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Receive regular 
communication 

with your 
trainer

Training 
delivered live 
via video or in 

person

Learn from 
where you & 

your team 
are most 

comfortable

Delivered at 
times 

convenient for 
your 

organisation 

Learning & Development designed with your 
organisational outcomes in mind. 

From 60 minute ‘Lunch and Learn’ sessions to Finance 
& Commercial Programmes - and everything in 

between.

Visit our website: www.yourexcellency.co.uk

Improve collaboration, teamwork and 
organisational success.



Lindsay 
Taylor

Malcolm 
Taylor

We promise our training will be fun, 
jargon-free and will give you instantly 
usable skills designed to overcome 
your personal or team barriers to 

success.

Please have a read through our in-
house learning and development 

Menu of Learning to find out more 
information on how Your Excellency 

can support your organisation in 
2021 and beyond.

lindsay@yourexcellency.co.uk

malcolm@yourexcellency.co.uk

+44 7930 194147

+44 7824 619125

We offer a whole range of in-house training that will help your organisation achieve 
their goals. Our training is built on years of experience in Senior Finance and 

Operations roles and as a PA to high profile CEOs in global businesses. We create 
training that will accelerate your organisation’s business growth, improve collaboration 

and boost skill sets. 

Your Excellency prides itself on delivering networking and training sessions that are 
both motivational and relevant to the needs and wants of our clients.  

Together we will help you to become exceptional PAs, Managers and Executives by 
better understanding yourself and each other, removing the barriers to exceptional 

performance.

Our In-house Learning & 
Development

‘Lunch and Learn’ 
Bitesize Sessions One and Two-Day 

Standalone 
Courses

Team 
Development

Mental Health 
First Aid (MHFA)

Visit our website: www.yourexcellency.co.uk

mailto:lindsay@yourexcellency.co.uk
mailto:malcolm@yourexcellency.co.uk
https://www.yourexcellency.co.uk/


‘Lunch and Learn’ Training Sessions
Finance ‘Lunch and Learn’ 
Sessions

We recognise that you want relevant, up to date and instantly usable training. 

Our ‘Lunch and Learn’ sessions are 45-60 minute training sessions, delivered at 
times to suit your organisation and employees.

Delivered by Founders and Directors Malcolm & Lindsay Taylor and the team of Your 
Excellency Associate Trainers who are renowned for their high energy and fun 

sessions. The sessions can be pre-recorded to share with your groups or delivered 
live through Your Excellency’s Virtual Academy. They can also be delivered in person 

at your organisation if required.

With 14 years’ experience in the learning and development field we have a wealth of 
materials and would be happy to design and deliver something bespoke to your 

organisation. If you have a particular topic in mind – let us know!

Leadership & 
Communication ‘Lunch 
and Learn’ Sessions

Wellbeing Enhancement 
‘Lunch and Learn’ 
Sessions 

Thank you so much for your time today, I have 
learnt so much and really appreciate the follow 

up copy of the slides too! 

The energy & passion Lindsay has to deliver 
personalised and relevant coaching sessions is 

invaluable. The sessions have enabled me to learn 
more about myself and how I may come across to 

colleagues.

“ “ “ “

https://www.yourexcellency.co.uk/


Finance ‘Lunch and Learn’ Sessions

Demystify the most important ‘foreign’ language in business

Contact Malcolm Taylor to find out more or book malcolm@yourexcellency.co.uk  +44 7824 619125

Reading & interpreting financial reporting statements:
(60 mins)

Recognise the difference in purpose, structure and 
terminology for the 3 main financial reporting statements -

Income (P&L), Position (Balance Sheet) & Cash Flow. Be able to 
read, interpret and create KPIs across the 3 statements to 

measure and compare performance and sustainability.

Cash is King! 
(60 mins)

Understand why there is a difference between profit and 

cash and how cash management is vital to sustainability. 

Know what and how to contract with suppliers and clients to 

maximise cash availability and manage liquidity.

