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Our Approach 
Through listening closely to the evolving needs of its 
clients, Building Blocks continues to expand and diversify 
its training offering to remain well aligned to market 
demand. This proactive adaptation is achieved through a 
collaborative approach between Subject Matter Experts 
(SME) and seasoned Training Consultants.

A natural fit for Building Blocks is to make available its 
SMEs to assist clients with content development and their 
internal training needs. In addition, Building Blocks offers 
consultancy services in a number of disciplines, including 
Management Services, Telecommunications, Security and 
Government Infrastructure and Policy Development.

Mission and Values
Our mission is to support our clients and partners in 
reaching their full potential through both our training 
offerings and consulting services. We are passionate 
about helping individuals and organizations with their 
professional development needs, by imparting knowledge 
to build their capacity. To this end, we are committed to:

•	 Creating the best possible customer experience
•	 Supporting life-long learning
•	 Fairness, trust and accountability in all our dealings
•	 Achieving efficiency through business, people and 

technology convergence

www.BuildingBlocksTraining.ca

We take a coordinated approach to 
developing our curriculum to ensure 
consistency and continuity between 
course modules and diverse courses.

•	 We have training professionals who are 
also subject matter experts with up-to-
date experience

•	 Our course of study applies the principles 
of Adult Education in the design and 
delivery of all courses

•	 We offer post-training coaching and 
performance support

•	 We offer customized learning programs

•	 Quality control is assured through 
an ongoing, in-house professional 
development program for trainers

•	 We stand behind our mission and values

Why training with 

Building Blocks?

Please visit our web site to view a complete 
list of all the courses we offer

www.BuildingBlocksTraining.ca

For sales please contact:
e  sales@bblockstech.com
t   613-230-6255

mailto:kshaw%40bblockstech.com?subject=
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Microsoft® Training 

Building Blocks offers Microsoft Office training 
that is designed to address the needs of users at 
all levels.

Our full Microsoft curriculum provides the 
fundamental, relevant training that will help you
become more efficient in your work and gain a 
competitive advantage. All our courses can be 
customized to meet the unique needs of your 
group or organization.

With the registration of five participants or more, we
can deliver as an on-site customized course geared
towards the specific needs of your team (including a 33%
discount). Please contact us for more information.

NEW! - Microsoft® SharePoint Foundation 2010 - Level 1
In this two-day course, you will learn how to use, create, and edit 
content in a team site. You will also create and perform basic 
management of a team site using SharePoint Foundation 2010.

NEW! - Microsoft® SharePoint Foundation 2010 - Level 2
SharePoint is a versatile technology that enables organizations 
and business units of all sizes to increase the efficiency of 
their business processes, improve team productivity and work 
collaboratively, providing access to documents and information 
needed. This two-day instructor-led course explores several 
advanced topics of working with SharePoint 2010 sites.

NEW! - Microsoft® Excel Business Intelligence - 2010
In this course, you will learn how to use Excel and its Power Pivot 
tools to mine large amounts of sophisticated data to provide better 
data analysis, business insights and inform decision making.

NEW! - Microsoft® Outlook Essentials
With the Outlook Essentials course, you will learn more about the 
advanced features and tools of Outlook and how to use this email 
program more efficiently.

NEW! - Microsoft® Outlook Time Management 
TheOneMinuteTo-DoList-ebook
Through this Time Management course, you will gain the insights 
and practical skills to develop and implement a framework for 
successful time management using Outlook.

NEW! - Microsoft® Project 2010 Advanced
In this course, you will learn how to manage and customize 
project plans during the implementation stage of a project, as 
well as work with Master/Sub Projects.

Microsoft® Excel 2010 Level I
As a new user of Microsoft Excel, you have the need to learn the 
most basic functionality offered by the program. You will become 
familiar with the user interface, how to use the help feature, 
modify cells, create basic formulas and use functions to calculate 
cell values.

Microsoft® Excel 2010: Level 2
This Intermediate level is intended to help everyday users of 
Excel become more proficient by expanding their knowledge of 
functions, formulas, and new Excel features.

Microsoft® Access VBA (Visual Basic for Applications)
Microsoft Office Access 2010 is the newest version of Microsoft’s 
popular database program. This advanced level is intended 
to help those who are familiar with Access do more with their 
database by exploring form controls and data management.

Microsoft® Word 2010 - Level 1
Microsoft Office Word 2010 is Microsoft’s flagship productivity 
software. This new version of Word incorporates many new 
features and connectivity options in efforts to make collaboration 
and production as easy as possible.

Microsoft® Word 2010 - Level 2
Word 2010 is Microsoft’s flagship productivity software. This new 
version of Word incorporates many new features and connectivity 
options in an effort to make collaboration and production as easy 
as possible. This Intermediate level is intended to help everyday 
computer users become more proficient with Word.

Microsoft® Office PowerPoint 2010 Boot Camp
In this course, you will work with Microsoft Office PowerPoint 
2010 to create electronic presentations as well as learn the 
best slide development practices and presentation delivery 
techniques.

Microsoft® Excel to PowerPoint 2010
As a knowledge worker, you have a need to produce compelling 
PowerPoint presentations. You know your data for charts and 
graphs is already available in Excel. This one-day course will be  
an opportunity to see how these two great software products 
from Microsoft can work in concert to be greater than the sum  
of their parts! 

Microsoft® Excel 2007-2010 Pivot Tables, Advanced 
Formulas and Charts
As an experienced user of Microsoft Excel, you now have a need 
to streamline repetitive tasks and display spreadsheet data in 
more visually effective ways. In this course, you will learn how to 
use Microsoft Office Excel 2007-2010 to streamline and enhance 
your spreadsheets with advanced features such as pivot tables, 
formulas, templates, and graphics.

Microsoft® Excel Power Macros 2003-2010
In this course, you will apply Macros and the Visual Basic for 
Applications (VBA) programming language to simplify many of 
the tasks that you can perform using various tools and functions 
in Excel.

Microsoft® Training
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Duration:  3 days
Price:  $1,395.00

Overview: 
This workshop provides both a broad and a detailed road map of government. You will learn about 
the mechanics of government and Parliament, policy-making and budgetary processes, legislation, 
and regulations. You can use this workshop as a starting point for our other workshops that provide 
focused training in one particular skill set.

Audience: 
•	 New and experienced public servants alike will be introduced to the fundamental laws that 

shape government policy, and will round out their knowledge of the mechanics of government;

•	 Non-public servants, from business or the not-for-profit sector, will gain an understanding of 
what makes government tick;

•	 This workshop is a good foundational course before taking any of our policy-related workshops.

Training for Government

Day One
Authorities:
•	 The origins of democracy
•	 Canada’s constitutional framework
•	 The Charter of Rights and Freedoms
•	 An overview of selected statutory authorities 

and requirements

Day Two
Government Structures:
•	 Parliament
•	 The Executive
 º   Prime Minister and Cabinet
 º   Central agencies
•	 The judicial system

Day Three
The Executive Process:
•	 Memoranda to Cabinet and TB Submissions
•	 Central planning and policy development
•	 Comptrollership and Accountability

Parliamentary Process:
•	 Passage of Bills
•	 Parliamentary finance

The Regulatory Process

Course Topics

Course Dates

Ottawa
Aug 22-24, 2016
Oct 17-19, 2016
Dec 7-9, 2016   

Related Courses
•	 MC Writers’ ToolBox

•	 Policy Analysts’ ToolBox

•	 Policy Development 101

•	 TB Sub ToolBox

Participant testimonials

“As a person who has worked in 
government for 14 years I found that it 
pulled it together.”

