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الشهادات والدبلومات القصيرة

دبلوم مهارات الكتابة الصحفية 

دبلوم مهارات الكتابةالصحفية المتقدمه

ت العامه   دبلوم في  العلاقا

م   دبلوم العلاقات العامه المتقد

دبلوم قنوات التواصل الاجتماعي وتسويق المواقع الإلكترونية   

دبلوم برامج التصميم الإبداعي للمبتدئين

دبلوم برامج  التصميم الإبداعي للمتقدين 

دبلوم التصوير والفيديو الصحفي

ج الصحفي    دبلوم الإنتا

دبلوم الإنتاج الصحفي المتقدم
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Reporting skills Diploma دبلوم مهارات كتابة التقارير الصحفية
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مقدمة عن الصحافة 

تم تخصيص هذه الدورة لكل من يرغب في العمل بوسائل الإعلام، بدءاً من الانترنت والمجلات المطبوعة 

والصحف وإلى العلاقات العامة الداخلية، فضلاً عن أولئك الذين تحتم عليهم طبيعة أنشطتهم العملية التعامل 

مع الصحفيين. إنها ورشة عمل مثالية تفيدك في وضع أساس راسخ للمهارات الأساسية.

محتويات ورشة العمل: إن التركيز العملي من وراء هذه الدورة يعني أنه بنهايتها سيكون بمقدور المتدرب 

الجديد الحصول على فهم واضح حول كيفية أداء الصحفي، بما يمكّنه من الإسهام بطريقة متميزة ومفيدة.

كتابة الأخبار - ما هي الأخبار، وكيف يمكن العثور عليها وكتابتها.  	  

الكتابة التي تحكي قصصاً تهم الناس – التخطيط، الهيكلية والكتابة.   	  

تدقيق ومراجعة النصوص - كيفية اكتشاف الأخطاء.   	  

إجراء المقابلات - الحصول على النقاط الرئيسية والاقتباسات والعبارات الجيدة.  	  

التحرير الفرعي - تحرير النص وكتابة العناوين البارزة.  	  

النحو والأسلوب التحريري الداخلي.  	  
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THEY SAY: ‘I was new to the media industry. This has sorted 
out who does what and how, and taught me the essential 

THEY SAY: ‘The training was worth its weight in gold. Thank you.’ THEY SAY: ‘Writing has suddenly become easier. I have gained 
everything I expected and more. The tutor was great.'

THEY SAY: ‘I was new to the media industry. This has sorted out 
who does what and how, and taught me the essential skills.'

Introduction to journalism

2 DAYS

Aimed at: All those who want to work in the media, from 
online and print magazines and newspapers to PR and house 
journals, as well as those who have to deal with journalists. 
This is the ideal workshop for a grounding in the core skills.

Workshop contents: A practical emphasis means that by 
the end of this workshop, a newcomer will understand how 
a journalist works, and immediately 
be able to make a worthwhile 
contribution. Includes:

  News-writing — what news is, how 
to find it and write it

 Feature writing — planning, 
structuring and writing

 Proof-reading — how to spot the mistakes

 Interviewing — getting the key points and good quotes

 Sub-editing — editing copy and writing headlines

 Grammar and house style

Not for: Those experienced in journalism or PR

Digital Highlights

Working online

Writing for digital

Thinking about multiple 
platforms

Aimed at: Those in a written communications role whose 
career path is not journalism, but need some basic 
understanding of how to write news stories for websites and 
other communications.

Workshop contents: You will cover basic journalism skills 
in news-writing. These skills will focus on online as well as 
offline publishing. It covers the range of journalistic styles and 
provides advice on good writing and storytelling skills that will 
engage the audience.

  What is news? What makes 
a story? Two questions that 
all non-journalists need to 
answer

 How to write a news story

  Structure – intros and how to 
use the inverted pyramid

Style, language and pace

The difference between news 
and features

The purpose of a feature and the different styles

The role of comment, analysis and opinion

Not for: Those who want to become journalists

1 DAY

Writing for non-journalists

Digital Highlights

Content on the web – tips on 
style and layout

Search engine optimisation – 
impacts on writing style

Linking to extra content – 
offering the reader choice and 
variety

Aimed at: This course is for you if you have little professional 
writing experience or learnt to write in an academic style and 
need a confidence boost. 

Workshop contents: It is tailored to your daily written work 
whether your job is in communications, sales, PR or you are just 
starting to take on editorial responsibilities. After this intensive 
day you will have the skills you need to write professionally.

 

  How understanding your readers 
and your market affects the content 
and style of your writing

  Guidelines on writing clearly and 
succinctly

  Structuring your writing to include 
the key facts

 Why jargon hinders communication

 Why you need to work to a house style

 Getting the words and the grammar right

Not for: Those already writing well as a standard part of their job

1 DAY

Writing in plain English

Digital Highlights

Different styles across 
media platforms

Emails that get read

Writing for social media

WRITING AND
REPORTING

PA trains the UK’s print and digital journalists to meet the 
increasing demand for clear, engaging writing and real-time 
reporting.  Our Writing and Reporting courses are equally 
relevant to journalists, editors and those who write content for 
brands, work in PR agencies, internal communications teams as 
well as national and local government.

Whether you are new to media and looking to develop the 
core content skills required to write professionally, a seasoned 
journalist looking to improve your news reporting or feature 
writing, or a busy executive looking to create more impact with 
your reports and press releases, we have the writing course for 
you.

Expert tutors will give you a solid understanding of what 
works and what doesn’t in print and online. They will help you 
find and present your stories effectively, conduct meaningful 
interviews, handle data in your writing and work across the full 
range of developing digital platforms. 

PA’s hands-on approach makes training immediately relevant. 
We don’t lecture. We specialise in small groups – most courses 
are limited to six delegates – to allow feedback on your work 
and help you tackle daily writing and reporting tasks with 
confidence and flair.
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الكتابة الخبرية

تشمل هذه الدورة الكثير من التدريبات العملية مع اهتمام وتقييم فردي خاص. سيتعلم حديثو العهد بكتابة 

التقارير الإخبارية ومن لهم معرفة أساسية بطبيعتها، ماهية الخبر وكيفية تحديد القصص والمقالات وطريقة 

كتابتها لقطاعات جماهيرية مختلفة. إنها دورة لا تقدر بثمن لمن يرغبون في تحسين مهاراتهم في الكتابة، سواءً 

في شكل مطبوع أو على الإنترنت.

تتضمن محتويات ورشة العمل ما يلي:

إيجاد الأخبار، وعلى وجه الخصوص الأخبار خارج المفكرات اليومية.  	  

البحث والتخطيط.  	  

بناء القصة، مع التركيز على المقدمات.  	  

الهرم وغيرها من التقنيات.  	  

إجراء المقابلات للخروج بمقالات خبرية.  	  

إضفاء الحيوية على الأخبار الصحفية.  	  

كتابة المقالات الخبرية من التقارير والمعارض.  	  

Tel: +44 (0)20 7963 7920…Email: training@pressassociation.com…www.pressassociation.com/training
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What you will learn: This workshop involves plenty of 
practical work with individual attention and assessment. 
Newcomers to news reporting and those with only a basic 
knowledge will learn what news is, how to identify stories 
and how to write them for different audiences. Invaluable 
for those who want to improve their writing skills, in print or 
online.

Workshop content includes:

 Finding news, especially off-diary stories

 Researching and planning

 Story structure, with particular 
emphasis on intros

 The pyramid, and other techniques

 Interviewing for a news story

 Giving life to dull press releases

 Writing news stories from reports and exhibitions

Not for: Experienced news reporters or feature writers

News-writing

2 DAYS

THEY SAY: ‘I learnt about turning a story on its head to bring 
out the main points. The personal advice and exercises were 
great.’

Digital Highlights

The differences in online 
and print news

Researching online

What you will learn: If you have been writing news stories 
regularly for at least six months, online or in print, you will 
learn how to improve your news reporting and writing skills 
and generate more and better stories, especially off-diary. 
This course includes a copy clinic to look closely at your 
writing.

Workshop content includes: 

 The secrets of finding more off-diary stories

 Getting more from press releases

 Generating stories when you're stuck 
in the office

  Making the most of conferences and 
exhibitions

 Sharpening your intros

 Using your diary for maximum effect

 How to make technical copy more readable

 Writing 'soft' news

Not for: Beginners to news-writing

Improve your news-writing

2 DAYS

THEY SAY: ‘Superb couple of days. It made me reassess my 
approach to news-writing. And I enjoyed the hands-on training.'

Digital Highlight

New approaches for 
writing online

What you will learn: This course will help experienced 
news writers improve the quality and quantity of their news 
writing. It delivers fresh ideas on story sources and shows 
seasoned staff how to coach junior reporters. Delegates 
participate in practical news-gathering exercises with 
in-depth debrief in a copy clinic format.

Workshop content includes: 

  Finding stories when there seems nothing to write about

  Getting more from seminars, exhibitions, press conferences, 
the web, visits and foreign trips

  50 news sources to boost your diary

  Getting the tough stories and working round problems

 Writing quickly and accurately

 The lighter touch

 The legal side

Not for: Those who have been writing news 
for under two years 

Advanced news-writing

1 DAY

THEY SAY: ‘Very good course. Loads of information on how 
to handle sources and make good contacts — including the 
tutor's!’

Digital Highlight

Getting more from the web

Finding and writing news  
for websites and digital media 
1 DAY

What you will learn: This course is invaluable for those who 
want to keep their websites topical with news to attract 
search engines. It covers what news is, identifying stories and 
writing them for the web. Designed for communications staff 
and PRs who look after websites, but have little experience 
or training in finding and writing stories. Also useful for 
journalists who have not written news online.

Workshop content includes: 
Finding stories - where to look and how to verify the 

source
Useful research techniques
How to plan what you write
Story structure, with emphasis on 

intros that grab attention
The news pyramid and other 

techniques
Interviewing for a news story
Rewriting news press releases for 

websites
Tying in with illustrations

RUN THIS IN-HOUSE: Train all the comms team to develop a 
'news nose' to keep your pages topical and fresh.

Digital Highlight

Positioning on websites to 
consider SEO

How online news differs 
from print

Linking news to social 
media
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مهارات إجراء المقابلات للصحفيين

صُممت هذه الدورة لكل من يتولى مهام إجراء المقابلات، سواءً التي تتم وجهاً لوجه أو عبر الهاتف الجوال أو الإسكايب أو حتى 

عبر الهاتف، حيث يقوم بتدوين المعلومات في نفس الوقت. الدورة ملائمة مع كل من يعمل في عالم الصحافة أو العلاقات العامة، 

الدوائر الحكومية، أو الاتصالات الداخلية وتتضمن تمارين بناء الثقة مع مقابلات تتم عبر الفيديو وتغذية مسترجعة فردية. 

تتضمن محتويات ورشة العمل ما يلي:

البحث والإعداد للمقابلات.  	  

تأسيس المصداقية وبناء العلاقة.  	  

تقنيات المقابلات وجهاً لوجه، عبر الإنترنت والهاتف.  	  

تدوين الملاحظات – إدارة الموقف من دون اختزال.  	  

التعامل مع الناس المعوقين للغير والشديدي المراس  - جلبهم إلى ناصيتك.  	  

دور لغة الجسد.  	  

داخل أم خارج السرب؟  	  

Tel: +44 (0)20 7963 7920…Email: training@pressassociation.com…www.pressassociation.com/training
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What you will learn: This course is for news and feature 
reporters working in competitive areas, where off-
diary stories and original approaches are a vital part of 
the publication. You will get new ideas on finding and 
researching fresh stories, and practical tips on where to find 
leads and how to spot a hidden story.

Workshop content includes: 

 Researching — how to open new lines of enquiry

Using the resources of Companies House

 Handling obstructive and difficult people 

 Ethical considerations including 
the Leveson enquiry (Law and Ethics 
course, page 51)

 Using the Freedom of Information Act 
(FOI course, page 52)

 Writing the story

 Safety issues — secrecy and security

 Your legal rights and pitfalls.

Not for: Beginners, phone or email hackers!

Investigative reporting

1 DAY

THEY SAY: ‘Very good course — informative and interesting. 
Loads of useful tips about investigative techniques. Really 
relevant stuff.’

Digital Highlight

The dangers of relying 
on the internet

What you will learn: This course is for anyone who 
undertakes interviews, whether face-to-face, on mobile, 
on Skype or on the telephone, and take notes at the same 
time. Suitable for anyone in journalism or PR, government 
or internal communications. The session incudes confidence 
building exercises with videoed practice interviews and 
individual feedback.

Workshop content includes: 
 Research and interview preparation
 Establishing credibility and building rapport
 How to structure your questions
  Techniques for face-to-face, online 
and telephone interviewing
 Note-taking — managing without 

shorthand 
  Handling difficult or reluctant people — and getting them 
on your side

 The role of body language

 On or off the record?
Not for: Those with more than two years’ interviewing experience

Interviewing skills for journalists

1 DAY

THEY SAY: ‘Made me realise that I've been having conversations, 
rather than interviewing. Revealing and inspiring.’

Digital Highlight

Using skype for interviews

1 DAY

What you will learn: This course is perfect for journalists 
or for those in PR who want to understand the basics of 
business: recession, inflation and deflation; how the City and 
the Stock Exchange work; the Bank of England's role and 
why banks and the Euro are being blamed for the current 
economic problems. Delegates will also learn how to make 
their business reporting interesting and how to write with 
authority.

Workshop content includes: 

 Market indicators 

  The wider implications of business stories

Researching the market

Accessing the key information

Dealing with masses of figures

Finding the story in a balance sheet or company report

Fresh approaches on writing up results

Giving life to business features

Not for: The business-phobic

Reporting on business stories

THEY SAY: ‘Made what could have been a very dull day 
surprisingly interesting, with very clear explanations and good 
exercises.'

Finance reporting and  
understanding the City 

1 DAY

What you will learn: This practical course explains what 
financial terms really mean and how to read the financial 
pages and company reports. It examines The City's 
institutions and sets out the criteria for financial reporting in 
today’s modern markets. The session is ideal for anyone who 
needs write about how the The City works and its influence 
over business and government.

Workshop content includes: 

Money markets and financial jargon such as p/e ratios, 
earnings per share and exceptional items

Equity markets and bond markets: how they work

The credit crunch explained

How to read the financial pages and company reports

The FSA and legal rules for reporters

Understanding a balance sheet 

How to price a financial asset

Your right of access to annual or creditors’ meetings

Writing summaries or stories from lists of figures

Not for: Those with a sound grasp of finance and figures

THEY SAY: ‘Made me realise how much more I can get from my 
subject, and how to make it more interesting'
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Advanced Reporting skills Diploma دبلوم مهارات كتابة التقارير الصحفية المتقدمة
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What you will learn: This course is ideal for those who have 
some feature-writing experience, whether in journalism or 
PR, and want to improve the quality and content of their 
copy. It deals with all areas of feature writing, from how to 
cover highly technical subjects in a more interesting way 
to profiles and news features. Delegates write a feature and 
have it assessed on the second day.

Workshop content includes:

 Finding a fresh angle on regular subjects

 Evaluating detailed research material

 Getting it right for the readers

 Fresh approaches on intros

  Improving the structure and pace 
of articles, especially on technical 
subjects

 Generating stronger quotes

 Thinking visually: illustrations and boxouts

Not for: Total beginners

Writing better features

2 DAYS
(SPLIT)

THEY SAY: ‘Very satisfied. The course was incredibly thorough 
and covered everything I'd requested and a whole lot more. 
Thank you.'

What you will learn: This course is ideal for journalists and 
those In PR with only a basic knowledge of feature writing. 
Newcomers to technical, consumer, in-house or online 
features will learn how to prepare and write a feature, on 
which the tutor will give detailed assessment during the 
second day

Workshop content includes: 
 Getting an idea and developing it

 Researching and interviewing

 Targeting it at your readers

 Writing different styles of intros and conclusions

 Structuring a feature to keep readers interested

  Selecting your material: what to use and what to omit

 Generating and using good quotes

 Conveying technical information in an interesting way

 Using language for effect

Not for: Experienced feature writers

2 DAYS 
(SPLIT)

Feature writing

THEY SAY: ‘I was taken on a very educational and entertaining 
journey. I'll definitely recommend this course to others.’

Digital Highlight

Can you trust the web 
for research?

What you will learn: This course is ideal for those who have 
some feature-writing experience, whether in journalism or 
PR, and want to improve the quality and content of their 
copy. It deals with all areas of feature writing, from how to 
cover highly technical subjects in a more interesting way 
to profiles and news features. Delegates write a feature and 
have it assessed on the second day.

