
10:30 
– 

11:30

12:00 
– 

13:00

13:30 
– 

14:30

15:00 
– 

16:00

Minute Taking
What do I write down?
How do I concentrate
when bored? And what is
my role anyway? These are
Key principles that will be
explored with you, using a
variety of tools and
techniques to keep your
minutes accurate, brief and
clear. You can enjoy minute
taking and we will change
the way you view one of
your potentially least
favourite jobs.
Kevin Richards
Hemsley Fraser

Managing 
Difficult Situations
This session looks at ways in
which you can positively
manage conflict, and helps
you weigh up all the options
rationally, and come up with
the approach that works
and delivers the best
outcome.
• Understanding other 

people’s behaviour
• Increasing self awareness 

– examining your own 
behaviour style

• How to deal effectively 
with different behaviour 
styles

• Are you saying yes when 
you should be saying no?

Ian Caldecourt/
Jean Sutcliffe
Hemsley Fraser

Making Sense of Finance
Many people have a mental
block when it comes to
financial terminology. This
whirlwind overview
removes some of that fear
and trepidation.
• Understand the basic 

accounting equation
• Examine the notion of 

profit and loss
• What exactly are assets 

and liabilities
• Learn about the concept 

of capital
Fahim Firfiray
Hemsley Fraser

Managing your Manager 
Forming a strong working
relationship with your boss
can be the maker or
breaker for getting your job
done, establishing your
career and keeping your
sanity! This session isn’t
about uprising and
revolution, but about giving
you the confidence and tips
to help you work more
effectively with your
manager, understanding
each others needs and
pressures, and agreeing best
ways of working together.
Jean Sutcliffe/Ian
Caldecourt
Hemsley Fraser

Erm, Erm 
• Memory Strategies
• How we store 

information
• The difference between 

memory and recall
• Methods of recalling 

information
• Strategies to aid memory
Jaqui Temperley
Innergy

Improve your fitness -
during office hours!
Sharron Davies, ex Olympic
swimmer and fitness
supremo, has teamed up
with Leitz - the high
performing filing and
desktop brand - to produce
a series of 'at-your-desk'
toning exercises to keep
you in top condition,
however hard your
workload. Find them at
www.leitz.com/officegames
This seminar by Sharron, is
designed for anyone
looking to get both fitter
and more productive during
their working day.
Sharron Davies

Smart Email Management
• Return by popular 

demand!
• Save up to 45 minutes a 

day dealing with your 
email

• Ensure your emails are 
actioned

• Use your email software 
to save time

• Manage your boss’s inbox
effectively

• Stay the right side of the 
law relating to 
e-communications

Dr Monica Seeley
Mesmo Consultancy

How to create magic in
your networking
• How to network in any 

situation
• Eliminate the fears of 

networking
• The importance of body 

talk and eye contact
• How to create maximum 

impact
• Understand what the 

other person is thinking
• Learn 20 levels of 

conscious and 
subconscious 
communication 
techniques

Bill Docherty
Founder of Persuasion,
International Motivational
speaker/trainer/coach/author

Managing Time & Workload
• Prioritising – apply the 

techniques to achieve 
more

• Use your diary to achieve
goals

• Managing the time of 
others

• Understand your ‘drivers’
– internal pressures that 
affect your management 
of time

Kay Buckby
The Development
Company

Build Excellent
Communication Skills
• How people 

communicate – verbal & 
non verbal

• Establish excellent 
‘rapport’ skills

• How people 
communicate & 
understand each other

• Fine tune your 
communication skills

Jaqui Temperley
Innergy

Secrets and tips of 
how to be a successful
PA/Secretary
• How to make the boss 

PA relationship work
• Tips on communication 

skills from body language 
to questioning skills

• Strategies for gaining 
mutual respect

• How to make 
empowerment work for 
you

• Conflict management and
dealing with boss’s most 
difficult characteristics

Sue France
EUMA National Training &
Educational Officer,The UK
Times Crème/DHL PA of
the Year 2006

