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Reporting skills Diploma araanll pjladl alis uljlaa agha




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. degaatl CMorbly SOV (e Tes @Yl Slugs dosdll § Gy (0 IS Byoll 0l arass ¢

This is the ideal workshop for a grounding in the core skills. . ..
Jolsetl] dulasl) egatads] dmads pgale o328 o) elilsl o s Al Il dolsll BT ]9 il

Workshop contents: A practical emphasis means that by Aewlw¥) Ollgoll guly wlsl g § ol Ao Jos Liys W] -puionall o

the end of tis workshop 2 ngwegmer willunirstand how o e 0o i ] g 3l i 0 o 58 3 Sl
be able to make a worthwhile Digital Highlights Budog Syeate ddy yhay plawdl o a8g Ls chmall slol LS Joo pudly p4d s Jgasdl wazd]
contribution. Includes: Working online A V) 4
I News-writing — what news is, how  witing for digital RSy leele ostal 55 AS5 QL??“ ool &S :

to find it ar.1c.i write it 4 T Sl LS Jagasad] - ol o5 Laad (o5 U1 LS .
e g "o A 25 - e 3B
I Proof-reading — how to spot the mistakes B! Shlslly Sluladlly duuwdyl) LI o Jgand] - SWIAL ely2] °
B Interviewing — getting the key points and good quotes 8331 (gl LSy gall o5 - oyl 5 o) .
l Sub-editing — editing copy and writing headlines I 6 yml) CgluVlg goud .

B Grammar and house style

Not for: Those experienced in journalism or PR

THEY SAY:’l was new to the media industry. This has sorted out
‘who does what and how, and taught me the essential skills!
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News-writing
2 DAYS

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:

I Finding news, especially off-diary stories

B Researching and planning Digital Highlights
1 Story structure, with particular The differences in online
emphasis on intros and print news

I The pyramid, and other techniques  Researching online
I Interviewing for a news story

B Giving life to dull press releases

B Writing news stories from reports and exhibitions

Not for: Experienced news reporters or feature writers

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

donall YW LEL) ¢l )] Olylge
1 DAY

What you will learn: This course is for news and feature
reporters working in competitive areas, where off-

diary sto.riesland origir?al approac.hes are a Yita.I part of i 5l R of JIsadl sl e of dog) s 5 3l Hlgu (UL o1y plge dsis 3 USI By5dl odb s
the publication. You will get new ideas on finding and ¥
researching fresh stories, and practical tips on where to find cdol=ll &Y= of daloval ble § Josy (0 US o ddde Byl .89l i § Ologlall gy poly S Al 1o

leads and how to spot a hidden story. R . R .
A0y8 dsofune 359 gl pe o5 Cle o dBYI ely ()l (ealy dds W OV g cduogSdl Slgul)
Workshop content includes: i o N b ye Olgioee (posail
I Researching — how to open new lines of enquiry o ’

. . M SlasYly el .
B Using the resources of Companies House : : :
1 Handling obstructive and difficult people a8Vl el ddliall uwl .
I Ethical considerations including . o s SOl pe dog) oy CMLEL Olads .
the Leveson enquiry (Law and Ethics Digital Highlight R . o
course, page 51) The dangers of relying I35 095 oo BSsbl Byl] - OUASILS ¢ 9u5 .
1 Using the Freedom of Information Act ©n theinternet ool Jf el - elbl guaddly sl B smll ) ge Jalsl .
(FOI course, page 52)

] A H9 .

B Writing the story
I Safety issues — secrecy and security Sl Tl ol U5l
B Your legal rights and pitfalls.

Not for: Beginners, phone or email hackers!

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

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




Advanced Reporting skills Diploma aanadiall aaanll pjlail a4 Oljlaa agha




Feature writing

2 DAYS
(SPLIT)

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:

I Getting an idea and developing it

I Researching and interviewing

I Targeting it at your readers

I Writing different styles of intros and conclusions

I Structuring a feature to keep readers interested

I Selecting your material: what to use and what to omit

I Generating and using good quotes

I Conveying technical information in an interesting way

I Using language for effect

Not for: Experienced feature writers

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

press association uk
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Writing better features

2 DAYS
(SPLIT)

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:

I Finding a fresh angle on regular subjects
I Evaluating detailed research material

I Getting it right for the readers Digital Highlight

Can you trust the web
for research?

I Fresh approaches on intros

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

I Generating stronger quotes
B Thinking visually: illustrations and boxouts

Not for: Total beginners

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

1 DAY

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:

I Finding stories when there seems nothing to write about

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

I 50 news sources to boost your diary

I Getting the tough stories and working round problems
I Writing quickly and accurately Digital Highlight

B The lighter touch Getting more from the web
I The legal side

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

THEY SAY:'Very good course. Loads of information on how
to handle sources and make good contacts — including the
tutor's!”
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Diploma in Public Relations aaldl Olaslcdl aglia




Introduction to PR

dolsll OBY=I § dodde

2 DAYS

What you will learn: This two-day course looks at the
principles and practice of public relations in the modern . LQ
media environment using a mixture of presentation, @) 9"
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 Sy dig § delsl BN Sl jloog {50ke (oay inogel 9wl 0l peiud el 13lo
who want a better understanding of how PR works. .

