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Customized OnSite Learning Solutions

Al faro Enterprises offers the benefits of custon
time for you and your empl oyees. We create and
your objectives.

We bring any program described in this catalog 1
of your own training room. Why?
I& the mesfecostve way to train a | arge group
We tailor the program to your unique needs
You pick the date, place and ti me

We help you select the topics that are most ap
You choose if lwmebdy oo-dnalp ah cburfs or Saturdays

Some programs are available in Spani sh

Our Process

Al faro Enterprises has des
i ndustri es. OQur process fo stom work i s han
Devel opment and (4) | mplementation. We | everage
to create programs with the right mi x of cogni
situation.

Our Programs

No company is quite I|Iike yours. So, i f -sypoeauc ihfai:
solution, our team can hel p. Customi zation al |l c
training.

Level of Customization
Delivery of Existing training:

OQur staff can conduct any o
money as well as ensuring t
advance at the same pace.

=A =2 =4 -4 -4 -4

gned hundreds of uni
r cu

Minor Adjustment:

|l ncludes course name changes, e
terminol ogy changes and addi't

Tailored Training: ‘

Modi fy our courses to addres At i or
needs, cul tur e, i ncluding mo ol e
ot her exercises, cosmetic and lange
training anal ysi s aligns c o™ : o acti
exampl es wi t h your organi zation's strategi es, |
objectives to deliver a program tailored just fo

World Class Training for Business Professionals

www.alfaroenterprises.com 888-324-6243 2
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Customized Training:

For more specific or complex training initiatiyv
needs, then create a | earning solution that i s
goal s. Al cour ses ar @ utsainlecsrse de ntvd rfointmetnhte Iweeert
sect o,y offiotr -f @gorr ohiot , bl ue coll ar, whi t e cotl ar
management. Al faro Enterprises under-shandsg 1 heest
so we wil/ work with you to i mplement a trainin
scheduling and other needs.
New Development:
Newly created material to meet your objectives.
Training Methods
We offer three effective methods of | earning:
(1®Pnsite ilnesd rturcaiomi ng
(2®nl ine courses

(3Dearning webinars

All three are highly informative and interactive
1.For our ons-ied tnsatnuogor you choose the ti me,
experienced trainers will -afomer tt oeguwiuprmefnatci lpr
designed Power Point, quizzes, videos, activiti
2.0ur online training courses or | earning webinasa
with empl oyees scattered in various | ocations
OQur online | earning management system does no
our courses open in any internet broweeoll|l Tha
one of our online |l earning -maiulr seasamiamdlere.ce®Ouwr
all ows client administspatofbsctmatploatd tbompanosn
with our course content.
Upon course completion, a certificate of C 0 My
attendee for the user's own personal records.
its empl oyees' progress and completion of eact
Excel for printing and filing And, these are
online course management system.

3.0ur webinars are ctomaucmceredabmyg aan ibe transmi
computer across the gl obe! The only tools ne:
headphones, or a telephone. l't'"s just t hat e e
interaction between trainer and clients, whioch
cour ses

www.alfaroenterprises.com 888-324-6243 3
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Onsite Presentation Style

OQur onsite training presentation style is a -mixt

designed Power Point), di scussi ons -omi tahc tp avrittii eisp

programs i-tnedtudaeheslEoestpresenter interacts with t

and exercises, providing opportunity for group

for qQquestions. We structure training programs f ¢
guestions and offering interactHaedscesnaaiesptov
for note taking and to give participants concr ¢
presenters are members of t he Nati onal Speaker
attention of the attendee.

What Makes Us Different?

§ Our passion for people and the potenti al each
mani fests itself into a real desire for wus to
by your people in their daily interactions wit

T Our determination to offer highly effective, p
understandin@ blsoonessl bbpectives, culture and
ourselves on providing a professional and pers
relationships.

M Every client and every training solution in vi
solution right, the first time, every ti me T
del i ring and maintaining the highest standar

T You can be assured that we fully appreciate an

faci ngd teompallyoyees and manager s.

www.alfaroenterprises.com 888-324-6243 4
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Business Etiquette for Career Success

i Defining professional Dbehavior
T The message your attitudHdetswadlsi ng skill s
T Understanding and using VYiogdiyt lmgpgalaigent s at t h
T The power of words f When clients visit you
T Li steniinygousrkisldcsr et weafpd®hn easing the customer
T Ver bal communi cati on 1 Executive etiquette
T What in a name? T Effective meetings
T Your handédlkeakéti mate gme@ftfiinge eti quette
T Business introductions §$ In the office kitchen
T Business card usage f You and your coworkers
T Telephone skill's M Business travel
9 Effecti ve andmapirlosf essi onal e
ol d&dm now read ol |l earned a | ot
new skills to my children! the workplace and what | can do
We all enjoyed your class to make better relationships with
and we look forward to my team colleagues. | feel much
applying our new skills better about how | am perceived
when taking clients out for in the workplace and what | can
a meal . o do to be a bett:
Business Dining Etiquette:
Where Business and Social Skills Meet
T The history of dining gtMautenrieng the Continen
T Preparations prior to tthBurivegtt he meal
T Responsibilities of theg Batsitng your bread
T Responsibilities of theg EBmujesyti ng that fabul ous
T What to do when you firnMsPRassitnglownems t he
tabl e 1 Reaching for items
T Your napkin 1 Removing food from you
T Drinking at the meal 9 D anddi sdoant t he end of
T Your body | anguage 9 Dining at buffet event
T Mastering the eating styl es
9 Proper wuse of utensil s
T Signaling pause and end of meal
T American style of eating
Pl ease contact-degptfhorn nrhormrenaitn on about customi z:

www.alfaroenterprises.com 888-324-6243
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Email Communication Skills: Make them Effective and
Professional

T The i mportance of the iITmWatscshimomg yowr mechani
make with your email camRespecradi mgpsto email s
M The dangers of emails 9q9fUOsi yout e df yoaoutmaonal i
organizati on application
T Mastering email politigsCommunicating via bl ac
M9 Creating your emai l perMsRewai ewdBn@ndliosd on
T Review of the basic compbmenitfsi c guidelines f
1 Shaping your message
9 Do you have to CC your boss every ti me?
T Choosing the right words
M Creating a friendlvy—tone
T Proper greetings and salutatio
ovVery wel |l
Today | learned to think
before | send an email.
Wonder fully
International Business Etiquette
T Gener al introductmiDmessing custom
T Hi story T Heal th practice
T Geography T Executive etiqu
T Body | anguage di f1fMaetnicregg eti quet
T Mi sinterpreted waor@fsf iamal eti quett
concepts f Superstitions a
T Val ue system
T Business practices
T Business etiquette 3This class w
- Proper greetings jipformative and
Forms of addressepntertaining.
Women in businessgt the clock
Conver sast iaonnd do
d odns

T Dining Etiqguette

Pl ease contact -degptfhor nrhormrenaitn on about customi z

www.alfaroenterprises.com 888-324-6243 7
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Networking at Business Events

T What are the benefits of _networ ki nao

T Why should I attend

9 Properly representing you

M9 Preparing your first i mpr

T Your visual i mage

T Your body | anguage

T Looking confident

T Having itghtett i t ude

T Eating and drinking at tW

T Conversation skills —
T Sharpen your | istening sk

T Your 60 second commerci al

T The business handshake

T Proper introductions

T Exchanging business cards. . ~

T Making others feel special didndt know what t
1 Fol upw your training, thank you for the confidence

now have

y ou gi ve

Telephone Communication Skills: Creating
the Right Impression

T Assessing your di fference
communi cation stkiSlel cting a chee
T Understandingdthappuoepomat e gr ee
perception ¢ Communicating wh
9 How your frame off smiymdr second |
affects your tefl émpoowei ng your | istening skildl
per sona f Your voice quality
M Techniqgqgues thaty Prepaei@ag yourself to take
positive and | asttiahdg si mpressi on oThanks for n
T Nonverbal commumniBaatltidomg rapport aware of my telephone
concerns: attitwuwdandl ing irate cl iperotnmnce. | now
attention, posture, facial know thereds
expressions i mprovement
T Addressing the client maki ng
the client feel speci al
T Using words that make a
Pl ease contact-degptfhor nrhormrenaitn on about customi z:

www.alfaroenterprises.com 888-324-6243
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COMMUNICATIONXKILLS

Effective Business Communication

T Effects of miscommuni cattdmdenmi ésusamdestsabi ts t|

T What is your personal choamwmuni cation style?

T Analyzing the wvarious JcDtmmaumgtchagniomg sytoudre sr app

T Communicating effecti vewiyt hwitthho spee opd eand down t
whose personalities amdUncdermutnd cditngnhow str ong
styles differ from yourskiwlnl s magnify your per :

T Sharpening your | istenidrgamatiildal |y

T Essentials of nonver bglBecommumg cradrieoni nfl uent i ¢

T Know the conversationalorbgpamidzaatiiesn

M Manage the quality of your voice

i Recognizing and eliminating interpersonal

ol feel i ke ol Il earned a | o

coworkers better and we
will be able to avoid
common miscommunications
wedve had in

in the workplace and what |
can do to make better
relationships with my team
and coll eagu«

Interpersonal Relationships: How to Get Along with Just About

Anyone
T The top ten reasons peo-plTeegsigntbhei yopohlhre se
T What i s expected from y-outas wotkWwhat you say,
T What i s workplace bul WylimfglZuenci ng skill s: seei
T What i s workplace haras-sBentding a bridge of g
M Do you have a hostile woGkplagePn without gi vi
T Recognizing and el i mi maShargi notyeayre resminmilons
tendencies and habits t-hdsi @oge sBalge@isng you
back - Disagreeing construct.i
T Understanding your own -b8bhavidong consensus
9 How to work with just ab8ef ngnyeméous without
M Developing effective wo2Ok triedsatfioornsgheatptsi ng al ol
T Listening and hearingy Qdnmepl eatriemdg ty auhre actmeon
t hing
T Nowerbal communi cati on