Working Assertively to
Maximise Performance
Managing relationships in an
assertive way is a core skill
to enable us to get the
most from all relationships
in life.This seminar
introduces models
grounded in psychology
(Transactional Analysis) and
introduces attendees to
powerful assertiveness tools.
• Are you your worst 

enemy?
• How to use body 

language and voice tone 
to create the right 
impression

Kay Buckby
The Development
Company

10:15
– 

11:15

11:45
– 

12:45

13:15 
– 

14:15

14:45
– 

15:45

Register today at www.thetimescreme.co.uk now quoting 

Or fax back the below to 01923 690 680. If you have any queries please

email creme@expo-systems.co.uk or call 01923 690 635

Registering in advance will give you:

• Cheque Book of show offers mailed to you in advance

• Your badge sent in advance to avoid you queuing

• Updates on what’s going on at the show

Please complete the following details in block capitals

Title: Mr �� Mrs �� Miss �� Ms �� Other ��

First Name: Surname:

Job title Company:

Address:

Postcode:

Tel: Fax:

Mobile: Email:

Seminar Registration (to be completed only if you wish to book for the seminars)

Seminar Cost - £30 per session (including VAT) Seminar places are limited

and it is advisable to book early.

Crème Pass - £99 per session (including VAT) Enables entry to any 

4 seminars of your choice.

To book the session(s) of your choice, please tick the boxes, making

sure you have not booked for overlapping seminars.Times are clearly

marked on the timetables.

Important Payment Notes

• Applications by post or fax MUST be accompanied by 

FULL PAYMENT (either cheque or credit card)

• No applications can be processed without full payment and no

reservations can be kept without payment

• Payments will be acknowledge with a VAT receipt

• Seminar sessions are non-refundable

Payment details

Total number of Crème Passes @ £99 each (incl.VAT) £

Total number of seminar places @ £30 each (incl.VAT) £

Enclosed is a cheque �� for £ made payable to

Touchstone Exhibitions & Conferences Ltd (VAT NO. 736 1795 11)

Or please charge credit card to the sum of £

Expiry date ����/���� Issue No. (Switch only) ������
Card No.��������������������������������
Security code ������ (last 3 digits on reverse of card except AMEX)

Name on card:

Cardholder signature:

Address:

Postcode:

To help us ensure that The Times Crème
continues to reflect your interests, please
fill in this short questionnaire. Forms
cannot be processed for admission
unless fully completed.

A.What best represents your job title?

01 �� Personal Assistant

02 �� Executive Assistant

03 �� Secretary

04 ��Office Manager

05 ��Administrator

99 ��Other (please specify)

B.What is your managers job title?

01 ��Chairperson

02 ��Director

03 ��Chief Executive

04 ��Managing Director

05 ��Manager

99 ��Other (please specify)

C. How many employees do you have?

01 �� Less than 20

02 �� 21–50

03 �� 51–100

04 ��101–500

05 �� 501–1000

06 ��More than 1,000

D.What is your salary band?

01 �� 16k and under

02 �� 16-20k

03 �� 21-25k

04 �� 26-30k

05 �� 31-35k

06 �� 36-40k

07 �� 41k plus

E. How did you hear about the show?

37 ��Crème

21 �� Email

12 �� Executive PA

17 �� Executary News

40 ��Google or Internet search engine

04 �� Leaflet in the post

39 ��National Office Week

41 ��Newspaper Advertising

11 ��OS Magazine

05 �� Pa.assist.com

13 ��Unlimited Magazine

38 ��Underground Advertising

99 ��Other (Please specify)

F. How/where do you currently look for jobs?

022 ��Crème

023 ��Office Hours

024 ��Metro

025 �� Recruitment Consultant

026 �� Internet (Please specify)

G. Please tick all your responsibilities 

(tick all applicable)

01. ��Arranging meetings

02. ��Arranging conferences

03. �� Booking business travel

04. ��Organising corporate hospitality

05. �� Buying office equipment/stationery

06. �� Booking courier & despatch services

07. ��Organising training

08. �� Employing staff

09. �� Employee incentives/promotions

10. ��Giving presentations

11. ��Writing reports

12. ��Managing personnel

H.What is your DOB? (not compulsory)

____/____/____ (dd/mm/yy)

I.What budget level do you have 

influence over?

