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In this index youcanfind the Library categories and thecollections that belong toeachone.
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FoodSafety Essentials
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ANDCOMPLIANCE p14
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RECURSOSHUMANOS p14
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VENTASYSERVICIO p14
Atención alClienteAplicado
Atención alClienteAvanzado
FundamentosdeAtención
AlCliente
FundamentosdeVentas14
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Youcanfindall the courses included
in eachcollection here:

Business Skills
BusinessContinuity Applied
DealingwithSupplyChain Interruptions
Incidents& The Importanceof
Accurate Information
IntegratedResponse&Recovery
TestingBusinessContinuity (Scenarios)
TheChallengesofCommunication
duringan Incident

BusinessContinuity Essentials
DealingWithB.Continuity andDisaster Recovery
DevelopingaContingencyPlan
Introduction toB. EmergencyPreparednessPlanning
ManagingBusinessResilience
The IncidentManager's Tool Kit

Business Innovation
BeingAdaptable
BeingResourceful
Creative Thinking
CriticalObservation
DealingwithUncertainty
Driving Innovation
Problem-Solving
The 7Skills ofCritical Thinking
ThePowerofAnalysis
Thinking Logically

CoachingApplied
DigitalCoaching&Virtual Reality
How toPrepare for aCoachingSession
(for theemployee)
MeasuringCoachingPerformance
PuttingEmphasis onHolisticWellness
TheROIofCoaching

CoachingEssentials
Asking theRightQuestions
Building Trust&Rapport
CreatingAccountability
EstablishingaCoachingCulture
GivingEffective Feedback
Introduction toCoaching
TheArt of Listening
The ImportanceofGoal Setting
ThePowerofSilence
UsingCoachingModels

CorporateRisk
CreatingaRiskCulture
EnterpriseRiskManagement
ManagingRisk in theBoardroom
The4TypesofRiskManagement
TheRoleof theRiskRegister

ContractManagement Essentials
ContractCollaboration
Contract Execution
Contract Renewal
Contract Tracking&Management
CreatingaContract

DataAnalysis
BusinessAnalysis Technique -MoSCoW
BusinessAnalysis Technique -MOST&SWOT
BusinessAnalysis Technique -PESTLE
BusinessAnalysis Technique -Six ThinkingHats
BusinessAnalysis Technique - The5Whys
Causal andMechanisticDataAnalysis Techniques
Data Literacy
DataOwnership
Descriptive&ExploratoryDataAnalysis Techniques
DevelopingResearchSkills
Inferential andPredictiveDataAnalysis Techniques
MethodsAnalyzingQualitativeData
Qualitative&QuantitativeDataAnalysis
ReportWriting: ThePowerofVisuals
The5CsofReportWriting
TheBasicsofBusinessWriting
ThePowerofBigData
TheStagesofReportWriting
VisualizingData
QualitativeDataCollection

Digital Transformation
Digital Disruption
IsDigital Transformation JustChange?
LeadingaDigital Transformation
TheDesign ThinkingMindset
TheFour TypesofDigital Transformation
The Impactof TrainingonDigitalChange
ThePowerofDataVisualization
What is aDigital TransformationStrategy?
What isDigital Transformation?
WhydoyouNeedaDigitalCulture?

FinanceEssentials
Financial KPIs -MeasuringPerformance
Financial Ratios
Financial RiskManagement
KeyFinancial Statements
TheBasicsofAccounting
TheBasicsof FinancialManagement
TheFlowofMoney
The ImportanceofCashFlow
TheValueofBudgeting
VulnerableCustomers&Finance
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FinanceApplied
CommonFinancialManagementSystems
Finance&TheRoleofBookkeeping
Risk&FinancialControls
Short-TermCashMonitoring
WorkingCapitalManagement

KPIs&OKRs
HowtoWrite EffectiveOKRs
KPIs&EmployeePerformanceManagement
KPIs& TheGolden Thread
Leading&LaggingKPIs
OKRsandGoingBeyondVanityMetric
OKRs -Vision, Planning&Measuring
OKRs vsKPIs
SettingBusinessKPIs
TheBalancedScorecard
TypesofOKRs -Committed&Aspirational

MarketingEssentials
BrandAmbassadors
Curating theRightContent
DoYour Research (Brand&Product)
Introduction toMarketingAutomation
KnowYourCustomers
ShowDon't Tell
ThePowerofNetworking
ThePowerofSocialMedia
TheRoleofPartnerships
Your ShopWindow-YourWebsite

MarketingSkills Applied
ContentMarketing
Customer Insights&Analysis
Developing yourMarketingStrategy
DigitalMarketing: LinkedIn&SocialMedia
DigitalOptimization
EmailMarketing
Influencer andAffiliateMarketing
PlanningCampaigns
SEO&PPC
ViralMarketing

MarketingSkillsMastery
AI-PoweredCopy
BrandBuildingBasicsPart 1
BrandBuildingBasicsPart 2
CampaignManagement
ConductingaSuccessfulOutreachCampaign
ContentCommunities
ContentManagementSystems
ContentMarketing
CopywritingEssentials
GettingHands-OnwithGoogleAds