Workshop content includes: 

 A look at differing narrative forms

 The overriding importance of structure

 Analysing where features have gone wrong

 The power of language for emotion or effect

  An outline of advanced interviewing and investigation 
methods

  The need for stories to have a beginning, a middle and an 
end, with emphasis on intros

 Troubleshooting

 Coaching junior feature writers

Not for: Junior feature writers

Advanced feature writing

2 DAYS
(SPLIT)

THEY SAY: ‘Inspiring stuff. The tutor had such experience 
and knowledge. We were very lucky to learn from a true 
professional.’

What you will learn: This course is perfect for journalists, 
PRs, internal and external comms and marketing staff who 
have been tasked with writing for websites, mobile apps and 
online publications. It examines how writing for the web 
differs from traditional writing, the impact of word choice on 
search effectiveness and offers practical tips on writing to 
keep readers engaged.

Workshop content includes: 

How readers differ: accounting for 
surfers and users
The importance of easy 

navigation
 Thinking international in words 

and style
 Keeping readers’ attention on 

your site
 Word use and word breaks
 Maintaining topicality and attracting links
 Headlines and other visual aids, including video
 Attribution, legal and health considerations

Not for: Experienced web writers

Writing for the web and mobile

1 DAY

THEY SAY: ‘Feel much more confident to write for the web. Small 
group and a good mix of theory and practical exercises.’

Digital Highlights

How to write to attract 
search engines

Repurposing print content

Thinking across platforms

كتابة محتويات مواقع الإنترنت وتطبيقات الموبايل

يوم واحد

ماذا ستتعلم: تهم هذه الدورة الصحفيين والمختصين في العلاقات العامة والاتصالات الخارجية 

والتسويق ممن يقع على عاتقهم مهام كتابة محتويات مواقع الإنترنت وتطبيقات الموبايل 

والإصدارات الإليكترونية المختلفة. كما توضح الدورة أوجه الاختلاف بين إعداد محتوى لمواقع 

الإنترنت وبين الكتابة التقليدية، إلى جانب التعريف بتأثير خيار الكلمة على فاعلية البحث 

وتوفير بعض النصائح العملية حول أسلوب الكتابة الجاذب للقراء.

تتضمن محتويات ورشة العمل ما يلي:

كيف يختلف القراء: متصفحون ومستخدمون.  	  

أهمية التصفح السهل.  	  

التفكير بأسلوب عالمي في الكلمات والأسلوب.  	  

جذب اهتمام القراء لموقعك.  	  

استخدام الكلمات وفواصلها.   	  

الحفاظ على موضوعية وجذب الروابط.   	  

العناوين الرئيسية والوسائل البصرية الأخرى، بما فيها الفيديو.   	  

اعتبارات الإسناد والاعتبارات القانونية والصحية.  	  

كتابة القصص المثيرة للاهتمام العام، بصورة متقدمة

يومان )مجزئان(

ماذا ستتعلم: إنها دورة مفيدة لمن لديهم خبرة ضئيلة بكتابة القصص المثيرة للاهتمام العام إما 

في المجال الصحفي أو العلاقات العامة، وأيضاً للراغبين في تحسين جودة ما يكتبونه من نصوص. 

تتعلق الدورة بكافة جوانب كتابة القصص المثيرة للاهتمام العام بدءاً من كيفية تناول المواضيع 

التقنية بشكل ممتع وانتهاءً بالسير الذاتية والأخبار القصصية والسردية. يشرع المتدربون في 

كتابة هذه النوعية من القصص المثيرة للاهتمام، ثم تقييمها في اليوم الثاني. 

تتضمن محتويات ورشة العمل ما يلي:

النظر إلى أشكال روائية مختلفة.  	  

الأهمية الفائقة لبناء المقال.  	  

تحليل مواطن الخطأ في القصة.  	  

قوة اللغة في إحداث التأثير والعاطفة.  	  

الخطوط العريضة لإجراء المقابلات وطرق التحقق.  	  

حاجة القصص إلى مقدمة ومتن وخاتمة، مع التركيز على المقدمة.  	  

استكشاف الأخطاء وإصلاحها.  	  

تدريب كتّاب القصص المثيرة للاهتمام العام الصغار.   	  
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What you will learn: This workshop involves plenty of 
practical work with individual attention and assessment. 
Newcomers to news reporting and those with only a basic 
knowledge will learn what news is, how to identify stories 
and how to write them for different audiences. Invaluable 
for those who want to improve their writing skills, in print or 
online.

Workshop content includes:

 Finding news, especially off-diary stories

 Researching and planning

 Story structure, with particular 
emphasis on intros

 The pyramid, and other techniques

 Interviewing for a news story

 Giving life to dull press releases

 Writing news stories from reports and exhibitions

Not for: Experienced news reporters or feature writers

News-writing

2 DAYS

THEY SAY: ‘I learnt about turning a story on its head to bring 
out the main points. The personal advice and exercises were 
great.’

Digital Highlights

The differences in online 
and print news

Researching online

What you will learn: If you have been writing news stories 
regularly for at least six months, online or in print, you will 
learn how to improve your news reporting and writing skills 
and generate more and better stories, especially off-diary. 
This course includes a copy clinic to look closely at your 
writing.

Workshop content includes: 

 The secrets of finding more off-diary stories

 Getting more from press releases

 Generating stories when you're stuck 
in the office

  Making the most of conferences and 
exhibitions

 Sharpening your intros

 Using your diary for maximum effect

 How to make technical copy more readable

 Writing 'soft' news

Not for: Beginners to news-writing

Improve your news-writing

2 DAYS

THEY SAY: ‘Superb couple of days. It made me reassess my 
approach to news-writing. And I enjoyed the hands-on training.'

Digital Highlight

New approaches for 
writing online

What you will learn: This course will help experienced 
news writers improve the quality and quantity of their news 
writing. It delivers fresh ideas on story sources and shows 
seasoned staff how to coach junior reporters. Delegates 
participate in practical news-gathering exercises with 
in-depth debrief in a copy clinic format.

Workshop content includes: 

  Finding stories when there seems nothing to write about

  Getting more from seminars, exhibitions, press conferences, 
the web, visits and foreign trips

  50 news sources to boost your diary

  Getting the tough stories and working round problems

 Writing quickly and accurately

 The lighter touch

 The legal side

Not for: Those who have been writing news 
for under two years 

Advanced news-writing

1 DAY

THEY SAY: ‘Very good course. Loads of information on how 
to handle sources and make good contacts — including the 
tutor's!’

Digital Highlight

Getting more from the web

Finding and writing news  
for websites and digital media 
1 DAY

What you will learn: This course is invaluable for those who 
want to keep their websites topical with news to attract 
search engines. It covers what news is, identifying stories and 
writing them for the web. Designed for communications staff 
and PRs who look after websites, but have little experience 
or training in finding and writing stories. Also useful for 
journalists who have not written news online.

Workshop content includes: 
Finding stories - where to look and how to verify the 

source
Useful research techniques
How to plan what you write
Story structure, with emphasis on 

intros that grab attention
The news pyramid and other 

techniques
Interviewing for a news story
Rewriting news press releases for 

websites
Tying in with illustrations

RUN THIS IN-HOUSE: Train all the comms team to develop a 
'news nose' to keep your pages topical and fresh.

Digital Highlight

Positioning on websites to 
consider SEO

How online news differs 
from print

Linking news to social 
media

الكتابة الخبرية المتقدمة

يوم واحد

ماذا ستتعلم: يساعد هذا الكورس كتّاب الأخبار من ذوي الخبرة على تحسين نوعية وكمية 

كتابتهم، إذ يزودهم بأفكار جديدة تتعلق بمصادر القصة مثلما يوضّح للموظفين المتميزين 

طرق تدريب الصحفيين المبتدئين. يشارك المتدربون في أداء بعض التمارين العملية الخاصة 

بجمع الأخبار مع شرح متعمق حول أفضل الطرق للرعاية بالنص.

تتضمن محتويات ورشة العمل ما يلي:

ابتكار مقالات وقصص عندما لا يتواجد ما يتطلب الكتابة.  	  

جلب الكثير من السمنارات، المعارض، المؤتمرات الصحفية، ا  	  

                                     لإنترنت، الزيارات والرحلات الخارجية.

50 مصدراً للأخبار لتعزيز مفكرة أخبارك اليومية.  	  

الحصول على القصص الشاقة والعمل في خضم المشاكل.  	  

الكتابة بسرعة ودقة.  	  

التناول اللطيف للموضوع.  	  

الجوانب القانونية.  	  

إعادة كتابة الأخبار الصحفية للمواقع الإليكترونية.  	  

تجريب التعامل مع الرسوم الإيضاحية.    	  

 	  



press association uk
AIM LLC - MENA .Training Course 2014         www.aim.sa - Email : care@aim.sa

140141

Diploma in Public Relations دبلوم العلاقات العامة



press association uk
AIM LLC - MENA .Training Course 2014         www.aim.sa - Email : care@aim.sa

142143
Tel: +44 (0)20 7963 7920…Email: training@pressassociation.com…www.pressassociation.com/training

PR AND CORPORATE COM
M

UNICATIONS

20Tel: +44 (0)20 7963 7920…Email: training@pressassociation.com…www.pressassociation.com/training

ED
IT

IN
G 

AN
D 

PR
OD

UC
TI

ON

19

THEY SAY: ‘I now know the difference between writing heads for 
print and online. Small group meant lots of personal attention.'

What you will learn: This course is for those who want 
to improve all aspects of their headline writing, especially 
online. Relevant for journalists and those in public relations 
and marketing, it takes a look at the quality of your 
headlines, whether they are achieving their primary purpose, 
and how to make them better.

Workshop content includes:

 The rules, and when to break them

 Making headlines fit

 News and feature heads: the 
differing approaches

 Using 'power' words 

 Dealing with tight character 
counts and online restrictions

 The delight and danger of puns

 Saying more than the obvious 
in captions

 Writing better cover and contents page lines

Not for: Total beginners to journalism

Writing better headlines for print 
and online
1 DAY

Digital Highlights

Key lessons for online 
headlines

Headlines for different media 
platforms

Writing better homepage lines

What you will learn: In this course delegates learn how sub-
editing on the web differs from subbing in print and how 
to keep readers’ attention. Ideal for journalists, PRs, internal 
and external communicators and marketing staff who post 
and manage content online. It highlights the importance 
of easy navigation and how to take account of the different 
information needs of casual surfers and regular users.

Workshop content includes: 

 Targeting your audience in words and style

 Word use and word breaks

 Maintaining topicality

 Hyperlinks — when and how to 
use them

 Headlines and other visual aids

 Avoiding the pitfalls

 Attribution, legal and health 
considerations

Not for: Experienced web subs

Editing on the web

1 DAY

THEY SAY: ‘All very relevant and I’m now equipped with the 
online subbing skills to really help me in my job. Thank you.’

Digital Highlights

Managing user-generated 
content

Thinking in screens

Exploring dynamic content

PR AND CORPORATE
COMMUNICATIONS

Do you know how to get the attention of a journalist through 
a press release? Do you know which stories will engage news 
professionals and colleagues? 

PA’s PR and Corporate Communications courses teach the ins 
and outs of effective communications. Our courses are always 
practical, giving you the inside story on how to deliver a 
message to both external and internal audiences. We train the 
people who run the news and features desks, so we tell you 
what they want and how to grab their attention.

Learn how to write copy that a journalist will use. Improve 
your internal newsletters and magazines to engage staff. 
Understand how social media has changed the media 
landscape and how to take full advantage to reach journalists, 
employees and the public. From how to set up an effective 
house journal to handling a crisis, our PR and Corporate 
Communications courses will help you get your message 
across.

20

Introduction to PR

2 DAYS

What you will learn: This two-day course looks at the 
principles and practice of public relations in the modern 
media environment using a mixture of presentation, 
seminars and practical exercises. ideal for anyone who wants 
to get up to speed quickly on the fundamentals of public 
relations, from those involved in PR full time to executives 
who want a better understanding of how PR works.

Workshop content includes:

   What is PR? 

 How does PR differ from 
advertising?

 Tools and channels – different 
ways of delivering effective and 
successful PR

 Press release writing – dos and don'ts

 Building your campaign around people

 Identifying the audience and finding routes to reach them

 How to deal with the press and what makes news?

Tips on interview and crisis management

Not for: Experienced PR executives

THEY SAY: ‘Excellent session that focused on my specific 
problem areas. I’m looking forward to achieving extra press 
coverage!’

DIgital Highlight

Digital PR – understanding 
the basics of social media

مقدمة في العلاقات العامة

يومان

ماذا ستتعلم: تستمر هذه الدورة ليومين وتتضمن مبادئ وممارسات العلاقات العامة في بيئة وسائل 

الإعلام الحديثة باستخدام مزيج من وسائل العرض والحلقات الدراسية والتدريبات العملية. تعُتبر 

دورة مثالية لمن يودون الوصول وبسرعة إلى أساسيات العلاقات العامة، سواء المهتمون بالعلاقات 

العامة أو المدراء التنفيذيون ممن يتطلعون إلى فهم أفضل لكيفية أداء العلاقات العامة.

تتضمن محتويات ورشة العمل ما يلي:

ما هي العلاقات العامة؟  	  

كيف تختلف العلاقات العامة عن الدعاية والإعلان؟  	  

الأدوات والقنوات – طرق مختلفة لتقديم علاقات عامة مؤثرة وناجحة.  	  

كتابة الأخبار الصحفية – ما يجب وما لا يجب؟  	  

بناء حملاتك لمختلف الفئات من الناس.  	  

تحديد الجمهور وإيجاد مسارات للوصول إليهم.  	  

كيف تتعامل مع الصحافة ومع ما يصنع الأخبار؟  	  

نصائح حول المقابلات وإدارة الأزمة.  	  
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Effective press release writing

1 DAY

What you will learn: This hands-on course gives delegates 
a better understanding of how the press works, how to write 
press releases that have maximum impact. It is delivered 
from the perspective of a journalist receiving your release 
and is ideal for anyone who has to deal with the press, from 
full-time press officers to executives taking responsibility for 
press relations in addition to their main business activities.

Workshop content includes: :
 Overview of the changing media 

landscape
 What is a press release? What is PR?
 Structure – the intro and the inverted 

pyramid principle of news writing
 What is news? How to get journalists 

interested in your story and what they are looking for in a 
press release

 Preparation – what you need to do before you start

 Selling in – some tips on dealing with journalists
 Tips on style, length and vocabulary

 Distribution – how to get your release to the right person

Not for: Those with more than 18 months’ experience

THEY SAY: ‘Excellent tutor who shared lots of experience. 
Wisdom is so useful when shared. Great overview of PR. Thank 
you.’

Highlights

Exploring the 
misconceptions , 
myths and mistakes 
surrounding press 
releases

What you will learn: Two days on the effective use of the 
entire PR armoury – from market research to sponsorship, 
competitions and awards. This is the follow-on workshop for 
the development of executives in PR roles, inhouse PRs and 
consultancy account executives.
 
Workshop content includes: 

 Media relations
 Communications audits
 Sponsorship, competitions and 

awards
  Conferences, exhibitions and 
event management

 Confident and powerful radio, podcast and TV interviews
  Community relations; lobbying; education programmes
  Harnessing the power of blogging and social networking
 Crisis PR

 The internet and issues management

Not for: Experienced PR practitioners or the faint-hearted

Progressing your PR skills

2 DAYS

THEY SAY: ‘Exhausting but great two days pulling together all 
the roles I have to perform. Feel far more confident now. Many 
thanks.’

Digital Highlights

ePR

The power of social 
networking and blogging

The internet and issues 
management

What you will learn: This course takes a look at the quality 
of your writing, whether news releases or features, for print 
or online. It offers advice on how it can be improved to 
persuade journalists to use the release or case study, and 
use more of it. It is ideal for those who have been working in 
PR for up to 18 months who want to get more coverage for 
clients or their own brands.

Workshop content includes:

   Knowing what journalists want, 
and how they want it

  Generating more than the 
obvious stories

  Breaking away from formulaic 
releases

  Writing sharper intros, headlines and generating quotes 
that get used

  Tightening structure

  Improving the words you use, and how you use them

Dealing with clients who think they know best

Improving your case studies and features

Not for: Newcomers to PR

Sharpen your PR writing skills — 
for news releases and case studies
1 DAY

THEY SAY: ‘I learnt a lot of important lessons that will 
immediately benefit my clients from a journalist who is also a 
PR professional.’

