)

1015

Session 1: A good Head/PA relationship and its impact. (Robert Duigan - IAPS Head and
Marie Holt - Head's PA and Office Manager)

We will hear from an IAPS Head who will look at the difference between a good working
relationship with a PA and a more challenging one, and the impact of both.

1045

Session 2: Managing your energy: Assertiveness, maintaining boundaries, improving
your resilience and considering your work/life integration. (Lindsay Taylor)

With a focus on improving your resilience and considering your work/life integration, at this
session you will understand the four energy dimensions and what you can do to renew your
personal energy. You will define “assertiveness” and understand how this aligns to the 3Vs of
communication including maintaining boundaries. You will take away practical and instantly
usable learning alongside an electronic book supplementing and expanding on these topics.

1130

Comfort break

1140

Session 2 continued

1215

Lunch

1315

Session 3:'lt's a Zoo'. Communication Styles and how to understand those you work
with (Lindsay Taylor)

You will define the different communication styles in terms of Nigel Risner's Zoo analogy,
identifying key characteristics and behaviours and how you can adapt your style to optimise
working relationships and productivity.

1405

Afternoon refreshments

1415

Session 4: Navigating challenging conversations (Anna Bond)

We look at the principles of reflective listening and the power of the question '"What would you
like to happen?'
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1500 | Session 5: SMARTER Goal Setting (Lindsay Taylor)

At this session you will learn to make your goals SMARTER by applying Towards Thinking and
language for motivation. You will use creative visualisation and follow a step-by-step proven
technique to ensure successful achievement of your personal and professional goals. You will
be provided with a template for completion during this session and for use in future goal
setting.

1545 | Q & A and close. (Anna Bond)

1600 | Course Ends
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Terms and conditions of cancellation: If a delegate cancels his or her application up to and including 8 weeks prior to the date of the
course, a full refund will be provided. For bookings cancelled between 8 and 6 weeks, a refund of 75% of the fee will be given.
Cancellations made between 6 and 4 weeks prior to the event will receive for a 50% refund, and 25% will be refunded up to and
including 2 weeks prior to the date. Thereafter, IAPS regrets that no refund can be made. We are unable to reimburse you for any
expenses incurred in advance, such as travel or accommodation costs which are no longer required due to the cancellation of a course,
it being changed to a remote format, or delegates cancelling due to unforeseen circumstances, e.g. travel disruption. Schools should
ensure they have the relevant insurance in place to cover these costs.

IAPS reserves the right to cancel an event at any time for example, but not limited to, if the event is unsustainable to run due to a low
number of attendees, venue/speaker cancellation, transport issues (e.g. rail strikes). We will do all we can to ensure our courses go
ahead as planned. There may also be occasions where courses that were due to take place in person may have to take place online.

Please ensure you have read and understood our term and conditions before proceeding with your booking.

Data Protection: At IAPS we are committed to protecting your personal data and we want to make sure we meet GDPR standards. For
information on how we retain this data, go to our Data Retention Policy and for details of how we access it go to our Privacy Policy.

We will continue to be in touch with you in line with our updated data policies. If you have a question about your data, want to update
your details or have your data removed, contact us at data@iaps.uk.

Photography: Photographs will be taken at IAPS events and may be used for marketing purposes.

Insurance: IAPS regrets that it cannot accept liability for loss or damage however caused to the personal property of any person
attending this or any other event organised under the auspices of the Association.

By booking a place on this course/conference, we will use your data to contact you about similar information in the future. You have the
opportunity to unsubscribe from this now by contacting courses@iaps.uk or at any point subsequently that you do not wish to receive
these communications by unsubscribing from the specific communication.
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