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The Pitman Training Scotland philosophy.…….a philosophy which is at the forefront of our highly successful training programmes and a 
philosophy adopted by most organisations today, who recognise that investment and development of their workforce equates to a proactive and successful 
business with a focused and happy workforce. 

We provide a personal, tailored approach to each and every contract we deliver, regardless of the size, method or monitory value of the contract. Over the 
past twelve months, Pitman Training Glasgow and Edinburgh have successfully delivered over 400 Tutor led Workshops to over 2000 delegates and over 1000 
students have enrolled onto our Pitman Flexi Study courses and Diplomas.

Benefits of Training
Staying competitive is the key to sustainability. Training your staff, keeping 
them motivated and up-to-date with industry trends and new technologies 
is essential to achieving that goal. Staff benefit too, learning new skills and 
becoming a valued asset in any organisation. Training brings direct benefits to 
business and can be calculated as a return on investment.

Business Benefits
Regardless of the size or type of an industry or business, training can have a 
measurable impact on performance and the bottom line. Research shows that 
productivity increases when training takes place. 

Staff Retention
Training increases staff retention which is a significant cost saving, as the loss of one competent person can be the equivalent of one year’s pay and benefits. 

Staying Competitive
Businesses must continually change their work practises and infrastructure to stay competitive in a global market. Training staff to manage the 
implementation of new technology, work practices and business strategies can also act as a benchmark for future recruitment and quality assurance practices.

Pitman Training Scotland can help you achieve your goals by working with you and tailoring our training solutions to match your requirements.  Training is 
delivered throughout Scotland.

To empower your workforce, choose Pitman Training and excel with the company that has been  
“Trusted for Generations”

Contact the Pitman Training Scotland,Corporate Team on 0131 556 5650

 
 Pitman Training expertise covers four broad areas:

 • Personal, Management and Business Development 
 • Microsoft Office  	
 • Web Design, Graphics and Apple Mac 
 • Business Support Skills

Grow, Evolve, Progress….. Empower your Workforce Click HERE for the Home Page
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Better Business Writing

Create business documents that 
create a professional impression 

of your company

This workshop is ideal for anyone 
who writes business documents as 
part of their job and who feels they 
could improve their skills.  The 
course will cover a variety of differ-
ent types of business documents and 
delegates are invited to bring along 
examples of their current work, or 
ideas they would like to work on dur-
ing the course.
and….
Revisit your grammar and those apos-
trophes!

Learning Objectives:

•	 Re-learn the basics of grammar,
	 spelling and punctuation 
•	 Express yourself more powerfully
•	 Use plain English
•	 Use the appropriate tone when 
	 writing business documents
•	 Develop techniques for quickly 
	 creating outlines and structures 		
	 for business documents 

Please Click HERE for Top Tips

Communication Skills

“The meaning of communication 
is the response you get, regardless 

of your original intention”

We all know or work with people 
whom we respect as effective 
communicators, but what is it about 
their behaviour that we aspire to 
and how do they do it? How is it 
that they are not only able to express 
themselves fully but can also get to 
the heart of what’s important to the 
people around them. 

This special workshop is ideal for 
those who need to build effective 
working relationships or depend on 
effective communication in critical 
situations. It would also benefit 
those who would like to develop 
their own skills and confidence in 
communicating generally.

Learning Objectives:

•	 Apply the principles of effective
	 communication
•	 Communicate complex ideas
•	 Build effective dialogue in difficult
	 situations
•	 Frame communications positively
•	 Become more persuasive when 
	 dealing with people inside and 		
	 outside your organisation

Confidence Building   

Course in Development - please call 
for details

Angela 
The Royal Bank of Scotland

Communication Skills

“I found the Communication 
Skills course, excellent. 
It really taught me key 

practical skills that are easy 
to use after the course. 
I have already seen the 
benefit from the course 

when communicating with 
colleagues and suppliers.

I would recommend it to 
anyone who wants to improve 
their communications skills to 
become more professional and 

confident.”  

For more information call Pitman Training on 0131 556 5650

Click HERE for the Home Page
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Finance for non 
Financial Managers

Understand and interpret 
financial reports

This 3 day workshop gives managers 
and administrators who have little 
or no financial background the 
confidence to read, understand, 
interpret and question the many 
jargon filled financial reports that 
cross the their desk every month.

This potentially “heavy and 
technical” subject comes to 
life through a combination of 
presentation and discussion sessions, 
videos and practical workshops. 