GettingsHands-OnwithPPC
GettingStartedwithGoogleAnalytics
Inboundvs.OutboundMarketing
TheDifferentContentMarketingStrategies
TheMarketingFunnel - From the Top to theBottom
ThePowerofGoogleAnalytics
ThePowerof Pillar Pages
ThePowerofUser-GeneratedContent
TheRoleofProductMarketing
VideoMarketing

Mindfulness
Breathing Techniques toRelax
DealingwithGrief
Feeling Lonely
Learning to LetGo
Learning toStayCalm
Living in theMoment
Mindfulness
Raising LowSelf-Esteem
Relaxation throughMeditation
Stress, Fear&Panic

NewManager
BuddySchemes
BuildingKeyRelationships
ConnectingEmployees to their Purpose
EncouragingEngagement
Getting theMostoutof YourManagers’ Playbook
How toput aPlaybook Together
How toUnderstandNewBusinessCulture
ImprovingYour TeamWithDevelopmentPlans.
OnboardingStaffasaNewEmployee
ProbationPeriods:what are theygood for?
Professional Relationships&Boundaries
Resilienceas aNewManager
Setting theRight Tone
Spending TimewithDepartingEmployees
WhenOnboardingGoesWrong
WorkingwithHR

Product Teams
Introduction toAgile andScrum for Product Teams
User StoryWriting&ProductBacklogManagement
ManagingProductHandoffs
ReleasePlanning&RoadmapManagement
Iteration&MinimumViableProduct (MVP)
StakeholderManagement for ProductOwners
ProductVision&Strategy
KPIs for ProductOwners
RiskManagement in ProductOwnership
KPIs for ProductManagers

ProjectManagementApplied
Activity&ResourcePlanning
DevelopingaBudget (Cost Estimating)
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EnsuringCustomerSatisfaction
ManagingProject Risk
MonitoringProgress
Organizing&Motivatinga Team
ProducingReports
ProjectManagementMethodologies 1
ProjectManagementMethodologies 2
TimeManagement in Projects

ProjectManagement Essentials
ClosingaProject
ExecutingaProject
Initiating aProject
Monitoring aProject
PlanningaProject

ProjectManagementMastery
Agile in Practice
Choosing theRight ProjectMethodology
Kanban inPractice
Scrum inPractice
Waterfall in Practice

QualityManagement Essentials
Quality Assurance
QualityControl
QualityControl Planning
QualityControl vs.Quality Assurance
Quality Improvement
ApplyingSix Sigma
Six Sigma-Kaizen
Six Sigma- Lean
Six Sigma-DMAICProcess
Six Sigma-Roles&Responsibilities

RemoteWorking
HowtoWorkRemotely (EmployeeVersion)
RemoteCulture
RemoteWorking&WorkplaceHarassment
RemoteWorkspace

StrategyDevelopment
AWalkthroughofBusinessOperatingModels
BusinessModel Innovation
CrisisManagement&AdaptingStrategies
Formulating aWinningStrategy
Global&Market Entry Strategies
IntegratingEthics intoStrategyDevelopment
Measuring&EvaluatingStrategySuccess
ScenarioPlanning&RiskManagement
Strategic Leadership&StrategySuccess

SupplyChainManagement
GainingEfficiency: InventoryManagement
SupplyChain&RiskManagement

SupplyChain&Social Responsibility
SustainableSupplyChain
TheCompetitiveAdvantagesofSupplyChain
Management
TheRoleof Logistics
Transparent SupplyChainProcesses
WorkforceManagement

TeamworkEssentials
Building Trust&Respect
CelebratingDifferences&Diversity
CelebratingSuccess
Collaboration
CommunicatingOpenly
Communicatingwith aMillennial
DealingwithDifficult Personalities
EncouragingDifferentOpinions
Millennials and Technology
Roles&Responsibilities
SettingCommonGoals
ThePowerof TeamWorking
TrainingMillennials
What is aMillennial

TeamworkApplied
High-Performing TeamsFramework -Adjourning
High-Performing TeamsFramework - Forming
High-Performing TeamsFramework -Norming
High-Performing TeamsFramework -Performing
High-Performing TeamsFramework -Storming

HumanResources
Recruitment Essentials
Career Planning
First Impressions
HiringRight, First Time
InterviewSkills

CompanyCulture
Current vs. FutureStateMapping
EarlyWarningSignsof a ToxicCulture
EmployeeRecognition
HowdoyouChangeCulture?
LeadingaCulturalMovement
OrganizationalCultureModels
TheFour TypesofCompanyCulture
TheRiskof EchoChambers
TheRoleof Leadership inCompanyCulture
TheShadowOrganization

Diversity& Inclusion
Becomingan Inclusive Leader
ConfrontingDiscrimination
Digital Accessibility
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Gender Inclusion
LGBTAwareness and Inclusion
RecognizingYour Privilege
TheKeyValuesof Equality, Diversity and Inclusion
TheValueofDiversity and Inclusion in theWorkplace
TypesofDiscrimination
UnconsciousBias