Malcolm 
Taylor
malcolm@yourexcellency.co.uk

+44 7824 619125

About The Trainer
Malcolm is a leading business 

performance coach, trainer and facilitator 
with the ability to translate theory into 

practical solutions. Malcolm was a highly 
successful Senior Finance and Operations 
Executive working in the technology sector 

across the globe for over 20 years.

Malcolm has delivered Finance for Non 
Finance Managers Programme in over 20 

countries across the globe. He is a 
qualified Trainer, Master Coach and NLP 

Practitioner renowned for creating 
learning in a relaxed, practical and 

instantly useable style.

“ “It answered so many questions I have always felt scared and 
almost embarrassed to ask. It has helped me to understand 

massively… the fundamentals and importance of finance, why 
decisions are made, why we need to take time to evaluate and how 

it can be such a fantastic tool to plan for the future. 

mailto:malcolm@yourexcellency.co.uk
mailto:malcolm@yourexcellency.co.uk


Contact Lindsay Taylor to find out more or book lindsay@yourexcellency.co.uk + 44 7930 194147

Leadership & 
Communication ‘Lunch 
and Learn’ Sessions

Remove barriers to exceptional leadership & communication

The 4 Rs of motivation
(45 mins)

Recognise your motivational traits through the use of 4 categories 
of preferred style (the 4 Rs!). Be able to identify your own traits and 
then recognise those of others and use this awareness to influence 

yourself and those around you.

The evolution of teams
(45 mins)

Use the work of Tuckman & Jenson (Forming, Storming, Norming 
& Performing) to identify current team status and create evolution 

tactics to develop high-performing teams.

Working towards outcomes and not tasks
(60 mins)

Recognise that we spend the majority of our professional lives executing tasks via our various “To 
Do” lists. Learn how to suspend this thinking until we have created clear outcomes via the 

powerful use of our senses. By identifying outcomes and related success criteria we can work 
more efficiently and effectively and share objectives with colleagues with greater clarity and 

precision. 

Communicate with IMPACT 
(60 mins)

At this interactive session and one of our most popular, you will learn how to share your ideas 
and proposals with IMPACT.  You will learn the key elements of communication, how to apply The 
Power of Three to your message and how to formulate your message using the IMPACT model.

Neuro Linguistic Programming 
(60 mins)

Introduction of Neuro Linguistic Programming as the basis for learning  
Understanding of where NLP came from and what it means 

Identification of the constituent building blocks of NLP  
Exploring NLP in relation to the role of the admin professional and your everyday life.  

“If you believe you can or believe you cannot, either way you are likely to be right” 
(60 mins)

Explore beliefs you hold that can ensure or sabotage your success  and recognise “enabling” and 
“limiting” beliefs that are crucial for your overall success. Develop flexibility in order to change 

limiting beliefs to promote assertiveness, motivation and confidence in your office environment 
Discover your fears and develop strategies to overcome them, utilising the benefits of curiosity 

versus judgement.  

Johari Window
(45 mins)

You will be introduced to this highly effective model to help you 

create and maintain the best working relationships.  

“

“

This was such a useful session 
with tips to take forward and 

apply. “

“

Thank you for today’s webinar 
which was full of energy!

mailto:lindsay@yourexcellency.co.uk


Contact Lindsay Taylor to find out more or book lindsay@yourexcellency.co.uk + 44 7930 194147

Leadership & 
Communication ‘Lunch 
and Learn’ Sessions

Remove barriers to exceptional leadership & communication

About The Trainer
Lindsay believes that PAs are some of the most unsung 

heroes in any organisation. She should know, having spent 10 
years as a PA/EA to high profile CEOs in transatlantic 
organisations like Transamerica Corporation. She has 

organised major international conferences and events and 
led large teams of administrative and secretarial staff, so fully 

understands what a great PA looks like. That’s why she is 
passionate about raising the profile of PAs and EAs so that 

they receive the kudos and recognition they deserve.

