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	New Telephone System


You may have noticed that we now have an automated telephone system installed.  

When you call our main telephone number (0161-749 7733), you will now be given options that will put you through to the right department.  Please listen to these options and chose the appropriate one so that the correct members of staff can assist you with your call.  

During out of hours times and when staff are busy or teaching you will be directed to an answer phone.  Messages are listened to daily and you will always receive a call back.

	6 Book Reading Challenge


· Do you have an interest in reading books but don’t know where to start?

· Would you like to discuss what you have read with other people who have read the same book?

· Do you want to broaden your social horizons?

Sara is looking to start a new reading group in at the beginning of the New Year.  The books used will specially been chosen from the Quick Reads selection and will be priced at just £1.99 per book.  

This group is for enjoyment, pleasure and designed to enhance and improve literacy skills, you will never be asked or expected to read out loud so please come along and take advantage of this wonderful and exciting new group.

	Signing In


For health and safety reasons, please remember to sign in and out.  The signing in book can be found near the reception area and you will need to put your name, the time you came in and when you have finished, please remember to put the time that you are leaving.

If you need help with this then please ask reception.

	Website


The Skills City website has been refreshed and is NOW online (some pages are still being added).
Look at our new and exciting website and add it to your favourites.  Keep an eye out especially in the Dates for your Diary section (in your own area) under Skills City Davyhulme!
	Employability


Our Employability workshops have proven to be so successful, covering a wide range of subjects such as motivation, confidence, CV writing, filling in application forms, writing covering letters and interview techniques.  This free course is aimed at people who are looking for employment or going into further education and is available to people who are currently in or out of work.  

The next program of Employability workshops begins on Monday 23rd February 2009 and will run twice a week on Mondays 10am – 1pm and Thursdays 1.30pm – 4.30pm for 13 sessions in total.  
Places are limited and fill quickly and will be allocated on a first come first served basis.

	Christmas Raffle!


If you come in and work on your course twice during a week then please ask reception for a raffle ticket and you will go into our Christmas raffle which will be drawn at 12pm on Friday 19th January.  

Prizes:

1st Prize – Chocolate Death Gift Hamper

2nd Prize – Time for Tea

3rd Prize – Transforming London Bus Playset

	Christmas Closure


Close: Friday 19th December 2008 at 1pm

Re-open: Monday 5th January 2008 at 10am

Please join us for mince pies at 12pm on the Friday we close.

	Free Skills for Businesses?


As part of Skills City’s continued commitment to providing achievable skills and qualifications to the local community; we are pleased to announce the appointment of David O’Hely as our new business development consultant.

In his new role David will be encouraging local businesses and employers to take advantage of the full range of courses and qualifications available from Skills City in Davyhulme.

All of the current courses offered can be achieved, by employees, within the workplace at a time to suit the business without causing disruption to the day to day running of the company.

Courses lead to a nationally recognised qualification (NVQ) and are ready to begin immediately.  Most of the NVQs are free to businesses through a new funding initiative called Train to Gain.

If you think that your company or a business that you know would like to take advantage of this new opportunity to the business sector please contact David either on our telephone number select the number ‘5’ to speak to David or on his email address:  david@skillscity.co.uk
	Programmes for Businesses


Featured course Customer Service NVQ

What's the course about?

This NVQ is aimed at individuals who have to deliver a continually improving service to customers. Candidates will benefit from gaining a clearer understanding of their responsibilities within an organisation. You must be employed in a customer service-related role to do this course.
Candidates must complete two mandatory units (see below) and a number of optional units chosen from four themes; impression and image; delivery; handling problems; and development and improvement. 

Mandatory units at NVQ Level 2 are as follows: 
· Prepare yourself to deliver good customer service

· Provide customer service within the rules

In addition to the mandatory units, candidates must complete five optional units, including at least one unit from each theme. 

How long is the course and when will it be taught?
The level 2 NVQ take approximately six months to complete although we have worked successfully with one business and completed three candidates in three months!  It can start at a time to suit you and your Employer.
Where is the course taught?
On the Employer’s premises
How much will the course cost me?
Please call David our business development consultant on 0161 7497733 for details of the fees for this course (in most cases we can use government funding), further information and how to get started. 
Alternatively you could email him at david@skillscity.co.uk
Which qualifications will I be awarded if I successfully complete the course?
You will be awarded an NVQ in Customer Service by OCR at level 2
What will I be able to do after I have completed this course?
On successful completion of this course there are a number of opportunities for further study, including progression through the Customer Service NVQ levels. It can also enhance career progression within the customer service industry.
	Where did the river go?
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Reading together with your children can help improve maths and English skills.  
If you would like a FREE copy of this book please complete the form included with your newsletter and return it to the Centre.  
This offer is not limited to learndirect learners; if you have any friends that would like a copy please tell them about it too.  Also keep an eye on the website and the next newsletter as we are holding a story telling event in the spring.