EmployeeExperience
EmployeeEngagementSurveys
EmployeeExperience: Space, Technology&Culture
HelpingEmployeesBelong (before they start)
How to focusonoutcomes insteadofoutputs
IncreasingRetention through JourneyMapping
Measuring theEmployeeExperience
Putting theHumanback intoHR
TheRiseof FlexibleBenefits
TheRoleof EmployeeChampions

EmployeeOnboarding
(Employee LifeCycle)
Creating theBestOnboardingExperience*****
ImportanceofOnboarding*****
OnboardingRemote Teams*****
Speed toCompetency

EmployeeRetention
(Employee LifeCycle)
BuildingEmployeeResilience
EmployeeEngagement*****
Employee IncentivePrograms
Learning&EmployeeEngagement****
Monitoring&MeasuringRetentionEfforts
Recognition&Reward
UnderstandingEmployeeNeeds&Motivation
TransparentCompensation

Employee Termination
(Employee LifeCycle)
DisclosureofDismissals
EffectiveExitMeetings
Having ToughConversations
ImplementingaPerformancePlan
TheCorrectWay toDismiss anEmployee

HREssentials
Adapting to Innovation
Bullying&Violence
Flexible&RemoteWorking
HandlingDisciplinaries
HR forNon-HRManagers
PerformanceManagement
TalentManagement&Development
The Importanceof Training

CreatingaGreat EmployeeHandbook
Cultural Ambassador: EmbeddingCulture&Values
fromDay 1

HRStrategy
CreatinganEffectiveRecruitmentStrategy
HR&ChangeManagement
HRMetrics&Analysis
PulseSurveys&Continuous Feedback
Strategic Thinking
SuccessionPlanning

HybridWorking
HybridWorking: TheRoleof Leadership
InclusiveEnvironment for theHybridWorkforce
ManagingEmployeeExperiences
ThePerfectHybridWorkingPolicy
What isHybridWorking?

LearningEssentials
Defining LearningObjectives
GrowthMindset
LearningCulture in theWorkplace
LearningROI
LearningStyles
PromotingSocial Learning
Removing theBarriers to Learning
ThePowerofMicro-Learning
ThePsychologyof Learning

LearningApplied
Adopting theRight Strategy to LearningDesign
ApplyingAdaptive Learning
Creatinga LearningStrategy
DesigningEffective Learning Interventions
LearningAnalytics
Reskilling&Upskilling - ThePowerof Skills
Synchronous vs. Asynchronous Learning
TheFlippedClassroom
ThePurposeofUXandUI in Learning
UsingBlendedLearning

Mental HealthAwareness
HowtoCreate aPsychologically SafeWorkplace
How tohaveaConversation aboutMental Health
How tohaveaConversation aboutMental Health
Introduction toPsychological Safety

Neurodiversity
Buildingan InclusiveRecruitmentProcess
Introduction toNeurodiversity
Neurodiversity Awareness
Neurodiversity in theWorkplace
Recognizing theValueofNeurodiverse
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Nurturing Talent
Don't Avoid LowPerformance
EncouragingEmployeeStretch
FosteringPeakPerformance
IdentifyingEmployees' PersonalGoals
Learning to Let yourBest People Leave

Recruitment Essentials
Career Planning
First Impressions
HiringRight, First Time
InterviewSkills

WorkEthic
AvoidingDistractions
BeingPunctual
MeetingDeadlines
Multi-tasking&BeingOrganized
Persistence&Resilience
Self-Management
StayingMotivated
The ImportanceofPlanning
TimeManagement
WorkingUnder Pressure

PerformanceManagement
Effectivequestioning forOne-to-OneMeetings
HavingaConstructiveConversationAbout LowPerformance
Howto takegoodnotes in aMeeting
Manager vs.Coach vs.Mentor
ManagingShort& Long-TermSickness
Preparing for aOne-to-OneMeeting (Employee)
Preparing for aOne-to-OneMeeting (Manager)
RunninganEffectiveOne-to-OneMeeting
RunningOne-to-OneMeetingsRemotely

Leadership
Adaptive Leadership
BuildingaCultureofAdaptability
Learning throughSelf-Correction
OvercomingResistance toSharedResponsibility
UsingAuthority&Power (TakingChances)
What is Adaptive Leadership?