Lindsay 
Taylor
lindsay@yourexcellency.co.uk

+44 7930 194147

“It is not possible to not communicate” 
(60 mins)

Gain an understanding of how we make sense of our world and the preferred communication 
style and language of yourself and your teams. See, hear and feel your world – how do our senses 
determine our language and communication style? Develop flexibility in your language to ensure 

optimum lines of communication. Understand the barriers to successful communication and 
employ techniques to overcome these. 

The Language of Leadership 
(45 mins)

Understand how to tailor your language to the person you are 
leading. Learn and implement the art of being “artfully vague”. 

Learn about putting into practice the “yes set”, ensuring you use 
Towards language and tap into the key elements of rapport to lead 

with impact.  

Act your shoe size, not your age
(45 mins)

At this fun, interactive session you will be introduced to the 
Competency Learning Ladder and psychological theory that you can 
access in order to “act your shoe size and not your age” to optimise

every learning opportunity! 

Cognitive Flexiblity :  VAK’s Amazing!  
(60 mins)

Based on a chapter of Lindsay Taylor’s award-winning book “A-Z Pearls of Wisdom for Executive 
PAs” you will hone your skills in cognitive flexibility and learn how to see, hear and feel your way 

to communication success – VAK’s pretty amazing! 

Feedback as a Development Tool 
(45 mins)

Understand the value and benefit of feedback including “feedback to self”. Recognise the criteria 
for high quality feedback and explore proven feedback models.  

Delegation
(45 mins)

At this session you will explore the art of delegation.  We will work through the “open questions” 
model to articulate a portfolio of questions to help with the What, Why, When, How and Who of 

delegation.

mailto:lindsay@yourexcellency.co.uk
mailto:lindsay@yourexcellency.co.uk


“ “

Contact Malcolm Taylor to find out more or book malcolm@yourexcellency.co.uk + 44 7824 619125

Delivered by a qualified Psychotherapist & Clinical Hypnotherapist 

Wellbeing Enhancement 
‘Lunch and Learn’ Sessions 

The benefits of self-reflection: 
(60 mins)

This workshop introduces the practice of self-reflection and it has many 

benefits to wellbeing. Understand what self-reflection is & the benefits 

and learn how to  plan and introduce self-reflection practices. 

Lorraine 
Groves

About The Trainer

Living a valued life: 
(60 mins)

Designed to support you in connecting with your values. Living a valued 

life has been shown to enhance your wellbeing. Understand and 

determine what your values are through an experiential exercise. How to 

use these values to inform choices. 

Me, Myself and I
(60 mins)

This workshop helps you connect with a part of yourself known as the 
‘observer self’ which has known benefits to your wellbeing. Understand what 
the ‘observer-self’ is and the benefits of connecting with your observer-self. 

Connect with your observer-self though an experiential exercise.

Rethink Stress, Maximise Wellbeing
(60 mins)

This session will enable you to think differently about stress in order to 
enhance your wellbeing. Understand what stress is and ways you can think 
differently about stress by understanding the benefits of rethinking stress.

The Power of NOW
(60 mins)

Cultivate an awareness of the present moment to benefit your wellbeing. 

Understand what present moment awareness is and the benefits. Connect 

with your power of NOW through an experiential exercise.

I had the privilege of being an attendee at a Conference 
that Lorraine spoke at. I can honestly say she was one 
of the best speakers “on stage”! Lorraine has fantastic 
knowledge of wellbeing. She explained things in a way 
that we could understand and gave us some exercises 

and additional things to do and think about. 

mailto:malcolm@yourexcellency.co.uk


One and Two-Day Courses

Management Skills

Introduction to Project 
Management

Finance for Non Finance
Managers

Commercial Awareness 
& Excellence

All our One and Two-Day courses are Live Instructor Led Training, delivered at 
dates and times to suit you. Training can be delivered either virtually or in 

person if requested. 