25 Aol Ol yudly duwlywdl Oliledly (o,)) Silwg (0 o 30 plisiwl dyusdl e

Workshop content includes: OB Ogeghl elgw cdolsl SEURN Slwlul S de g Jsogll 9309 b dlis 8)35

1 What is PR? =) OB ofs] Las) sl =l duadll elyad) gf dols
ol OBV elo] ddsd Ladl ogd U ¢ D () g9 duiid] elyud) 9l dolst!
B How does PR differ from Dlgital Highlight o g dlo 2 O8O e
dvertising? . S el e et
advertising . Digital PR - understanding g) b dasll &9 Slgine pob
I Tools and channels — different e bedles of sedkl madda Sdalell OB o b .
ways of delivering effective and N
successful PR SOMeYly dilewl o dolsl OB aliss aS .
I Press release writing — dos and don'ts oz ly 8530 dale B @audd dilisw Bk - Oilgidlly lgall .
1 Buildi . .
Building your campaign around people S ¥ Log o Lo = dudonall LY oL .
I Identifying the audience and finding routes to reach them
Lol e LA Al el el .
I How to deal with the press and what makes news? o= =
I Tips on interview and crisis management 04l Jgosll Ciluse dlzwls ssdazdl wyuod y
Not for: Experienced PR executives £ LY g b oy Blouall 2o Jols A4S .
a3V 8)l0l9 CAALI Joo pilas .

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

- - . Highlights
I Overview of the changing media Bl
landscape Exploring the
I What is a press release? What is PR? EEEmESFEmS

myths and mistakes
surrounding press
releases

B Structure — the intro and the inverted
pyramid principle of news writing

I What is news? How to get journalists
interested in your story and what they are looking for in a
press release

I Preparation — what you need to do before you start

B Selling in — some tips on dealing with journalists

I Tips on style, length and vocabulary

B 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!
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What makes news

LY zray gV Lo

1 DAY

What you will learn: This intensive one-day course will give

you a greater understanding of how media organisations J‘?b 69_,
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 Jos LAS Js> guly pods dls pod et g dAISLI By9 W) o0de Py splmtin 3o
coverage or deal with negative reports and articles. 52 o) YL OIS 35T g1 aS3 el H,al gluo g Bog @eYl Silug OIS
Workshop content includes: B3 OIS 9585 O lsls o R Oblg M) £Lis] &dSg dall gias I polisd] ples Bgw

B An overview of the media landscape — newspapers, TV,

radio and online ge dalsiy ol ko] Ao duais pilly O @85 (0 USU dasae 8351 0l Y] ilug)

I The changing face of the media and the opportunities ddud) Oyl e

I What is news? Definitions and discussions P -
X . . . ] 1 b ol ddbyg Oligione ol
I The journalist's mindset — a day in the life of a reporter ;

I IHow news values are put into practice — some examples “a53Yls Aol g A cchomall - adlel) agdd] oo dols dond y
from the nationals -oyilly MYl Slwg) ysibl dzgll .
I Delivery of positive news — your audience, developing the ) .
story OLESLLIs e labl LY o L .
I Managing negative press coverage — the golden rules o Bl § pos - Aall dlde .
I Dos and don'ts of dealing with journalists . <
oublgbl o dleYl jass - ddid] =é LY ol =09 S .
B Damage limitation — what it means and how to achieve it iblsbl 5e ittt adl Gt
Not for: Those who believe they have enough online business dadll okl Jygpaz - doloudl Jl,’;:!l o] .
i) sslgdl) - dudud) dudsuall ddasdl] Byls) .
THEY SAY: 'Great course. Intersting to see thing from a doeall zo Jalt] § vz Y log iz Lo .
journalist's perspective. I'm leaving with a much more confident N
approach! S Baiod ASy (s 13l — ) pall d9us .
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Progressing your PR skills
doll) BRI § bilylgo o ghai

2 DAYS

What you will learn: Two days on the effective use of the

entire PR armoury — from market research to sponsorship, . LQ
competitions and awards. This is the follow-on workshop for J 3—3
the development of executives in PR roles, inhouse PRs and

consultancy account executives.