01 ��Under 30k

02 �� 31k - 50k

03 �� 51k - 100k

04 �� 101k - 150k

05 ��More than 150k

On which day/s do you buy The Times?

001 ��Mon

002 �� Tue

003 ��Wed

004 �� Thur

005 �� Fri

006 �� Sat

How often do you buy the Sunday Times?

01 ��Never

02 �� 1 – 2 times a month

03 �� 3 – 4 times a month

If you are over 18 and would like to receive

information about future The Times

Crème Executive Secretary & PA Events,

please select your preference:

�� Email �� SMS �� Phone ��Post

If you are over 18 and would like to receive

information on third parties approved by

us, please select your preference:�� Email 

�� SMS �� Phone ��Post

If you are over 18 and would like to receive

information on great promotions and offers

from Times Newspapers Ltd, please select

your preference:�� Email,�� SMS,�� Phone,

�� Post.(Privacy Policy www.nidp.com)

Register online today at

www.thetimescreme.co.uk or complete the

registration form with payment for seminar

sessions and post or fax back to:

Expo Systems Ltd, 10 Millfield House,

Woodshots Meadow,Watford,WD18 8YX

Fax to 1923 690 680 or Call 01923 690 635

If you have any queries please email

creme@expo-systems.co.uk

11:30 Fashion Show (until 11:45) Announcement of  The Times Crème and Hays Secretarial PA of the Year Award 2008 (Weds only)

14:30 Fashion Show (until 14:45)

Theatre 1 Sponsored by Theatre 2 Sponsored by Theatre 3 Sponsored by Theatre 4 Sponsored by Theatre 5 Sponsored by Theatre 6 Sponsored byBooking Form & Seminars

�� Create Confidence,
Motivation & 
Achieve Your success
• Create clarity about what

you want in your career
• How to remove the

mental barriers that hold
you back

• Learn how to create inner 
and outer confidence and 
attract the results you 
deserve

• Key strategies to achieve
the success you desire

Carmen MacDougall
cma coaching & training

Become your Own Stress 
Management Consultant -
Increase your Effectiveness
• Identify the causes that

trigger stress in your
fast world

• Strategies that work to
cope with the symptoms
of stress both physically &
emotionally

• Key steps to prevent
stress becoming part of
your everyday life &
holding you back

• How to increase your
effectiveness at work & in
your personal life

• Managing your mind to
create balance

• How to deal with the
causes of fear effectively

Julie French
cma coaching & training 

How to Confidently 
Handle Difficult 
People or Situations
• How to identify the causes

of the difficult behaviour 
or situations

• Create a management 
style to deal with 
performance not 
personality - the 
behaviour is not 
the person 

• Be aware of barriers to 
effective communication

• Working with a negative 
member of your team for 
a positive turnaround

• Encourage and inspire 
achievement to remove 
difficult behaviour

Julie French
cma coaching & training 

Setting up your own
business as Virtual PA
Setting up your own business
as a Virtual Assistant - with
case studies from co-
presenters Alexia Padgham
of Your VA (Winner of the
National VA Awards 2007)
and Jacky Workman,
Chairman of the
International Association of
Virtual Assistants
Carmen MacDougall
The Virtual Assistant
Coaching & Training
Company