Digital Highlights

Changing your style to meet 
online needs

Using social media to 
enhance the message

What you will learn: This workshop includes individual 
assessment of each delegate’s copy, with suggestions for 
improvement. Ideal for experienced PR staff who want to 
improve their writing skills.

Workshop content includes:

  How to be active in finding news-worthy stories and 
features

  Getting the targeting right — different angles and 
approaches

 Making case histories interesting

 Styling your work to suit the market

 Writing for niche/technical markets

  Targeting online, print and broadcast media — 
top tips for social media effectiveness

 Better headlines

 Ways to improve the readability of your work

 Selling the client in a subtle way

Not for: Highly experienced writers

Advanced PR writing skills

1 DAY

THEY SAY: ‘Really worthwhile day. I'd got into some bad habits 
which I know I'll avoid from now on. Tutor was inspirational.’

كتابة الأخبار الصحفية بطريقة مؤثرة

يوم واحد

ماذا ستتعلم: تتضمن هذه الدورة فهماً متكاملاً لما يجب أن يكون عليه الخبر الصحفي وكيفية 

كتابته بطريقة مؤثرة. تقُدم الدورة من منظور الصحفي الذي يتلقى خبرك الصحفي، وتعُتبر 

مثالية لمن يتعامل مع الصحافة، بدءاً من الصحفيين المتفرغين وانتهاءً  بالمدراء التنفيذيين ممن 

يتحملون مسؤولية العلاقات الصحفية بالإضافة إلى الأنشطة التجارية الرئيسية الخاصة بهم.

تتضمن محتويات ورشة العمل ما يلي:

نظرة عامة إلى المشهد الإعلامي المتغير.   	  

ما هو الخبر الصحفي؟ ما هي العلاقات العامة؟  	  

البناء - مقدمة ومبدأ الهرم المقلوب في كتابة الأخبار الصحفية.   	  

ما هو الخبر؟ كيفية الحصول على الصحفيين المهتمين بما تكتب  وما   	  

يبحثون عنه داخل الخبر صحفي.    

الإعداد - ما عليك فعله قبل الشروع في الخبر.   	  

بيع ما تريد - بعض النصائح حول التعامل مع الصحفيين.   	  

نصائح خاصة بأسلوب الخبر وطوله ومفرداته.  	  

التوزيع - كيفية تصل بخبرك الصحفي إلى الشخص المستهدف.  	  
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1 DAY

What you will learn: Learn how to maximise every media 
opportunity even when you’re giving them something it 
seems they don’t want? This course is ideal for anyone who 
has to manage the media — written, online, radio, television 
and social media — as a regular part of their work.

Workshop content includes: 

 What does the media want from you?

 Getting the story clear

 Selling yourself, your brand and 
your client

 Handling awkward questions

 Building more effective media relations

 Preparing your spokespeople for radio, TV and podcasts

 The people who can make or break your campaign

  Organising press conferences that people will attend

Not for: Those inexperienced at handling all aspects of the media

How to get more stories in the media

THEY SAY: ‘Thought-provoking training from a media expert  
– very impressed!’

Digital Highlight

How to influence and 
interact with social 
media communities

What makes news

1 DAY

What you will learn: This intensive one-day course will give 
you a greater understanding of how media organisations 
function, who the key decision makers are, and how editorial 
decisions are made. You will learn what makes a story and 
how to create narratives that will be of interest to the media. 
This course is for anyone expected to generate positive press 
coverage or deal with negative reports and articles.

Workshop content includes: 
An overview of the media landscape – newspapers, TV, 

radio and online
The changing face of the media and the opportunities
What is news? Definitions and discussions
The journalist's mindset – a day in the life of a reporter
IHow news values are put into practice – some examples 
from the nationals
Delivery of positive news – your audience, developing the 
story
Managing negative press coverage – the golden rules
Dos and don'ts of dealing with journalists
Damage limitation – what it means and how to achieve it

Not for: Those who believe they have enough online business
 

THEY SAY: 'Great course. Intersting to see thing from a 
journalist's perspective. I'm leaving with a much more confident 
approach.'

2 DAYS

What you will learn: This two-day course is the essential 
guide to writing for print and web. For those in news and 
journalism who wish to develop their writing skills or those 
in PR who need to produce clear, accurate copy.  It delivers 
a foundation in the key principles of both writing styles, 
including article structure, style and vocabulary. Whether 
you are writing a column, profile piece, lifestyle content or 
a backgrounder, this course will give you the confidence to 
write anything.

Workshop content includes:
  The foundation of news article writing

What makes a good feature article?

  Effective news and copy writing

Turning raw information into a 
publishable news report or feature

 Grabbing the reader's attention – writing with opinion or 
humour

Identifying a story angle

  Developing a story structure

  Develop skills in style, vocabulary and research techniques

News and feature writing

THEY SAY: 'Learnt so much in two days! Feel that I have 
significantly developed my style and structure.' 

Digital Highlight

Developing skills in 
writing for both digital 
and print formats

Introduction to online PR 
and social media

1 DAY

What you will learn: This workshop is ideal for those who 
want a basic introduction to online PR and to get up to 
speed quickly on communicating through social media. The 
course will guide you through the minefield of the web and 
suggest ways in which to build robust, successful online PR 
strategies. For those who are yet to use social media in a PR 
context, it will demystify the jargon and provide practical 
tips on the complexities of the web.

Workshop content includes: 
Terminology and definitions
The prps and cons of using social 

media in PR
Tools and channels – what's best out 
there and how to use it
How to build a coordinated online 

campaign
IUnderstanding the audience and how to find them
The dos and don'ts of social media – protocol and 
etiquette
IEngaging with bloggers and building your network
Monitoring and evaluation

Not for: Those who believe they have enough online business
 

Digital Highlights

Case studies – a look 
at great social media 
campaigns and what 
made them work

THEY SAY: ‘I'm quite sure we will see immediate benefits 
because there are so many things that we were doing wrong or 
not at all.’

ما الذي يصنع الأخبار؟

يوم واحد

ماذا ستتعلم: تزودك هذه الدورة المكثفة والتي تستمر ليوم واحد بفهم واسع حول كيفية عمل 

شركات وسائل الإعلام، ومن هم صناع القرار الأساسيين، وكيف يتم اتخاذ قرارات المقالات التحريرية. 

سوف تتعلم العناصر التي تصنع القصة وكيفية إنشاء الروايات التي من شأنها أن تكون ذات فائدة 

لوسائل الإعلام. هذه الدورة مصممة لكل من يتوقع أن يقدّم تغطية صحفية إيجابية أو يتعامل مع 

التقارير والمقالات السلبية.

تتضمن محتويات ورشة العمل ما يلي:

لمحة عامة عن المشهد الإعلامي – الصحف، التلفزيون، الإذاعة والإنترنت.   	  

الوجه المتغير لوسائل الإعلام والفرص.   	  

ما هي الأخبار؟ المفاهيم والمناقشات.   	  

عقلية الصحفي - يوم في حياة مراسل.  	  

كيفية وضع قيم الأخبار موضع التنفيذ - بعض الأمثلة من المواطنين.  	  

تقديم الأخبار الإيجابية – جمهورك، تطوير القصة.   	  

إدارة التغطية الصحفية السلبية - القواعد الذهبية.   	  

ما يجب وما لا يجب في التعامل مع الصحفيين.   	  

حدود الضرر – ماذا تعني وكيف تحقيق ذلك.  	  
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Effective press release writing

1 DAY

What you will learn: This hands-on course gives delegates 
a better understanding of how the press works, how to write 
press releases that have maximum impact. It is delivered 
from the perspective of a journalist receiving your release 
and is ideal for anyone who has to deal with the press, from 
full-time press officers to executives taking responsibility for 
press relations in addition to their main business activities.

Workshop content includes: :
 Overview of the changing media 

landscape
 What is a press release? What is PR?
 Structure – the intro and the inverted 

pyramid principle of news writing
 What is news? How to get journalists 

interested in your story and what they are looking for in a 
press release

 Preparation – what you need to do before you start

 Selling in – some tips on dealing with journalists
 Tips on style, length and vocabulary

 Distribution – how to get your release to the right person

Not for: Those with more than 18 months’ experience

THEY SAY: ‘Excellent tutor who shared lots of experience. 
Wisdom is so useful when shared. Great overview of PR. Thank 
you.’

Highlights

Exploring the 
misconceptions , 
myths and mistakes 
surrounding press 
releases

What you will learn: Two days on the effective use of the 
entire PR armoury – from market research to sponsorship, 
competitions and awards. This is the follow-on workshop for 
the development of executives in PR roles, inhouse PRs and 
consultancy account executives.
 
Workshop content includes: 

 Media relations
 Communications audits
 Sponsorship, competitions and 

awards
  Conferences, exhibitions and 
event management

 Confident and powerful radio, podcast and TV interviews
  Community relations; lobbying; education programmes
  Harnessing the power of blogging and social networking
 Crisis PR

 The internet and issues management

Not for: Experienced PR practitioners or the faint-hearted

Progressing your PR skills

2 DAYS

THEY SAY: ‘Exhausting but great two days pulling together all 
the roles I have to perform. Feel far more confident now. Many 
thanks.’

Digital Highlights

ePR

The power of social 
networking and blogging

The internet and issues 
management

What you will learn: This course takes a look at the quality 
of your writing, whether news releases or features, for print 
or online. It offers advice on how it can be improved to 
persuade journalists to use the release or case study, and 
use more of it. It is ideal for those who have been working in 
PR for up to 18 months who want to get more coverage for 
clients or their own brands.

Workshop content includes:

   Knowing what journalists want, 
and how they want it

  Generating more than the 
obvious stories

  Breaking away from formulaic 
releases

  Writing sharper intros, headlines and generating quotes 
that get used

  Tightening structure

  Improving the words you use, and how you use them

Dealing with clients who think they know best

Improving your case studies and features

Not for: Newcomers to PR

Sharpen your PR writing skills — 
for news releases and case studies
1 DAY

THEY SAY: ‘I learnt a lot of important lessons that will 
immediately benefit my clients from a journalist who is also a 
PR professional.’

Digital Highlights

Changing your style to meet 
online needs

Using social media to 
enhance the message

What you will learn: This workshop includes individual 
assessment of each delegate’s copy, with suggestions for 
improvement. Ideal for experienced PR staff who want to 
improve their writing skills.

Workshop content includes:

  How to be active in finding news-worthy stories and 
features

  Getting the targeting right — different angles and 
approaches

 Making case histories interesting

 Styling your work to suit the market

 Writing for niche/technical markets

  Targeting online, print and broadcast media — 
top tips for social media effectiveness

 Better headlines

 Ways to improve the readability of your work

 Selling the client in a subtle way

Not for: Highly experienced writers

Advanced PR writing skills

1 DAY

THEY SAY: ‘Really worthwhile day. I'd got into some bad habits 
which I know I'll avoid from now on. Tutor was inspirational.’

تطوير مهاراتك في العلاقات العامة

يومان

ماذا ستتعلم: تستمر هذه الدورة ليومين وتتضمن شرحاً للاستخدام الأمثل لترسانة العلاقات 

العامة بأكملها، بدءاً من أبحاث السوق وإلى برامج الرعاية والمسابقات والجوائز. إنها ورشة 

عمل للمتابعة تهدف إلى تطوير المدراء التنفيذيين في أدوار ومهام العلاقات العامة والمهتمين 

بالعلاقات العامة الداخلية والمستشارين التنفيذيين. 

تتضمن محتويات ورشة العمل ما يلي:

علاقات الوسائل الإعلامية.  	  

تدقيق الاتصالات.  	  

برامج الرعاية والمسابقات والجوائز.  	  

المؤتمرات، المعارض وإدارة الفعاليات.  	  

المقابلات المؤثرة والقوية الإذاعية منها والتلفزيونية وعلى   	  

»البودكاست« أو البث الصوتي.   

العلاقات المجتمعية: الاستمالة والبرامج التعليمية.  	  

تسخير قوة المدونات وشبكات التواصل الاجتماعي.  	  

العلاقات العامة الأزمة.  	  

الإنترنت وإدارة القضايا.  	  
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THEY SAY: ‘Invaluable to have the wisdom of a very experienced  
customer magazines editor giving me guidance.’

What you will learn: This course is ideal for editors and 
senior staff on contract-published magazines in print and 
online. Discover ways to keep your clients happy and create 
a first-rate magazine that will be seen by their customers as a 
real reward for loyalty.

Workshop content includes: 

  Understanding a client's ambitions for their magazine

  How to liaise effectively with clients

  How to pitch ideas, treatments and covers to the client

  How to match your editorial 
ambitions to a client's view 

  How to make your magazine 
an effective marketing tool

  How to make readers feel the 
magazine has value

  Working within a tight 
editorial brief and budget

Not for: Junior staff

Writing and editing customer magazines

2 DAYS

Digital Highlights

How to strike an online/print 
balance

Adding value with video and 
interaction

The magazine as a vehicle for 
driving ecommerce

Financial public relations

1 DAY

What you will learn: This course will teach you how to 
create and maintain public and shareholder awareness of 
financial performance and growth potential. It will give you 
an understanding of how the financial services sector works, 
the rules and regulations governing financial markets and 
your key audiences. The course is for anyone involved in 
communicating financial information to external audiences.

Workshop content includes: 
What investors, brokers, analysts and regulators do
Financial statements and how to interpret them
The meaning of different ratios and valuations
How to handle price-sensitive information
Accounting jargon, such as EBIT and EBITDA
The importance of financial figures to your audiences
Using numbers to communicate key messages
Communicating bad news
Annual report and accounts production issues
Communicating outside the annual financial calendar
Using communications to build investor trust

Not for: Highly experienced financial PRs
Need to enhance reporting numbers? See Infographics on page 39

THEY SAY: ‘I was wary of tackling financial PR before. Not any 
more. Thanks for enlightening me.’

What you will learn: Things can go wrong in any 
organisation. Handled well, the damage can be limited; 
handled badly and it can have a huge effect on image and 
profits. This course looks at worst-case scenarios and what 
to do when things go wrong. It is vital for PR agencies 
or in-house press officers who need to have a ‘what-if?’ 
mechanism in place if something goes wrong.

Workshop content includes:
  Issues management and risk audits
  How external sources can affect you and your brand
How to manage the immediate 

impact of social media
  What to do when things go wrong
  Setting up spokespeople and a 
chain of command

 Getting authority for statements
 Managing the media — including 

'citizen journalists'
 Positive press from bad news

Not for: Newcomers to PR

Crisis management

1 DAY

THEY SAY: ‘The training was great. The excellent tutor changed 
the contents during the day to cover new points and issues we 
raised.’

Highlights

Why prevention is better 
than cure – scenario 
planning and forseeing a 
problem

The message and the 
medium – what to 
communicate, how, when, 
to whom, and through 
which channel?

What you will learn: This workshop covers all the skills 
needed to produce a house journal. Those just starting on 
internal publications, intranets or newsletters and those with 
little or no formal training in writing or editing skills will 
learn how to find and write interesting news stories for print 
and online and how to manage contributions from non-
journalists and the copy they submit.

Workshop content includes: 

Handling management interviews and getting good quotes

 How to write engaging management-driven features

 Using a diary to generate news and features

 Handling the problems of copy approval

 Writing headlines and captions to attract readers

 Ensuring coverage for all offices and departments

 Editing your own work

 Getting the best from design agencies

Not for: Experienced in-house journalists 

Writing and editing house journals and 
newsletters – print and online
2 DAYS

THEY SAY: ‘Very productive two days. All the practical work has 
given me the confidence to do my job more effectively.’

إدارة الأزمات

يوم واحد

ماذا ستتعلم: قد تتجه الأشياء في مسارات خاطئة في أي من الشركات، إلا أنه بالتعامل الحكيم 

مع الأزمات فقد تكون الخسائر أقل والعكس عندما يفتقر التعامل إلى أطر سليمة حيث سيادة 

التأثيرات غير الجيدة على الصورة العامة للشركة وأرباحها. تنظر هذه الدورة عن قرب إلى 

سيناريوهات الحالات السيئة وما يجب فعله حينها. إنها دورة مفيدة لوكالات العلاقات العامة 

أو مسئولي الصحافية المحليين ممن يحتاجون حلولاً متميزة عندما تسوء الأشياء وتتأزم.

تتضمن محتويات ورشة العمل ما يلي:

إدارة القضايا ومراجعة المخاطر.  	  