“As a new employee [of government], I 
found this course very informative and 
eye-opening.”

“... an excellent course, well-organized 
and very informative.”

“Wonderful course. So interesting! All 
Canadians should take this course, 
forget only public servants. Ian, thank 
you for your knowledge, enthusiasm 
and your engaging presentation of 
course content. Loved all the war 
stories.”

“Very informative, very fun!”

“Very interesting. Very well presented.”

“First time I actually understand how 
government works.”

“The instructor was quite 
knowledgeable on the subject matter 
touched throughout the workshop.”

“The instructor is extremely 
knowledgeable with respect to how the 
Canadian federal government operates. 
He handled questions and discussions 
very well”

How Government Works
How you can work effectively in government

http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/mwt
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/pr1
http://www.bblockstech.com/courses/gov/outline/pr1
http://www.bblockstech.com/courses/gov/outline/tbs
http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/hgw
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Duration:  1 day
Price:  $545.00

Overview: 
This workshop provides both a broad and a detailed road map of the structure of government. You 
will learn about the structure of government, Parliament, and the courts. This workshop is a good 
foundational course before taking any of our policy-related workshops.

Audience: 
•	 New and experienced public servants alike will be introduced to the fundamental laws 

that shape government policy, and will round out their knowledge of the mechanics of 
government;

•	 Non-public servants, from business or the not-for-profit sector, will gain a better understanding 
of what makes government tick.

Instruction Methodology: 
Lecturettes, discussions, videos, questions and answers, and review quiz.

Government Structures:
Parliament
•	 The House of Commons and Senate
•	 Committees

The Executive
•	 Prime Minister and Cabinet
•	 Central agencies
•	 Departments

The judicial system
•	 Supreme Court of Canada
•	 Government tribunals and The Federal Court of Canada

Course Topics

Course Dates

Ottawa
On Demand

Related Courses
•	 How Government Works

Participant testimonials

“As a person who has worked in 
government for 14 years I found that it 
pulled it together.”

“As a new employee [of government], I 
found this course very informative and 
eye-opening.”

“... an excellent course, well-organized 
and very informative.”

“Wonderful course. So interesting! All 
Canadians should take this course, 
forget only public servants. Ian, thank 
you for your knowledge, enthusiasm 
and your engaging presentation of 
course content. Loved all the war 
stories.”

“Very informative, very fun!”

“Very interesting. Very well presented.”

“First time I actually understand how 
government works.”

“The instructor was quite 
knowledgeable on the subject matter 
touched throughout the workshop.”

“The instructor is extremely 
knowledgeable with respect to how the 
Canadian federal government operates. 
He handled questions and discussions 
very well”

NEW! - How Ottawa works
How to find your way around government

http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/gm1
http://www.bblockstech.com/courses/gov/outline/gm1


Training for Government

Building Blocks Course Catalogue  |  Page 7

Duration:  3 days
Price:  $1,395.00

Overview: 
Designed with both policy analysts and subject-matter experts in mind, this workshop will provide 
you with some effective tools that will help in formulating good public policy. You will learn how to 
identify a clear problem and set realistic objectives; how to analyze problems and their solutions; 
and how to assess and identify the best options.

Audience: 
This course is designed for policy analysts, program officers and subject-matter experts at the EC/
PM-2 to EC/PM-7 levels or equivalent and for managers. New recruits or seasoned policy analysts will 
all benefit from this workshop.

Course Topics

Course Dates

Ottawa
Jun 20-22, 2016
Aug 29-31, 2016
Oct 24-26, 2016
Dec 14-16, 2016

Related Courses
•	 Writing for Results:  

Advanced Techniques

•	 Policy Development 101

•	 Writing Operational Policies  
and Procedures

•	 Writing Strategic Briefing Notes

•	 MC Writers’ ToolBox

Participant testimonials

“Well done. Good course for new or 
experienced regulatory development 
officers. I learned a number of things 
that filled in gaps ...”

“Since I am new to my job in policy, 
this was a very good introduction for 
me. I will be strongly suggesting that I 
attend other courses offered.”

“The instructor is awesome!”

“Should be a required course for people 
starting in Policy. I could have used it 2 
years ago.”

“One of the best courses I have ever 
attended. Thanks to the Building Blocks 
team and especially the instructor for a 
very educational standards.”

“Thank you - I got exactly what I was 
looking for.”

“I really enjoyed Policy Analysts 
Toolbox, I would recommend it to 
everyone.  This course is execllent! “

“In the future I would love to take more 
courses from Building Blocks”

Policy Analysts’ ToolBox
Effective tools for good public policy

•	 Identifying the causes of a problem
•	 Behavioural and environmental profiling through a fishbone analysis
•	 Identifying and evaluating a full range of policy instruments
•	 Reviewing alternative forms of regulation (when applicable to the group)
•	 Benefit-cost screening
•	 Creating a logic model
•	 Assessing consequences and tradeoffs

http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/pr1
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/mwt
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/ptb
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Duration:  1 Day
Price:  $545.00

Overview: 
This workshop provides an introduction to policy development for both program officers and policy 
analysts. You will learn how policies are developed within government, the difference amongst big- 
and small-P policy and policy instruments and a basic analytical framework within which policy can 
be formulated and analyzed. This workshop constitutes the first day of the Policy Analysts’ToolBox 
(3-day) workshop.

Audience: 
This introductory course is designed for policy analysts and program officers at the EC/PM/AS-1 to 
EC/PM/AS-5 levels or equivalent or for any individuals who are looking to better understand the 
policy-making environment. Experience in policy analysis or programme or operational design is 
not required.

•	 What is policy?
•	 The government-wide process for developing and approving policies
•	 How do you write a policy
•	 A basic framework for policy analysis
•	 Identifying the causes of a problem

Course Topics

Course Dates

Ottawa
Jun 20, 2016
Aug 29, 2016
Oct 24, 2016
Dec 14, 2016

Related Courses
•	 How Government Works

•	 Policy Analysts’ ToolBox

•	 Government Mechanics 101

Policy Development 101
An introduction to how policies are developed

http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/gm1
http://www.bblockstech.com/courses/gov/outline/pr1
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http://www.bblockstech.com/courses/gov/outline/pr1
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Duration:  1 day
Price:  $545.00

Overview: 
This workshop helps writers prepare a succinct document, with ideas logically presented and in an 
easy to-read format. You will learn how to analyze and structure your information, ensuring a concise 
first draft with a targeted summary.

When delivered to a group from a specific department, this course is modified to meet departmental 
requirements. In the case of public deliveries, where participants come from different departments, 
the workshop offers tips that apply to a wide range of templates and styles.

Audience: 
This introductory workshop is designed for officers, analysts, specialists, and others at the entry 
and intermediate levels, such as EC/PM/AS-1 to EC/PM/AS-5 or equivalent, who are responsible 
for producing or reviewing briefing documents. Whether you have some or no experience with 
briefings, you will learn techniques to create texts that address the executive’s concerns and achieve 
the desired outcome.

