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LETG Training 
15 Putney Road West 
Freemens Common 
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LE2 7TB 

 
Tel: 0116 255 1086 

Fax : 0116 254 0091 
 
 
 

Email Contacts 
 

For general course 
enquiries 

enquiries@letg.co.uk 
 
 

For apprenticeship 
enquiries 

sally@letg.co.uk 
 
 

For general information 
info@letg.co.uk 

 
 
 

Website 
www.letg.co.uk 

We can offer you a range of short courses to support your programme of 
Continuous Professional Development. 
 
Our courses are delivered by experienced tutors in our fully equipped 
training rooms. 
 
Courses can be delivered on customers premises if delegate numbers 
and facilities are viable.  

 
BUSINESS SKILLS 
· Effective Communication 
· Making a Presentation 
· Time Management 
· Creative Problem Solving 
· Meetings 
· Assertiveness 
· Reception and Telephone Skills 
· Certificate in Administration level 2 
· Certificate in Administration level 3 
· Certificate in IT level 3 
· Certificate in Customer Service level 3 
· ILM Team Member Development 

 
ENGINEERING 
· Abrasive Wheels 
· Portable Appliance Testing 
· Hydraulics 
· Pneumatics 
· PLC Training 
· Electrical Safety 
· Electrical Maintenance Intermediate 
· Electrical Maintenance Advanced 
· Mechanical Maintenance 
· Lean Manufacturing 
· Resetting Motors 
· Production LED Maintenance 
· Instrumentation 
 

LEADERSHIP 
· Supervising an Office 
· Dealing with Conflict 
· Planning and Promoting Change 
· Developing People 
· Managing Projects 
· ILM Level 2 Award in Team Leading 
· ILM Level 2 Certificate in Team Leading 
· ILM Level 3 Award in First Line Management 
 
 
 

See our Short Course brochure for full details  

 
Learning Solution 

Programmes 
for 

Business Skills 
in the workplace  



Apprenticeships 

· Apprentices make a contribution to your organisation from day one! 
 
· Apprentices learn how to apply work relevant skills directly into your working environment 
 
· Apprenticeships are available for anyone in your organisation who is employed in a suitable 

job role and who shows a real commitment to learning, developing and achieving 
 
· Funding is available to cover the cost of an apprenticeship for any learner in your 

employment aged 16  - 24 years 
 
· Apprenticeships are available at two different levels - Apprenticeship and Advanced 

Apprenticeship - to suit routine or complex working. 

 

Business 
Administration  

 
Mandatory Topics 
· Carry out your 

responsibilities at 
work 

· Work within your 
business 
environment 

 
Apprentice pathways: 
· Health & Safety 
· Customer Relations 
· Events & Meetings 
· Financial Data 
· Using IT 
· General Office 

Skills 
 
Advanced apprentice 
pathways: 
· Health & Safety 
· Using IT 
· Organise and 

coordinate 
meetings and 
events 

· Leadership and 
change 

· Payroll and finance 
· Research and 

projects 
· Presentations 

Customer  
Service 

 
Mandatory Topics 
· Providing an 

excellent level of 
customer service 
within 
organisational 
requirements 

 
Apprentice pathways: 
· Impressions and 

image 
· Deliver 
· Handling problems 
· Development and 

improvement 
 
Advanced apprentice 
pathway: 
· As above but with 

more content 
complexity  

Using  
IT 

 
Mandatory Topics 
· How to use IT for 

effectiveness 
 
Pathways for 
apprentice or 
advanced apprentice: 
· General use of 

computer hardware 
and software 

· Maintenance and 
trouble shooting 

· Using IT to 
exchange 
information, e.g. 
internet, email 

· Production of 
documentation 
using software 
systems 

· Artwork and 
imaging 

· Presentations 
· Using specialist or 

bespoke software 
· Evaluating using IT 
 

Apprenticeship 
Framework 

 
· Induction—half day off 

site presentation 
 
· NVQ in relevant 

occupational award at 
Level 2 or Level 3 

 Assessment of 
 competence in the 
 workplace 
 
· Key Skills  
 Application of 
 Number and 
 Communication, 
 achieved by 
 completion of work 
 based project 
 
· Technical Certificate - 

 a short course 
 providing the 
 underpinning 
 knowledge to 
 support practical 
 learning – day 
 release over a 6 
 week period or 
 distance learning 
 (not available for IT) 

 
· Employment rights 

and responsibilities 
short project book 

 

FACTs 

National Vocational Qualifications 

· National Vocational Qualifications provide a structured and measurable learning and 
development programme for your staff 

 
· NVQs are available for anyone in your organisation over the age of 25 years, provided that  

their job role is relevant to the NVQ content 
 
· NVQs demonstrate an individuals occupational competence in the workplace 
 
· NVQs are awarded to people who have proven their skills, knowledge and understanding in 

all aspects of their job roles. 

Train to Gain 
Funding available to support your 

organisation 
 

Train to Gain is a new government funded 
initiative to support employers to upskill 
their existing workforce. 
 
If you have employees in your 
organisation who are aged 25 years or 
over and do not already possess any level 
2, or equivalent qualifications then you 
may receive full funding to provide level 2 
NVQs for each identified employee. 
 

Free training ! 
Included in the Train to Gain package is 
20 hours of free training! Choose from a 
wide range of short courses to support the 
training and development of your staff and 
watch your organisation grow. 

NVQs are available in 
 
· Business Administration 
 
· Customer Service 
 
· Using IT 
 
· Team Leading 
 
Level 2 NVQs are suitable for employees 
with little prior work experience or for those 
who work in routine job roles - the cost is 
£900 with an achievement time of 6 months. 
 
Level 3 NVQs are suitable for more 
experienced employees where work is more 
complex and requires a higher level of 
autonomy, decision making and responsibility 
- cost is £1200 with an achievement time of 
12 months. 
 
 
Reward your staff and increase motivation 
with nationally recognised qualifications 

FACTs 