كيف يمكن للمصادر الخارجية أن تؤثر عليك وعلى علامتك التجارية؟  	  

كيف تدير التأثير الفوري لشبكات التواصل الاجتماعي؟  	  

ماذا تفعل عندما تسوء الأمور؟   	  

إعداد المتحدثين الرئيسيين وسلسلة القيادة.   	  

الحصول على سلطة التقارير.  	  

إدارة وسائل الإعلام - بما في ذلك »الصحفيون الوطنيون«.  	  

صحافة إيجابية من أخبار غير جيدة.  	  
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What you will learn: This course is for editors, production 
staff and designers who want to improve or redesign their 
magazine. As part of the workshop, delegates will redesign 
aspects of each other’s magazines. You will also take away 
copies of designs you have developed.

Workshop content includes: 

Advanced design concepts

 Revitalising your publication

 Analysis of delegates’ magazines

  How British and foreign ‘style 
leader’ publications achieve their 
impact

 Maximising production and colour

 Horizontal and vertical grids

Not for: Senior designers (for advanced level courses, please call us to arrange 
a bespoke workshop)

Magazine design

1 DAY

THEY SAY: ‘Excellent! A really informative course and I learned so 
much useful information about how to refresh my designs.’

Highlights

Making the most of your 
design software, including 
tips and tricks that dont 

appear in the manuals

What you will learn: This Adobe-accredited workshop, 
run by a designer, will give you an essential grounding in 
InDesign skills. It has been specifically programmed for those 
with little or no knowledge of DTP or design, but who want 
to produce pages on screen.

Workshop content includes: 

Creating and modifying text and graphics, importing text 
and images from other applications

  Using master pages and templates

  Colours and blends

  Placing and manipulating graphics and pictures, and 
controlling text wrap

  Creating and managing layers

  Working with styles

  Using keyboard shortcuts

 Creating sophisticated tables

  Preparing documents for printers

Not for: Those experienced at layout and DTP

InDesign essentials

2 DAYS

THEY SAY: ‘Excellent – a mass of information in two days. The 
tutor made it easy to understand and take in.’

DESIGN
SOFTWARE

Do you need to know how to use the latest publishing 
industry software? PA has a design software course for 
everyone, from those with little knowledge of desktop 
publishing looking for a start in page layout, to seasoned 
designers who want to revitalise the look of their pages and 
publications.

With a hands-on approach, this range of workshops offer 
real insight into the power of Adobe’s CS. Our Essentials 
courses provide a solid grounding in InDesign, Photoshop and 
Illustrator, while our Improver and Advanced courses teach 
tips and tricks that don’t appear in the manuals.

Courses, taught by working designers, centre on helping 
delegates get the most from the software they use every 
day. Delegates learn powerful shortcuts to working quickly, 
efficiently and creatively and to prepare to take on the 
challenges posed by developing digital platforms. Our 
ePublishing and DPS courses in particular will prepare you 
to tackle the demands of emerging publishing formats from 
ereaders to infographics.

What you will learn: A top TV anchorperson gives you 
the confidence and skills to tackle any TV and radio 
interview effectively. This workshop includes video work 
and feedback and the chance to try out techniques learned 
and is vital for anyone representing their organisation on 
broadcast media.

Workshop content includes: 

  Preparing for a live interview, 
especially in a crisis

 Handling questions — especially 
the trick ones 

 Dealing with the paparazzi and 
doorstepping 

 The hazards of citizen journalists 
 Getting your point across 
 Dealing with international media 
  Avoiding gaffes: how to channel your thought processes

 Body language session — how to create the right image

 What to wear — including colours, hair and make up 
Not for: Experienced radio and TV performers

We can run this course in studio conditions or at your premises 
with a broadcast team. For one-to-ones please contact us.

Appearing on TV and radio

1 DAY

THEY SAY: ‘Great trainer who shared all the inside secrets of 
getting my message across in an honest and engaging way.'

Highlight

How to deal with different 
interview types -  in the 
studio, in your office, 
on-site, in the street, over 
the phone or on Skype

أساسيات برنامج »إن ديزاين«

يومان
ماذا ستتعلم: إنها دورة خاصة ببرنامج »أدوبي« تدُار من قبل مصمم، وتزودك بأساسيات ومهارات 

التعامل مع برنامج »إن ديزاين«. مصممة لمن لديهم معرفة ضئيلة بـ DTP أو التصميم ويرغبون في 

إنتاج صفحات على الشاشات.

تتضمن محتويات ورشة العمل ما يلي:

إنشاء وتعديل النصوص والرسومات واستخراج النصوص والصور من التطبيقات الأخرى.   	  

استخدام الصفحات الرئيسية والقوالب.   	  

الألوان وعملية المزج.  	  

إدراج الرسومات والصور والتلاعب بها والتحكم في مظهر النص.   	  

إنشاء وإدارة الطبقات.   	  

العمل مع الأنماط المختلفة.   	  

استخدام اختصارات لوحة المفاتيح.   	  

إنشاء جداول متطورة.   	  

وثائق إعداد للطابعات.  	  
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What you will learn: This course, taught by an Adobe 
Authorised tutor and magazine designer, will enhance your 
knowledge of InDesign to give you the latest skills to publish 
titles for eReaders, tablet and mobile formats. It has been 
designed for those wanting to extend their InDesign skills 
into creating eBooks in a seamless and professional way 
using the later versions of InDesign.

Workshop content includes: 

  Configuring document flow 

 How to control section breaks 

  How to use the articles panel and 
anchor content

  Front covers that overcome design 
issues

  How to customise image displays

  Inserting movies and sound to enhance reader experience

  Exporting to ePub: ordering, with options for formatting, 
CSS, images and viewing displays in Adobe Digital Editions

Fine-tuning, validating and cleaning up
Not for: Those who think their print titles don't suit tablets

InDesign for ePublishing

1 DAY

IN HOUSE: Ask about us training your editorial and design 
teams to get to grips with the opportunities ePub offers your 
titles

Highlight

A look at the eReaders 
in the market and their 
importance to your titles

What you will learn: This course, run by a designer, takes 
a practical look at picture production and enhancement of 
images. It is for anyone new to Photoshop, especially editors 
and photographers who need to manipulate photos and 
images for publication in print or online.

Workshop content includes: 

  The Photoshop screen, features and formats

  Selecting resolutions 

  Resizing and cropping image area

  Adding and formatting text within an image

  Tools palette, air-brushing

  Manipulating layers

  Modifying brightness, colour, hue and saturation

  Using Photoshop with other programs
Not for: Experienced users

Photoshop essentials

2 DAYS

THEY SAY: ‘Fabulous tutor and great class size. I learned a 
massive amount in two days. Thank you.’

What you will learn: This workshop will cover everything 
from planning and template creation, to creating master 
pages that save time, and preparing for print. It is for those 
with some InDesign knowledge and those who want to learn 
more about new facilities and shortcuts that will help you 
make the most of InDesign for your publications whatever 
version of the software you use.

Workshop content includes: 

 File management and better housekeeping

 Templates and master sheets

  Using the shortcuts and new features in InDesign

 Typographical controls

 Adjusting hyphenation and justification

  Using styles

  Tables and tabs

 Using colour

Preparing work for print

Integrating with other Creative Suite modules

How to make the most of InDesign for your publications

Not for: Experienced users

Improve your InDesign skills

2 DAYS

THEY SAY: ‘This course will save me so much time. Thank you.'

Highlight

Integrating InDesign with other 
Creative Suite modules

What you will learn: This course builds upon your InDesign 
skills and introduces advanced techniques to manipulate 
text, pictures and pages and deals with efficient integration 
from earlier versions of the software and workflow issues. 
It is for designers, editorial staff or layout artists wanting to 
refine their InDesign skills in the latest or earlier versions of 
the programme.

Workshop content includes::

  Composition and hyphenation

  Justification, track and kern types

  Dragging items between document windows and 
importing files 

  Editing and typographical 
control

  Embedding rules and pictures

  Tables and tabs

  Setting up style sheets

  Using shortcuts

Not for: Those inexperienced in the use of InDesign

Advanced InDesign 

1 DAY

THEY SAY: ‘A most interesting and useful day. The tutor was 
entertaining and gave me lots of helpful advice.’

Highlight

How to make the most of 
InDesign's online capabilities

أساسيات برنامج »فوتوشوب«

يومان
ماذا ستتعلم: إن هذه الدورة التي يجريها أحد المصممين تمنحك نظرة عملية صوب إنتاج الصور 

وتعزيز جودتها. مصممة لكل من هو حديث عهد مع برنامج »الفوتوشوب« وعلى وجه الخصوص 

المحررون والمصورون ممن هم بحاجة إلى التعامل مع الصور لنشرها في شكل مطبوع أو عبر الإنترنت. 

تتضمن محتويات ورشة العمل ما يلي:

شاشة الفوتوشوب، الميزات والأشكال.   	  

اختيار القرارات.   	  

تغيير حجم الصورة وقص المنطقة المستهدفة منها.   	  

إضافة وتنسيق النص داخل صورة.   	  

لوحة الأدوات، العمل بالفرشاة.   	  

طبقات التعديل.   	  

تعديل سطوع الصورة أو اللون أو درجته أو تشبعه.  	  

استخدام برنامج »فوتوشوب« مع البرامج الأخرى.  	  
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What you will learn: In this course, an Adobe Authorised 
tutor and magazine designer will take you through the 
processes you need to bring your brand on to multiple 
devices. This session is for anyone wanting to seamlessly 
convert their print content for iPads and other tablets, and 
prepare for your publishing future.

Workshop content includes:

  How to design and layout for mobile publications

  Digital page orientations, smooth scrolling, swiping, 
pinching and zooming 

  Safe areas for design: neat folder structures for documents, 
folios and articles

  Creating and supporting interactive overlays to float above 
digital pages

  Hyperlinks to articles within folios, online links and email 
addresses 

  Multi-state object creation for mobile devices and viewer 
interaction

  How to create a single edition folio and viewer app

How to apply this to your publication 
Not for: Those without InDesign experience

Digital Publishing Suite:
single edition
2 DAYS

IN HOUSE: Ask about us training your editorial and design 
teams to publish content seamlessly across iPads and other 
tablets

What you will learn: This course is for experienced 
Illustrator users who work with the programme regularly and 
want to learn from a top designer. Delegates will learn the 
skills required to create complex illustrations that go beyond 
those you could create using Illustrator's basic tools.

Workshop content includes:

  Creating complex illustrations 

 Converting raster graphics to vector graphics 

 Creating a banner 

 Filters

 Exporting to the web

Colour management

Using layers

  Preparing documents for commercial 
printing 

  Transferring designs across to digital media 

  New Creative Suite integration facilities

Not for: Newcomers to Illustrator

1 DAY

Advanced Illustrator

THEY SAY: ‘An enjoyable training session which has given me 
fresh ideas to revolutionise my magazine.’

Highlights

Transferring designs 
across digital media

New Creative Suite 
integration facilities

1 DAY

What you will learn: This advanced Photoshop training will 
help delegates create eye-catching and effective designs. 
Ideal for designers and those working in production who 
really want to focus their Photoshop skills. The course will 
introduce users to new facilities in the latest edition of the 
software.

Workshop content includes: 

  Formats, resolutions and filters

  Using layers and montages

  Using vector paths

  Colour — spot colour, separations and repro systems

  Retouching and restoring damaged photographs and 
simulating painted effects

  Importing files, scaling and cropping

  Saving images for the internet or mobile platforms

  Keyboard commands and shortcuts

Not for: Inexperienced Photoshop users

Advanced Photoshop

THEY SAY: ‘Very informative – useful tips, shortcuts and great 
exercises. I feel like I know the tool bar very well now.’

What you will learn: This workshop teaches the latest 
techniques for enhancing images and adding a professional 
finish to design work. Run by a from a top designer, it is 
perfect for people just entering a design job or taking on 
design responsibilities, who need to use Illustrator to create 
illustrations, logos and other graphic elements for editorial 
or advertising pages.

Workshop content includes:

 The Illustrator screen and palettes

 Creating simple shapes, layers and colour

  Designing logos using custom paths

 Using type effects

 Charts and graphs

  The tool bar and keyboard shortcuts

  Producing ads and editorial pages that combine text and 
imported graphics

 How to use Illustrator with other programs

Not for: Experienced users

Illustrator essentials

2 DAYS

THEY SAY: ‘I tried to teach myself, and failed. In two days I've 
learned everything I need to work professionally.' 

أساسيات برنامج »إليستوريتور«

يومان
ماذا ستتعلم: تفيدك هذه الدورة في تعلم أحدث التقنيات لتعزيز الصورة وإضافة لمسات متميزة 

للتصميم. تدُار الدورة من قبل مصمم محترف، وتعُتبر مثالية للملتحقين للتو في وظيفة مصمم أو 

من يتولوا مسؤوليات مهام التصميم، وأيضاً من يحتاجون إلى استخدام برنامج »إليستوريتور« لإنشاء 

الرسوم التوضيحية والشعارات والعناصر التصميمية الأخرى إما لصفحات المقالات التحريرية أو 

الصفحات الدعائية.

تتضمن محتويات ورشة العمل ما يلي:

شاشة »إليستوريتور« واللوحة.  	  

ابتكار أشكال بسيطة وطبقات وألوان.  	  

تصميم الشعارات باستخدام المسارات المخصصة.  	  

استخدام المؤثرات.  	  

الجداول والرسوم البيانية.   	  

اختصارات لوحة المفاتيح وشريط الأدوات.  	  

إنتاج الإعلانات والصفحات التحريرية التي تجمع بين النص والرسومات المتُحصل عليها.   	  

كيفية استخدام برنامج »إليستوريتور« مع البرامج الأخرى.  	  
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What you will learn: In this course, an Adobe Authorised 
tutor and magazine designer will take you through the 
processes you need to bring your brand on to multiple 
devices. This session is for anyone wanting to seamlessly 
convert their print content for iPads and other tablets, and 
prepare for your publishing future.

Workshop content includes:

  How to design and layout for mobile publications

  Digital page orientations, smooth scrolling, swiping, 
pinching and zooming 

  Safe areas for design: neat folder structures for documents, 
folios and articles

  Creating and supporting interactive overlays to float above 
digital pages

  Hyperlinks to articles within folios, online links and email 
addresses 

  Multi-state object creation for mobile devices and viewer 
interaction

  How to create a single edition folio and viewer app

How to apply this to your publication 
Not for: Those without InDesign experience

Digital Publishing Suite:
single edition
2 DAYS

IN HOUSE: Ask about us training your editorial and design 
teams to publish content seamlessly across iPads and other 
tablets

What you will learn: This course is for experienced 
Illustrator users who work with the programme regularly and 
want to learn from a top designer. Delegates will learn the 
skills required to create complex illustrations that go beyond 
those you could create using Illustrator's basic tools.

Workshop content includes:

  Creating complex illustrations 

 Converting raster graphics to vector graphics 

 Creating a banner 

 Filters

 Exporting to the web

Colour management

Using layers

  Preparing documents for commercial 
printing 

  Transferring designs across to digital media 

  New Creative Suite integration facilities

Not for: Newcomers to Illustrator

1 DAY

Advanced Illustrator

THEY SAY: ‘An enjoyable training session which has given me 
fresh ideas to revolutionise my magazine.’

Highlights

Transferring designs 
across digital media

New Creative Suite 
integration facilities

1 DAY

What you will learn: This advanced Photoshop training will 
help delegates create eye-catching and effective designs. 
Ideal for designers and those working in production who 
really want to focus their Photoshop skills. The course will 
introduce users to new facilities in the latest edition of the 
software.

Workshop content includes: 

  Formats, resolutions and filters

  Using layers and montages

  Using vector paths

  Colour — spot colour, separations and repro systems

  Retouching and restoring damaged photographs and 
simulating painted effects

  Importing files, scaling and cropping

  Saving images for the internet or mobile platforms

  Keyboard commands and shortcuts

Not for: Inexperienced Photoshop users

Advanced Photoshop

THEY SAY: ‘Very informative – useful tips, shortcuts and great 
exercises. I feel like I know the tool bar very well now.’

What you will learn: This workshop teaches the latest 
techniques for enhancing images and adding a professional 
finish to design work. Run by a from a top designer, it is 
perfect for people just entering a design job or taking on 
design responsibilities, who need to use Illustrator to create 
illustrations, logos and other graphic elements for editorial 
or advertising pages.

Workshop content includes:

 The Illustrator screen and palettes

 Creating simple shapes, layers and colour

  Designing logos using custom paths

 Using type effects

 Charts and graphs

  The tool bar and keyboard shortcuts

  Producing ads and editorial pages that combine text and 
imported graphics

 How to use Illustrator with other programs

Not for: Experienced users

Illustrator essentials

2 DAYS

THEY SAY: ‘I tried to teach myself, and failed. In two days I've 
learned everything I need to work professionally.' 