•	 The purposes and context of briefing notes and memoranda
•	 Understanding the recipient’s information needs
•	 How to analyze the issue and reach a strategic recommendation or position
•	 Efficient use of writing time
•	 The intent of each section of a standardized format
•	 An evaluation checklist for the final draft
•	 How to critique and edit a draft for accuracy, clarity and brevity

Course Topics

Course Dates

Ottawa 
Jun 14, 2016
Sep 21, 2016
Oct 31, 2016
Dec 16, 2016  

Related Courses
•	 Policy Analysts’ ToolBox

•	 Verbal Briefings for Strategic Outcomes

•	 Writing Operational Policies  
and Procedures

•	 Writing for Success: The Fundamentals

•	 Writing for Results: Advanced Techniques

Participant testimonials

“I will never take a course anywhere 
other than Building Blocks.”

“Instructor was very knowledgeable, 
easy going and kept everyone on track.”

“I found the course very informative. 
As a new policy analyst who has 
limited experience with briefing notes, 
I felt that I learned everything I needed 
to know regarding the best way to draft 
a briefing note in a one-day course.”

Writing Strategic Briefing Notes
How to craft an effective briefing note to the Minister and senior levels

http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/wse
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Duration:  2 days
Price:  $995.00

Overview: 
This two-day workshop will enhance your skills to get results by making a logical case and meeting the 
information needs of management. You will learn how to build your analytical argument with a reader-
focus to support your strategic recommendations. The techniques apply to a wide range of on-the-job 
texts, such as emails, reports, policy analysis, and briefing notes. With its focus on broader writing 
techniques, this session compliments the one-day workshop on Writing Strategic Briefing Notes.

Audience: 
This course is designed for employees at various levels of the organization, intermediate and 
experienced writers who produce analytical, problem-solving texts aimed at decision makers, or 
substantive reports.  Also, managers who edit the work of their team will gain practical techniques to 
present persuasive messages to achieve desired results.

•	 Assessing the reader’s needs in relation to your message
•	 Drafting concise, relevant emails and short reports
•	 Applying plain language techniques for clarity and readability
•	 Structuring longer texts to support your bottom-line and focus on results
•	 Creating a summary that reflects the key content of a longer text
•	 Editing tips to improve the logic, flow and coherence of ideas
•	 Giving constructive feedback on the written work of others

Course Topics

Course Dates

Ottawa
Jun 9-10, 2016
Sep 26-27, 2016
Nov 21-22, 2016

Related Courses
•	 Policy Analysts’ ToolBox

•	 Verbal Briefings for Strategic 
Outcomes

•	 Writing Operational Policies  
and Procedures

•	 Writing Strategic Briefing Notes

•	 Writing for Success: The Fundamentals

Participant testimonials

“Excellent course really enjoyed it.”

“Wonderful course! Very useful. My 
only regret is not taking it sooner.”

“Instructor was vibrant and full of life! 
Writing exercises were good.”

“Fantastic course! I look forward to 
other Building Blocks Courses!”

Writing for Results: 
Advanced Techniques
How to draft clear, concise and persuasive texts

http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/ewt
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wat
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Duration:  2 days
Price:  $995.00

Overview: 
This workshop will equip participants with tools and techniques to write operational policies that 
clearly define the requirements for operational staff and related procedures that guide a performer 
in completing a given task. You will learn the characteristics of well-written policies and procedures 
and how to draft coherent operational policy statements and understandable procedures following 
proven techniques.

Audience: 
This course is designed for anyone at various levels of the organization, such as EC/PM/AS-2 to 
EC/PM/AS-6 levels or equivalent, who is writing or reviewing internal or external policies and 
procedures. Whether you are writing operational policies and procedures as your primary work 
function, or just gearing up for a one-off project, this cutting edge workshop will see that you are 
equipped for the task.

•	 Analysis to support a policy, guidance, or control document
•	 Control documents – what they are, how they’re used, how they work together
•	 Comparing process to procedure
•	 Policy and procedure templates
•	 Writing purpose and policy statements
•	 Assessing the need for procedures
•	 Sample questions to ask before drafting a procedure
•	 Formats for procedures and when best to use each
•	 Tips for writing procedures

Course Dates 

Ottawa
Sep 19-20, 2016  
Nov 1-2, 2016
Dec 19-20, 2016 

Related Courses
•	 Writing Strategic Briefing Notes

•	 Verbal Briefings for  
Strategic Outcomes

•	 Policy Analysts’ ToolBox

•	 Writing for Success: The Fundamentals

•	 Writing for Results: Advanced 
Techniques

Course Topics

Writing Operational 
Policies and Procedures
Writing policies and procedures that are easily understood 
and provide clear guidance

http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
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Duration:  2 days
Price:  $995.00

Overview: 
This two-day workshop will build your confidence to prepare written documents. It will provide you 
with techniques to improve the style, tone, and logical flow of your routine correspondence such 
as emails, letters and short reports. You will gain tips on drafting a concise text that gets right to the 
point. It includes a review of proofreading techniques to correct common grammar, spelling and 
punctuation errors. You will learn a systematic process to plan, draft, and revise your texts.

Audience: 
This course is designed for those with limited experience in writing texts for government or 
business. Those seeking a general refresher will also find this workshop helpful to improve their 
English writing skills (especially if English is not their first language). Also, those who proofread the 
work of others will benefit from the tips.

•	 Using a systematic process to ‘ORDER’ your writing time: Organize, Write, Doubt, Edit, Revise
•	 Structuring a logical flow for email messages, letters and short reports
•	 Creating an informative subject line and opening paragraph
•	 Closing your document smoothly
•	 Setting an appropriate tone
•	 Proofreading for common errors in English usage, grammar, spelling and punctuation
•	 Applying plain language techniques for clear and effective sentences and paragraphs

Course Topics

Course Dates

Ottawa
Oct 3-4, 2016
Nov 17-18, 2016

Related Courses
•	 Writing Strategic Briefing Notes

•	 Writing Operational Policies  
and Procedures

•	 Policy Analysts’ ToolBox

•	 Writing for Results: Advanced 
Techniques

Writing for Success:   
The Fundamentals
Essential English writing skills for business communications

http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/ewt
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/wsf
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Duration:  2 days
Price:  $995.00

Overview: 
Being a coach involves being a role model, sometimes a counsellor or supporter, and always a guide. 
Coaching is based on a partnership that involves giving both support and challenging opportunities 
to employees. Knowing how and when to coach is an essential skill that can benefit both you and your 
organization. During this two-day workshop, you will deep dive the value of the coaching model, as 
well as develop and hone your leadership coaching skills!

Audience: 
For anyone who is leading a team, whether a supervisor or higher in the organizational structure. Also 
for anyone who is in a more senior role who needs to be able to work with, and influence other people.

Creating the Foundation for being a Successful Coach
Coaching is a proven Leadership Model that will provide significant support to you as a leader and will 
also support you in driving results through your team(s). We will first examine the foundations and 
critical success factors of teams and organizations that leverage the Leadership Coaching Model. As well, 
we will identify “highly effective bahaviours” needed to coach performing and sucessful teams.

Strengthening Communication Skills
Effective communications is a key aspect of successful coaching. Participants will review coaching best 
practices, explore different communication skills and create their own action plan for success. We will 
also examine two key coaching tools: asking powerful and probing questions, and listening.

Looking at Self-Disclosure
As a coach, we need to develop the skills and competencies of our teams. As such, we need to 
embrace the leadership skills that we can be even better at. Hence, we will look at our own leadership 
competencies and develop action plans for individual growth and development.

Developing Critical Coaching Skills
Participants will examine case studies and have the opportunity to practice important coaching skills in 
small groups. They will also be able to see demonstrations and examples of effective coaching in various 
interesting and difficult situations.