BN Bl JiaY) plasud b b ey cposd B9l 048 yetd rpliiu I5le

Workshop content includes: Digital Highlights
I Media relations ePR L yg 3] gy Slislubly dole i ol Lo Bgud) Srlow (po Teus dgloSTs Lol
§ Communications audits The power of social wighly doled) OB el.@.ag Slgal & gudad) elyubl pohi ] Guy dsslioll Jas
I Sponsorship, competitions and networking and blogging N
awards The internet and issues e i) (o sLitubls A1) dolsl] SBMIL
[ | g\(l):rf?rﬁ"r;cnzz::qtgrt:tltlons and management :ng lo ol & yg Slgioe oS
B Confident and powerful radio, podcast and TV interviews daodedl Slwgll OB .
I Community relations; lobbying; education programmes VLY G .
I Harnessing the power of blogging and social networking
I Crisis PR Flgzdly Olisludly dle ) ol .
I The internet and issues management OUWl=d) 8ylslg oylbl Ol ps5h .
Not for: Experienced PR practitioners or the faint-hearted L’L"S 5:'.-'9-‘)“'13"9 o 5.:“."5?' 5-19-1”5 5)3§Ja| C:}LgLa.U .
dsall Edl o «uwlSagdh

oglsdl) ol Wl DoY) sdmesob] BV .
THEY SAY:‘Exhausting but great two days pulling together all Yl dolsdl Oy ©lgubl 858 pduus .
the roles | have to perform. Feel far more confident now. Many e ’
thanks’ o)l delsl! YR .

Llag)) 8ylsls CozoY) .
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Crisis management
1 DAY QLA)S" 8)‘-)1

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 J?]
profits. This course looks at worst-case scenarios and what 9 69‘2
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: 5=l Jalslly 41 9] BB pa g1 § Dbl Oliluns § elpd Y 42085 o5 sl 15Le
I Issues management and risk audits B3l Cor s 5l ] dolsd) jindy Lo uSslly ST il 0555 S Glo3¥l 2o
I How external source.s can af.fect you and your brand 3 0B 5 S5l 01 a5 oy A delsl] 8y9a)) e Buasedl y S
I How to manage the immediate TG
impact of social media ghilghts dolsdl OS] CYBg) Suado 8)95 ] Lpiur dlsd Loy dicad] OV Oilagy sliaw
I What to do when things go wron JhyiRrevention]islbettey : < R o - .
. 959 9 than cure - scenario -p3L9 el egud Lodie Sjuaio Yol (g2 lioy (oo gudod) ddlowall Jgiuws ol
i Setting up spokespeople and a HEmRe and fEreding L o
chain of command problem 1k b ol 4 )5 Oligiome (el
I Getting authority for statements The message and the bl sy LA 8yls) .
I Managing the media — including  edium — what to .
‘citizen journalists' N S — S yloadl iodle Aeg clde 555 O dayld) jalasl) (S oS .
I Positive press from bad news to V\./hom, and through Sueloio¥) Lolgdl SISt g sl L) 5 S .
Not for: Newcomers to PR phichichanueld - ’ R - ) ) :
9390V cgus Lodis J=di 13k .
Sold)) dludi g uucd ) isab) slus) .
A ) dale gasd| .
THEY SAY: ‘The training was great. The excellent tutor changed ») e
thg c((j)lntents during the day to cover new points and issues we «Osbgll Gspimally B & Lg - ¥sYl JSlug Bylo) .
raised!
Bz g 5k 5 dley] Bloo .
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AUTHORISED
Training Centre

InDesign essentials Al

Adobe

2 DAYS «3l3s Gl» &.aU).g O lew o]

What you will learn: This Adobe-accredited workshop,

run by a designer, will give you an essential grounding in QLQS:{
InDesign skills. It has been specifically programmed for those . . . .. s . . . o

with little or no knowledge of DTP or design, but who want Ohlges Olewluly dos3iy paas S B IS «ysoh golizy dol> 8390 W) sl 5L
to produce pages on screen. & 09629 puaatl 5/ DTP s dlo d8ym0 o) Ob d il Ol ey me Jalsd
Workshop content includes: Ol Je Oldo gl

I Creating and modifying text and graphics, importing text

b b | ddyg Obgioo (pauais
and images from other applications R Lo dosdll Ly Oligioms oS

I Using master pages and templates Y Ol s jgally gl elysituly Olaga Jly (g sl sLis] .
I Colours and blends gy dus ) Oloxdal] pluscin) .
I Placing and manipulating graphics and pictures, and bl ddess Ol .
controlling text wrap
I Creating and managing layers oadll jele § pSoills iy el spally Olagu ) glo3) :
I Working with styles Ol Byl g <L) .
1 Using keyboard shortcuts Jdabisb) bLY ze Jasll .
I Creating sophisticated tables 2kl oyl Oyl plasial .
P ing d ts f int
reparing documents for printers ygla dshiz olis] .
Not for: Those experienced at layout and DTP
SOllhall slue] $56s .