برنامج »فوتوشوب« المتقدم

يوم واحد
ماذا ستتعلم: إن هذا التدريب المختص بتعليم برنامج »فوتوشوب« المتقدم يساعد المتدربين 

في ابتكار تصاميم لافتة للنظر وفعالة. ويعُتبر مثالياً للمصممين والمنتجين ممن يريدون التركيز 

على مهاراتهم في »الفوتوشوب«. إنه يمنح المستخدمين أفكار جديدة في أحدث نسخة من هذا 

البرنامج.

تتضمن محتويات ورشة العمل ما يلي:

الأشكال والقرارات والمرشحات.   	  

استخدام الطبقات والمونتاج.   	  

استخدام المسارات الناقلة.   	  

اللون - اللون الموضعي، عمليات الفصل والأنظمة المعاد إنتاجها.   	  

إعادة التنقيح واستعادة الصور التالفة ومحاكاة التأثيرات اللونية.  	  

استعادة الملفات والتدرج والقص.   	  

حفظ الصور لشبكة الإنترنت أو المنصات المتحركة.   	  

أوامر لوحة المفاتيح والاختصارات  	  
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What you will learn: In this course, an Adobe Authorised 
tutor and magazine designer will take you through the 
processes you need to bring your brand on to multiple 
devices. This session is for anyone wanting to seamlessly 
convert their print content for iPads and other tablets, and 
prepare for your publishing future.

Workshop content includes:

  How to design and layout for mobile publications

  Digital page orientations, smooth scrolling, swiping, 
pinching and zooming 

  Safe areas for design: neat folder structures for documents, 
folios and articles

  Creating and supporting interactive overlays to float above 
digital pages

  Hyperlinks to articles within folios, online links and email 
addresses 

  Multi-state object creation for mobile devices and viewer 
interaction

  How to create a single edition folio and viewer app

How to apply this to your publication 
Not for: Those without InDesign experience

Digital Publishing Suite:
single edition
2 DAYS

IN HOUSE: Ask about us training your editorial and design 
teams to publish content seamlessly across iPads and other 
tablets

What you will learn: This course is for experienced 
Illustrator users who work with the programme regularly and 
want to learn from a top designer. Delegates will learn the 
skills required to create complex illustrations that go beyond 
those you could create using Illustrator's basic tools.

Workshop content includes:

  Creating complex illustrations 

 Converting raster graphics to vector graphics 

 Creating a banner 

 Filters

 Exporting to the web

Colour management

Using layers

  Preparing documents for commercial 
printing 

  Transferring designs across to digital media 

  New Creative Suite integration facilities

Not for: Newcomers to Illustrator

1 DAY

Advanced Illustrator

THEY SAY: ‘An enjoyable training session which has given me 
fresh ideas to revolutionise my magazine.’

Highlights

Transferring designs 
across digital media

New Creative Suite 
integration facilities

1 DAY

What you will learn: This advanced Photoshop training will 
help delegates create eye-catching and effective designs. 
Ideal for designers and those working in production who 
really want to focus their Photoshop skills. The course will 
introduce users to new facilities in the latest edition of the 
software.

Workshop content includes: 

  Formats, resolutions and filters

  Using layers and montages

  Using vector paths

  Colour — spot colour, separations and repro systems

  Retouching and restoring damaged photographs and 
simulating painted effects

  Importing files, scaling and cropping

  Saving images for the internet or mobile platforms

  Keyboard commands and shortcuts

Not for: Inexperienced Photoshop users

Advanced Photoshop

THEY SAY: ‘Very informative – useful tips, shortcuts and great 
exercises. I feel like I know the tool bar very well now.’

What you will learn: This workshop teaches the latest 
techniques for enhancing images and adding a professional 
finish to design work. Run by a from a top designer, it is 
perfect for people just entering a design job or taking on 
design responsibilities, who need to use Illustrator to create 
illustrations, logos and other graphic elements for editorial 
or advertising pages.

Workshop content includes:

 The Illustrator screen and palettes

 Creating simple shapes, layers and colour

  Designing logos using custom paths

 Using type effects

 Charts and graphs

  The tool bar and keyboard shortcuts

  Producing ads and editorial pages that combine text and 
imported graphics

 How to use Illustrator with other programs

Not for: Experienced users

Illustrator essentials

2 DAYS

THEY SAY: ‘I tried to teach myself, and failed. In two days I've 
learned everything I need to work professionally.' 

برنامج »إليستوريتور« المتقدم

يوم واحد
ماذا ستتعلم: تم إعداد هذه الدورة للمتمرسين في التعامل مع برنامج »إليستوريتور« ومن 

يستخدمونه بانتظام ومن يرغبون في تعلمه على يد خبير. سيتعلم المتدربون المهارات اللازمة 

لابتكار رسوم إيضاحية معقدة تتجاوز ما ينتجه من يستخدمون أدوات برنامج »إليستوريتور« 

الأساسية. 

تتضمن محتويات ورشة العمل ما يلي:

ابتكار رسوم إيضاحية معقدة.  	  

تحويل الرسومات النقطية إلى الرسومات المتجهة.  	  

تصميم اللافتات.   	  

الفلاتر.   	  

التصدير إلى شبكة الإنترنت.   	  

إدارة الألوان.   	  

استخدام الطبقات.   	  

وثائق إعداد الطباعة التجارية.   	  

نقل التصاميم عبر وسائل الإعلام الرقمية.   	  

أفكار متعلقة بتكامل الجناح الإبداعي الجديد.   	  
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What you will learn: This course, taught by an Adobe 
Authorised tutor and magazine designer, will enhance your 
knowledge of InDesign to give you the latest skills to publish 
titles for eReaders, tablet and mobile formats. It has been 
designed for those wanting to extend their InDesign skills 
into creating eBooks in a seamless and professional way 
using the later versions of InDesign.

Workshop content includes: 

  Configuring document flow 

 How to control section breaks 

  How to use the articles panel and 
anchor content

  Front covers that overcome design 
issues

  How to customise image displays

  Inserting movies and sound to enhance reader experience

  Exporting to ePub: ordering, with options for formatting, 
CSS, images and viewing displays in Adobe Digital Editions

Fine-tuning, validating and cleaning up
Not for: Those who think their print titles don't suit tablets

InDesign for ePublishing

1 DAY

IN HOUSE: Ask about us training your editorial and design 
teams to get to grips with the opportunities ePub offers your 
titles

Highlight

A look at the eReaders 
in the market and their 
importance to your titles

What you will learn: This course, run by a designer, takes 
a practical look at picture production and enhancement of 
images. It is for anyone new to Photoshop, especially editors 
and photographers who need to manipulate photos and 
images for publication in print or online.

Workshop content includes: 

  The Photoshop screen, features and formats

  Selecting resolutions 

  Resizing and cropping image area

  Adding and formatting text within an image

  Tools palette, air-brushing

  Manipulating layers

  Modifying brightness, colour, hue and saturation

  Using Photoshop with other programs
Not for: Experienced users

Photoshop essentials

2 DAYS

THEY SAY: ‘Fabulous tutor and great class size. I learned a 
massive amount in two days. Thank you.’

What you will learn: This workshop will cover everything 
from planning and template creation, to creating master 
pages that save time, and preparing for print. It is for those 
with some InDesign knowledge and those who want to learn 
more about new facilities and shortcuts that will help you 
make the most of InDesign for your publications whatever 
version of the software you use.

Workshop content includes: 

 File management and better housekeeping

 Templates and master sheets

  Using the shortcuts and new features in InDesign

 Typographical controls

 Adjusting hyphenation and justification

  Using styles

  Tables and tabs

 Using colour

Preparing work for print

Integrating with other Creative Suite modules

How to make the most of InDesign for your publications

Not for: Experienced users

Improve your InDesign skills

2 DAYS

THEY SAY: ‘This course will save me so much time. Thank you.'

Highlight

Integrating InDesign with other 
Creative Suite modules

What you will learn: This course builds upon your InDesign 
skills and introduces advanced techniques to manipulate 
text, pictures and pages and deals with efficient integration 
from earlier versions of the software and workflow issues. 
It is for designers, editorial staff or layout artists wanting to 
refine their InDesign skills in the latest or earlier versions of 
the programme.

Workshop content includes::

  Composition and hyphenation

  Justification, track and kern types

  Dragging items between document windows and 
importing files 

  Editing and typographical 
control

  Embedding rules and pictures

  Tables and tabs

  Setting up style sheets

  Using shortcuts

Not for: Those inexperienced in the use of InDesign

Advanced InDesign 

1 DAY

THEY SAY: ‘A most interesting and useful day. The tutor was 
entertaining and gave me lots of helpful advice.’

Highlight

How to make the most of 
InDesign's online capabilities

التصميم المتقدم »إن ديزاين«

يوم واحد
ماذا ستتعلم: تبُنى هذه الدورة على مهاراتك في التعامل مع برنامج »إن ديزاين« وتضم تقنيات 

متقدمة لوضعية النص والصور والصفحات وتتعامل بتكامل مؤثر من النسخ المبكرة لبرامج التصميم 

والأمور المتعلقة بسريان العمل التصميمي بسلاسة. تخص الدورة المصممين وفرق التحرير أو المعنيين 

بأعمال التصميم ممن يرغبون في تطوير مهاراتهم مع برنامج »إن ديزاين« سواءً فيث النسخ الحديثة 

أو القديمة منه.

تتضمن محتويات ورشة العمل ما يلي:

التكوين والواصلات.   	  

.Kern التعديل والتتبع وأنواع  	  

سحب العناصر بين نوافذ المستندات والملفات المستوردة.   	  

التحرير والتحكم المطبعي.   	  

تضمين القواعد والصور.   	  

الجداول وعلامات التبويب.   	  

إعداد صفحات الأسلوب المعني.  	  

استخدام الاختصارات.  	  
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Learn to shoot and edit video 

What you will learn: This two-day course equips delegates 
with the skills to shoot a basic video story package. It 
includes how to use a video camera; the fundamentals 
of audio; composing shots effectively; shooting a basic 
interview and editing a simple package using either Adobe 
Premiere Elements or Apple's Final Cut Pro software. For 
journalists, press photographers and anyone who wishes to 
produce exciting and professional-looking video clips on a 
budget.

Workshop content includes: 
Making the most of the video camera's most useful features
Understand how to compose well-framed shots
Interview technique and storyboarding
Setting up locations, what to look for and what to avoid
Understanding the different types of microphones and 

when to use them
Import video into the computer
Editing a sequence on Adobe Premiere Elements or FCP
Adding voice-overs and music, building a sound-track
Using filters, creating motion effects and adding titles
Outputting: exporting sequences and clips for the web.

Not for: Those who think talking heads will do fine.

2 DAYS

THEY SAY: ‘Great course. Really well explained and demonstrated. 
I'm going to enjoy putting all this into practice.'

Taking better pictures

1 DAY

What you will learn:  This course is perfect for anyone in PR, 
journalism and general business who has to take pictures, 
and wants to improve their photographic techniques. It 
will give you a deeper understanding of your camera and 
show you how to produce excellent photographs and use 
technology to enhance your pictures. 

Workshop content includes: 

  The power of a digital camera, its settings and limitations

 How to take news and feature pictures — covers legal issues

 Better picture composition and appreciation

 Lenses and flash techniques

 Manipulating and enhancing the digital photograph

  Breaking away from standard formats such as the cheque 
presentation, the 'firing squad' and 'talking heads'

 Basic editing using Photoshop
Please bring a digital camera and connection cable to this course. 
Delegates should let the tutor know the make and model of their 
camera prior to the course. 

Not for: Experienced photographers

THEY SAY: ‘Really practical tips I can use straight away at 
work. Very creative and well-paced course. Enthusiastic and 
professional tutor.'

VIDEO, AUDIO AND
PHOTOGRAPHY

Multimedia adds an exciting new dimension to publishing 
and easy access to technology puts video, audio and digital 
photography within everyone’s reach. But there’s a big 
difference between an amateur snap or a home video and 
professional looking multimedia.

Whether you are working in editorial, PR or marketing, PA’s 
video, audio and photography courses will help you capture 
and produce professional quality video and audio for use in 
your websites and mobile media and greatly improve the 
standard of the digital photographs you take.

In a range of practical workshops, course tutors offer advice 
on capturing powerful video content that audiences love to 
share - from set up through interviewing, editing to upload.  
Delegates to our audio courses learn techniques that enable 
them to present and produce podcasts that bring stories to 
life and to distribute them on the latest digital platforms. Our 
digital photgraphy course teaches you how to get the very 
best from your camera and make the most of the pictures you 
take.

What you will learn: This course offers practical advice on 
to design an infographic or create a data driven presentation 
deck and is ideal for anyone that needs to visualise data 
as part of their job. Delegates should have some design 
experience and be able to use Photoshop and/or Illustrator 
at a basic level.

Workshop content includes: 

  A brief overview of data visualisation — from its 
beginnings to the present day

  How Infographics attract search engines to your site 

  The importance of telling the 
story simply across all media 

  How to find the story within the 
data

  Types of data presentation

  Best practices for presenting data

  Exercises on building graphics relevant to your job as part 
of the course

Not for: Those looking purely for a data mining course

Infographics

1 DAY

THEY SAY: ‘A brilliant course. I've learnt a huge amount of useful 
info and had fun doing so. Fabulous tutor and great class size. ’

Highlight

How data visualisation and 
infographics can help support 
and influence readers and 
multiplatform audiences

تعلم التقاط الصور وتحرير الفيديو

يومان
ماذا ستتعلم: تزود هذه الدورة التي تستمر لمدة يومين المتدربين بالمهارات اللازمة والأساسية 

لتصوير مادة فيديو. وتشتمل الدورة على كيفية استخدام كاميرا الفيديو، وأساسيات الصوت، 

وتركيب الصورة بفاعلية، وتصوير المقابلات وتحرير مجموعة بسيطة باستخدام برنامج »أدوبي 

بريمير إيليمنتس« أو »فاينال كتب رو« من »أبل«. الدورة مخصصة للصحفيين والمصورين وأي 

شخص يرغب في إنتاج مقاطع فيديو مثيرة وبمظهر احترافي وبحسب الميزانية المرصودة لذلك.

تتضمن محتويات ورشة العمل ما يلي:

الاستفادة القصوى من ميزات كاميرا الفيديو الأكثر فائدة.   	  

فهم كيفية تركيب الصور بصورة متميزة.  	  

تقنية المقابلة ووضع السيناريو.    	  

تحديد المواقع، ما الذي تبحث عنه وما الذي عليك تجنبه.  	  

فهم الأنواع المختلفة من الميكروفونات ووقت استخدامها.   	  

ربط الفيديو مع الكمبيوتر.   	  

 FCP تحرير التسلسل على برنامج »أدوبي بريمير إيليمنتس« أو  	  

إضافة الأصوات والموسيقى وبناء المسار السليم.  	  

استخدام الفلاتر وابتكار تأثيرات الحركة وإضافة العناوين.   	  

الإخراج: إرسال المتواليات ومقاطع الفيديو إلى شبكة الإنترنت.  	  
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إطلاق أفضل الصور

يوم واحد
ماذا ستتعلم: تعُتبر هذه الدورة ملائمة مع كل شخص منتمٍ إلى مجال العلاقات العامة والصحافة 

والأعمال العامة، خاصةً حينما يتطلب الأمر منه التقاط الصور وتحسين تقنيات التصوير. تمنحك 

الدورة فهماً أعمق لكاميراتك وكيفية إنتاج صور ممتازة واستخدام التقنية في تعزيز جودة هذه 

الصور. 

تتضمن محتويات ورشة العمل ما يلي:

قوة الكاميرا الرقمية، إعداداتها وحدودها.   	  

كيفية التقاط الأخبار والصور وتغطية المسائل القانونية.   	  

التركيب والتعامل الأفضل مع الصورة.   	  

العدسات وتقنيات الفلاش.   	  

التعديل وتعزيز الصورة الرقمية.   	  

الابتعاد عن النماذج القياسية كمراجعة وضبط العرض، »الإطلاق«   	  

و«الرؤوس المتحدثة«.   

أساسيات التحرير باستخدام برنامج »الفوتوشوب«.  	  
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Learn to shoot and edit video 

What you will learn: This two-day course equips delegates 
with the skills to shoot a basic video story package. It 
includes how to use a video camera; the fundamentals 
of audio; composing shots effectively; shooting a basic 
interview and editing a simple package using either Adobe 
Premiere Elements or Apple's Final Cut Pro software. For 
journalists, press photographers and anyone who wishes to 
produce exciting and professional-looking video clips on a 
budget.