CommunicationSkills
AssertiveCommunication
Communicatingunder Stress
Email Etiquette
Emotional Literacy
InterpretingBody Language
ManagingAnger
ManagingUp
TheArt of Storytelling

ToneofVoice
UsingBody Language

Entrepreneurship
BeingCurious
BeingPrepared toFail
BeingSelf-Aware
BuildingRelationships&Networking
TakingCalculatedRisks
TheEntrepreneurialMindset
TheFivePs
ThePowerof Imagination
ThePowerof Influence
Turning Ideas intoAction

LeadershipEssentials
BeingAuthentic
BeingBrave
BeingConfident
Delegation andEmpowerment
Emotional &Cultural Intelligence
Humility
InspiringOthers
MakingDecisions
TakingAccountability
TheFour Typesof Leader
Agility&Flexibility inOrganizations
LeadershipStyles:Dominant
LeadershipStyles: Influencing
LeadershipStyles: Steadiness
LeadershipStyles:Conscientious
Unlocking TeamDynamics throughUnderstanding
your LeadershipStyle

Leadership Tool Kit
ConflictManagement
EffectiveMeetings
FacilitatingResults
LeadingbyExample
LeadingRemote Teams
MakingDeals
Managers vs. Leaders
ManagingChange
MotivatingOthers
Promoting Talent

Remote Leadership
Building Trust at aDistance
EngagingRemoteWorkers
RemoteGoal Setting
Remote TeamCommunication
TheRemote LeadershipModel

Safety Leadership
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BuildingaProactiveSafetyCulture
TheConsequencesofpoorH&Spractices
UnderstandingH&S Responsibilities
What is Behavioral Safety?
What is Safety Leadership?

TheCreativeProcess
CreatingContent for Impact
Creative Thinking Techniques
Creativity&Problem-Solving
Ethics&Creativity
Ideation&GeneratingConcepts
OvercomingCreativeBlocks
TeamCreativity&Collaboration
TheFutureofCreativity (AI)
User-CenteredDesign
UsingVisualCommunication toGetYour Point

The LeadershipRoleModel
AHealthyManager is aGoodManager
BeingPositive
Knowingwhenyou'rewrong
LeadingwithCommitment
Leadingwith Empathy
Leadingwith Energy
LeadingwithRespect
Recognizing&RewardingOthers
ThePowerof Patience
UsingHumor

Personal Development
CareerManagement
Dealingwith theChange - TeamDynamics
DiscoveringYour Strengths&Weaknesses
How toMaster Your Attention
Internal InterviewPreparation
ManagingYour Priorities
PersonalDevelopmentPlans&Sticking to Them
SettingStretchGoals
Setting yourCareerGoals
TheBasicsofMBTI&CareerDevelopment
TheFirst 30-60-90Days
The Importanceof aMentor
The Transition fromTeamLeader toManager
Understanding theManagerial Role
UnlockingYour Potential
WorkingSmart
Your Personal BrandStory

Emotional Intelligence
Collaboration&DevelopingEQ in Teams
ConflictManagement usingEQ
Creativity andEQ
Emotional Intelligence: Empathy

Emotional Intelligence:Motivation
Improving your EQ
Self Awareness
Self Regulation
Social Skills
What is EQ?

MasteringHappiness
ChangingNegativeHabits
FindingHappinessWithin Yourself
Finding your Purpose&Passion
Self-LimitingBeliefs
ThePowerof Self-Reflection

Networking
ApproachingPeople& Introductions
Carrying&EndingaConversation
CommonNetworkingPitfalls
Followingupwith yourConnections
Key Traits of aSuccessful Networker
OvercomingShyness
Preparing toNetwork (Research&Prep)
Virtual Networking
What isNetworking?
Your Personal Elevator Pitch

One-Minute Learning
Howtodelegate a taskproperly
How toprepare aone-pagebusinessproposal
How tomediate aconflict
ReducingSitting&Screen Time
TakingSleepHygieneSeriously

OnlineSocial Presence
Building your Personal Brand
LinkedIn&SocialMediaNetworking
LinkedIn -Using yourBest Profile toPromote your Business
SocialMedia -Hints& Tips (onWhat toAvoid)
TheRightway touseSocialMedia

Personal Finances
GoodMoneyHabits Personal BudgetManagement
Learning toSave
SettingFinancialGoals
TacklingDebt
The ImportanceofPensions

PresentationSkills
BecomingaMasterOrator
DealingwithNerves
PowerPosing
Presentations&TheMagicofStories
PresentingwithPower: Hints& Tips
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Settingup for Successful Presentations
Structuring your Presentations
TheArt ofBreathing
UsingPositiveVisualization
Whatmakes agoodPresentation?

Risk&Uncertainty
EmbracingRisk&Uncertainty
Managing your ownDecisions
Obstacles toDecision-Making
Risk&Decision-Making
TheRewardof TakingRisks

Well-beingEssentials
DealingwithStress
EatingHealthily
KickingBadHabits
PromotingHealth&WellbeingatWork
TheDangersof SittingDown!
The Importanceof Exercise
The ImportanceofSleep
UnderstandingEmotions
Wellbeing&Productivity
Work / LifeBalance

Safety andCompliance
ComplianceEssentials
ActiveShooter
ActiveShooter
Anti-BriberyPractices
Anti-BriberyPractices
Anti-Money Laundering
Anti-Money Laundering
CodeofConduct
CodeofConduct
Compliance inRecruitment
Compliance inRecruitment
Conflict of Interest
Conflict of Interest
ContractorManagement
ContractorManagement
DataOwnership: The ImportanceofDataAccuracy
DataOwnership: The ImportanceofDataAccuracy
Drug&Alcohol Abuse -EmployeeVersion
Drug&Alcohol Abuse -EmployeeVersion
DrugandAlcohol Abuse
DrugandAlcohol Abuse
Environmental, Social &CorporateGovernance (ESG)
Environmental, Social &CorporateGovernance (ESG)
Equality andDiversity
Equality andDiversity
FireSafetyAwareness
FireSafetyAwareness
FireWarden: Roles&Responsibilities