THEY SAY:‘Excellent — a mass of information in two days. The
tutor made it easy to understand and take in!
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AUTHORISED
Training Centre

Photoshop essentials Al

Adobe

2 DAYS

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:

l The Photoshop screen, features and formats

I Selecting resolutions

I Resizing and cropping image area

I Adding and formatting text within an image

I Tools palette, air-brushing

B Manipulating layers

I Modifying brightness, colour, hue and saturation

1 Using Photoshop with other programs

Not for: Experienced users

THEY SAY: ‘Fabulous tutor and great class size. | learned a
massive amount in two days. Thank you!
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AUTHORISED
Training Centre

Illustrator essentials Al

Adobe

o555y ol Sleala

2 DAYS

What you will learn: This workshop teaches the latest . Lc
techniques for enhancing images and adding a professional @) 9"
finish to design work. Run by a from a top designer, it is a s s U EPT SE et e e (A
perfect for people just entering a design job or taking on Sreate Olud BL2l9 rgall 0] LA Szl plas § 8901 0o Juedl 3¢ Ble
Fjesign (esponsibilities, who need tg use lllustrator to.cre.ate 5 o diudby § g2l oniseilol) &le 1333133 wdjime pae Jd (0 891 SIS paoail)
illustrations, logos and other graphic elements for editorial o
or advertising pages. lidY g sgully gealiys plustinl Jl Gezbizy (o Lauly cpaouai) ploe Sldodun Iglsns oo

ol 5ol VG Olordal bo] 655 daosaad] polislly Oljlaidly dowdsdll pgu I
Workshop content includes:

sl w! Oldal)

B The lllustrator screen and palettes B

I Creating simple shapes, layers and colour ik o ol ddyg Olygione (ol

I Designing logos using custom paths > g1y « )93 ygrudp AL .
l Using type effects Llelly sy Al JSBT 80 .
I Charts and graphs aasd) Ol jlab) plusiwl Oljledd) e .
I The tool bar and keyboard shortcuts

. - ) AO135b) plascial .

I Producing ads and editorial pages that combine text and
imported graphics k) pow g Jglazd) .
I How to use lllustrator with other programs Olga¥l oy g pslabl dogof Olylazs) .
Not for: Experienced users L d‘”ﬁl' Clagasly il o g uJ‘ iy ] Clrially YY) el .
835V galydl 2o a9 ygrud]y oy plaseul daS .

THEY SAY:’| tried to teach myself, and failed. In two days I've
learned everything | need to work professionally!
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Adobe Creative Cloud Beginner Advanced aadiall cncluyl aclitlg m,;g:.i» aalip aglia




AUTHORISED
Training Centre

Advanced Photoshop Al

Adobe

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:

I Formats, resolutions and filters

B Using layers and montages

B Using vector paths

I Colour — spot colour, separations and repro systems

B Retouching and restoring damaged photographs and
simulating painted effects

B Importing files, scaling and cropping
B Saving images for the internet or mobile platforms
I Keyboard commands and shortcuts

Not for: Inexperienced Photoshop users

THEY SAY:‘Very informative — useful tips, shortcuts and great
exercises. | feel like | know the tool bar very well now!

e.\ﬁ.‘:.!,l «99,:2‘;9395» &.nl.’tﬁ

d=>lg £32
Suadab) weluo ed.n...Ll «O9digigd» {.el))g Pﬁlz.a v coyudl e o) Wa 13k
A O3 ee bl resasl) Wlis sy by ail) &3Y euslas ;00 §

1 5o B Suml § Buiz HSST eusiud) g 6] oodgisily § eaillee e

ol
st Lo Jasll dbyg Olgiome oS
Ooloud yhly Oiylylly JEYI .
ZWsbls Gkl plusi) .
ABLI Olylucd] plascal .
lezbo) slabl deas¥ly Jadll Olikes (moshl gl - Gl .
Al SIS 8l AU Hgall Bolaiuly pudid] Bols] .
oallls gyudlls ClaLL) Balsil .
LSkl Olab) of CoY iSuid jeall Jads .
OhlaisVly zslall dog) yelsl .
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AUTHORISED
Training Centre

Advanced lllustrator Al

Adobe

1 DAY

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 lllustrator's basic tools.
Workshop content includes:

I Creating complex illustrations

I Converting raster graphics to vector graphics

I Creating a banner

I Filters

I Exporting to the web

Highlights

Transferring designs

I Colour management across digital media

I Using layers New Creative Suite

I Preparing documents for commercial Inegrien el
printing

I Transferring designs across to digital media

I New Creative Suite integration facilities

Not for: Newcomers to lllustrator

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

edﬁ:&.[,l « g ygiud > goliy

d=lg poy

003 gk sgrull goln g doladl & g yeroll 8)5uf ol slus] 63 el 13Lo
AT Clylehl o5t puikl et - oy o 4lsS § Dseb a3 pUABL dgoseiy
€5yl ol Olgal Ogausituy (o dzitty Lo alous Budine dioliy] pow ) S0y
iV

gb bo Josdl ddiy9 Ol gioo (ol

Budze &l pgwy 58I .

gzl Ologu I ) &bl Ologw I 1925 .
LW sanas .

] .

ESY) B J] pad) .

.01V 8y1) .

Ol plaseial .

&yl deldall slus] (3569 .