Workshop content includes: 
Making the most of the video camera's most useful features
Understand how to compose well-framed shots
Interview technique and storyboarding
Setting up locations, what to look for and what to avoid
Understanding the different types of microphones and 

when to use them
Import video into the computer
Editing a sequence on Adobe Premiere Elements or FCP
Adding voice-overs and music, building a sound-track
Using filters, creating motion effects and adding titles
Outputting: exporting sequences and clips for the web.

Not for: Those who think talking heads will do fine.

2 DAYS

THEY SAY: ‘Great course. Really well explained and demonstrated. 
I'm going to enjoy putting all this into practice.'

Taking better pictures

1 DAY

What you will learn:  This course is perfect for anyone in PR, 
journalism and general business who has to take pictures, 
and wants to improve their photographic techniques. It 
will give you a deeper understanding of your camera and 
show you how to produce excellent photographs and use 
technology to enhance your pictures. 

Workshop content includes: 

  The power of a digital camera, its settings and limitations

 How to take news and feature pictures — covers legal issues

 Better picture composition and appreciation

 Lenses and flash techniques

 Manipulating and enhancing the digital photograph

  Breaking away from standard formats such as the cheque 
presentation, the 'firing squad' and 'talking heads'

 Basic editing using Photoshop
Please bring a digital camera and connection cable to this course. 
Delegates should let the tutor know the make and model of their 
camera prior to the course. 

Not for: Experienced photographers

THEY SAY: ‘Really practical tips I can use straight away at 
work. Very creative and well-paced course. Enthusiastic and 
professional tutor.'

VIDEO, AUDIO AND
PHOTOGRAPHY

Multimedia adds an exciting new dimension to publishing 
and easy access to technology puts video, audio and digital 
photography within everyone’s reach. But there’s a big 
difference between an amateur snap or a home video and 
professional looking multimedia.

Whether you are working in editorial, PR or marketing, PA’s 
video, audio and photography courses will help you capture 
and produce professional quality video and audio for use in 
your websites and mobile media and greatly improve the 
standard of the digital photographs you take.

In a range of practical workshops, course tutors offer advice 
on capturing powerful video content that audiences love to 
share - from set up through interviewing, editing to upload.  
Delegates to our audio courses learn techniques that enable 
them to present and produce podcasts that bring stories to 
life and to distribute them on the latest digital platforms. Our 
digital photgraphy course teaches you how to get the very 
best from your camera and make the most of the pictures you 
take.

What you will learn: This course offers practical advice on 
to design an infographic or create a data driven presentation 
deck and is ideal for anyone that needs to visualise data 
as part of their job. Delegates should have some design 
experience and be able to use Photoshop and/or Illustrator 
at a basic level.

Workshop content includes: 

  A brief overview of data visualisation — from its 
beginnings to the present day

  How Infographics attract search engines to your site 

  The importance of telling the 
story simply across all media 

  How to find the story within the 
data

  Types of data presentation

  Best practices for presenting data

  Exercises on building graphics relevant to your job as part 
of the course

Not for: Those looking purely for a data mining course

Infographics

1 DAY

THEY SAY: ‘A brilliant course. I've learnt a huge amount of useful 
info and had fun doing so. Fabulous tutor and great class size. ’

Highlight

How data visualisation and 
infographics can help support 
and influence readers and 
multiplatform audiences
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1 DAY

THEY SAY: ‘Very impressed by the tutor’s preparation. I felt the 
course was tailored to my specific needs.'

What you will learn: This is a workshop that looks at 
how to get the best from your freelancers and bloggers. It 
covers formulating ideas, planning further ahead, balancing 
contents and keeping records. This course is for anyone who 
has to commission news, features and pictures.

Workshop content includes: 

 Choosing writers and photographers

 Dealing with writers who are not journalists

 Writing a brief to include deadlines and fees

 Negotiating fees and recording agreements

 Deadlines — leaving yourself leeway

 Rewriting copy

 Contingency plans

 Changes in copyright law 

 
Not for: Total beginners to journalism

Improve your commissioning Speech writing and 
public speaking

1 DAY

What you will learn: How a skilfully written speech and 
a professional delivery can can enhance the message and 
image of the speaker, their brand and their organisation. This 
course is for middle to senior managers, business leaders 
and politicians — local and national. You should have some 
experience of platform speaking or presenting in a business 
context. It is especially helpful to those who speak at 
conferences.

Workshop content includes: 
  Writing for an audience — what do you want to say and 
what are they expecting to hear

  Identifying the true message
  Blank page to first draft
  The difference between written and spoken text
  Gestures and movement to enhance your words
 Structuring your message, reinforcing the main points
  Using technology effectively to enhance your speech
  Pitch, pace and pauses
  Closing — anticipating Q & As

Not for: Those whose speeches are always winners

THEY SAY: ‘Very valuable course. It has given me plenty of 
practical techniques to take away. The tutor had loads of 
experience.’

Digital Highlight

Updating your digital 
publishing strategy

What you will learn: This course looks at the skillset 
needed to sell ideas to an audience. From how to open with 
impact to closing effectively. Ideal for anyone who has to 
make presentations, and wants to learn how to do it more 
professionally, it features feedback on body language and 20 
top tips for a successful presentations.

Workshop content includes: 

 How to sell yourself in the first two minutes 

  How verbal communication differs from the written word

 What listeners want and need from you 

  Understanding the way new information will be perceived 
by the audience

  Conveying your message using effective communication 
skills — how to be at ease with yourself

 Using creative thinking

  Exercises on how to speak convincingly using visual aids

Not for: Those who prefer to lurk in the background

Presentation skills

1 DAY

THEY SAY: ‘It was great to be able to practise and rework my 
presentations. I learnt some valuable lessons. Thank you.’

3131

What you will learn: This course covers everything you need 
to know about organising and running events — for press 
launches, conferences, press trips and exhibitions. It is for 
anyone who is new to running events and wants to create 
press kits that get used and avoid press trips turning into 
press jaunts.

Workshop content includes:
 The importance of planning
  Why date and time can make the difference between 
success and failure

 Addressing the key media and social media communities
Scheduling speakers for conferences — best practice hints 
and tips

 Issuing timely invitations and the follow-up
 Making an event relevant to key media
  Maximising coverage
 Press kits that get used
Exhibitions that work — especially with competition from 
the web

Not for: Seasoned event managers

Event management

THEY SAY: ‘Fantastic tutor and course. I will recommend it and 
PA to colleagues and friends. It was a real eye-opener.'

1 DAY
مهارات العرض والتقديم

يوم واحد
ماذا ستتعلم: تتناول هذه الدورة المهارة المطلوبة لبيع وتسويق الأفكار للجمهور، بدءاً من كيفية 

الشروع في الأمر بطريقة مشوقة وانتهاءً بطريقة التقديم الفعالة. تعُتبر الدورة مثالية لكل من يريد 

تقديم عروض متميزة ومن يرغب في تعلم كيفية أداء ذلك بطريقة محترفة، كما تفيد في تقديم ردة 

فعل على لغة الجسد وتتضمن 20 نصيحة عن كيفية تقديم عروض ناجحة. 

تتضمن محتويات ورشة العمل ما يلي:

كيف تسوّق نفسك في أول دقيقتين؟  	  

كيف يختلف الاتصال اللفظي عن الكلمة المكتوبة؟   	  

ماذا يريد المستمعون منك وماذا يحتاجونه؟   	  

فهم الطريقة التي ينظر الجمهور من خلالها إلى المعلومات الجديدة.  	  

نقل الرسالة باستخدام الاتصال الفعال.  	  

المهارات - كيف تكون سهلاً مع نفسك؟   	  

استخدام التفكير الإبداعي.   	  

تمارين حول كيفية التحدث بشكل مقنع باستخدام المعينات البصرية.  	  
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EDITING AND PRODUCTION

18

What you will learn: This course is ideal for those who edit 
text regularly and want to improve their technique, whether 
online or in print. The session provides practical help with 
correcting and rewriting copy for news and features and 
quick and accurate proof-reading.

Workshop content includes: 

  Cutting copy, yet keeping the key points

  How to handle technical news and features

Breaking up long features with pullout boxes

  Knowing when to cut copy

 Sharpening your grammar skills

  Writing sharper headlines and 
captions

  Working on intros and standfirsts

 Producing better pages within a tight design format

Not for: Beginners

Better sub-editing

1 DAY

THEY SAY: ‘Went over and beyond my expectations — content 
was brilliant. Feel much more confident in my subbing skills.’

What you will learn: For those with at least a year's subbing 
experience, this course will teach you to deal with news 
stories and features quickly and accurately and provide 
tips on treading the fine line between rewriting and heavy 
subbing. The session features practical exercises with copy 
from your publication and advice on coaching junior subs.

Workshop content includes: 

 Breaking up features

 The sub as a writer

 Making dull technical copy sparkle

 Dealing with difficult writers

 Revising page proofs

  Writing sharper headlines, 
standfirsts and captions

  Breakout boxes that work harder

  Learning the shortcuts for fast 
and accurate subbing

Not for: Junior subs. This is a very demanding workshop

Advanced sub-editing

2 DAYS

THEY SAY: ‘Fantastic course. The new and innovative approach 
to covering the subject was great.’

What you will learn: This course teaches the basic 
skills needed for sub-editing and provides a guide to 
understanding the approaches for differing types of text. It is 
designed for beginners editing the writing of others, as well 
as writers keen to tighten and improve their copy.

Workshop contents: 

 What a sub-editor needs to look for

 Working to a consistent style

 When to correct and when to rewrite

 Tightening up language

 Grammar and punctuation

 Editing your own copy

 Captions and standfirsts

 Cutting copy and making lines

Not for: Experienced sub-editors

Learning to sub-edit

THEY SAY: ‘Very engaging. I learnt loads of invaluable subbing 
skills. Great personal tuition  — a real confidence boost.'

2 DAYS

Digital Highlights

How to write accurate, 
punchy headlines across 
platforms

The problems of editing and 
proofreading on screen

Digital Highlight

Different approaches for 
handling online subbing

Digital Highlight

How to meet new and 
growing digital demands

1 DAY        

What you will learn: This course is for anyone who has to 
read and check copy or page proofs both in hard copy and 
online. Delegates will learn how to read thoroughly and 
accurately, and spot the mistakes either on paper or on 
screen, with practical exercises throughout.

Workshop content includes: 

 Editing and proof-reading marks

 The dangers of relying on grammar or 
spelling checkers 

  Dealing with tables and complicated 
pages of information 

 How to read and correct page proofs

  Avoiding common pitfalls — 
misspelling headlines, wrong telephone number or price, 
misplaced headline or caption

 Cutting and making lines. 

 Spelling and punctuation tips

 Passing proofs

Not for: Experienced proof-readers

Proof-reading

THEY SAY: ‘I didn't realise how many mistakes I was missing. The 
small group meant the tutor was able to give one-to-one help.’

Digital Highlight

The problems of proof-
reading on screen and 
how to solve them

تعلم التدقيق الفرعي

يومان

ماذا ستتعلم: تتضمن هذه الدورة المهارات الأساسية للتدقيق الفرعي باعتبارها موجهاً لفهم طرق 

أنواع النصوص المختلفة. تم تصميمها للمبتدئين ومن يكتبون للغير إلى جانب الكتّاب الطموحين إلى 

إحكام وتطوير نصوصهم المكتوبة.

محتويات ورشة العمل :

ما الذي يكون المدقق الفرعي بحاجة إلى النظر إليه؟    	  

العمل وفق نمط ثابت.   	  

متى تصحح ومتى تعيد ما كتبت؟  	  

إحكام اللغة.   	  

قواعد اللغة وعلامات الترقيم.   	  

تحرير نصوصك الخاصة.   	  

العناوين والافتتاحيات.   	  

قطع النص وإنشاء الأسطر.  	  
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THEY SAY: ‘I now know the difference between writing heads for 
print and online. Small group meant lots of personal attention.'

What you will learn: This course is for those who want 
to improve all aspects of their headline writing, especially 
online. Relevant for journalists and those in public relations 
and marketing, it takes a look at the quality of your 
headlines, whether they are achieving their primary purpose, 
and how to make them better.

Workshop content includes:

 The rules, and when to break them

 Making headlines fit

 News and feature heads: the 
differing approaches

 Using 'power' words 

 Dealing with tight character 
counts and online restrictions

 The delight and danger of puns

 Saying more than the obvious 
in captions

 Writing better cover and contents page lines

Not for: Total beginners to journalism

Writing better headlines for print 
and online
1 DAY

Digital Highlights

Key lessons for online 
headlines

Headlines for different media 
platforms

Writing better homepage lines

What you will learn: In this course delegates learn how sub-
editing on the web differs from subbing in print and how 
to keep readers’ attention. Ideal for journalists, PRs, internal 
and external communicators and marketing staff who post 
and manage content online. It highlights the importance 
of easy navigation and how to take account of the different 
information needs of casual surfers and regular users.

Workshop content includes: 

 Targeting your audience in words and style

 Word use and word breaks

 Maintaining topicality

 Hyperlinks — when and how to 
use them

 Headlines and other visual aids

 Avoiding the pitfalls

 Attribution, legal and health 
considerations

Not for: Experienced web subs

Editing on the web

1 DAY

THEY SAY: ‘All very relevant and I’m now equipped with the 
online subbing skills to really help me in my job. Thank you.’

Digital Highlights

Managing user-generated 
content

Thinking in screens

Exploring dynamic content

PR AND CORPORATE
COMMUNICATIONS

Do you know how to get the attention of a journalist through 
a press release? Do you know which stories will engage news 
professionals and colleagues? 

PA’s PR and Corporate Communications courses teach the ins 
and outs of effective communications. Our courses are always 
practical, giving you the inside story on how to deliver a 
message to both external and internal audiences. We train the 
people who run the news and features desks, so we tell you 
what they want and how to grab their attention.

Learn how to write copy that a journalist will use. Improve 
your internal newsletters and magazines to engage staff. 
Understand how social media has changed the media 
landscape and how to take full advantage to reach journalists, 
employees and the public. From how to set up an effective 
house journal to handling a crisis, our PR and Corporate 
Communications courses will help you get your message 
across.

20

Introduction to PR

2 DAYS

What you will learn: This two-day course looks at the 
principles and practice of public relations in the modern 
media environment using a mixture of presentation, 
seminars and practical exercises. ideal for anyone who wants 
to get up to speed quickly on the fundamentals of public 
relations, from those involved in PR full time to executives 
who want a better understanding of how PR works.

Workshop content includes:

   What is PR? 

 How does PR differ from 
advertising?

 Tools and channels – different 
ways of delivering effective and 
successful PR

 Press release writing – dos and don'ts

 Building your campaign around people

 Identifying the audience and finding routes to reach them

 How to deal with the press and what makes news?

Tips on interview and crisis management

Not for: Experienced PR executives

THEY SAY: ‘Excellent session that focused on my specific 
problem areas. I’m looking forward to achieving extra press 
coverage!’

DIgital Highlight

Digital PR – understanding 
the basics of social media

كتابة عناوين رئيسية جذابة للإصدارات المطبوعة أو للإنترنت
يوم واحد

ماذا ستتعلم: تم تصميم هذه الدورة لمن لديهم الرغبة في تحسين كتابتهم للعناوين الرئيسية الجاذبة، خاصة على صفحات 

الإنترنت. وهي دورة ترتبط بصلة مع الصحفيين والمهتمين بالعلاقات العامة والتسويق، وتنظر عن كثب إلى نوعية العناوين التي 

تكتبها، وما إذا كانت قد حققت هدفها الأساسي، مع التعرف على أفضل الطرق لتحسينها. 

تتضمن محتويات ورشة العمل ما يلي:

القواعد، ومتى تشذ عنها.  	  

كتابة عناوين رئيسية ملائمة.  	  

عناوين الأخبار والقصص المثيرة للاهتمام العام: أوجه الاختلاف.  	  

استخدام كلمات »القوة«.  	  

التعامل مع شخصية صارمة ومع قيود الإنترنت.  	  

محاسن ومخاطر التورية.  	  

ما وراء السطور.  	  

كتابة أسطر استهلالية ومحتويات نصية جيدة.   	  
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THEY SAY: ‘I now know the difference between writing heads for 
print and online. Small group meant lots of personal attention.'