Developing a Performing Team
As leaders, many of us have our “Go-To” people and we often rely on a small percentage of our team to 
achieve much of the results. As we continue to refine our leadership coaching skills, we will learn how to 
expand our number of “Go-To” people and work with ALL our employees to improve their performance.
Leaders often go home at the end of the day exhausted by the number of emergencies and problems 
they had to manage, and frustrated that they were not able to find time to work on THEIR OWN top 
priorities. Through the leadership coaching model, we will deep dive the skills of empowerment and 
accountability, and examine tools and processes that coaches can use to help gain buy- in for change 
from employees.

Providing Performance Feedback
As leaders, some of the most difficult conversations we have (and sometimes avoid) with our employees, 
are the ones that involve “Feedback for Improvement’”We will explore how to provide such feedback 
in a much more effective way, by leveraging the model of leadership coaching skills. We will also have 
an opportunity to discuss types of feedback, learn some useful tips and to practice these skills is a safe 
learning environment.

Course Dates 

Ottawa
Aug 9-10, 2016
Oct 3-4, 2016
Dec 1-2, 2016 

Related Courses
•	 Assertiveness and Self Confidence

•	 Leadership and Management Skills 
Boot Camp

•	 Emotional Intelligence

Skills Taught:
•	 Use coaching to develop your team

•	 Develop the coaching skills 
that help improve individual 
performance

•	 Demonstrate the behaviors and 
practices of an effective coach

•	 Recognize employees’ strengths 
and give them the feedback they 
need to succeed

•	 Identify employee problems and 
ways you can help to correct them

Course Topics

Coaching: A Leadership Skill
Supporting employee opportunities

http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/ds1
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/corporate/cls
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Duration:  3 days
Price:  $1,395.00

Overview: 
Becoming a manager is an arduous albeit rewarding continuous exercise of learning and self-
development that if not carefully managed, can forge leadership philosophies and styles in ways 
that may continue to haunt leaders throughout their careers.

This workshop is designed for those who want to boost their leadership and management skills to 
the next level. You will learn how, as a current or future manager, you will need to rely less on your 
technical skills and much more on your conceptual and communications skills, such as planning, 
organizing, explaining, and inspiring.

Audience: 
•	 New or soon-to-be Managers, Supervisors or Team Leaders

•	 Managers, Supervisors and Team Leaders looking to reinforce their management skills

The Basics
•	 Understand the roles and responsibilities of 

managers or supervisors
•	 Discover the essential management skill set
•	 Balance between “supervising” and “doing”
•	 Your place as a manager within the organization

Exercising Leadership
•	 Strengthen your influence
•	 Learn different leadership styles and how they 

can be used according to the situation at hand
•	 Discover your natural leadership style

Delegating
•	 Understand when to delegate and when to do 

it yourself
•	 Discover a simple step-by-step delegation 

formula
•	 Acquire time management techniques that 

increase your capability

Commitment vs. Compliance
•	 Achieve high employee engagement by getting 

people excited about their work
•	 Determine when motivation is required

Communicating and Influencing
•	 Communicate clearly, succintly and 

diplomatically
•	 Learn the four critical characteristics of effective 

communications
•	 Learn active listening techniques

Planning Techniques
•	 Identify the planning cycle and your role in that 

cycle
•	 Ensure timely execution of operational actions 

that support management goals

Managing Performance
•	 Identify sources of performance shortfalls
•	 Set achievable objectives for performance 

improvement

Managing Teams
•	 Get teams to focus on common goals and 

overcome competing interests
•	 Increase your team’s ability to manage and 

adapt to change

Coaching
•	 Understand why coaching works and why it is 

part of your job
•	 Coach for skill development and skill 

improvement
•	 Learn when not to coach

Course Dates 

Ottawa
Jun 27-29, 2016
Oct 3-5, 2016 

Toronto
Dec 7-9, 2016

Related Courses
•	 Project Management Essentials  

for Success

•	 Negotiation Skills and  
Conflict Management

•	 Managing Employee Performance

•	 Emotional Intelligence

•	 Dynamic Presentation Skills

•	 Assertiveness and Self Confidence

Participant testimonials

“(The) instructor added tremendous 
real world experience to the delivery and 
made it seem very simple and practical. I 
thoroughly enjoyed this course and would 
recommend it to anybody!”

“Wouldn’t change a thing about this course! 
— Enthusiastic, personal stories simplified 
complex theories so I could understand. — 
Excellent in all areas - engaging, intelligent, 
enthusiastic and positive.”

“The fact that we can walk away and 
immediately apply what we’ve learned to 
the job is fantastic.”

“Excellent facilitator - funny, engaging, 
knowledgeable and wise. I would 
recommend anyone and everyone.”

“This course was one of the best training 
sessions that I have ever attended.  It was 
very interactive, insightful and relevant to 
my position.”

Course Topics

Leadership and Management 
Skills Boot Camp
Developing the new manager’s skill set

http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/mep
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb


Corporate Skills

Building Blocks Course Catalogue  |  Page 15

Duration:  2 days
Price:  $995.00

Overview: 
In this practical and interactive two-day workshop you will learn communication techniques that will 
help you to negotiate with confidence and manage conflict. Whether you are involved in a conflict 
situation, intervening between two parties or need to negotiate for yourself, there are specific skills 
that you can employ to make the process easier, less stressful, and more successful.

Audience: 
This workshop will be beneficial to employees at any level in either the private or public spheres, 
whether a manager or a team-player.

•	 Develop communication skills that will uncover 
what is important and focus on the best 
possible outcome;

•	 Learn a Principled Negotiation Process that can 
be applied in any type of negotiation;

•	 Become more aware of your negotiation and 
conflict style and learn different approaches;

•	 Establish a Self-Check Process so you will not 
be distracted or overwhelmed by emotions;

•	 Develop confidence in how you communicate 
with difficult people;

•	 Establish outcomes that are better than you 
anticipated;

•	 Find solutions that everyone can live with;
•	 Confront conflict with a focused approach;
•	 Manage resistance with efficiency;
•	 Build relationships so future interactions are 

easier to manage;
•	 Become more comfortable in the many 

relationships that you encounter;
•	 Experience less conflicting and more focused 

and productive interactions.

Course Dates 

Ottawa
Jun 28-29, 2016
Sep 7-8, 2016
Oct 19-20, 2016
Dec 6-7, 2016 
 

Toronto
Sep 20-21, 2016
Nov 16-17, 2016  

Related Courses
•	 Leadership and Management Skills 

Boot Camp 

•	 Coaching: A Leadership Skill 

•	 Emotional Intelligence

•	 De-stressing your Work Life

•	 Assertiveness and Self Confidence

Course Topics

Negotiation Skills and 
Conflict Management
Strategies for win-win solutions

http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/ds1
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
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Duration:  2 days
Price:  $995.00

Overview: 
This workshop will improve your ability to manage your emotions and be perceptive of others’, by 
addressing both intrapersonal and interpersonal skills. You will learn how to deal with change and 
build relationships to help you grow as both a team player and as a leader. This two-day workshop 
will provide you with practical skills on how to express yourself with clarity, conviction, and 
confidence.

Audience: 
This workshop is essential for anyone who wants to strengthen their self-awareness and improve 
their interpersonal skills.