A3l eyl Blug e paoladll Ji5 .
adzd) eyl plisd) JolSy dilse ,(SS] .
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AUTHORISED
Training Centre

Advanced InDesign F\

Adobe

1 DAY

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::
I Composition and hyphenation
I Justification, track and kern types

I Dragging items between document windows and
importing files

I Editing and typographical Highlight
control How to make the most of

I Embedding rules and pictures InDesign's online capabilities

I Tables and tabs

I Setting up style sheets

I Using shortcuts

Not for: Those inexperienced in the use of InDesign

THEY SAY:‘A most interesting and useful day. The tutor was
entertaining and gave me lots of helpful advice!
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o dgudll of
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Video Journalism Diploma Jilwgll : jgnall cnaanll ppillg pgnill agla
ayjallg arcanll




Learn to shoot and edit video

gldl 5,239 yeall bl edss

2 DAYS

What you will learn: This two-day course equips delegates QLAg.{
with the skills to shoot a basic video story package. It e e o s . L
includes how to use a video camera; the fundamentals Gl Yl Loy Olehly supuih) (nog2 Bub yeiud ) 9wl 0o 0935 el 130
of audio; composing shots effectively; shooting a basic el Slslole caridl] TnolS aluiiil LS e 1ol Lorids oo Bole N
interview and editing a simple package using either Adobe Ol Slaululy il 1206 ¢ A5 e 83 9 9205 B3lo g’
Premiere Elements or Apple's Final Cut Pro software. For gga‘l» ol plusciuly ey d8gaze 5,99 CHEL) 4 gais daloldy 8ysall uS)is
journalists, press photographers and anyone who wishes to . . . o

produce exciting and professional-looking video clips on a $ly oa9ably guisuall daase 89l .« (o «g) S Sy gl «ution] 2y
budget.

VY B390k) dolieh) awzug Jlio) sebagg 8x 9208 blis glo] § b pasd
Workshop content includes: i o I i ys Ol gioe (ol
B Making the most of the video camera's most useful features )

BB SV gl [elS Oilen (o Goualll Bolazwl .
B Understand how to compose well-framed shots B8 S sp0ell 13l Sle 00 5 soldy
I Interview technique and storyboarding Bieasio Byguas ygall oSy kS 048 .
I Setting up locations, what to look for and what to avoid 52 3led) mdgg Akl duds .
B Understanding the different types of microphones and ) . . R R
when to use them Azd e gl Log dis Cnd ) Lo gBlgbl wyuod .
I Import video into the computer lgaluseial 899 Ciligdg Skl (o dalisel) glos¥l egd .
| Ed|t|.ng a s.equence on AdOb(? Pren‘ue‘re Elements or FCP isaSl] g syl Jas) .
B Adding voice-overs and music, building a sound-track
B Using filters, creating motion effects and adding titles FCP 5] «ouiionh] 16 2 399b golip e ducdutll 0,25 °
I Outputting: exporting sequences and clips for the web. kel Lk by Erwsbly Olgall d3Lo] .
Not for: Those who think talking heads will do fine. L obsl! BLsJg dS,mdl Cal_yn\jﬂb S Sly 5Nl f‘ Sl .
THEY SAY:‘Great course. Really well explained and demonstrated. SR Bk ] syl gblig Slgshl Ju] s3] .

I'm going to enjoy putting all this into practice!
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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:

I The power of a digital camera, its settings and limitations

I How to take news and feature pictures — covers legal issues
I Better picture composition and appreciation

I Lenses and flash techniques

I Manipulating and enhancing the digital photograph

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

I 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 | can use straight away at
work. Very creative and well-paced course. Enthusiastic and
professional tutor!

el Jadl @ub)

d=>lg £9

Bloally dolsl] SR Jlono ] gito g US o d6dko Byl 01 yisd sl 3o
o . pad] OLS guusdy seall b dio ¥l Clla love dols dolsl] Jloslg
0d Bgz 325%5 § dedidll plussiuly Bilias yso gl] ddSy bl xalS) Bosl g B35

yall

i Lo Jasll dyg Slysios el

o9y Lilolas] duwd I 1ywls) B3 .

Al Siludl dassg ygally HLSYI bolad LaS .

Byl go JadYl Jalzilly Sl .

G Ol Olwasd) .

a8yl Bygall 3559 dyusd] .

«@WYI» (2,2l Jandg dsrleS dealilll g 3lodl oo Sl .

diasab) ywe§ i«

Qb gisdlhy goliy plasiwly y o) Slewlul .
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Presentation skills

osuditlly oyl Olylge

1 DAY

What you will learn: This course looks at the skillset

needed to sell ideas to an audience. From how to open with J.?b {3‘9.)
impact to closing effectively. Ideal for anyone who has to L P . . . ) ) N
make presentations, and wants to learn how to do it more LAS oo leds gpazl) HSEY) By gudy gl dygllall 8ylghl 891 0 J9lis el 13k

professionally, it features feedback on body language and 20

- - : Al Bygull yusS . dledl) euuddl dds oy 2lgsly dBgdue da Y1 § g9l
top tips for a successful presentations. W oo IS Ao By9ull us O] Ay yhay 2lgly d8gden Ay yhay ,oMI § £ 9
83y @5 § ol LoS (e &l yhay IS olol LS ol § Gy (309 Braaie oy e okl
Workshop content includes: ¥ ¥