What you will learn: This course is for those who want 
to improve all aspects of their headline writing, especially 
online. Relevant for journalists and those in public relations 
and marketing, it takes a look at the quality of your 
headlines, whether they are achieving their primary purpose, 
and how to make them better.

Workshop content includes:

 The rules, and when to break them

 Making headlines fit

 News and feature heads: the 
differing approaches

 Using 'power' words 

 Dealing with tight character 
counts and online restrictions

 The delight and danger of puns

 Saying more than the obvious 
in captions

 Writing better cover and contents page lines

Not for: Total beginners to journalism

Writing better headlines for print 
and online
1 DAY

Digital Highlights

Key lessons for online 
headlines

Headlines for different media 
platforms

Writing better homepage lines

What you will learn: In this course delegates learn how sub-
editing on the web differs from subbing in print and how 
to keep readers’ attention. Ideal for journalists, PRs, internal 
and external communicators and marketing staff who post 
and manage content online. It highlights the importance 
of easy navigation and how to take account of the different 
information needs of casual surfers and regular users.

Workshop content includes: 

 Targeting your audience in words and style

 Word use and word breaks

 Maintaining topicality

 Hyperlinks — when and how to 
use them

 Headlines and other visual aids

 Avoiding the pitfalls

 Attribution, legal and health 
considerations

Not for: Experienced web subs

Editing on the web

1 DAY

THEY SAY: ‘All very relevant and I’m now equipped with the 
online subbing skills to really help me in my job. Thank you.’

Digital Highlights

Managing user-generated 
content

Thinking in screens

Exploring dynamic content

PR AND CORPORATE
COMMUNICATIONS

Do you know how to get the attention of a journalist through 
a press release? Do you know which stories will engage news 
professionals and colleagues? 

PA’s PR and Corporate Communications courses teach the ins 
and outs of effective communications. Our courses are always 
practical, giving you the inside story on how to deliver a 
message to both external and internal audiences. We train the 
people who run the news and features desks, so we tell you 
what they want and how to grab their attention.

Learn how to write copy that a journalist will use. Improve 
your internal newsletters and magazines to engage staff. 
Understand how social media has changed the media 
landscape and how to take full advantage to reach journalists, 
employees and the public. From how to set up an effective 
house journal to handling a crisis, our PR and Corporate 
Communications courses will help you get your message 
across.

20

Introduction to PR

2 DAYS

What you will learn: This two-day course looks at the 
principles and practice of public relations in the modern 
media environment using a mixture of presentation, 
seminars and practical exercises. ideal for anyone who wants 
to get up to speed quickly on the fundamentals of public 
relations, from those involved in PR full time to executives 
who want a better understanding of how PR works.

Workshop content includes:

   What is PR? 

 How does PR differ from 
advertising?

 Tools and channels – different 
ways of delivering effective and 
successful PR

 Press release writing – dos and don'ts

 Building your campaign around people

 Identifying the audience and finding routes to reach them

 How to deal with the press and what makes news?

Tips on interview and crisis management

Not for: Experienced PR executives

THEY SAY: ‘Excellent session that focused on my specific 
problem areas. I’m looking forward to achieving extra press 
coverage!’

DIgital Highlight

Digital PR – understanding 
the basics of social media

التحرير على صفحات الويب

يوم واحد

ماذا ستتعلم: تفيد هذه الدورة في كيفية تدقيق ومراجعة النصوص على صفحات الويب وكيف أنه 

أمر مختلف عن المادة المطبوعة وبأي الطرق يمكن أن تستحوذ على اهتمام القراء. إنها دورة ملائمة 

للصحفيين والمهتمين بالعلاقات العامة والاتصالات الخارجية والداخلية والتسويق ومن يدرجون 

ويديرون محتوياتهم على صفحات الويب. تتناول الدورة أهمية التصفح السهل ووضع الاعتبار 

للمعلومات المختلفة التي هي بحاجة إلى خادم Sever عارض ومستخدمين منتظمين. 

تتضمن محتويات ورشة العمل ما يلي:

مخاطبة جمهورك المستهدف بالكلمة والأسلوب.  	  

استخدام الكلمات وتقسيمها.   	  

الحفاظ على الموضوعية.  	  

الروابط الكبيرة - متى وكيف استخدامها.  	  

العناوين الرئيسية والمعينات المرئية الأخرى.  	  

تجنب المآزق.   	  

اعتبارات الإسناد والاعتبارات القانونية والصحية.  	  
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EDITING AND PRODUCTION

18

What you will learn: This course is ideal for those who edit 
text regularly and want to improve their technique, whether 
online or in print. The session provides practical help with 
correcting and rewriting copy for news and features and 
quick and accurate proof-reading.

Workshop content includes: 

  Cutting copy, yet keeping the key points

  How to handle technical news and features

Breaking up long features with pullout boxes

  Knowing when to cut copy

 Sharpening your grammar skills

  Writing sharper headlines and 
captions

  Working on intros and standfirsts

 Producing better pages within a tight design format

Not for: Beginners

Better sub-editing

1 DAY

THEY SAY: ‘Went over and beyond my expectations — content 
was brilliant. Feel much more confident in my subbing skills.’

What you will learn: For those with at least a year's subbing 
experience, this course will teach you to deal with news 
stories and features quickly and accurately and provide 
tips on treading the fine line between rewriting and heavy 
subbing. The session features practical exercises with copy 
from your publication and advice on coaching junior subs.

Workshop content includes: 

 Breaking up features

 The sub as a writer

 Making dull technical copy sparkle

 Dealing with difficult writers

 Revising page proofs

  Writing sharper headlines, 
standfirsts and captions

  Breakout boxes that work harder

  Learning the shortcuts for fast 
and accurate subbing

Not for: Junior subs. This is a very demanding workshop

Advanced sub-editing

2 DAYS

THEY SAY: ‘Fantastic course. The new and innovative approach 
to covering the subject was great.’

What you will learn: This course teaches the basic 
skills needed for sub-editing and provides a guide to 
understanding the approaches for differing types of text. It is 
designed for beginners editing the writing of others, as well 
as writers keen to tighten and improve their copy.

Workshop contents: 

 What a sub-editor needs to look for

 Working to a consistent style

 When to correct and when to rewrite

 Tightening up language

 Grammar and punctuation

 Editing your own copy

 Captions and standfirsts

 Cutting copy and making lines

Not for: Experienced sub-editors

Learning to sub-edit

THEY SAY: ‘Very engaging. I learnt loads of invaluable subbing 
skills. Great personal tuition  — a real confidence boost.'

2 DAYS

Digital Highlights

How to write accurate, 
punchy headlines across 
platforms

The problems of editing and 
proofreading on screen

Digital Highlight

Different approaches for 
handling online subbing

Digital Highlight

How to meet new and 
growing digital demands

1 DAY        

What you will learn: This course is for anyone who has to 
read and check copy or page proofs both in hard copy and 
online. Delegates will learn how to read thoroughly and 
accurately, and spot the mistakes either on paper or on 
screen, with practical exercises throughout.

Workshop content includes: 

 Editing and proof-reading marks

 The dangers of relying on grammar or 
spelling checkers 

  Dealing with tables and complicated 
pages of information 

 How to read and correct page proofs

  Avoiding common pitfalls — 
misspelling headlines, wrong telephone number or price, 
misplaced headline or caption

 Cutting and making lines. 

 Spelling and punctuation tips

 Passing proofs

Not for: Experienced proof-readers

Proof-reading

THEY SAY: ‘I didn't realise how many mistakes I was missing. The 
small group meant the tutor was able to give one-to-one help.’

Digital Highlight

The problems of proof-
reading on screen and 
how to solve them

التدقيق الفرعي المتقدم

يوم واحد

ماذا ستتعلم: تم تصميم هذه الدورة لمن لديهم على الأقل خبرة عام واحد في المتطلبات البديلة، فهي 

تفيدهم في كيفية التعامل مع القصص الخبرية والتي تثير الاهتمام العام بصورة سريعة ودقيقة إضافةً 

إلى أنها توفر نصائح حول التعامل مع الخط الرقيق بين إعادة الكتابة والبديل الثقيل. تتضمن الدورة 

تمارين عملية مع محتويات نصية من إصداراتك ونصائح حول تدريب المبتدئين الفرعيين.  

تتضمن محتويات ورشة العمل ما يلي:

تقطيع القصص المثيرة للاهتمام العام.  	  

البديل بوصفه كاتباً.  	  

تحويل النص الجاف إلى آخر مفعم بالحيوية.  	  

التعامل مع الكتّاب شديدي المراس.  	  

مراجعة تدقيق الصفحات.  	  

ابتكار عناوين رئيسية جذابة، افتتاحيات وعبارات براقة.  	  

تناول القضايا الصعبة والملحة.  	  

تعلم الاختصارات كبديل سريع ودقيق.  	  
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What you will learn: This course, taught by an Adobe 
Authorised tutor and magazine designer, will enhance your 
knowledge of InDesign to give you the latest skills to publish 
titles for eReaders, tablet and mobile formats. It has been 
designed for those wanting to extend their InDesign skills 
into creating eBooks in a seamless and professional way 
using the later versions of InDesign.

Workshop content includes: 

  Configuring document flow 

 How to control section breaks 

  How to use the articles panel and 
anchor content

  Front covers that overcome design 
issues

  How to customise image displays

  Inserting movies and sound to enhance reader experience

  Exporting to ePub: ordering, with options for formatting, 
CSS, images and viewing displays in Adobe Digital Editions

Fine-tuning, validating and cleaning up
Not for: Those who think their print titles don't suit tablets

InDesign for ePublishing

1 DAY

IN HOUSE: Ask about us training your editorial and design 
teams to get to grips with the opportunities ePub offers your 
titles

Highlight

A look at the eReaders 
in the market and their 
importance to your titles

What you will learn: This course, run by a designer, takes 
a practical look at picture production and enhancement of 
images. It is for anyone new to Photoshop, especially editors 
and photographers who need to manipulate photos and 
images for publication in print or online.

Workshop content includes: 

  The Photoshop screen, features and formats

  Selecting resolutions 

  Resizing and cropping image area

  Adding and formatting text within an image

  Tools palette, air-brushing

  Manipulating layers

  Modifying brightness, colour, hue and saturation

  Using Photoshop with other programs
Not for: Experienced users

Photoshop essentials

2 DAYS

THEY SAY: ‘Fabulous tutor and great class size. I learned a 
massive amount in two days. Thank you.’

What you will learn: This workshop will cover everything 
from planning and template creation, to creating master 
pages that save time, and preparing for print. It is for those 
with some InDesign knowledge and those who want to learn 
more about new facilities and shortcuts that will help you 
make the most of InDesign for your publications whatever 
version of the software you use.

Workshop content includes: 

 File management and better housekeeping

 Templates and master sheets

  Using the shortcuts and new features in InDesign

 Typographical controls

 Adjusting hyphenation and justification

  Using styles

  Tables and tabs

 Using colour

Preparing work for print

Integrating with other Creative Suite modules

How to make the most of InDesign for your publications

Not for: Experienced users

Improve your InDesign skills

2 DAYS

THEY SAY: ‘This course will save me so much time. Thank you.'

Highlight

Integrating InDesign with other 
Creative Suite modules

What you will learn: This course builds upon your InDesign 
skills and introduces advanced techniques to manipulate 
text, pictures and pages and deals with efficient integration 
from earlier versions of the software and workflow issues. 
It is for designers, editorial staff or layout artists wanting to 
refine their InDesign skills in the latest or earlier versions of 
the programme.

Workshop content includes::

  Composition and hyphenation

  Justification, track and kern types

  Dragging items between document windows and 
importing files 

  Editing and typographical 
control

  Embedding rules and pictures

  Tables and tabs

  Setting up style sheets

  Using shortcuts

Not for: Those inexperienced in the use of InDesign

Advanced InDesign 

1 DAY

THEY SAY: ‘A most interesting and useful day. The tutor was 
entertaining and gave me lots of helpful advice.’

Highlight

How to make the most of 
InDesign's online capabilities

طور مهاراتك في برنامج »إن ديزاين«

يومان
ماذا ستتعلم: ستغطي هذه الدورة كل شيء بدءاً من التخطيط والإعداد وإلى ابتكار صفحات 

متميزة تدخر الوقت وتجعلها جاهزة للطباعة. مصممة لمن لديهم قليل من الإلمام ببرنامج 

»إن ديزاين« ومن يرغبون في تعلم طرق جديدة واختصارات تساعدك في برنامج »إن ديزاين« 

والاستفادة منه بأقصى مدى ممكن في إصدارتك، بغض النظر عن برنامج التصميم الذي تستخدمه.

تتضمن محتويات ورشة العمل ما يلي:

إدارة الملفات وأفضل التدبير الداخلي.   	  

القوالب والصفحات الرئيسية.   	  

استخدام الاختصارات والميزات الجديدة في برنامج »إن ديزاين«.  	  

الضوابط المطبعية.   	  

ضبط الواصلة والتعديل.   	  

استخدام الأنماط المختلفة.   	  

الجداول وعلامات التبويب.   	  

استخدام الألوان.   	  

إعداد العمل للطباعة.   	  

التكامل مع غيرها من وحدات الإبداع.   	  

كيفية الاستفادة القصوى من برنامج »إن ديزاين« في إصدارتك المعنية.  	  
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Social media marketing 
– developing a strategy
1 DAY

What you will learn: This course is ideal for business 
owners, managers and PR agencies who want to make 
the most of social networking platforms to bring in new 
business. This course will give you new interactive marketing 
tools for today’s online world.

Workshop content includes::
Does your social media offering 

engage your customers?
Social network sites — which to 

use, when and how
Learning from successful online 

campaigns 
How social media can bring you 
closer to customers - the benefits 
and hazards
How to measure success, including a look at web analytics 
(see page ??** for an in-depth workshop)
How to integrate email marketing
Considering search engines and viral marketing
Writing your online marketing campaign 

Not for: Those who think social media is a passing fad

THEY SAY: ‘Great course. I understand how to attract clients 
through social media. I just needed someone to show me what 
to do.’

Digital Highlights

Assessing your customers 
and what they want from 
you

Choosing appropriate 
platforms

How to monitor and learn 
from your competitors

SOCIAL MEDIA AND 
DIGITAL MARKETING

Whether you work in journalism, the media, general 
communications or public relations, the industry is 
increasingly driven by the impact of social media. 

Our courses are perfect for journalists, editors, business 
executives and PR people that are ready to take advantage 
of the latest social networking platforms to get attention, 
engage their audiences and generate new business.

Workshops deliver an understanding of the impact that 
established and emerging social channels are having on 
the media landscape. Tutors explain the opportunities and 
the risks associated with social media, guide you toward an 
effective strategy of your own and show you the tools you 
need to measure and improve your social media ROI.

From open social networks like Facebook, Twitter and LinkedIn 
to the effective use of your own blogs, forums and community 
websites, PA’s social media courses will help you target the 
most effective social media techniques for creating and 
distributing content that has influence.

NB: We can run these as bespoke workshops, at a venue and 
date to suit you. We can also provide advice on equipment and 
software needs. Call us for a competitive quote. We recommend 
web broadcast teams work together over the two days to achieve 
professional podcasts.

1 DAY

Producing audio podcasts  
(stage 2)

What you will learn: This course will teach you how to record, 
edit and upload your own radio-style programmes for the web. 
You will learn how to put a podcast together, with advice on the 
technology required and how to produce and format content for 
uploading to the web.

Workshop content includes: 

 Terminology — the jargon explained

  Recording and editing requirements — best practice

Capturing audio with radio and 
shotgun microphones

  Sound quality — how the 
professionals achieve this

 What you need to do to add 
broadcast to your website

  Exercises in audio recording and editing

 Audio quality optimisation 

 Compression and conversion
Not for: Experienced producers

What you will learn: This practical workshop will give you 
the skills to present and record successful audio for the web. 
Editorial, marketing or PR teams can learn how to make 
professional audio podcasts of news, events and interviews, 
all on a budget.

Workshop content includes: 

  The new skills you need to present 
and record audio. 

  Preparing content — setting up an 
ambient audio location, questions 
and selecting interviewees

 What podcast content can offer 
that print cannot

The key elements of storytelling in 
radio journalism

Conducting an interview — dos and don'ts

 Building interest to keep your audience tuned in

Coping with interruptions and noise

 Hints and tips on how to sound professional on radio

Not for: Experienced radio presenters or those with strong broadcast 
experience

Presenting for audio podcasts  
(stage 1)
1 DAY

Highlights

Putting yourself and your 
interview subject at ease

Exercises in audio 
presentation techniques

Adding emotion to voices; 
rich sounds and SFX

Highlight

How to upload to different 
platforms, including live 
streaming interviews and 
commentary

THEY SAY: 'Learnt loads and had fun in the process. Really 
productive day and can't wait to get on with our first podcast.’