FireWarden: Roles&Responsibilities
ManagingSupplyChainCompliance
ManagingSupplyChainCompliance
Return-to-WorkCompliance
Return-to-WorkCompliance
SexualHarassment
SexualHarassment
SexualHarassment - Employer Version
SexualHarassment - Employer Version
Whistleblowing
Whistleblowing
Whistleblowing - TheBusinessVersion
Whistleblowing - TheBusinessVersion
ModernSlavery
FireSafety&FireWarden (UK)
RIDDOR (UK)

Cybersecurity
ApplicationSecurity Vulnerabilities
ChoosingaCloudVendor
Coding&Cybersecurity
CovertCryptoMining
Cybersecurity&Your SupplyChain
DataBreaches
DataProtection
GDPR
How toworkwell with your IT Teams
Identity Theft
IncidentManagement&Response
InformationSecurity
InformationSecurity&Governance
Internet of ThingsAttacks
ITDisaster Recovery&Fallback
KeepingYourDataSafe
KeepingYourMobile Safe
NetworkSecurity&CloudComputing
PasswordManagementApplied
PCIDSS (PaymentCardCompliance)
Penetration Testing
Phishing&Anti-SpamSoftware
Responding toaCyber Ransom
SecureRemoteWorking
Security&ComplianceAudits
SecurityDoesn't StopatWork
Social Engineering
TheBasicsofCryptography
TheDangerofViruses&Malware
ThePowerof aStrongPassword
The risksofpublicWiFi and theuseofVPNs
TheRisksof Ransomware
TheRisksofShadow IT
TheUseofPasswordlessAuthentication
ThreatMonitoring
Threat Surveillance (24/7Monitoring)
TypesofVPNs
Useof External Drives
Wi-Fi Security
Automation& Integration
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Cybersecurity
Cybersecurity&HR
Physical Security
Secure File Sharing
Security&AI
SocialMediaSecurity Awareness
UsingOpenSource tools securely

Environment&Sustainability
GoingNet Zero
Sustainability& Innovation
SustainableConstruction
TheBenefitsofBecomingaBCorp
WishCycling

FinancialCompliance
AccountingEthics
Anti-Corruption
DealingwithConsumer Fraud
FinanceRoles -Pre-EmploymentChecks
Financial Regulation Frameworks
Gifts&Hospitality
Greenwashing
KYC-KnowYourCustomer
Tax Evasion (Domestic& International)
TradeSurveillance&Rogue Trading

FinancialConductAuthority (UK)
FinancialConductAuthorityOverview (UK)
FCAConductRisk (UK)
FinancialCrimesPrevention (UK)
Introduction toConsumerDuty (UK)
Anti-Bribery (UK)
Responsible Lending&Affordability (UK)
Anti-Money Laundering (UK)
FraudAwareness (UK)
Financial Sanctions (UK)
CorporateGovernance (UK)
Competition Law (UK)

FoodSafety Essentials
FoodAllergyAwareness
FoodFraudPrevention
FoodSafety&CrossContamination
FoodSafetyManagementSystems
HandlingFoodSafely

FoodSafetyApplied
CreatingRobustHACCPPlans
FoodSafety - The LastMile
Innovation in Packaging
The Importanceof FoodLabeling
UsingProcessAutomation in FoodSafety

OSHA-WorkplaceSafety
AsbestosHazardManagement
BasicRespiratoryProtection
BloodbornePathogens
Chemical Hazards&ToxicSubstances
ColdStress
ConfinedSpaces
Driver Safety
Electrical Safety
Fall Prevention
First Aid:CPR
Forklift TruckSafety
Hand&Power Tools
HazardCommunication
Incident Investigation
Ladder Safety
Lockout / Tagout
MachineGuarding
Occupational NoiseExposure
OSHASevere Injury Reporting&RecordKeeping
OSHAWorker Rights&Protection
PPE (Personal ProtectiveEquipment)
SafetyAudits
Spills &HazardousWaste (HAZWOPER)
TheDangersofWorking in theHeat
Trenching&Excavation

Safeguarding
Safeguarding forChildren (UK)
Safeguarding for Adults (UK)
SafeguardingCulture (UK)
ManagingaSafeguardingDisclosure (UK)
Safeguarding&Mental Health in YoungPeople (UK)

WorkplaceHealth
NearMisses andWorkplaceSafety
The ImportanceofHousekeeping
TheRoleofHygiene in theWorkplace
Washing yourHands
Workplace Inspections

WorkplaceSafety Essentials
CableManagement
Don't SpeedonSite
Don'tWalk& Text
Driving&UsingYour Phone
GoingRemote
ManualHandling
Reporting aHazard
Slips, Trips&Falls
Use theHandrail
WorkstationErgonomics
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Sales andService
CustomerServiceApplied
AchievingClarity
CustomerService&Cultural Awareness
MaintainingComposure
NurturingCustomerRelationships
PracticingPositivity
Using theRight Language