Learning Objectives:

•	 Read, understand, interpret and 
	 question financial reports 

Grammar for Business
half day

Struggling with Grammar and 
want to refresh your skills

This half day workshop will re-
introduce the basics of grammar, 
spelling and punctuation as they 
apply to business writing and will 
help you to express yourself more 
powerfully using plain English

Learning Objectives:

•	 Learn the essentials of grammar, 
	 spelling and punctuation
•	 Avoid writing too much
•	 Use plain English
•	 Write in a more dynamic way
•	 Avoid common business writing 
	 mistakes

Influencing Skills 

“Influence is a process, whereby 
you can bring about a change in the 
thinking, behaviour or attitude of a 

person….
…..by you thinking and behaving in 

particular ways.”

Have you ever come out of a meeting 
and thought “ what more could I 
have said? or “is there a better way 
to communicate my message”?  
Whether you want to inspire or 
educate or put across complex ideas 
in simple and understandable ways, 
learn how to use influencing skills 
to manage, coach, sell, persuade and 
engage others, giving yourself the 
edge. 

This workshop is for individuals 
who wish to make an impact and 
be remembered. Practical skills are 
covered and practised so that you 
can influence in meetings, with 
colleagues and customers in a way 
that develops your natural style. 

Learning Objectives:

•	 Tailor your communications for 		
	 different people and situations.
•	 Communicate confidently and 		
	 purposefully.
•	 Put across complex ideas in 		
	 simple and understandable ways.
•	 Apply influencing skills in areas 		
	 such as debate, negotiations and 		
	 presentations.

Steve, IT Manager   
Shepherd and Wedderburn

Project Management 

“I thought it was an excellent 
introduction to the subject with 
plenty of practical tips I can use 
immediately on my return to the 

office.”

Ben, Policy and Public Affairs 
Manager   

British Heart Foundation

Supervisory Skills

“I have been to loads of courses 
before and usually get bored - this 
one I really enjoyed, Alisoun was 

excellent and all my objectives were 
met, with a few bonuses too!”

For more information call Pitman Training on 0131 556 5650

Click HERE for the Home Page





Introduction

PRINCE2™ provides organisations with a standard approach to the 
management of projects. The method embodies proven and established best 
practice. It is generic, non-proprietary, and globally recognised.

PRINCE2™ is a process-based approach to project management providing 
an easily tailored and scaleable method for the management of all types of 
projects. Each process is defined, along with key inputs and outputs and 
specific objectives to be achieved and activities to be carried out. 

The method requires that projects are divided into manageable stages 
enabling efficient control of resources and timely progress monitoring. The 
various roles and responsibilities for managing a project are fully described 
and adaptation to suit the local culture discussed. Project planning using 
PRINCE2™ is product-based which means that project plans are focused on 
delivering results and are not just a list of activities.

Available Training

We offer training at all levels

Why Pitman Training Scotland?

All PRINCE2™ trainers have undergone the rigorous approvals 
process administered by the APM Group on behalf of the Office 
of Government Commerce (OGC). They are practising project 
managers with considerable experience in a wide range of 
industry sectors. The use of hybrid trainer-managers is of great 
benefit to delegates and ensures that illustration and anecdotes 
have up-to-date validity and that the training given, whilst being 
true to the syllabus is also pragmatic.

This course is delivered in conjunction with our Accredited 
Partner, AFA.  For ten years AFA has specialised in providing 
consultancy and training services predicated on the three Best 
Practice methods – PRINCE2 project management, MSP™ 
programme management and M_o_R® risk management. 

  
PRINCE2 ™  
2009 Prices – please call for any special offers 

Overview            1 day £295 + vat 

Foundation        3 days £895 + vat 

Practitioner        5 days £1395 + vat 

Conversion        3 days £895 + vat 

Re-registration  3 days £895 + vat 

Costs include OGC publication, printed delegate notes, daytime 
refreshments and examination fees. 

Special Offers - please call for details 

Overview - gives delegates an insight into the use and terminology of the 
PRINCE2™ method. 1 day. 
Foundation - Covers the content of the PRINCE2 Foundation syllabus 
and prepares delegates to take the Foundation exam; typically for those such 
as project support staff. 3 days.
Practitioner - an intensive course designed to cover the Foundation and 
Practitioner syllabi, preparing delegates for both exams; for anyone requiring 
an in-depth understanding of PRINCE2, particularly project  managers. 5 
days.
Conversion - covers the content of the Practitioner syllabus to prepare 
delegates to take the Practitioner exam; a PRINCE2 Foundation pass is a pre-
requisite for this event. 3 days.
Re-registration - a specially designed course for delegates whose 
Practitioner certification is due for renewal (5 years)

•

•

•

•

•
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Note Taking
½ Day

 
Are there times when you 

suffer from a breakdown in the 
communication process because 

you are too busy writing notes or 
do you struggle when it comes to 

reading your notes? 

