CUSTOMER CARE

Wednesday 13th May 9 am – 12.30 pm

Westfield Farm The Barn Training Room

The Green, Dormanstown, Redcar TS10 5NA

Outcomes

· Identifying the customers of the organisation and their needs
· Describing the implications of poor customer service
· Identifying different communication methods – advantages and disadvantages of these and how to connect with members of the public 
· Recognise how to greet customers both face to face and on the phone 
· Explain how to deal with customers who are distressed, angry or upset. 
Please note: the Barn training room is on 1st floor and unfortunately is not accessible for wheelchairs
WRITING PRESS RELEASES

Tuesday 23rd June 2015 - 9 am – 12.30 pm 

Westfield Farm Main Training Room

The Green, Dormanstown, Redcar TS10 5NA
Run by Sue Giles, experienced local senior journalist with the Gazette and former Editor of the Herald & Post series on Teesside

For up to 12 people from voluntary groups in Redcar and Cleveland interested in learning how to get free publicity in the local media.
The workshop will show you how to write effective news releases that communicate your organisation's messages and help to build their reputation. The session will be very informal and geared to the needs of the delegates and what they feel they are able to achieve – no pressure:

· A look at the local media and how it works

· Details of local publications, circulation, working patterns and deadlines

· How to write a press release

· Who to send a press release to, and when

· A practical session discussing delegates’ needs and the best way to raise the profile of their group and publicise events
Delegates will receive hand-outs detailing all local contacts and a press release ‘crib sheet’.

It would be helpful if delegates could bring with them details of their organisations, ideas of what they want publicising and any examples of previous publicity work.

