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Doolittle Mill is an ideal training venue for this 

workshop. 
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08:45 – 09:00 Welcome, brief intros 

09:00 – 10:00 Business Challenges linked to 

Outlook + time management 

10:00 – 10:45 Your image reflected in WORD 

documents 

10:45 – 11:00 Break 

11:00 – 11:30 Top tips (on e.g. internet explorer, 

outlook) 

11:30 – 12:00 Working with your Assistant 

12:00 – 12:30 Managing meetings 

12:30 – 1:00 Review and Next Steps 

1:00 Light lunch, then close 
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Matthew Aylard  Chief Support Analyst at CertainIT 

and Director has been providing I.T. solutions and 

support since 1980. His strength is in providing 

solutions that customers need rather than being driven 

by what a customer can afford. He has worked with 

large telecommunications companies through to one 

person businesses. His skill is in identifying cost-

effective practical solutions to everyday business 

challenges. His passion is in helping people to work 

productively. 

 

Geetu Bharwaney  is Founder and Managing Director 

of Ei World. She works with high achievers in a variety 

of contexts helping them be more effective. She is the 

Author of ‘Emotionally Intelligent Living’ and numerous 

articles on emotional intelligence. She has 

experienced the power of technology for being more 

efficient and focused. She has extensive experience in 

implementing workshops like this to a high quality. 
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£300+VAT = £352.50 payable in full before the 

workshop to secure your place. Late payments will not 

guarantee a place. If numbers fall below six 

participants, we will cancel or postpone this 

programme and transfer your booking to the next 

available workshop.  
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If you wish to sign up for the workshop, please 

complete and fax back the attached commitment 

form at the back of this outline. 

If you have any query about any aspect of the 

workshop, please contact Matthew Aylard on 

01908-888-652, mobile 07976818559 or e-mail 

matthew.aylard@certainit.co.uk . 
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