Learning Note Taking is valuable 
because:

•	 there is a limit to how much we 
	 can retain in our short term 
	 memory
•	 it is an aid to memory
•	 it helps you to focus on what is 
	 being said

This half day workshop will help 
anyone who takes notes at meeting, 
lectures, seminars etc. It will help 
you to organise your notes and write 
more quickly. 

Learning Objectives:

•	 Understand the importance of 
	 taking notes
•	 Recognise different styles of note 
	 taking
•	 Identify ways of writing quickly: 
	 different styles, what to write on 
	 and what to write with

Motivating Yourself 
and Your Team

An excellent motivator leads 
highly productive teams who are 
keen to learn new skills and as a 
result, significantly increase the 
effectiveness and the efficiency of 
their organisation. 

This highly experiential workshop 
will show you how to generate great 
results for yourself and your team 
by understanding the techniques 
which motivate us and thus building 
a proactive team with a vision of 
success.

Learning Objectives:

•	 Generate great results for yourself 	
	 and your team
•	 Understand the techniques which 	
	 motivate 
•	 Learn how to motivate the team 
	 in difficult times

 

The Professional 
Receptionist

Create the best professional 
impression

Several phone lines are ringing, 
colleagues are asking questions, and 
here comes a customer or client. How 
do you calmly handle several people 
simultaneously with professionalism 
and poise? 

This course is specifically designed 
to address just such a scenario and 
other important challenges that 
receptionists face. In addition to 
learning effective verbal and visual 
communication skills, participants 
will learn how to interact successfully 
with even the most demanding 
individuals and situations.

Learning Objectives:

•	 Understand your role 
•	 Learn how to make a first 			
	 impression people remember 
•	 Review best telephone practice 
•	 Develop strategies for dealing
	 with difficult people and 			 
	 situations 

What Next > Professional Receptionist 
Diploma

Mairi – DIT secretary

Meetings and Minutes

“The course was delivered 
by Marion who made the 

day less daunting than I was 
anticipating.  Before going on 
the course I tended to write 

down as much as I could. The 
course demonstrated that I 

just need to capture the main 
points, rather than writing an 
essay on each agenda point!  
I am now producing minutes 
that are much more clear and 

concise.”

Sina
Graham Tiso

Appraisal Skills

“This was the most useful and 
professional training course 
I have attended so far.  In 

addition it was pleasant and 
enjoyable.  Thanks!

For more information call Pitman Training on 0131 556 5650

Click HERE for the Home Page
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Microsoft Office – Tutor led solutions

Tutor Led Workshop Programme delivered in Edinburgh and Glasgow.  Go to page 19 for our timetable.

NEW FOR 2009 

Adobe Photoshop, Dreamweaver, Acrobat and MS Visio 
Limited places now available on our open schedule in Glasgow and Edinburgh.

FLOOR WALKING  

Our IT Specialist Trainer will visit your office and consult on any MS topic for one day (6  hours). This could be on 
an individual or small group basis and could cover from one up to maybe 4/5 delegates in a day. Ideal for those who 
need to learn specific tasks such as Mail Merge or protecting your documents. £575 + vat per day

SUPER USER Workshops – half day workshops for those who are at an advanced level of expertise.

ONE 2 ONE & Tailored group workshops  The training is devoted to your specific requirements. 
	 • You tell us what you want and we deliver on a mutually convenient date 
	 • Content is directly related to your needs

FEES

MS OFFICE
Group training, from £495 + vat
One delegate attending a one day workshop £190 + vat 	 Half day £155 + vat
Floor Walking per day from  £575 + vat 

Make your budget go further - purchase multiple MS Office days
10 days	 £1550	  (£155 per delegate)		  50 days	 £6000 	  (£160 per delegate)	
20 days	 £2700  	(£135 per delegate)		  200 days	 £17000	 (£125 per delegate)

ADOBE
One delegate attending a one day workshop £255 + vat 

“please call for late availability and special offers”	

Mary - Balfour Beatty

Bespoke one to one IT 
training

“I have found Pitman’s 
“Bespoke Training” to be the 
most effective training I have 
ever used.  The one-to-one 
tutor led training focused 
on all of my weak areas, 

and provided step by step 
practical advice which was 
tailored to suit our business 

requirements. 
The tutors are knowledgeable, 
experienced and provided a 

first class course”.