1 How to sell yourself in the first two minutes Aoz (99,8 ol S (& dovad Vo (eudlg Seuz g Js=d

I How verbal communication differs from the written word i o Josll &g Olgime (edts
I What listeners want and need from you oo Jgl & s 35ud AS .
I Understanding the way new information will be perceived gl AalSUl e LA JUasY) Cilisy (S .

by the audience
S4s w, 3 Sfe o w . .
I Conveying your message using effective communication Tigzlioy 3log elio Ggmatuc W 13l
skills — how to be at ease with yourself Baasdl Sloglabl J] WS 0 1 iy A1 & )l g .

l Using creative thinking

i) Jlasy) plasiwl Al ) J .
l Exercises on how to speak convincingly using visual aids B s
Sk 9955 S - Ollad) .
Not for: Those who prefer to lurk in the background &0 Mg O555 S - Olyleh
RS RO AN RS .
& padl Olust phswly mido JSio Suoad] diS Jgo (6 .

THEY SAY: It was great to be able to practise and rework my
presentations. | learnt some valuable lessons. Thank you!
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Production Journalism Diploma (introduction) ( wy ugl - ggahall) aliivlg ppaill agha




Learning to sub-edit
2 DAYS

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:

I What a sub-editor needs to look for
B Working to a consistent style

# When to correct and when to rewrite
B Tightening up language

B Grammar and punctuation

e Digital Highlights
B Editing your own copy < Bl
. . How to write accurate,
B Captions and standfirsts )

punchy headlines across

B Cutting copy and making lines platforms

Not for: Experienced sub-editors The problems of editing and
proofreading on screen

THEY SAY:‘Very engaging. | learnt loads of invaluable subbing
skills. Great personal tuition — a real confidence boost!
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Bb 0o yzge Layluasly o,all BBl dewlo¥l Shlabl )9l 030 o :plseii 13Lo
I aegeall QESII Cile ] il 058y (09 abwised) lyaseus 05 . ddlisnd] pogadll gl

gl pgogal kg plSo]

s dasll ddyg Oolgizms

Sad] ! ) dzlon el GBub G T Lo .
ol Jag 389 Jostl .

TS o W (Siog vl o .

Al plSo) .

A Olodsg dalll welgd .

Jdolsdl dogad y,55 .

Ol bud¥ly G glisd) .
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Wr(ijtingl_better headlines for print
and online ot 5w w wqsw g “
Co W gl degadall Olylaod &ilds dady polis HLS

1 DAY

A=ly pg

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 Olode e dols &dlall Gyl Gasliall (S s § 42,0 poa) 0 Bagll 0o e 3 sl o
headlines, whether they are achieving their primary purpose, A ol deg ] IS o sy (r9udlly dolall OB, notghly oudouall @o dlas sy 8)90 (a9 oY

and how to make them better.

Mgront) $lal] bl o B2l o gwlesdl gpua o 8 IS 13] Log dgutSs

1 Lo Josdl ddyg Olgiomo (el

Workshop content includes:
B The rules, and when to break them

I Making headlines fit e LS (heg casloll .
I News and feature heads: the Ao Loy a9l 4LS .
differing approaches Digital Highlights PR ol plaatl 2k Bl LW gasbis .
I Using 'power' words Key lessons for online s

i «Bgldlly & [KES] .
I Dealing with tight character L @il OLlS
counts and online restrictions Headlines for different media oY 398 meg dojlo duasd mo Jolst] .

. platforms N

I The delight and danger of puns N _ oyl Jolineg pulos .
I Saying more than the obvious Wiiing) (e nemepage nes
in captions ~9bkdl elys Lo .
I Writing better cover and contents page lines Buus duas Olgiowg dMazwl aul LS .

Not for: Total beginners to journalism

THEY SAY:‘l now know the difference between writing heads for
print and online. Small group meant lots of personal attention.
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Editing on the web

oll Sldo (fe o ol

1 DAY

What you will learn: In this course delegates learn how sub- v\.’?’l
editing on the web differs from subbing in print and how 9 69‘3
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 & Sy oyl Oldo Yo ogall daslpg GEN LS § 8yl odn s sl 13k
of easy navigation and how to take account of the different L B . . . L . . .
information needs of casual surfers and regular users. 4830 895 Ll eyl plozal e dgouius ol (g Gkl Glig degudall Boll) e alie sl
Workshop content includes: 0574 009 Gismlly &S1Wly dizy ) SHLaiNly dolsl) GBI (posghly ppdouall
I Targeting your audience in words and style asYl zbgg Jgudl pbasll dusal 89l Jgliss mgll Oilodo e eailisine 099
B Word use and word breaks ipelatie (pedstiumey (o)le Sever pals ] dr by (o ) ddlishl Sloglrel)
B Maintaining topicality SRR .
. Managing user-generated 1 b dosdl iy Clgiome (el
I Hyperlinks — when and how to ... A . o
use them Osle¥ly delSUL Gugiud) Uygaes dublse .
) ; ) Thinking in screens .
B Headlines and other visual aids Loty OLoISY) pluseiwl .
L . Exploring dynamic content
I Avoiding the pitfalls dsgogh) e Blasdl .
I Attribution, legal and health . R .
considerations ¢ pelaseial AeSy e - BpSl ) :
Not for: Experienced web subs 85V A5 ) Olisbly dewcs I oy gl .
3l s .
dally Al OlylasYly sbwdl Olylas] .

