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In-company courses 2009
Making the Most of Your Memory (full day)

How to analyse, organise learn and remember large quantities of information
• Do you worry about your poor memory? 

• Do you waste time because of your memory lapses?

• Would you like to become more effi  cient?

• Would you like to improve your creativity and ability to solve problems?

• Are you concerned that your memory is deteriorating as you get older? 

You will � nd this course valuable if you answer yes to any of these questions.

Every single thing we do or say involves memory. Our memories make us who we 
are, and the level of confi dence we have in our mental powers is central to the 
way we approach life. Many people complain of having a poor memory. But in reality everyone has an infi nite 
capacity to remember, if they only they knew how. 

In business, a trained memory can provide you with a priceless asset. If you learn to use it eff ectively, you can 
approach your work with confi dence, communicate successfully, organise your time and carry out every task 
with purpose and creativity. 

This course off ers some steps you can take to make the most of your memory. With these skills and techniques, 
you will be able to remember everything that you need – names, facts, fi gures, lists and appointments.

Is it for me?

This course is for anyone who wants to realise more of their potential 
for storing and recalling facts and ideas. Its aim is to help you to 
learn how to improve your memory and how to use Mind Maps 
for thinking and note-taking. If you continue to practise these 
techniques, your ability to grasp, analyse and recall facts and ideas 
will greatly improve. 

The learning is creative and fun. We hope you’ll enjoy it – most people do.
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Guaranteed quality from Word Smiths
To book or enquire about this course, you can:

• Use our online form at www.word-smiths.co.uk/in-company.php

• Call 01873 857556

• email info@word-smiths.co.uk

Costs

The total course cost comprises the basic course fee, plus a per head fee to 
cover course materials, plus agreed trainer’s expenses.

This assumes that the client will provide: suitable premises (it’s useful if we can 
discuss the room layout with you before the event); refreshments/lunch; a fl ip 
chart; a screen; a laptop; a data projector (if necessary, we can provide the last 
two items).

• The basic course fee is £950 for a full-day course or £750 for a half-day course.

• The per head fee is £7.50/participant (suggested maximum of 15 participants per course).

• All costs are ex VAT @ 15%.

Bene� ts

During this course you will:

• Identify the reasons why your memory fails you

• Achieve a better understanding of how your memory works

• Appreciate how you can make the most of your natural ability

• Use Mind Mapping for organisation and recall

• Learn three techniques for remembering facts and fi gures

• Find out how to recall names and faces

• Practise learning and recalling large quantities of information in a 
short time.

Course designer / presenter

This popular course is designed and presented by Jane Smith, who has 
many years’ experience of designing and running similar courses for 
Universities (Bath, Reading, Brunel, Aston, Glasgow, Bristol, Plymouth) 
and organisations such as Winterthur Life, Nationwide Building Society, 
Equality Commission for Northern Ireland, Wales Consumer Council, 
and Winchester City Council. Jane is also the author of several books 
on a wide range of management and personal development topics, 
including Word Smiths’ audio books Memory and Learning for Success, 
Speed Reading for Success, and Coaching & Mentoring for Success.

Programme
Start: 9.30 am

• Welcome and introductions 

• Your problems and goals

• A memory audit

• How the mind and the memory 
work

• The memory principles

• How to construct a Mind Map for 
memory and learning 

Lunch: 12.30

• Uses and bene� ts of Mind Mapping 

• Memory principles and systems 

• Tools and techniques for 
remembering facts and � gures

• Memory rhythms

• Making the most of your fantastic 
memory

• Planning the next steps 

Close: 4.30 pm