CustomerServiceEssentials
Cross-selling andUp-selling
Customer Loyalty
CustomerRelationships
CustomerServiceMindset
CustomerService Teamwork&Collaboration
Different Typesof Interactions
EffectiveProblemSolving
GoingbeyondCustomerService
HandlingComplaintsGracefully
How toSay 'No'
MaintainingCSAcrossChannels
ManagingCustomer Expectations
Prioritization&TimeManagement
The ImportanceofBrand
Using Technology inCustomerService

CustomerServiceMastery
AnticipatingCustomers' Needs
CustomerService&Chatbots
CustomerService&NPS
CustomerServiceCoaching
CustomerService is not aCostCenter
CustomerServiceOKRs
CustomerService throughSocialMedia
EmpoweringCustomerService
GainingMeaningful Feedback
High-TouchCustomerService
KPIs forCustomerService Teams
LeadingaCustomerService Teamfor theFirst Time
ManagingRemoteCustomerService Teams
Self-ServiceCustomerManagement
TheRoleof TheHelpdesk
Tracking& Improving theCustomer Experience
UnderstandingCustomer Types (Personas)
UsingData inCustomerService

CustomerSuccess
AutomatingCustomerSuccess
Customer Loyalty
CustomerSuccess&Onboarding
CustomerSuccessKPIs
Dealingwith theEndof aCustomerRelationship )
EducatingCustomers
Increasing&ExpandingMRR (RevenueGrowth)

inCustomerSuccess
ReducingCustomerChurn
Social Proof: Testimonials&CaseStudies
TheRoleof theAccountManager
User Journeys&User Personas

SalesMastery
AutomatingSalesProcesses
BecomingaSubjectMatter Expert
BuildingBenefits**
ClosingDifficultDeals**
Creatingan Ideal ProspectProfile
Creating your Pipeline**
CrossCultural Negotiations (whenSelling)
DealingwithSales Fear
Designing your SalesDashboard
Discovery: Presenting
EffectivePresentations**
Emotional Intelligence for SalesSuccess
FollowUp, FollowUp, FollowUp
How toBuildRapport***
ImportanceofSales Feedback**
KeepingProspects Engaged**
Managing your Pipeline**
MasteringColdCalling
MasteringColdEmailing
Networking inSales
ObtainingCommitment***
Pre-Call Preparation&Planning
PrioritizingProspects***
QualifyingYour Lead
QuestioningSkills***
ReducingSales Friction
ResearchingYour Prospect***
Resilience inSales
Sales&Tech Tools
SalesDashboard&Analytics
Sales ListeningSkills**
SalesProposals
SalesStrategies - ThePowerof Resellers
SendingPersonalizedEmails
Shortening your SalesCycle
TheArt of Sales Forecasting
ThePowerof Referrals
TheSalesPitch**
TimeManagement in Sales
UnderstandwhyDeals are Lost
VideoProspecting
Working yourCall List

SalesMethodologies
Approach to Inbound&OutboundSales
Challenger Selling
Conceptual Selling
Cross-Selling, Upselling&AccountGrowth
GapSelling
How to sell ethically
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NEATSelling
Selling theProposedSolution**
SNAPSelling
TargetAccountSelling
Value-BasedSelling
Virtual Selling

Sales toCustomerSuccess
CollectingCustomer Information
DefiningCustomerSuccess for Sales
ManagingaSuccessfulCustomerHandoff
Sales&TheRole inOnboarding
Time for Renewal

Sector Specific
HealthcareEssentials
DutyofCare
HandlingPatientData
InfectionPrevention&Control
Mental Health inHealthcare
Privacy&Dignity

HIPAAComplianceEssentials
CommonHIPAAPrivacyViolations in theWorkplace
Introduction to theHIPAA revenuecycle
ProtectedHealth Information
What are theHIPAA rules?
What isHIPAAcompliance?

Retail Essentials
ConnectingwithCustomers
DealingwithStressful Situations
DevelopingProductKnowledge
GivingAdvice (Confidently)
GreetingCustomers
Service at theCashRegister
Servicewith aSmile (EvenWhen Tired)
TheBasicsofCommercial Awareness
TheDesire toHelpOthers
The ImportanceofProcedures

Retail Applied
Adoptinga 'Customer First'Mindset
Attention toDetail
CoachingRetail Employees
Commercial &ProductAwareness
Ethical Retail
GDPR in aRetail Environment
HandlingComplaints - TakingOwnership
The ImportanceofStoreWindows
TheSelf-ServiceExperience
Using your Initiative

RetailMastery
CreatingaRetail Experience -Not just Shopping
Hyper-Personalization&Hyper-Localization
OnlineStores inOfflineSpaces
Retail &AugmentedReality
SocialCommerce