Contact us now on 0131 556 5650

Click HERE for the Home Page
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Business Support Skills 
Training delivered in Glasgow, Edinburgh, Dumfries, Aberdeen and Forres
Selected courses can also be delivered on a distance learning basis or in your company’s learning centre

Our traditional range of Flexible Training Solutions have expanded, now covering over 100 titles including our very popular Diploma Portfolio. Our 
customers appreciate the blended learning approach of this style of delivery, particularly the mentoring for those who need that bit of extra support and 
motivation. 

Our most popular and rewarding courses are:

Executive PA Diploma
Meetings and Minutes
Teeline Shorthand
Typing
Sage Accounts

Pitman Training Diplomas   Use your existing skills towards your Diploma Qualification

The Executive PA        Legal Secretary        Pitman Training Accounting Technician        Business Skills        Professional Receptionist

Microsoft Office Specialist (MOS)		      		  Many of our MS Office courses are mapped to the MOS curriculum
Sage Accounts, Payroll and Book-keeping skills  		  Basic Book-keeping up to preparing Final Accounts
IT Professional Qualifications 					     Key professional qualifications for today’s IT Specialists A+ CISCO MCSA MCDST etc

Pitman Training Scotland, an exceptional local Scottish company for all your corporate training solutions.

For further information on all of these courses please contact us NOW on 0131 556 5650

 
Successful training is focused on 

supporting your business objectives

For more information call Pitman Training on 0131 556 5650

Click HERE for the Home Page







1 : 1 & Tailored group workshops our most popular workshops. The training is devoted to your specific 
requirements. 

	 • You tell us what you want and we deliver on a mutually convenient date 
	 • Content is directly related to your needs
	 • We will deliver on site with you or you can attend a Pitman Centre

Whether you want to create a PDF (Acrobat), update/create a web site, or create a newsletter in a 
desktop publishing programme, we will use your media files as part of your training experience.

NEW for 2009
Adobe Dreamweaver, Photoshop and Acrobat now delivered on an open schedule - go to timetable

Our specialist tutor, Ewan, has wide experience in creating, developing and delivering professional 
solutions for print, web and multimedia.  He has been successfully delivering bespoke one to one and 
group creative business training for many years, as well as teaching at Stirling University and Forth 
Valley College. Ewan is Apple and Adobe certified in a range of software including Photoshop, 
In Design and Aperture. 

	 Acrobat		  Mac & PC 	  	 go to timetable
	 Aperture           	 Mac
	 Dreamweaver   	 Mac & PC		  go to timetable
	 Illustrator        	 Mac & PC
	 InDesign         	 Mac & PC
	 I life 	            	 Mac
	 I work              	 Mac   
	 PhotoShop   		 Mac & PC		  go to timetable
	 Publisher		  PC

FEES 
1 delegate attending the open schedule 	 £255 + vat    		
							       1:1 and group fees start at £465 + vat

Create a learning culture and generate more energetic, 
loyal and goal oriented employees
Contact us now on 0131 556 5650

Web Design, Photo Software, Desk Top Publishing and Apple Mac

Page 27
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Pitman Training TOP TIPS for your PC         Really useful Keyboard Shortcuts and Time Savers

Shift-F3:      	 Toggle selected text between lowercase, initial capitals, and uppercase
F4:              	 Repeat your last action, including searching, typing, and formatting
Ctrl-F6:  	 Switch between open documents

Ctrl-A 		 Selects all. 
Ctrl-C 		 Copies selection 
Ctrl-X 		 Cuts selection 
Ctrl-V 		 Pastes selection

Ctrl-B 		 Bolds selection 
Ctrl-I 		  Italicizes selection 
Ctrl-U 		 Underlines selection 
Ctrl-Z 		 Undo

Outlook Keyboard Shortcuts 

Ctrl-Shift-I 	 Switch to in-box.
Ctrl-Shift-O 	 Switch to out-box.
Ctrl-Enter	 Send current message.
Ctrl-R 		 Reply to a message.

Ctrl-Shift-R 	 Reply All to a message.
Ctrl-Shift-A 	 Create a new appointment.
Ctrl-Shift-M 	 Create a new message.

Ctrl-1 		 Switch to Mail.
Ctrl-2 		 Switch to Calendar.
Ctrl-3 		 Switch to Contacts.
Ctrl-4 		 Switch to Tasks.

Ctrl-Y 		 Repeat 
Ctrl-O 		 Open 
Ctrl-S 		 Save 
Ctrl-P 		 Print 
Ctrl-Enter 	 Page Break 
Ctrl-Scroll 	 Zoom in and out

PowerPoint Keyboard Shortcuts 

Editing Mode

Ctrl-M		  New slide
Ctrl-D		  Duplicate the current slide

Ctrl-Shift-C	 Copy Autoshape style
Ctrl-Shift-V	 Paste Autoshape style
Ctrl-Shift G	 Group objects
Ctrl-Shift H	 Ungroup objects

Shift-F9	 Toggle the grid on and off
Alt-F9:		 Toggle the guides on and off

Presentation Mode

F5: 		  Start presentation.
Right Arrow	 Next slide or build.
Left Arrow	 Previous slide or build.
Home		  First slide.
End		  Last slide.