THEY SAY:‘All very relevant and I'm now equipped with the
online subbing skills to really help me in my job. Thank you!
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Production Journalism Diploma (Advanced) aadiall ( wy ugl - ggahall) aliivlg ppill agla




Advanced sub-editing

2 DAYS eM' US-J.O." e;.SJ..J'

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 > 9 €Sﬁ
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. 8 bl Glllaz) § oy ple B> IS e 2] b 851 0l a5 skt I3l
Workshop content includes: DBL2| didog dmy pw Bygea plall plozaVl 4 Wy & 1) pacll] mo Joladl] LAS § ol
I Breaking up features 8y9W) s . o) sy LUSTI Bale] o 38,1 Jasd) e Joladll Jgo pilad L83 i dl
#The subas a writer o bl 35 S il il (e duad i @ daas (0,8

I Making dull technical copy sparkle (o Lo sl dbyg gt (poais
I Dealing with difficult writers T i

okl ploxaW &bl paadl) gdads .
I Revising page proofs =

B Writing sharper headlines, Digital Highlight L diogs Joudl .
standfirsts and captions How to meet new and ygodly emie 5T U] Sl padl Jygo .
I Breakout boxes that work harder  growing digital demands coolbl guad QUESY 2o Jalsll .

I Learning the shortcuts for fast ) .
and accurate subbing Olbdall 335 dezlpe .
Not for: Junior subs. This is a very demanding workshop By Olhley Ololid) dlis duwd)y Gigbs H S .
Loty desall LLad) Jgls .
8859 B BiS Olslaisy Plz‘i .

THEY SAY:‘Fantastic course. The new and innovative approach
to covering the subject was great!
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AUTHORISED
Training Centre

Improve your InDesign skills T4}

2 DAYS

«3 O by § ebilylae Hob
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 . Ln
more about new facilities and shortcuts that will help you ORs)
make the most of InDesign for your publications whatever Sloio Sas1 Sl slaely dadasal] (o Teds sish S BysWl 0 (st sl 13Lo

version of the software you use.

2ol Y1 3o Ueld ol b dosas Aslall 30l Lyleady CBll 1505 Biaete
Workshop content includes: i3 O eyt & sl Sllazsly By G S & 53t (398 Ol O
st GV panadl by o8 il aky liyhio] § Sas $ua @adls dis BolizuYly

Jg‘ b Josl & y9 Obgiome (pouad

I File management and better housekeeping
I Templates and master sheets
I Using the shortcuts and new features in InDesign

I Typographical controls G ] Jadly S 8yls) .
I Adjusting hyphenation and justification s ) Olorally 1ol .
I Using styles el & s tle Ol slazs Yl alubdl .
g sty Highlight «l59 O gelip L] Byl Ooljubly Ol slazsyi plass
1 Tabl n sl .
al? es and tabs Integrating InDesign with other il gl ‘
I Using colour Creative Suite modules dossl dlolgll o .
I Preparing work for print .
paring p LAalisb) bLYI plussl .
I Integrating with other Creative Suite modules
) L sl Sledeg Jolasd! .
I How to make the most of InDesign for your publications sl Oladles Js
Not for: Experienced users OV pluseiul °
Ldeldal) sl slus) .
THEY SAY:‘This course will save me so much time. Thank you!
Y Olusg (e lapd mo oS .
bl eylnol @ «lis O el oo gaalll Sslawyl ddS .
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Social media marketing
— developing a strategy

1 DAY a.«.'zﬁlﬁw}" 1.39.53 - Sk Lolgd] C.'Als*w &g

S

What you will learn: This course is ideal for business
owners, managers and PR agencies who want to make J_'>|3 69.3
the most of social networking platforms to bring in new

business. This course will give you new interactive marketing S 035 (e dolall OB CYSg9 ehyub] los¥l Clowal ddlio 9wl 0da slsiiw I3l
tools for today’s online world. 85wl s sz Jos] il & elo¥ dolsil OIS Slase o sl B3zl
Workshop content includes:: Digital Highlights el ol bl elad) gl § Busuz Slgal
B Does your social media offering ) P .
engage your customers? Assessing your customers ’g‘i"“ Josll &9 Ol gizme Gpois
and what they want from
0§ Social network sites — which to you Selidas U5y blysul g ciols LeluzYl Lolsd) OIS Jo .
use, when and how . -
i iat 4 . S Las J_ . I 5 o8 .
I Learning from successful online pla:?::;i S TSy o cpuadiiug e ¢l — eleaz ¥l dolgdl) DI Zlse
campaigns ool Eélasd] . .
. . . How to monitor and learn .g_..»;u}fl "u Gl © 1o !
B How social media can bring you . o ) . ) o
closer to customers - the benefits e BCTT SRR by Wlsdll - Mol J] oloiz¥) dolgd] OIS eyl asS .
and hazards 5T) gl Ot e B,k eU3 § Lg ol obd &S .
B How to measure success, including a look at web analytics i
(see page 7?7** for an in-depth workshop) (dBosio Jos disyg ... dxio
B How to integrate email marketing Bty G5 31 ) o kS .
B Considering search engines and viral marketing )
I Writing your online marketing campaign sl Grouadlly Ceondl Syome § I ¢
oY e el dolsdl B guctl] dhos DS .

