
24th November 2015  

Recruitment &  

Interviewing 
This full day workshop will give you the knowledge and skills 

to run a planned and successful recruitment process, saving 
you money and avoid making costly mistakes. 
Course covers 

 What should be in a job description  
 Writing an appealing job advertisement 

 How to structure an interview and create useful 
interview questions 

 Understand your legal requirement, relevant legislation 

and how to avoid bias 
 Learn about tools other than the interview that you can 

use to help make a decision 
 What are psychometric tests and work tests 
 Understand the importance of reference checks 

 Understand the key elements of a good induction 
 Learn methods to give you confidence in the process 
 Receive a step by step guide to help you recruit 
 Receive checklists and templates to DIY! 

 

 

8th December 2015 

Personal 

Productivity 
Set up your systems ready for the New Year - This full day 
workshop will provide you with practical skills and strategies 

to effectively evaluate your productivity and determine 
effective ways to manage your time. 
Course covers 

 Learn to select the time management tools and systems 
best suited to your work style 

 Learn how to set and manage priorities 
 Understand procrastination and ways to stop it 
 Learn how to say ‘no’ and handle interruptions 

 Learn to balance your day to day tasks with longer 
projects and goals 

 How can you use technology to help you be more 
productive? 

 Explore a variety of techniques to help you plan 

 

 

 
What to Expect: 

Recruitment & 
Interviewing – Learn how 

to attract, interview and 
assess applicants. You will be 
given the tools and checklists 
to undertake recruitment 
with confidence. 
 

Personal Productivity - 
This course is highly 
participatory, practical and 
includes interactive team 
activities. You will be given 
the tools to enable you to 
work more effectively.  

 

Held at St John’s 
Training room, 
93 Seymour st, 

Blenheim 
 

Investment: 

$385+GST  
including lunch 
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