Our most popular One-Day courses are Project Management, Finance for Non-
Finance Managers and Producing Minutes of Meeting. Our most popular Two-Day 

courses are Management Skills and Commercial Awareness & Excellence 
Programmes. 

Course content can be designed bespokely to meet your organisational
outcomes. 

➢ Principles of Writing for Business

➢ Principles of Managing Workload

➢ Principles of Business Event Management

➢ Introduction to Marketing

➢ Introduction to Project Management

➢ Principles of the Use of NLP to Enhance Communication

➢ Principles of Persuasion and Influencing Skills

➢ Principles of Human Resources for Administrative Managers

➢ Finance for Non Finance Manager

➢ Produce Minutes of Meetings

➢ Principles of Self Development

➢ The Role of the Personal Assistant

➢ Management Skills

➢ Commercial & Business Awareness & Excellence

➢ The Role of the Executive Personal Assistant

➢ Effective Office Management

All One and Two-Day Courses:

https://www.yourexcellency.co.uk/


“ “
Contact Lindsay Taylor to find out more or book lindsay@yourexcellency.co.uk + 44 7930 194147

Introduction to Project Management

This one-day course will give you a thorough understanding 
of project structure, risks and priorities necessary to fulfil a 

management or support role in projects. It gives an 
overview of the essentials enabling employees of any nature 

or role to add more value to their organisation and bring 
best-practice methodologies to the team.

This is a live Instructor Led One-Day training course. It can 
be delivered virtually or in person if requested.

Overview ✓ Differentiate between routine work and a project
✓ Understand how to prepare for and plan a project 

including business cases
✓ Identify resource requirements including deadlines, skills 

and budgets
✓ Understand how to monitor a project and carry out risk 

assessments
✓ Utilise project management reporting tools such as 

Gantt Charts and RAG Analysis
✓ Understand the purpose and ways of evaluating a 

project
✓ Apply your newfound learning to your own case study

At the end of this course, you will be able to:

Malcolm is a great trainer and a fantastic communicator. 
The content was practical and useful with real examples 

and activities that we could relate to our own professional 
experience. I also learnt a lot from the other students.

Our Most Popular One-Day Course

https://www.yourexcellency.co.uk/
mailto:lindsay@yourexcellency.co.uk


“ “Well explained at the level of the non-financial people in the 
region. Good interaction and basic exercises, and well 
appreciated by all the Non Finance folks. We are looking 
forward to the next group session later in the year in the 
Americas.

Finance for Non-Finance 
Managers

Delivered in over 20 countries across the globe

Overview
At the end of this course, you will be able to:

This course will enable an organisations employees to better support 
their teams from a financial perspective. Attendees will be able to 

interpret the key financial statements including profit and loss accounts, 
balance sheets and cashflow reports. They will be able to create and 
monitor departmental and project budgets and understand financial 

terminology and jargon.

This course is designed bespokely for your organisation and focusses on 
your financial statements as opposed to generic examples.

This is a live Instructor Led One-Day or Two-Day training course 
(depending on your outcomes). It can be delivered virtually or in person if 

requested. 

✓ Understand the business flow of money
✓ Recognise the difference between internal v’s external financial 

reporting
✓ Read and interpret the main financial statements - Profit and 

Loss/Income Statement, Balance Sheet/Position Statement and 
Cashflow

✓ Use and interpret financial KPIs from the financial statements
✓ Establish sound financial planning and analysis
✓ Understand costs by knowing the difference between Opex & 

Capex and the fundamentals of Depreciation
✓ Prepare and use budgets and forecasts
✓ Understand and use cost control and variance analysis techniques
✓ Use decision making tools including break-even analysis and return 

on investment

Contact Malcolm Taylor to find out more or book malcolm@yourexcellency.co.uk + 44 7824 619125

mailto:malcolm@yourexcellency.co.uk


“ “

Designed with organisational outcomes in mind

Contact Malcolm Taylor to find out more or book malcolm@yourexcellency.co.uk + 44 7930 194147

Commercial Awareness 
& Excellence

Overview
At the end of this programme, you will be able to:

This bespoke programme is designed with your organisational goals 
and outcomes in mind. 