•	 Increase your awareness of your thoughts, 
feelings, perceptions, actions and intentions

•	 Develop your ability to manage your emotions 
and the emotions of others

•	 Become aware of your behavioral patterns and 
modify how you respond to others

•	 Learn how to manage your mind in 
challenging situations

•	 Explore your inner drive and create your vision 
for success

•	 Establish strategies to conquer procrastination 
and generate energy

•	 Assess where you are spending your energy 
and where you would like to be spending  
your energy

•	 Understand the complexities of 
communication and why messages are 
misunderstood

•	 Be aware of your non-verbal messaging and 
pick up on the non-verbal cues of others

•	 Manage personal filters so you can listen more 
effectively

•	 Demonstrate attentiveness through listening 
and clear expression

•	 Learn how to acknowledge others to create 
understanding and reduce tension

•	 Build relationships through empathy and 
engaging others

•	 Create more productive working relationships 
through problem-solving

•	 Increase your influence through building 
credibility, logical reasoning and emotional 
appeal

•	 Learn to communicate at appropriate levels to 
increase connection and understanding

Course Dates 

Ottawa
Sep 13-14, 2016
Dec 13-14, 2016

Toronto
Nov 21-22, 2016 

Related Courses
•	 Coaching: A Leadership Skill

•	 Negotiation Skills and  
Conflict Management

•	 Leadership and Management Skills 
Boot Camp

•	 Dynamic Presentation Skills

•	 De-stressing your Work Life

•	 Assertiveness and Self Confidence

Participant testimonials

“Thanks very much. Very enlightening. I will 
use this daily-both at work and at home.”

“Instructor very dynamic and knows the 
material very well. Well done.”

“I enjoyed taking this course with Vanessa.  
Her teaching style in the delivery of the 
course made it interesting and engaging.  I 
would attend another course given by her.”

“I like the mix of academic learning, practical 
and role play. Well balanced.”

“The course kept me interested the entire 
time.  I learned a lot about myself and how I 
will handle my emotions in all aspects of life.”

Course Topics

Emotional Intelligence
How to manage yourself and influence others

http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/corporate/ds1
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/pd/eiq
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Related Courses
•	 Negotiation Skills and Conflict 

Management

•	 Leadership and Management Skills 
Boot Camp

•	 Assertiveness and Self Confidence

Duration:  2 days
Price:  $995.00

Overview: 
Are you at a crossroads in your career, or simply contemplating a change? Perhaps you need to 
prepare for a future change in your organization, career or life. Periods of transition are a time to 
move from the past, while positioning oneself for the future and reframing your vision to move 
forward. This two-day workshop will provide you with an opportunity to build on your multi-
facetted experience, embrace your goals, and design the next phase of your career or life.

Audience: 
This workshop is designed for women of all age groups, who are considering or facing a change in 
their career, are looking to redefine their life or explore new opportunities, or have dreams that have 
been set aside for too long.

This program offers a seven-step approach for taking you from where you are now to where you 
want to be. It guides you through a journey of letting go of the past, self-discovery, exploration, 
action planning and a new vision of your future and a new beginning. 

•	 Step I: The End
•	 Step 2: Self-Discovery
•	 Step 3: Dreaming and Exploration
•	 Step 4: Identifying Obstacles and Solutions
•	 Step 5: Goal-Setting and Action
•	 Step 6: Dealing with Set-Backs
•	 Step 7: A New Beginning

Course Dates 

Ottawa
Jun 20-21, 2016
Aug 8-9, 2016
Oct 5-6, 2016
Dec 8-9, 2016 

Toronto
Sep 22-23, 2016
Nov 14-15, 2016

Skills Taught

•	 Establish a clearer sense of the 
objectives that are the most 
important to you

•	 Learn how to achieve your goals

•	 Acquire strategies to help you 
address challenges and keep 
focused on your goals

•	 Gain a better sense of your 
readiness for change

•	 Learn how to embrace your 
dreams and dream bigger

•	 Draw a detailed roadmap to 
guide you to the next level and 
to effect change in your life

Course Topics

Women in Transition
Designing your roadmap for success

http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/gov/outline/pt1
http://www.bblockstech.com/courses/corporate/wit
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Duration:  2 days
Price:  $995.00

Overview: 
There are very strong links between assertiveness and self confidence. How you see yourself is 
closely related to how you present yourself. Being able to communicate assertively and confidently 
is not only a requirement for success in the workplace, it will also bring you more meaningful 
relationships outside of the workplace. This two day workshop will improve your ability to 
communicate with others at all levels of the organization, express your ideas, opinions and feelings 
with conviction. It will also help you accept that not all of your assertive messages will be well 
accepted and have the self confidence to manage those situations.

Audience: 
Employees at all levels and from all areas.

What Is Assertiveness And Why It  
Can Be Difficult
•	 Self defeating mind sets
•	 Your rights and obligations
•	 Setting limits
•	 When are you assertive
•	 What are your challenges

Internal Messages
•	 Overcome self defeating mind sets
•	 Moving from fear based to evidence  

based decisions
•	 Visualization
•	 Building upon success
•	 Techniques for overcoming fear and anxiety
•	 Becoming stress aware

Managing Your Expectations
•	 Rules for living
•	 Mind sets that are enhancing and  

self defeating
•	 Shutting down your editor

Dealing with Guilt
•	 Recognizing guilt as an optional emotion
•	 Know where guilt comes from
•	 Identifying guilt as your own manipulator
•	 Replacing guilt with regret

The Present
•	 Why we call it the present
•	 Shifting focus to what you have
•	 Perception as reality

Increasing Your Assertive Muscle
•	 How to say what you mean, mean what  

you say and not say it mean
•	 Adding impact to your messages
•	 Adding feeling to your message

Dealing with Criticism
•	 Accepting criticism
•	 Deflection techniques
•	 How to criticize others

Make strong assertive messages
•	 learn how to set limits
•	 how to set consequences
•	 how to follow through in difficult situations
•	 how to express anger and frustration;

Create Personal Action Plans
•	 Identify situations or individuals that you want 

to get better at dealing with
•	 Set the outcomes that you want to achieve
•	 Work towards resolutions that are in  

your interest
•	 Take personal responsibility for  

implementing change
•	 Continuously work towards improving your 

self confidence

Course Dates 

Ottawa
Oct 6-7, 2016
Dec 5-6, 2016

Toronto
Nov 3-4, 2016

Related Courses
•	 Coaching: A Leadership Skill 

•	 Leadership and Management Skills 
Boot Camp

•	 De-stressing your Work Life

•	 Dynamic Presentation Skills

•	 Emotional Intelligence

•	 Negotiation Skills and  
Conflict Management

Participant testimonials

“Outstanding! Phenomenal! Left me 
wanting more! Need to clone the instructor, 
shrink her to fit in my pockets and carry her 
around with me!!”

“The instructor is exceptional and I would 
be very eager to take other courses with her. 
The content is very applicable and I will 
definitely use the skills that I have learned.”

“I loved the style of [the instructor] and 
would be interested in knowing what other 
courses she offers.”

“It was all great! the instructor is an 
amazing teacher. I hope I have the 
opportunity to be taught by her again.”

“This course was absolutely incredible, I 
am so happy I did this! The instructor is 
amazing!”

“The instructor made the workshop very 
warm, personal and interesting.”

“This was a great course and the instructor 
was fabulous.”

“The instructor was hilarious. Most 
importantly, she is credible and convincing.”