25 Top Tips 
of Highly Effective PAs
• Invaluable tips that will 

reveal the art of being a 
highly effective PA 

• Expand and improve 
directly on your 
contribution to the 
management team

• Learn how to be more 
pro-active in the job and 
get noticed for it

Shilpa Wymer
Pitman Training

Negotiation and 
Influencing Skills 
• How you mange, influence

and develop your key 
relationships

• Develop your negotiating 
skills to reach your 
business objectives

• Presenting your ideas and 
communications with 
impact & confidence

• Powerful influencing 
techniques - how to 
obtain the information 
you require

• Using your intuition and 
trusting your professional 
judgement

Carolyn Gilligan
Castalia Coaching & Training

Microsoft Office 2007 
- Fun, Funky and FAST!
Wake up! MS 2007 is here,
so stay ahead of the game.
Demystify it fast - you'll learn
about:
• The funky look and feel of

the latest Word, Excel & 
PowerPoint software

• What's new in Office with
top tips on the most 
popular features

• Glimpse the future and 
wow your boss with your 
superior expertise

Liz Davies
Pitman Training

The Corporate Diamond –
A Vision of the 21st
Century PA
Rosemary Paur, former EA
to Sir Christopher Bland [BT]
and founder of the Global
PA Network together with
BT Conferencing will reveal
the core attributes required
for PA Excellence in today's
global marketplace. Includes:
• Staying on Top,Ahead

and Inspired,
• Managing Global 

Business Leaders,
• The Power of Personal

Branding, Survival Tactics 
for Executive Gatekeepers 

• Effective Communications
Rosemary Paur,
Global PA Network &
BT Conferencing

Make My Day – 
Stopping Interruptions
• You're the gatekeeper;

who protects you?
• Getting work done - the 

great escape
• Turn back time - win 2 

more hours in the day
• Learning to use the power

of 'No' without fear
• Delegation - your 

greatest ally
Paul Pennant,
www.todayspa.co.uk

Tough Love - Eleven
Amazing Assertiveness Tips
• Making the difference - 

learning assertiveness
• Handling difficult situations
• Building confidence and 

self-esteem
• Firm but fair - making 

assertive requests of 
others

• Is this me? - modifying 
behaviour to suit the 
situation

Paul Pennant,
www.todayspa.co.uk

Developing the partnership
between PA and Boss
• Pro-actively develop the 

business relationship 
between yourself and your
boss

• Key ways to develop 
critical communication and
information flows

• Understanding and 
supporting your bosses 
business priorities

• Practical strategies on how
to expand the boundaries 
of your role.

• Taking on greater 
responsibility to underpin 
the operations of your 
boss

Susie Stubley, Castalia
Coaching & Training

PA The Project Manager
• You are in my power - 

taking control of projects
• Thanks for the memory - 

never forget a task again
• Secs machine - project 

tracking with MS Outlook 
Tasks

• Gimme, gimme - 
negotiating for resources

• On report - feeding back 
to your manager

Paul Pennant,
www.todayspa.co.uk

The seminar programme is repeated each day of the show. Book online today at www.thetimescreme.co.uk
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THEATRE 1 

THEATRE 2

THEATRE 3
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TUESDAY

1 1� 1 2� 1 3� 1 4�

2 1� 2 2� 2 3� 2 4�

3 1� 3 2� 3 3� 3 4�

4 1� 4 2� 4 3� 4 4�

5 1� 5 2� 5 3� 5 4�

6 1� 6 2� 6 3� 6 4�

WEDNESDAY

1 1� 1 2� 1 3� 1 4�

2 1� 2 2� 2 3� 2 4�

3 1� 3 2� 3 3� 3 4�

4 1� 4 2� 4 3� 4 4�

5 1� 5 2� 5 3� 5 4�

6 1� 6 2� 6 3� 6 4�

THURSDAY

1 1� 1 2� 1 3� 1 4�

2 1� 2 2� 2 3� 2 4�

3 1� 3 2� 3 3� 3 4�

4 1� 4 2� 4 3� 4 4�

5 1� 5 2� 5 3� 5 4�

6 1� 6 2� 6 3� 6 4�

Pre-book appointments with exhibitors online at www.thetimescreme.co.uk