Technology
Artificial IntelligenceEssentials
DeepReinforcement Learning
Ethics&Artificial Intelligence
Harnessing thePowerofAI
What is Artificial Intelligence?
What isMachine Learning?
AI for Accessibility
BuildingChatbotswithChatGPT
ChatGPT: PersonalDevelopment&
GrowingYourCareer
ChatGPT&CreatingContent Part 1
ChatGPT&CreatingContent Part 2
ChatGPT&CustomerSupport
ChatGPT&Cybersecurity
ChatGPT&Marketing
ChatGPT&Translations
ChatGPT for SQLQueries
CreateEffectivePrompts
GenerativeAI: A ToolsWalkthrough
ManagingYourDatawithChatGPT
PromptEngineering:How to
TheBeginner'sGuide toUsingChatGPT
TheEthical UseofAI in theWorkplace
Troubleshooting&DebuggingwithChatGPT

Coding for Everyone
Coding: RubyonRails
HTMLDevelopment for Everyone
JavaScript for Everyone
Low-Code /No-CodePlatforms
Open-SourceSoftware
PHP for Everyone
Python for Everyone
UnderstandingAPIs
UsingSQL inDatabases
What isCoding?

Design for Everyone
Design&Accessibility
Designingand the Law
eCommerceDesign (Best Practice)
Principlesof EffectiveUIDesign
WebDesignBasics
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Introduction toGoogleSuite
GoogleSuiteOverview&GoogleCalendar
Introduction toGmail
Introduction toGoogleDocsPart 1
Introduction toGoogleDocsPart 2
Introduction toGoogleDocsPart 3
Introduction toGoogleDocsPart 4
Introduction toGoogleDocsPart 5
Introduction toGoogleDrive
Introduction toGoogleMeet
Introduction toGoogleSheetsPart 1
Introduction toGoogleSheetsPart 2
Introduction toGoogleSheetsPart 3
Introduction toGoogleSheetsPart 4
Introduction toGoogleSheetsPart 5
Introduction toGoogleSlidesPart 1
Introduction toGoogleSlidesPart 2
Introduction toGoogleSlidesPart 3
Introduction toGoogleSlidesPart 4

Introduction toMicrosoft
Software
Introduction toExcel - AdvancedFormulas
Introduction toExcel -Basic Formulas
Introduction toExcel -BasicNavigationPart 1
Introduction toExcel -BasicNavigationPart 2
Introduction toExcel -BasicNavigationPart 3
Introduction toExcel -Conditional Formatting
Introduction toExcel -Data Tools
Introduction toExcel -DataVisualization
Introduction toExcel - Pivot Tables
Introduction toExcel - Review&Comment
Introduction toExcel - VLOOKUPFunction
Introduction toMicrosoftOneDrive
Introduction toMicrosoftOutlook
Introduction toMicrosoft Teams
Introduction toPowerPoint -BasicNavigation
Introduction toPowerPoint - InsertingObjects
Introduction toPowerPoint - Tables&Charts
Introduction toPowerPoint -Workingwith Templates
Introduction toWord -BasicNavigation
Introduction toWord - Formatting Text Part 1
Introduction toWord - Formatting Text Part 2
Introduction toWord - InsertingObjects
Introduction toWord - PageLayouts, Review& Comment

UI/UX
EmotionalDesign&User Engagement
Gamification inUI/UX
Interaction&Prototypes
ResponsiveDesign
Usability Testing&Research

Coming soon
HumanResources
Recruitment Essentials
AI-PoweredRecruitment
CandidateExperienceOptimization
Compliance&Ethics in Recruitment (USFocus)
Data-DrivenRecruitment: LeveragingAnalytics for
SmarterHiringDecisions
Diversity and Inclusion in Recruitment
EmployerBranding&RecruitmentMarketing
Finding theRightCandidates
InnovativeRecruitmentMethods
Interviewing Techniques for Recruiters:Mastering the
Art ofCandidateAssessment
Strategies forHiring TopTalent

WorkEthic
Fine-Tuning Timeboxing
Introduction to Timeboxing
Sustaining theHabit of Timeboxing
TimeboxingMastery
TimeboxingStrategies

Leadership
Business Innovation
ComplexProblem-Solving: Problem-Solving
Techniques
ComplexProblem-Solving:Definition&Framing
ComplexProblem-Solving: RootCauseAnalysis
ComplexProblem-Solving: ScenarioPlanning&
Analysis
ComplexProblem-Solving: Systems Thinking

Practicing Leadership
ApplyingEmotional Intelligence
DevelopingaHigh-Performing Team
GivingSomeone theConfidence to Lead
Helpinga TeamMember EmbraceChange
Making theRightDecision for Long-TermSuccess
Managinga TeamConflict Effectively
MotivatingaDisengagedTeam
NavigatingaDifficultConversation
Rewarding TeamMembers' Achievements
Takingaccountability for your actions
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Personal Development
LifeSkills 101
Howcan I plan formy retirement?
Howcan I reducemycarbon footprint?
Howcan I spot fakenews?
Howdo Ibudgetproperly?
Howdo Imakeagoodfirst impression?
Howdo I negotiate thebestdeal?
Howdo I stop smoking?
Howdo Iwrite acover letter?
What are thebasicsof investing?
What are thebasicsof nutrition?
Whatdo I look forwhenbuyingacar?
What is adigital detox?
What is digital currency?
Why should I have insurance?
Why should I put savings aside?