It provides learners with an understanding of the critical issues 
affecting their organisation and how being commercially aware can 

increase overall business performance.
You will learn how to analyse the commercial environment in which 
you work and draw conclusions about how this affects change and 

the identity of your organisation.

This is a live Instructor Led Two-Day training course (or longer if 
required). It can be delivered virtually or in person if requested. 

✓ Identify an organisation’s role, purpose and culture
✓ Identify and analyse organisational stakeholders and 

their needs
✓ Understand the purpose and application of strategic 

analysis
✓ Apply strategic analysis tools to your business or 

organisation
✓ Identify your role in organisational strategy
✓ Identify the factors that drive organisational change and 

explore theories and their application to overcome 
barriers and resistance

✓ Recognise the power of brand to an organisation

This interactive course was very good. The section on Data 
Protection was very interesting and I learned lots of useful 
tips to ensure my minute taking will be very effective.

mailto:lindsay@yourexcellency.co.uk
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Our Most Popular Two-Day Course

Contact Lindsay Taylor to find out more or book lindsay@yourexcellency.co.uk + 44 7930 194147

Management Skills

Overview

At the end of this course, you will be able to:

This course will suit experienced PAs or senior administrators who work closely 
with their organisation's senior management team, and who either already have 

management responsibility for junior staff or plan to take on this level of 
responsibility in the future.

It covers fundamental people management skills and the contextual positioning 
of managers within an organisation. You will learn how to motivate staff and 
communicate with people at all levels, including techniques to delegate tasks 

and manage difficult responses. It will give you the skills to solve problems, deal 
with interpersonal conflict, and influence a range of organisational stakeholders 

towards your point of view. It also helps you to identify key areas for personal 
development to improve your managerial effectiveness.

This is a live Instructor Led Two-Day training course that runs from 9.30 – 16.30 
UK time on consecutive days with a break for lunch each day. It can be delivered 

virtually or in person if requested. 

✓ Understand different types of organisation structure and the advantages and 
disadvantages of each

✓ Understand how organisations use objectives to manage and monitor 
strategic and operational performance

✓ Identify and set goals to support performance management
✓ Explore the knowledge, skills, personal attributes and behaviours of managers 

and leaders
✓ Recognise the importance of communication and develop different 

communication strategies
✓ Understand the characteristics and structure of giving and receiving high 

quality feedback
✓ Use delegation to successfully enhance the development of yourself and 

others
✓ Recognise different motivational factors for yourself and others to lead and 

influence
✓ Identify the characteristics of effective teams
✓ Evaluate and apply different problem-solving processes, tools and techniques
✓ Identify the source, nature, prevention and resolution of conflict within 

organisations

Lindsay and Malcolm have created an open, safe and fun way to learn 
and develop new skills. They both have extensive experience in the 
industry and are capable of explaining management & leadership 

theories in simple terms. I would highly recommend Your Excellency to 
anyone who is ready to take the next step in their
career or simply wishes to expand their skillset. 

mailto:lindsay@yourexcellency.co.uk


Mental Health First Aid (MHFA)
In these challenging times we know that protecting and promoting mental health 

are more important than ever.  

Mental Health First Aid is the only evidence-based, internationally accredited 
mental health course which certifies you as a Mental Health First Aider. These 

courses provides a platform for an inclusive learning experience and flexibility on 
delivery over a time period that suits you. 

These courses are delivered by a certified MHFA 
England Instructor Member. This provides an 
accessible format for all, hosted on an Online 
Learning Hub, or delivered in person. Every 

person who completes the course will be certified 
as a Mental Health First Aider and receives a 

certificate. 

You will learn invaluable skills, increase your 
knowledge and confidence to support your own 
and other people’s mental health, both remotely 

and face-to-face.  

Join a community of over half a million people 
already trained in MHFA England skills. 