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

THEY SAY:‘Great course. | understand how to attract clients
through social media. | just needed someone to show me what
to do!
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Website analytics
ol OV

1 DAY

What you will learn: Delegates on this course will learn how »‘9 3_)
to measure and evaluate their websites and gain a deep e -
understanding of who is accessing their online content, 5 Jsasdly dog SV e48lg0 ety (wkd dudS (g9 yuih] el :lseiiw I3lo
how and why:. It is designed for anyone in editorial, sales P e 9 S e4e et o A oo )

and marketing interested in enlarging and engaging online LS Jlowo & 0,8 Y downan Byl J3lhg aS augll e cFLgine 2o Jolgt (b Fasie
audiences for their brands. You don’t have to be too numerate, " ) T

but curiosity about your audience is vital. dilxiio go paleliiy Cogll e 03980z Ruwsl pigog $igutlly Oiludly &y ol OYLEL
Workshop content includes: 52> ol dysgez Jsm Jsadll O1 Y] dlas] 8T 055 0V dxlo ¥
B How to measure visitors to web sites i o Jasl &b yy Slgime (oS
B Which analysis tools work best for you, and why

RWATHY piew:) Slgbl ylg) wld disS .
B Meaningful statistics — how to interpret and use them SOy B Ao Zlobl g pwld dede

I What draws people to your site and Highlights Sy sl USy s Jos I Jaloedd! Sl .
what doesn’t

. T ey Lol ety Loy duS - g3bl I3 Silelasyl .
I How audiences explore pages T ; ; 5 ;

. . $ad gz ¥ g el Log edsige ] ol il T Lo .
I Conversion rates of visitors to sharing metrics with S . o
subscribers, buyers and events others in the team SeBobl Oldo yopend] pruats A4S .
I How to op.timise a site using the The vital importance of Oledy o g S ] lo) e J2god) Jl’-‘“i *
web measuring tools social media Lt Olgal pluscwl 39 A%V =8gbl iauod duiS
B Using online research tools to Rl osle  do S st in T ’
enhance your web analysis LG9SV elsBgn o 5950 LY o Eaomdl Dilgal plasiil .

Not for: Those who don't care about ROI

THEY SAY:‘Now | know the tricks of the trade. It will help a great
deal in my work to attract the right visitors and sell online!
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Search engine optimisation —
how to win with SEO

1 DAY

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:

B Refining your content to attract Digital Highlights

search engines Why content is King in

B Descriptions that attract the search  SEO
engines Keyword analysis

B Creating a searchable site design T Wiel IR
I The importance of links and video social media

§ Why SEO values change and how to
keep up to date

I Interaction of repeat visits
B Page rank and trust values
I Directories and metasearch

Not for: Those with a detailed knowledge of SEO

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!
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Twitter and Linkedin:
the secrets of success

glowl 5lpl - (2uSilly o5

1 DAY

What you will learn: A practical guide to making the J..’?"ﬁ (33.3

most of two of the most effective social networks to grow ) .

your publication or business. This course offers advice to sl eloxz¥l Jolgdll Sl oo (S $oo 9a8l Bolinul) s d g5 4] splaiiu I3k

anyone looking to drive effective business-to-business S0 et e e & s .. P U ST R

communication, engage with customers and build their oIl VLSl @85 § oy painds IS gilal B9)) 040 pedis AWlas o) lijlio] 9bd

online influence through Twitter and LinkedIn. OSallles Gusih S5 38 cusll e yads clss oSlasll go bl

Workshop content includes: Digital Highlights 1 Lo dosdl 4 y9 Clgiome (ol
i i in?

I Why use Twitter and Linkedin? Setting up an effective and S Saalleg gl plassial 131 .

B Reputation management for

A efficient social media strategy .

your business llos) dzowd! 815] .
. .. Corporate entity or employee

B The importance of crisis

management and response ambassador? Bleza¥ly OVl ko] duoal *
I Maintaining audience contact ~ Measuring success and ROI saezd g Jeolgd] e Blas] .
:rll'grigr]‘ité?tgo:'gfluencers, journalists oo ediacbly Guadseally O S5b1 Blgial .
I Demonstrating thought leadership S 8ol (o, .
B Tips and shortcuts on time management Lgll Byls| Jsor lsLazly pilad .
B Twitter and Linkedin paid advertising options

Not for: Those sceptical about the benefits of business social media uss"'u 5.931&}”«04“45.:.:.1.!!«5 «‘;’!ﬂlh Q‘JL? °

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