THEY SAY: 'Using these skills we'll be able to make our website 
more interactive. Have gone from amateur to pro in a day. 
Thanks!'

تسويق شبكات التواصل الاجتماعي – تطوير الإستراتيجية

يوم واحد
ماذا ستتعلم: هذه الدورة مثالية لأصحاب الأعمال، المدراء ووكالات العلاقات العامة ممن يرغبون في 

الاستفادة القصوى من منصات شبكات التواصل الاجتماعي في جلب أعمال جديدة. تتضمن الدورة 

أدوات جديدة في التسويق التفاعلي لعالم الويب اليوم.

تتضمن محتويات ورشة العمل ما يلي:

هل شبكات التواصل الاجتماعي خاصتك تتيح انخراط وتداخل عملائك؟   	  

مواقع شبكات التواصل الاجتماعي – أي منها يسُتخدم، متى وكيف؟   	  

التعلم من الحملات الناجحة على الإنترنت.   	  

كيف تقربك شبكات التواصل الاجتماعي إلى العملاء - الفوائد والمخاطر.   	  

كيفية قياس النجاح، بما في ذلك نظرة على تحليلات الويب )أنظر   	  

صفحة ...، ورشة عمل متعمقة(    

كيفية دمج البريد الإلكتروني والتسويق.   	  

النظر في محركات البحث والتسويق الفيروسي.   	  

كتابة حملة التسويق الخاصة بك على الإنترنت.  	  
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1 DAY

THEY SAY: ‘I'm quite sure we will see immediate benefits 
because there are so many things that we were doing wrong or 
not at all.’

What you will learn: This course explores how search 
engines work, what they aim to achieve and how you can 
make it easier for them to rank you. It offers practical, up-to-
date advice on the technology, tools and tips for creating 
a website that responds to the leading search engines.  
Anyone responsible for attracting visitors and boosting their 
site position on search engine rankings will benefit from the 
SEO best practice covered in this session.

Workshop content includes: 

 Refining your content to attract 
search engines

  Descriptions that attract the search 
engines

  Creating a searchable site design

 The importance of links and video

  Why SEO values change and how to 
keep up to date

Interaction of repeat visits

 Page rank and trust values

Directories and metasearch

Not for: Those with a detailed knowledge of SEO

Search engine optimisation – 
how to win with SEO

Digital Highlights

Why content is King in 
SEO

Keyword analysis

The vital importance of 
social media

1 DAY

Website analytics

What you will learn: Delegates on this course will learn how 
to measure and evaluate their websites and gain a deep 
understanding of who is accessing their online content, 
how and why. It is designed for anyone in editorial, sales 
and marketing interested in enlarging and engaging online 
audiences for their brands. You don’t have to be too numerate, 
but curiosity about your audience is vital.

Workshop content includes:  

How to measure visitors to web sites

Which analysis tools work best for you, and why

Meaningful statistics — how to interpret and use them

What draws people to your site and 
what doesn’t

How audiences explore pages

Conversion rates of visitors to 
subscribers, buyers and events

How to optimise a site using the 
web measuring tools

Using online research tools to 
enhance your web analysis

Not for: Those who don't care about ROI 

Highlights

Understanding key 
metrics

Sharing metrics with 
others in the team

The vital importance of 
social media

THEY SAY: ‘Now I know the tricks of the trade. It will help a great 
deal in my work to attract the right visitors and sell online.'

1 DAY

What you will learn: This workshop covers strategic content 
and design considerations, plus practical tips from choosing 
and using software to integrating interactive elements like 
blogs, audio and video. It is for anyone planning or creating 
content for a website, who wants a successful and trouble-
free launch or site upgrade.

Workshop content includes: 

 Strategy — what do you want your 
website to achieve?

 Identifying and targeting your 
audience

 Detailed site planning — how to set 
up a site map

 Future-proofing your site

 Creating targeted content and 
navigation styles

 Design: page sizes, fonts and images

 Flash, podcasts, video, blogs, social media and RSS

 Using HTML5 for tablet and mobile compatibility

CGI scripts, Java and ASP — forms and databases 
Not for: Newcomers to the internet

Redesigning your website's  
creative content

THEY SAY: ‘Excellent course. We feel dangerously knowledgeable 
now.’

Digital Highlights

How content 
management systems 
(CMS) work

Future-proofing your site

Selling from your site and 
attracting search engines

Build your own website in a day 

1 DAY

What you will learn: This course will give you the tools 
you need to build your own website. It shows how to use 
WordPress as a content management system and bypass 
the use of inflexible template websites and avoid the costs 
of hiring a web designer. Delegates without  technical or 
coding skills will leave the course with their own site that 
they can work on from anywhere. Whether you want a 
portfolio or CV, a travel site or a platform for your work, the 
course will teach you the five basic building blocks of using 
WordPress.

Workshop content includes: 
What makes a good website?
The basics of navigation
Examples of good and bad sites
An introduction to WordPress 

themes
Turning your WordPress site from 
a blog into a website
Using widgets and page templates
Managing pictures
An introduction to WordPress plug-ins, hot to install and 
use them

Not for: Those who believe they have enough online business

THEY SAY: 'Amazed to see what you can put together in a day. 
Against all odds I can now add 'web designer' to my CV!'

Digital Highlights

The ins and outs of domains 
and hosting services

Measuring your traffic using 
Google Analytics

Promoting your site on the 
web: SEO and social media

تحليلات الويب 

يوم واحد
ماذا ستتعلم: سيتعلم المتدربون كيفية قياس وتقييم مواقعهم الإليكترونية والحصول على فهم 

متعمق لمن يتواصل مع محتوياتهم على الويب، كيف ولماذا. الدورة مصممة لأي فرد في مجال كتابة 

المقالات التحريرية والمبيعات والتسويق ومهتم بتوسيع جمهوره على الويب وتفاعلهم مع منتجاته. 

لا حاجة لأن تكون أكثر إحصاءً، إلا أن الفضول حول جمهورك أمر حيوي.  

تتضمن محتويات ورشة العمل ما يلي:

كيفية قياس زوار المواقع على شبكة الإنترنت.   	  

أدوات التحليل التي تعمل معك بشكل أفضل، ولماذا.   	  

الإحصاءات ذات المغزى - كيفية تفسيرها واستخدامها.  	  

ما الذي يجلب الناس إلى موقعك وما الشيء الذي لا يعجبهم فيه؟   	  

كيف يتصفح الجمهور صفحات الموقع؟  	  

أسعار التحويل من زوار إلى مشتركين ومشترين وفعاليات.   	  

كيفية تحسين الموقع الإليكتروني باستخدام أدوات القياس.   	  

استخدام أدوات البحث على الإنترنت لتعزيز تحليل موقعك الإليكتروني.  	  
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1 DAY

THEY SAY: ‘I'm quite sure we will see immediate benefits 
because there are so many things that we were doing wrong or 
not at all.’

What you will learn: This course explores how search 
engines work, what they aim to achieve and how you can 
make it easier for them to rank you. It offers practical, up-to-
date advice on the technology, tools and tips for creating 
a website that responds to the leading search engines.  
Anyone responsible for attracting visitors and boosting their 
site position on search engine rankings will benefit from the 
SEO best practice covered in this session.

Workshop content includes: 

 Refining your content to attract 
search engines

  Descriptions that attract the search 
engines

  Creating a searchable site design

 The importance of links and video

  Why SEO values change and how to 
keep up to date

Interaction of repeat visits

 Page rank and trust values

Directories and metasearch

Not for: Those with a detailed knowledge of SEO

Search engine optimisation – 
how to win with SEO

Digital Highlights

Why content is King in 
SEO

Keyword analysis

The vital importance of 
social media

1 DAY

Website analytics

What you will learn: Delegates on this course will learn how 
to measure and evaluate their websites and gain a deep 
understanding of who is accessing their online content, 
how and why. It is designed for anyone in editorial, sales 
and marketing interested in enlarging and engaging online 
audiences for their brands. You don’t have to be too numerate, 
but curiosity about your audience is vital.

Workshop content includes:  

How to measure visitors to web sites

Which analysis tools work best for you, and why

Meaningful statistics — how to interpret and use them

What draws people to your site and 
what doesn’t

How audiences explore pages

Conversion rates of visitors to 
subscribers, buyers and events

How to optimise a site using the 
web measuring tools

Using online research tools to 
enhance your web analysis

Not for: Those who don't care about ROI 

Highlights

Understanding key 
metrics

Sharing metrics with 
others in the team

The vital importance of 
social media

THEY SAY: ‘Now I know the tricks of the trade. It will help a great 
deal in my work to attract the right visitors and sell online.'

1 DAY

What you will learn: This workshop covers strategic content 
and design considerations, plus practical tips from choosing 
and using software to integrating interactive elements like 
blogs, audio and video. It is for anyone planning or creating 
content for a website, who wants a successful and trouble-
free launch or site upgrade.

Workshop content includes: 

 Strategy — what do you want your 
website to achieve?

 Identifying and targeting your 
audience

 Detailed site planning — how to set 
up a site map

 Future-proofing your site

 Creating targeted content and 
navigation styles

 Design: page sizes, fonts and images

 Flash, podcasts, video, blogs, social media and RSS

 Using HTML5 for tablet and mobile compatibility

CGI scripts, Java and ASP — forms and databases 
Not for: Newcomers to the internet

Redesigning your website's  
creative content

THEY SAY: ‘Excellent course. We feel dangerously knowledgeable 
now.’

Digital Highlights

How content 
management systems 
(CMS) work

Future-proofing your site

Selling from your site and 
attracting search engines

Build your own website in a day 

1 DAY

What you will learn: This course will give you the tools 
you need to build your own website. It shows how to use 
WordPress as a content management system and bypass 
the use of inflexible template websites and avoid the costs 
of hiring a web designer. Delegates without  technical or 
coding skills will leave the course with their own site that 
they can work on from anywhere. Whether you want a 
portfolio or CV, a travel site or a platform for your work, the 
course will teach you the five basic building blocks of using 
WordPress.

Workshop content includes: 
What makes a good website?
The basics of navigation
Examples of good and bad sites
An introduction to WordPress 

themes
Turning your WordPress site from 
a blog into a website
Using widgets and page templates
Managing pictures
An introduction to WordPress plug-ins, hot to install and 
use them

Not for: Those who believe they have enough online business

THEY SAY: 'Amazed to see what you can put together in a day. 
Against all odds I can now add 'web designer' to my CV!'

Digital Highlights

The ins and outs of domains 
and hosting services

Measuring your traffic using 
Google Analytics

Promoting your site on the 
web: SEO and social media

SEO الاستفادة القصوى من محرك البحث – كيف تربح مع

يوم واحد
ماذا ستتعلم: تفيد هذه الدورة في إظهار كيفية عمل محركات البحث وما تهدف إلى تحقيقه 

وكيف تجعل من الأسهل للغير رؤية ما تنتجه. تمنحك الدورة جهاز بيانات متطور وعملي 

بالتقنية إلى جانب الأدوات والنصائح الخاصة بإنشاء موقع على شبكة الإنترنت يستجيب 

لمحركات البحث الرائدة. على أي شخص مسئول عن جذب الزوار وتعزيز هيئة موقعهم على 

تصنيفات محرك البحث الاستفادة من أفضل مزايا SEO المشمولة في هذه الدورة. 

تتضمن محتويات ورشة العمل ما يلي:

تحسين المحتوى الخاص بك لجذب محركات البحث.   	  

الأوصاف التي تجذب محركات البحث.   	  

ابتكار تصميم موقع يمكن البحث فيه.   	  

أهمية الروابط والفيديو.   	  

لماذا تتغير قيم SEO وكيفية تحديثها باستمرار.   	  

تفاعل الزيارات المتكررة.  	  

رتبة الصفحة وقيم الثقة.   	  

الأدلة والبحث الفوقي.  	  
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What you will learn: This course is perfect for any 
organisation or individual that wants to get serious about 
blogging as part of their content marketing strategy or to 
engage regularly with a wider audience. Delegates will learn 
what to put in a blog to keep it topical, how to balance 
personal insights with business news and views and how to 
use blogs to attract attention and generate leads.

Workshop content includes: 
  Assessing which blog software is right for your site
 Installation and set-up
  Designing your blog and using 
templates

 Deciding on your content and what 
to blog about

 Getting into a publishing cycle
  Assessing blog traffic

 Turning whole websites into blogs

Not for: The internet-shy!

Effective blogging

1 DAY

THEY SAY: ‘I now realise why this is such an important part of 
online publishing. I’m looking forward to putting my skills into 
practice.’

Digital Highlights

Improving discoverability 
with blogging

Using social media to drive 
traffic

Audio and video blogging

1 DAY

What you will learn: This course is for anyone who wants 
to use the world's largest social network with the potential 
of reaching more than one billion individuals worldwide. 
It offers a practical, in-depth guide to choosing the right 
options for marketing and growing your business and 
influence on Facebook including tips and tricks from 
successful brands on the network.

Workshop content includes: 
Why you should beharnessing the 
power of Facebook
Selecting the right presence for 
your organistion 
How to design the most effective 

'brand' identity
Managing, interacting with, and 
growing your community
Competition and promotion guidelines imposed by 
Facebook — and how to avoid deletion
Facebook advertising: relevancy and optimisation
The rise of Facebook commerce
Analytics using Facebook Insights 

Not for: Those who think Facebook is only for kids

Facebook marketing
 

THEY SAY: ‘I knew Facebook was relevant to my business, I just 
didn't know how to make the best use of it. Now I do. Thank you.'

Digital Highlights

A look at the latest 
Facebook innovations

Content that attracts 
Facebook 'Likes'

Integrating Facebook into 
your website

What you will learn: Journalists need to understand how 
social media works and how to tackle the challenges of using 
it for successful journalism. The course will give attendees 
hands- on skills to use social media for newsgathering, 
research and reader engagement, and developing their 
profile and social media presence.

Workshop content includes: :

 How the web is changing from search to social and what it 
means for journalism

 Aims and objectives – why it's important to have a clear 
purpose for social media activity

  Tools and channels – a look at the main social media 
channels, their strengths and weaknesses

 Dos and don'ts – how to behave and not to

  Using social media for newsgathering

  Verification – tips on checking sources

 Case studies – examples of how journalists have used 
Twitter successfully

 Tips on engagement and building your network

Social media for journalists

1 DAYS

THEY SAY: ‘I'm leaving with a clear idea as to how I can move my 
'personal' social media expertise to enhance my job’

Twitter and Linkedin: 
 the secrets of success
1 DAY

What you will learn: A practical guide to making the 
most of two of the most effective social networks to grow 
your publication or business. This course offers advice to 
anyone looking to drive effective business-to-business 
communication, engage with customers and build their 
online influence through Twitter and LinkedIn.

Workshop content includes: 
Why use Twitter and Linkedin?
Reputation management for 

your business
The importance of crisis 

management and response
Maintaining audience contact
Targeting influencers, journalists 

and investors
Demonstrating thought leadership
Tips and shortcuts on time management
 Twitter and Linkedin paid advertising options

Not for: Those sceptical about the benefits of business social media

THEY SAY: ‘I couldn't ignore Twitter any longer. Now I see how it 
fits into my communications with the outside world.'

Digital Highlights

Setting up an effective and 
efficient social media strategy

Corporate entity or employee 
ambassador?

Measuring success and ROI

التويتر واللينكدين – أسرار النجاح

يوم واحد
ماذا ستتعلم: إنه توجيه عملي للاستفادة بأقصى مدى ممكن من شبكات التواصل الاجتماعي الفاعلة 

لتطوير إصدارتك أو أعمالك. تتضمن هذه الدورة نصائح لكل شخص يرغب في دفع اتصالات الأعمال، 

الانخراط مع العملاء وبناء حضورهم على الويب من خلال »التويتر« و«اللينكدين«.

تتضمن محتويات ورشة العمل ما يلي:

لماذا استخدام »التويتر« و«اللينكدين«؟  	  

إدارة السمعة لعملك.   	  

أهمية إدارة الأزمات والاستجابة.   	  

الحفاظ على التواصل مع الجمهور.   	  

استهداف المؤثرين والصحفيين والمستثمرين.   	  

عرض قيادة الفكر.   	  

نصائح واختصارات حول إدارة الوقت.   	  

خيارات »التويتر« و«اللينكدين«الإعلانية المدفوعة.   	  