Selecting Text     
To Select: 
Single word	 Double click on it. 
A Paragraph	 Triple click on it. 
Single Line  
	 1 	Bring the cursor out to the left margin. 
	 2	 The cursor will change to a white arrow pointing 		
		  northeast. 
	 3	 Use this cursor to select the line you want. 

Select text between two points use the Shift-Click. 
	 1	 Click at the point you want begin selecting text. 
	 2	 While holding down the shift key click at the			
		  end of the text you want to select. 

Select text that is non-adjacent use Control-Click.
	 1	 Select text that you want. 
	 2	 While holding down the control key, select the rest of 	
		  the text that you want. 

0131 556 5650
www.pitmantrainingscotland.co.uk

Click HERE for 
IT training calendar

Click HERE for the Home Page
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CONTACT DETAILS
	 Pitman Training Edinburgh
	 26 York Place
	 Edinburgh
	 EH1 3EP
	 * Email:  Leone.edinburgh@pitman-training.net
	 ( Phone: 0131 556 5650

	 Pitman Training Glasgow
	 1st Floor
	 82 Union Street
	 Glasgow   
	 G1 3QS
	 * Email:  Leone.edinburgh@pitman-training.net
	 ( Phone: 0131 556 5650

	 Pitman Training Dumfries
	 Queensberry House
	 147 High Street
	 Dumfries
	 DG1 2QT
	  Email:  dumfries@pitman-training.net
	 ( Phone: 01387 256 644

	 Pitman Training Aberdeen
	 Suite 2.2 & 3.2
	 32 Upper Kirkgate
	 Aberdeen
	 AB10 1BA
	 * Email:  aberdeen@pitman-training.net
	 ( Phone: 0800 220 454

	 Pitman Training Forres
	 57 High Street
	 Forres
	 Moray
	 IV36 1PB
	 * Email:  forres@pitman-training.net
	 ( Phone: 01309 676 276

	 Register HERE to receive our latest offers 				  
	 and development news

Pitman Training Scotland’s customers includes;

Anderson Strathern
Arthur McKay
Balfour Beatty
Bank of New York
Bank of Scotland
Berwickshire Housing Association
Braemore Property
British Heart Foundation
British Transport police
BSkyB
Cairn Energy Plc
Cairn Housing Association
Cala Homes (East) Ltd
City of Edinburgh Council
Clyde Pumps
Coal Pension Properties Limited
Edinburgh Festival Fringe
EICC
Edinburgh City Cabs
Edinburgh Playhouse
Edinburgh University
ESPC (UK) Ltd
Falkirk Council
Federation of Scottish Theatres
Forestry Commission
George Wimpey Homes Scotland Ltd
Gillespie Macandrew
Glasgow Caledonian University
Glasgow City Council
Graham Tiso
Grampian Police
HBOS
HF Developments
Historic Scotland
Horizon Housing Association
Howies Restaurants
HSBC
Irvine Housing Association
Jacobs Engineering
Learning and Teaching Scotland
Lothian and Borders Fire Brigade
Lothian and Borders Police
Maclay Murray Spens
McGrigors
Millar & Bryce Ltd
Morton Fraser

Napier University
National Australia Group
National Libraries of Scotland
Northern Lighthouse Board
National Museums of Scotland
NHS Education for Scotland
NHS Counter Fraud
NHS Greater Glasgow and Clyde
NHS Quality Improvement
North Lanarkshire Council
Perth and Kinross Council
Registers of Scotland
Renfrewshire Education Council
Renfrewshire Leisure
Rettie & Co
Robertson Group Limited
Rosslyn Chapel Trust
Royal College of Physicians (SIGN)
Royal College of Surgeons
Scottish Apartments
Scottish Opera
Scottish Natural Heritage
South Ayrshire Council
The Scottish Government
SQA
Scottish Ambulance
Scottish Court Service
Scottish Museums Council
Scottish Widows
SEPA
SFHA
Shepherd & Wedderburn
Simpson and Marwick
Sound & Vision
South Lanarkshire Council
Standard Life
Strathclyde Partnership for Transport
The Royal Bank of Scotland
The Royal Pharmaceutical Society
The Scotsman Publications Ltd
The Town House Company
Tods Murray WS
Trust Housing Association
University of Stirling
Varco
Visit Scotland
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