Course Topics

Assertiveness and Self Confidence
Expressing yourself with conviction

http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/ds1
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/corporate/sea
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Duration:  2 days
Price:  $995.00

Overview: 
Great presenters need to show that they have something important to say by applying good 
communications skills and showing confidence. You will learn how to communicate the importance 
of your message by keeping to a few key points, and then using a dynamic presentation with 
appropriate body language, eye contact, and dress, to make your ideas stick with your audience.

Audience: 
Those seeking to increase comfort level and communication skills in public speaking, resulting in 
increased confidence, charisma and audience captivation.

•	 Communication skills
•	 How to edit your conversation
•	 Appropriately sharing yourself with others
•	 Trust
•	 Positive self-talk
•	 Making the most of meetings
•	 Body language
•	 Sticky situations
•	 Advantages of oral presentations
•	 Planning your presentation with PAFEO
•	 Overcoming nervousness
•	 The STARR pattern
•	 Start writing!
•	 How to limit your information
•	 Creating an audience profile
•	 Your speaking voice
•	 Adding punch to your presentation
•	 Presentation practice

•	 Identify ways to gain rapport with your audience
•	 Learn techniques to reduce nervousness and fear
•	 Recognize how visual aids can create impact and attention
•	 Develop techniques to create a professional presence
•	 Learn some different ways to prepare and organize information
•	 Prepare, practice, and present a short presentation

Course Dates 

Ottawa
On Demand

Related Courses
•	 Assertiveness and Self Confidence

•	 Emotional Intelligence

•	 Leadership and Management Skills 
Boot Camp

•	 Coaching: A Leadership Skill

•	 Microsoft Office PowerPoint  
Boot Camp

Participant testimonials

“The opportunities to participate excelled 
my expectations.”

“Excellent course and will recommend this 
to others.”

“Thank you! Very well done.”

“Instructor was great at not making it feel 
like a course. Very good flow and the day 
flew by.”

“Best course I have taken so far.”Course Topics

Skills Taught

Dynamic Presentation Skills
Making your ideas stick

http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/msft/mpb
http://www.bblockstech.com/courses/msft/mpb
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/corporate/dps
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Duration:  2 days
Price:  $995.00

Overview: 
The workshop will provide participants with an organized method of planning, executing, 
controlling, monitoring and closing out a project. In addition to featuring basic definitions and 
concepts of project management, this course provides a proven “how to” project management 
methodology applicable to any project type and size. All materials taught are compliant with the 
guidelines established in A Guide to the Project Management Body of Knowledge, PMBOK®, 5th 
Edition, from the Project Management Institute.

Audience: 
Employees at all levels of the organization who are leading any project type or size, or are managing 
components of a project. Anyone looking to improve their project planning and control skills, or to 
learn about project management supporting tools.

Corporate Positioning for 
Project Management
•	 Key Definitions

•	 Project Lifecycle

•	 Project Management 

Methodology

Project Initiation
•	 Initial Project Charter

•	 Workshop: Charter

Project Scope Planning
•	 Scope Definition

•	 Requirements

•	 Work Breakdown Structures 

(WBS)

•	 WBS Dictionary

•	 Workshop: WBS

Work Package Planning
•	 WP Description

•	 Work Package Activities

•	 Workshop: WP Scoping

•	 Estimating Resources

•	 Time and Cost

•	 Workshops: Estimating

Project Base Scheduling
•	 Scheduling Terms

•	 Creating Critical Path 

Schedules

•	 Exercises: Scheduling

•	 Workshop: Schedule

•	 Schedule Impacts

•	 Labour Contingency

•	 Overhead Loss Time

•	 Workshop: Schedule

Project Base Budgeting
•	 Project Budget

•	 Performance Budget

•	 Workshop: Project Budget

Project Plan Approval
•	 Update Project Charter

•	 Workshop: Completing the 

Plan

Project Execution  
& Control
•	 Key Definitions

•	 Transition to Execution

•	 Issues Management

Scope Status
•	 Verification

•	 Quality

•	 Change Control

Project Reporting
•	 Work Package Plan Updating

•	 Risks & Assumptions

•	 Earned Value

•	 Schedule & Budget

•	 WP Summary Status

Project Level Status
•	 Scope

•	 Schedule

•	 Budget

•	 Earned Value

•	 Project Status Report

Project Close Out
•	 Close Out Process

Conclusion
Wrap Up

Course Dates 

Ottawa
Jun 9-10, 2016
Jul 20-21, 2016 
Oct 3-4, 2016
Nov 24-25, 2016

Course Topics

Project Management 
Essentials for Success

Related Courses
•	 Project Managers’ ToolBox

•	 Project Management Fundamentals

•	 Leadership and Management Skills 
Boot Camp

•	 Negotiation Skills and  
Conflict Management

•	 Coaching: A Leadership Skill

•	 Microsoft® Project 2010 Advanced

http://www.bblockstech.com/courses/gov/outline/pt1
http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/pmb
http://www.bblockstech.com/cpg/courses/msp
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/msft/mpa
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Duration:  3 days
Price:  $1,395.00

Overview: 
This seminar will provide participants with an organized method of planning, control and 
monitoring a project. In addition to basic definitions and concepts of project management, it 
provides a proven “how to” project management methodology for initiating, planning, monitoring 
and controlling a project of any size and type.

The seminar is hands-on with group workshops built around a case which leads the participants, 
in groups, to build a basic project plan. All materials taught are compliant with the guidelines 
established in A Guide to the Project Management Body of Knowledge, PMBOK®, from the Project 
Management Institute.

Audience: 
Participants who require project planning and control skills as well as project management 
supporting tools.

•	 Introduction
•	 Corporate Positioning for  

Project Management
•	 Project Level Risk Analysis
•	 Project Initiation
•	 Project Planning
•	 Project Base Scheduling
•	 Project Base Budgeting

•	 Project Plan Approval
•	 Project Execution & Control
•	 Project Reporting
•	 Project Close Out & Benefits Realization
•	 Close Out Process
•	 Benefits Determination
•	 Conclusions

By the completion of the workshop, the participants will: 
•	 Be aware of project management definitions and basic concepts of project management.
•	 Gain an understanding of the importance of people leadership in a project.
•	 Be able to develop a project plan, using a proven project management methodology, which 

includes a project charter, work breakdown structure, estimates at the activity level by each 
resource, and a baseline project schedule and project budget.

•	 Be able to set up and use the following control tools; change records and logs, risk and 
assumptions controls, issues and actions management.

•	 Be able to set up and prepare project status reports.
•	 Learn how to closeout a project upon completion.

Course Dates 

Ottawa
On Demand

Toronto
On Demand

Related Courses
•	 Project Management Essentials  

for Success

•	 Project Management Fundamentals

•	 Leadership and Management Skills 
Boot Camp

•	 Negotiation Skills and  
Conflict Management

•	 Coaching: A Leadership Skill

•	 Microsoft® Project 2010 Advanced

Participant testimonials

“I look forward to doing other courses with 
Building Blocks.”

“The instructor is very knowledgeable and 
shares his extensive experience with the 
class.”

“Amazing course! Well done & presented. 
Thank you.”

“I will be able to take the information I 
learned today and apply it to my work.”

“This course will definitely help me in my 
job performance. It has also given great 
ideas to do my job.”