Alice
Scutchey
alice@yourexcellency.co.uk

About The Trainer

Alice is an award-winning Senior EA with over 15 year’s experience 
in business administration. She currently supports two senior 

partners at a private bank in the City. 

She is passionate about helping other PA’s & EA’s grow and 
develop their skills so in February 2019, founded The CWPA Club 

where members can attend weekly training and networking 
events. 

Alice is a Mental Health First Aid Instructor and keen speaker so 
uses this to tell her story, champion women and promote the PA 

profession. Alice enjoys bringing people together, promoting 
happiness by living positively and supporting others to do the 

same.

I found the course really interesting
and informative. The course 

materials were really good quality 
and I enjoyed reading the book, 

using the workbook and the online 
content. All the course materials 

were relevant and interesting. The 
course leader, Alice, made me feel 
very comfortable during the course 
and I appreciated her bringing her 
personal story, which encouraged 

others to share their stories at 
appropriate times and in a non-

judgemental community.

“

“
➢ Two-Day Mental Health First Aider
➢ One-Day Mental Health Champion
➢ Half-Day Mental Health Awareness

Contact Alice Scutchey to find out more or book: alice@yourexcellency.co.uk 

mailto:alice@yourexcellency.co.uk
mailto:alice@yourexcellency.co.uk
mailto:alice@yourexcellency.co.uk


Chilli Farm Team Development
The Chill Farm Team Building Day is the go-to team development experience for 

businesses that want to develop their people with activities far removed from anything 
you’ve ever done before. 

Expect us to make your Chilli themed team development day unforgettable with 
challenging, yet fun activities that will build teamwork and leadership in your people.

With your teams having worked remotely for over 12 months, The Chilli Farm Team 
Building Day is a great way to welcome your team back together, away from the office with 

a day built around the needs of your business and most importantly, your people.

mailto:malcolm@yourexcellency.co.uk


Further Bespoke Programmes 

We promise to deliver training that is designed to meet your specific 
needs. We know every one of you is unique with different learning styles 

and preferences so that’s exactly how we will work with you.

Our Ofqual Regulated Professional 
Qualifications  - SFJ Awards Level 3 Award &  

Level 4 Certificate and The Mini MBA for Senior 
& Executive Assistants can all be delivered in-

house for your organisation. 

Creating a Bespoke Development Programme 
for teams or groups of learners gives you the 

opportunity to match learning with your 
organisational outcomes.

We offer a wide range of development topics 
and will work with you to meet your 

requirements in terms of approach, delivery 
platform, duration, timing and budget.

Appraisals
Assertiveness

Challenging Conversations
Coaching Development
Commercial Awareness

Communication and Working Relationships
Dealing with Stressful Situations

Decision Making
Delegation

Developing Self Confidence
Effective Office Management

Emotional Intelligence
Establishing Outcomes

Feedback for Development
Finance for Non-Finance
First Line Management
First Time Supervisor

Management and Leadership Styles
Managing Poor Performance

Managing Stakeholders
Motivation

Negotiating Skills
Neuro Linguistic Programming (NLP)

Performance Management
Persuading and Influencing

Presentations and Public Speaking
Problem Solving

Remote Management
Setting Objectives

Team Evolution
Time Management

Bespoke Programme Opportunities 

Get in contact to see how we can meet your specific needs

The energy & passion Lindsay has to deliver 
personalised and relevant coaching sessions is 
invaluable. The sessions have enabled me to learn 
more about myself and how I may come across to 
colleagues.

“ “

https://www.yourexcellency.co.uk/
mailto:malcolm@yourexcellency.co.uk


Get In Contact! 

www.yourexcellency.co.uk

Lindsay Taylor
lindsay@yourexcellency.co.uk

malcolm@yourexcellency.co.uk

+44 7930 194147

+44 7824 619125

Malcolm Taylor

Connect with me on LinkedIn

Connect with me on LinkedIn

In-house Learning & 
Development

Autumn 2021 Menu of Learning
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