Safety andCompliance
HIPAAComplianceEssentials
BeingaHIPAA-Compliant Employee
HIPAA&Cybersecurity
Patient Rights
TheHIPAAPrivacyRule
TheHIPAASecurity Rule

Courses in Spanish
Liderazgo
FundamentosdeLiderazgo
Asumir responsabilidad
Delegación yempoderamiento
Humildad
Inspirar a losdemás
Inteligencia emocional y cultural
Los cuatro tiposde líderes
Ser auténtico
Ser valiente
Tener confianza
Tomadedecisiones

RecursosHumanos
Diversidade Inclusión
Accesibilidaddigital
Cómoconvertirte enun líder inclusivo
Consciencia e inclusión LGBTQ+

El valor de ladiversidady la inclusiónenel trabajo
Hacer frente a ladiscriminación
Inclusióndegénero
Los valores clavede igualdad, diversidade inclusión
Prejuicios inconscientes
Reconocer tusprivilegios
Tiposdediscriminación

FundamentosdeRecursos
Humanos
Acosoy violencia
Cómogestionar losprocedimientosdisciplinarios
Diversidadenel lugar de trabajo
Gestióndel desempeño
Gestión ydesarrollode talentos
La adaptación a la innovación
La importanciade la capacitación
Participacióndel empleado
RR.HH.paragerentesdeotrosdepartamentos
Trabajo adistancia yflexible

SeguridadyCumplimiento
FundamentosdeSeguridad
enel Lugar de Trabajo
Conduceconprudencia enel sitiode trabajo
Conducir y usar tu teléfono
Ergonomíaen la estaciónde trabajo
Informar sobre unpeligro
La importanciadel orden y la limpiezaenel trabajo
Manipulaciónmanual
Noenvíesmensajesde texto al caminar
Organizacióndecables
Resbalones, tropezones ycaídas
Usael pasamanos

Seguridad Informática
Ataques al Internetde las cosas
Auditoríasdecumplimiento yde seguridad
informática
Cómomantener tu celular seguro
El peligrode los virus y losprogramasmalignos
El poderdeunacontraseña fuerte
Fraudeelectrónico y software antispam
Ingeniería social
Los riesgosdel secuestrodedatos
Protecciónde tusdatos
Seguridadde la red ycomputaciónen la nube

Ventas yServicio
Atención alClienteAplicado
Cómocultivar la relacióncon los clientes
Cómo lograr la claridaden la comunicación
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Cómomantener la serenidad
Cómoponer enpráctica lapositividad
Utilizar el lenguaje adecuado

Atención alClienteAvanzado
Coachingde servicio al cliente adistancia
Cómoanticiparse a las necesidadesde los clientes
Comprensiónde los tiposdeclientes (personajes)
Dar seguimiento ymejorade la experienciadel cliente
El servicio al cliente noesuncentrodecostos
Empoderamientodel servicio al cliente
Gestiónde los clientesdeautoservicio
Manejode losequiposde servicio al cliente
Servicio al cliente a travésde las redes sociales
Servicio al clientepersonalizado

FundamentosdeAtención
AlCliente
Canalesdecomunicación
Cómo lograr la resolucióndeproblemas
Cómomantener el servicio al clienteen todos los
Cómo tratar unaquejademanera satisfactoria
Cumplimientode las expectativasdel cliente
Irmás allá del servicio al cliente
La importanciade lamarca
La lealtaddel cliente
Relacionescon los clientes
Tecnología
Venta cruzada y venta ascendente

FundamentosdeVentas
Cómocerrar acuerdosdifíciles
Cómocrear tuprocesodeventas
Cómogestionar tuprocesodeventas
Cómomantener la interaccióncon losprospectos
Creacióndebeneficios
Habilidadesdeescuchaen ventas
La importanciadecompartir comentariosde
Lapresentaciónde ventas
La ventade la soluciónpropuesta
Presentacionesefectivas
retroalimentaciónde ventas

HabilidadesdeVentasAplicadas
Cómoestablecer una relación
Cómo investigar a tuprospecto
Habilidadespara hacerpreguntas
Obtencióndecompromiso
Priorizandoprospectos

VentasAvanzadas
Afrontar elmiedoa las ventas
Cómoacortar tu ciclode ventas
Cómovenderde formaética
Comprenderporqué sepierden los acuerdos
Dominar la llamadaen frío
Estrategiasde venta - El poderdel revendedor
La inteligencia emocional para el éxito en las ventas
Metodologíasde ventas: SPIN, SNAP, etc
Resiliencia en ventas
Venta virtual

*Thecontent andprojected timelineof the scheduled
courses are subject tochangeat any time,without
prior notice,
may vary and should notbeconstruedasbinding.
**Updated version fromSales EssentialsCollection
***SalesAppliedCollection
****Transfer fromother collection
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