Course Topics - Condensed List

Skills Taught

Project Managers’ ToolBox
Concrete practices for bringing a project in on-time

http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/msp
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/msft/mpa
http://www.bblockstech.com/courses/corporate/pmb
http://www.bblockstech.com/cpg/courses/pmb
http://www.bblockstech.com/cpg/courses/pmb


Building Blocks Course Catalogue  |  Page 22

Onsite and Custom Courses
Onsite training is a great way to cover your group requirements in a cost effective manner while giving 
you the flexibility of scheduling the dates that work for your team. Additionally, our expertise in creating 
customized courses gives you the option of developing a learning program geared towards your specific 
needs at any given time.

A custom course unique to your group not only provides the material that you want, but also the benefits of 
team building opportunities where participants can partake in exercises on topics and issues that are relevant 
to your organization. This solution provides a complete return on investment by providing training specifically 
targeted to your needs and maximizing your training budget for the whole department.

Contact us today for more information or to receive a quote for an onsite or custom course.

Benefits of Onsite and Custom Courses

•	 Full Needs Analysis
•	 Customized Relevant Content
•	 Expert Design and Facilitation
•	 Your Choice of Location
•	 Post-Course Reporting and Followup 

Consulting Solutions

Our Consulting Services practice is at the core of our services. Our clientele is comprised of the three 
tiers of government – Federal, Provincial and Municipal – and the private sector, particularly those firms 
with larger client-server environments. We provide a wide spectrum of IT resources with a focus in the 
telecommunications and security areas. With a solid needs assessment process in place, we work closely 
with the client to understand their requirements and articulate expected outcomes. We provide technical 
experts who have an in-depth working knowledge of the client environment, technical expertise and project 
management skills, ensuring a quality delivery in a cost effective manner.

Our consulting approach involves the 
following steps:

•	 Qualification of requirement
•	 Needs assessment
•	 Verification of deliverables
•	 Proposed approach for delivery
•	 Delivery schedule
•	 Weekly or monthly project tracking
•	 Budgetary tracking

The types of resources we provide 
individually or within a team, include:

•	 Project managers
•	 Network Architects
•	 Telecommunication Specialists
•	 Implementation resources
•	 Security technical and non-technical
•	 Policy Analysts
•	 Network Security Auditors
•	 Database Architects and programmers
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Maximize your training budget!
Building Blocks is pleased to announce our Winter Specials for all of our course dates! We issue these 
discounts as a way for you to get the most out of your training budget and attend our courses in a more 
convenient way.

Special Group Rate
For your team needs, we offer our Special Group Rate of three registrations for the regular price of two (equal 
to a 33% savings). This is a great option for sending three or more members of your team to the same course 
date, while taking advantage of a reduced cost.

Microsoft Specials
All our public Microsoft courses are now under our new Guaranteed to Run program. For the guaranteed to 
run courses, the only conditions that apply are: you pay full price, and if only one participant is signed up, we 
reserve the right to select a date for that individual that is mutually beneficial.

Buy one, get one half off
Buy one Microsoft course and get another Microsoft course for half off.

Customized Training
With the registration of six participants or more, we can deliver as a customized course geared towards the 
specific needs of your team. Similar to on-site training, this option provides training relevant to your team yet 
at the location and date determined by Building Blocks. For Microsoft courses, you can take advantage of the 
same benefits, starting at five or more participants (instead of six).

Onsite Training
Let us come to you. With on site training you can cover your group training requirements at the location 
and date of your choice, while saving money for your organization and getting the most out of the training 
experience. For more information on onsite training, please contact us.

Training Areas 1 Day 2 Days 3 Days 4 Days 5 Days

Government Training $545 $995 $1,395 - -

Corporate Skills $545 $995 $1,395 - -

Microsoft® Office Training $375 $745 - - -

Project Management $545 $995 $1,395 - -

Information Security - $675 $1,699 $1,595 $1,595

Training Pricing Chart
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Training for Government
•	 Government Mechanics 101
•	 How Government Works 
•	 Policy Analysts’ ToolBox
•	 Policy Development 101 
•	 Writing Operational Policies and Procedures
•	 Writing Strategic Briefing Notes
•	 Writing for Success: The Fundamentals
•	 Writing for Results: Advanced Techniques
•	 MC Writers’ ToolBox
•	 Time and Project Management 101
•	 Verbal Briefings for Strategic Outcomes
•	 TB Sub ToolBox
•	 Consultation ToolBox
•	 Financial Probity 101
•	 Communications 101
•	 Legislative ToolBox
•	 Regulations 200 ToolBox

Executive Services Training
•	 Coaching: A Leadership Skill
•	 Driving Leadership Change
•	 Leading with Emotional Intelligence
•	 Executive Coaching Program

Corporate Skills
•	 Women in Transition
•	 Assertiveness and Self Confidence
•	 Emotional Intelligence
•	 Leadership and Management Skills  

Boot Camp 
•	 Dynamic Presentation Skills
•	 De-stressing your Work Life
•	 Negotiation Skills and Conflict Management
•	 Coaching: A Leadership Skill
•	 Planning for a Meaningful Retirement
•	 Build an Attention-Getting Résumé
•	 Ace the Interview
•	 Embracing Change
•	 Facilitation Skills
•	 Managing Employee Performance
•	 Hiring for Success

Information Security
•	 ISSO Orientation
•	 ISSO Level II Intermediate Applied Course
•	 5-Day CISSP Exam Preparation Boot Camp
•	 Software Reliability
•	 Business Continuity, Disaster Recovery & 

Physical Security
•	 Business Continuity Planning For Managers

Project Management
•	 Project Management Essentials  

for Success 
•	 Project Managers’ ToolBox
•	 Advanced Project Managers’ ToolBox
•	 Small Projects ToolBox
•	 Introduction to Microsoft® Project 2010
•	 Advanced Project Management:  

Large Projects
•	 Corporate Project Governance 
•	 Project Initiation and Feasibility Studies
•	 Project Management Concepts for 

Functional Managers
•	 Project Management Overview for  

Senior Managers
•	 Complex Project Scope Planning
•	 Estimating the Project’s Work
•	 Corporate Planning and Project Selection
•	 Project Risk Management
•	 Project Management Fundamentals

Telecom Training
•	 LTE Fundamentals
•	 LTE: Theory and Practice
•	 Standards of Communication Networks
•	 TCP/IP Fundamentals
•	 Advanced TCP/IP
•	 TCP/IP: Mobility
•	 Mobile Computing Systems
•	 Managing the Mobile Workforce
•	 Networking Foundations
•	 Advanced Networking
•	 MPLS Fundamentals
•	 Technological Understanding of  

MPLS and VPNs

Microsoft® Office Training
•	 Microsoft® Excel 2010 Level I
•	 Microsoft® Excel 2010: Level 2
•	 Microsoft® Word 2010 - Level 1
•	 Microsoft® Word 2010 - Level 2
•	 Microsoft® Office PowerPoint 2010  

Boot Camp
•	 Microsoft® Office PowerPoint 2010 

Fundamentals
•	 Microsoft® Excel to PowerPoint 2010
•	 NEW! - Microsoft® SharePoint Foundation 

2010 - Level 1
•	 NEW! - Microsoft® SharePoint Foundation 

2010 - Level 2
•	 NEW! - Microsoft® Excel Business Intelligence 

- 2010
•	 NEW! - Microsoft® Outlook Essentials
•	 NEW! - Microsoft® Outlook Time 

Management TheOneMinuteTo-DoList-
ebook

•	 NEW! - Microsoft® Project 2010 Advanced
•	 Microsoft® Excel 2007-2010 Pivot Tables, 