Pl ease contact-degptfhor nrhormrenaitn on about customiza

www.alfaroenterprises.com 888-324-6243 9
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CROSSCULTURAIRAINING

Intercultural Sensitivity in the
Business World

9 Their first 1 mpression

T Their history

T Geography

T Cul ture

f Language

T Hol i days

T Perception and values

T Body | anguage differences

9 How does culture i mpact ¢

T Using English for gl obal communi cati on

9 Compli ments to avoid

I D.reSS|.ng.customs oThis is one of the
T Gift giving have ever attended. | highly recommend it.
T Signs of hospitality The exercises helped to reinforce the material
1 Business etiquette welearnedineachsectionaswellaskeeping
M9 Proper forms of address the group energi:
T Business <cards

T Conversati amad sdbmn

T Women in business

T Work styl es

T Negotiation across cul tures

T Ti me management

T Dining etiquette rules These are sample topics.

T Heal th practices il be

T Superstitions and taboos YourprogramWI

customized to meet your
objectives.

Pl ease contact-degptfhor nrhormrenaitn on about customiz

www.alfaroenterprises.com 888-324-6243 10
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CUSTOMERERVICHRAINING

Customer Service Excellence

9 The i mportance of per cgpWhy nwewhsehno udled ibveecrammigng m
customer service focused
T Why you musft i Qaatvtei ttuhdee ft bdent i fyi ng &y onleredcsust ome
deliver good customer $elrhvoiucgeht f ul body | anguage
9 The five important key$§ Umnod earsetaan dCiunsg oonverr behavi
Service f Understanding the behavi
9 How to get from Good t ® LGrsetaetn iOugs tsokmelrl s
Service 9 Dealing with challenging

1 Every single interacti@nMamag@inngppdressityf fecti
9 Taking ownership&for each customer
experience

OThis training m
my role in getting our customers
l oyal ty. | dve r
myself that has enhanced my
connection with my staff which
has improved our customer
service ratin

0OThere has be
remarkable improvement in
my staff. | know that our
customers are now being
treated respectfulé/how
they should b

Customer Service Excellence for Leaders

f Customer service i s an attitude not a
depart ment
- Internal service is just as important as
external service 1 Recognizing excellence
l dentifying the top expelcdentiiofnys whfat peopl e va
customer s for you
- Your attitude is a chot clkewvellaap issercwinde odtlarbd ar
f Good | eaders serve the peopte wobsserve the
cust omer - Energize staff to delig
Generating a spirit of sefrfveacctei ve recognition
Leading by exampl e 1 Listening skills
Energize your staff to-plehrfeoer nstaywaersd of | i st eni
winning service - Removing obstacles to I
Repeat business is good Hroac teivceirnygonper oacti ve |
T Installing a service cul-t Heedil hag buisk dsnec 8s wo mé
l oyalty - Keeping customers calm
Create strategies for]f Teaspondi aggtyg customers i
feedback - Taking ownership of the
Generate positive ener gyThrhe e usgthe pf se etdob accokmp o s u r

www.alfaroenterprises.com 888-324-6243 11
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DIVERSITY SENSITIVITY
Managing Sensitivity at WorkJnleash the Power of Your Workforce

Comprehensive training for a productive, respectful, and legatigmpliant workplace.

T The i mpact of a respectful workplace on business r
1 Feder al andi stat miaation | aws
1 Feder al and State Laws

T AB 1825, AB 2053 and FEHA 2016 Amendment (CA )
1 The part the EEOC plays in pursuing court <cases

1 Organizational policies
1T Review of @&r arii zdteison
1 Why compliance is important
1 Super Vo Bloirgati on to report harassment, discri mi.]|
and retaliation
f Conduct that can open claims to unl awful har assmer
1T What constitutes abusive conduct in the workpl a
f What <constitutes a hostile work environment?
1 What <conbul touheghe wor kpl ace?
1 Negative mbhbfusctve cmfoddbhotstil e work

environment
f How to prevent abusive conduct
9 Responding to complaints
f Review of your complaint process

f Conductiwmay tdw@al ogues dWe wanted to
9 Diversity sensitivity message to our management

1 Definitions of gender, incl udi ntganapcthist@isinohd ihe ¢

expression and gender ident ity mark. We areallonthe same
T Where do biases and stereotype Cp@gﬁg\ovyarn%fﬁp}more_
: . : onfident in o
f Conscious and Unconscious Bias
f How to identify and break through unconscious b

stereotypes and prejudices.
f Harassment prevention strategies

f Connecting the behaviors of inclusion and hosti
environment with employee performance

T Understanding and communicating with people fro
backgrounds

f How to communicate respectfully
1 Best practices to create a great work environment
¢ I ndivi duad amatniagrerpl an and commitment to personal

change
This training is fully compliant with AB1825, AB 2053 and
rel evant | aws and regulations, and proactively integrate

www.alfaroenterprises.com 888-324-6243 12



