Advanced Formulas and Charts
•	 Microsoft® Excel 2003 Pivot Tables, Advanced 

Formulas and Charts
•	 Microsoft® Excel Power Macros 2003-2010
•	 Designing and Creating Databases with 

Microsoft® Access 2007-2010
•	 Designing and Creating Databases with 

Microsoft® Access 2003
•	 Advanced Microsoft® Access 2007-2010: 

Business Integration, Automation and 
Security

•	 Advanced Microsoft® Access 2003 Business 
Integration, Automation and Security

•	 Microsoft® Access VBA  
(Visual Basic for Applications)

•	 Introduction to Microsoft®  
Project 2010

•	 Effective Flowcharting and Process Design 
using Microsoft® Visio Professional 2010

•	 Effective Flowcharting and Process Design 
using Microsoft® Visio Professional  
2003-2007

Full List of Courses and Workshops
Click on course title to go to corresponding web page.

http://www.bblockstech.com/courses/gov
http://www.bblockstech.com/courses/gov/outline/gm1
http://www.bblockstech.com/courses/gov/outline/hgw
http://www.bblockstech.com/courses/gov/outline/ptb
http://www.bblockstech.com/courses/gov/outline/pr1
http://www.bblockstech.com/courses/gov/outline/ppw
http://www.bblockstech.com/courses/gov/outline/wse
http://www.bblockstech.com/courses/gov/outline/wsf
http://www.bblockstech.com/courses/gov/outline/wat
http://www.bblockstech.com/courses/gov/outline/mwt
http://www.bblockstech.com/courses/gov/outline/pt1
http://www.bblockstech.com/courses/gov/outline/vbs
http://www.bblockstech.com/courses/gov/outline/tbs
http://www.bblockstech.com/courses/gov/outline/ctb
http://www.bblockstech.com/courses/gov/outline/fp1
http://www.bblockstech.com/courses/gov/outline/cs1
http://www.bblockstech.com/courses/gov/outline/ltb
http://www.bblockstech.com/courses/gov/outline/r2t
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/pd/ei3
http://www.bblockstech.com/executive/coaching
http://www.bblockstech.com/courses/pd
http://www.bblockstech.com/courses/corporate/wit
http://www.bblockstech.com/courses/corporate/sea
http://www.bblockstech.com/courses/pd/eiq
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/lmb
http://www.bblockstech.com/courses/corporate/dps
http://www.bblockstech.com/courses/corporate/ds1
http://www.bblockstech.com/courses/corporate/ncm
http://www.bblockstech.com/courses/corporate/cls
http://www.bblockstech.com/courses/pd/rtb
http://www.bblockstech.com/courses/pd/bar
http://www.bblockstech.com/courses/pd/ati
http://www.bblockstech.com/courses/pd/emc
http://www.bblockstech.com/courses/corporate/fsl
http://www.bblockstech.com/courses/corporate/mep
http://www.bblockstech.com/courses/corporate/hsb
http://www.bblockstech.com/courses/is
http://www.bblockstech.com/courses/security/iso
http://www.bblockstech.com/courses/security/isi
http://www.bblockstech.com/courses/security/cis
http://www.bblockstech.com/courses/security/sre
http://www.bblockstech.com/courses/security/bcp
http://www.bblockstech.com/courses/security/bcp
http://www.bblockstech.com/courses/security/bcm
http://www.bblockstech.com/cpg/training
http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/pme
http://www.bblockstech.com/cpg/courses/pmb
http://www.bblockstech.com/cpg/courses/apm
http://www.bblockstech.com/cpg/courses/spb
http://www.bblockstech.com/courses/msft/mp0
http://www.bblockstech.com/cpg/courses/apl
http://www.bblockstech.com/cpg/courses/apl
http://www.bblockstech.com/cpg/courses/cpv
http://www.bblockstech.com/cpg/courses/pmf
http://www.bblockstech.com/cpg/courses/fpm
http://www.bblockstech.com/cpg/courses/fpm
http://www.bblockstech.com/cpg/courses/spm
http://www.bblockstech.com/cpg/courses/spm
http://www.bblockstech.com/cpg/courses/cps
http://www.bblockstech.com/cpg/courses/epw
http://www.bblockstech.com/cpg/courses/pps
http://www.bblockstech.com/cpg/courses/prm
http://www.bblockstech.com/cpg/courses/msp
http://www.bblockstech.com/courses/telecom/ltf
http://www.bblockstech.com/courses/telecom/lte
http://www.bblockstech.com/courses/telecom/scn
http://www.bblockstech.com/courses/telecom/ipf
http://www.bblockstech.com/courses/telecom/ipa
http://www.bblockstech.com/courses/telecom/ipm
http://www.bblockstech.com/courses/telecom/mcs
http://www.bblockstech.com/courses/telecom/mmw
http://www.bblockstech.com/courses/telecom/ntf
http://www.bblockstech.com/courses/telecom/ant
http://www.bblockstech.com/courses/telecom/mpf
http://www.bblockstech.com/courses/telecom/mvp
http://www.bblockstech.com/courses/telecom/mvp
http://www.bblockstech.com/courses/microsoft
http://www.bblockstech.com/courses/msft/e10
http://www.bblockstech.com/courses/msft/e20
http://www.bblockstech.com/courses/msft/mw1
http://www.bblockstech.com/courses/msft/mw2
http://www.bblockstech.com/courses/msft/mpb
http://www.bblockstech.com/courses/msft/mpb
http://www.bblockstech.com/courses/msft/ppf
http://www.bblockstech.com/courses/msft/ppf
http://www.bblockstech.com/courses/msft/epp
http://www.bblockstech.com/courses/msft/sp1
http://www.bblockstech.com/courses/msft/sp1
http://www.bblockstech.com/courses/msft/sp2
http://www.bblockstech.com/courses/msft/sp2
http://www.bblockstech.com/courses/msft/bi0
http://www.bblockstech.com/courses/msft/bi0
http://www.bblockstech.com/courses/msft/oad
http://www.bblockstech.com/courses/msft/otm
http://www.bblockstech.com/courses/msft/otm
http://www.bblockstech.com/courses/msft/otm
http://www.bblockstech.com/courses/msft/mpa
http://www.bblockstech.com/courses/msft/epc
http://www.bblockstech.com/courses/msft/epc
http://www.bblockstech.com/courses/msft/ep3
http://www.bblockstech.com/courses/msft/ep3
http://www.bblockstech.com/courses/msft/epm
http://www.bblockstech.com/courses/msft/adc
http://www.bblockstech.com/courses/msft/adc
http://www.bblockstech.com/courses/msft/ad3
http://www.bblockstech.com/courses/msft/ad3
http://www.bblockstech.com/courses/msft/abc
http://www.bblockstech.com/courses/msft/abc
http://www.bblockstech.com/courses/msft/abc
http://www.bblockstech.com/courses/msft/ab3
http://www.bblockstech.com/courses/msft/ab3
http://www.bblockstech.com/courses/msft/mav
http://www.bblockstech.com/courses/msft/mav
http://www.bblockstech.com/courses/msft/mp0
http://www.bblockstech.com/courses/msft/mp0
http://www.bblockstech.com/courses/msft/vs0
http://www.bblockstech.com/courses/msft/vs0
http://www.bblockstech.com/courses/msft/vsc
http://www.bblockstech.com/courses/msft/vsc
http://www.bblockstech.com/courses/msft/vsc
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Ottawa, ON, Canada K1P 5V5

Telephone: 613-230-6255 
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