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PA MEMBERS’ CLUB

Introduction

The PA Members’ Club is aimed at personal assistants, secretaries, receptionists and
administrators.

The purpose of the Club is to offer a programme of training courses specifically written with
the secretary and PA in mind. The authors of the programme, some of whom have worked
as personal assistants, all have many years’ experience writing and presenting training
courses.

Keep up to date with the Club’s activities by following us on Twitter (PAMembersClub) or
joining our Facebook group (PA Members’ Club Guernsey College of Further Education).

Please feel free to contact us with your feedback or suggestions for courses that you would
like us to run in the future. Email martinee@gcfe.net

Join the Club and receive your Passport to
Success!
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Biographies

The Club is run by Martine Ellis, with the support of a number of College staff, including Jane
Le Poidevin.

Martine Ellis
Course Tutor
Certificate in Administration

Martine is Course Tutor for the Certificate in
Administration qualification at the Guernsey
College of Further Education. Prior to joining the
College Martine spent a number of years
working in the finance sector at a senior level,
specialising in training and compliance.

An experienced trainer, Martine has taught a
broad range of subjects including IT,
administration, secretarial skills, business
studies, drama, singing and dance.

Jane Le Poidevin
Programme Manager
Flexi, Secretarial and Administration

Jane is head of the Secretarial and
Administration department at the Guernsey
College of Further Education. She has over 10
years’ experience in the teaching and training
profession. Before qualifying as a teacher, Jane
worked as a PA to a partner in a large
accountancy firm in the UK.

Jane teaches a broad range of subjects such as
administration, business and IT.
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The PA Members’ Club

The aim of the PA Members’ Club is to offer a programme of training courses specifically
aimed at personal assistants, secretaries, receptionists and administrators.

The College feels that there has been a lack of training offered to this group of professionals
in the past, and hopes to rectify this with our Club.

The biggest benefit of our training programme is that these courses are written by
experienced staff, some of whom have worked as PAs, with significant experience in running
training events. Our trainers understand the world of the PA and secretary and appreciate
the pressures these hardworking professionals face in their busy roles.

On our training courses, members will have the opportunity to meet other like-minded
people and discuss common issues. All the courses are run in a fun, friendly and safe

environment where active participation is encouraged.

Our course programme is constantly being updated, so please visit our website for a list of
current courses and outlines: http://www.guernseycollege.ac. amembersclub.html

Members will receive a “passport” to document the courses they have successfully
completed.

Membership of the Club is free and offers members many additional benefits.
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Benefits

The College is delighted to offer the following benefits to the members of the club:

Information on course topics and dates before being advertised in the press
Preferential course bookings

10% discount off course fees at the College’s Flexible Learning Centre

10% discount off retail products at the College’s Hair & Beauty Salon

Entry into a monthly prize draw

Notice of any special offers and promotions.




PA MEMBERS’ CLUB

Terms and Conditions

1. Membership to the PA Members’ Club is free of charge.
2. Itis open to anyone.
3. The membership will entitle the member to the following:

Preferential course bookings

10% discount off course fees at the College’s Flexible Learning Centre
10% discount off retail products at the College’s Hair & Beauty Salon
Entry into a monthly prize draw

Notice of any special offers and promotions

©aoow

4. Discounts cannot be used with any other offer or promotion.

5. Members will need to present their “Passport” in order to receive the discounts as
noted above.

6. The College reserves the right to cancel courses if there is a low take up, we will
notify all delegates in writing.

7. The College reserves the right to change the programme of courses by providing
written notice to members.

8. The College reserves the right to close the Club by providing written notice to
members.
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PA MEMBERS’ CLUB

COURSE BOOKING FORM

Name of Course No. of places

The cost of each session is £75, or 3 sessions can be booked for £200.

For further information please contact Martine Ellis on 737925 or to book your place please
complete the details below and return to Martine Ellis, Guernsey College of Further Education, Brock
Road, St Peter Port GY1 1RU. Alternatively, email details to Martine on martinee@gcfe.net.

The College has the right to cancel courses if there is a low take up, we will notify all attendees in writing.

NAMIE: ittt e st st s e e PA Membership NO:.....ccoceeee e
INVOICE AUIESS... . iitietie it ce ettt ettt et et seeteste e e bes e s e b e eeesseseaseebestestesessessantasaesaesarsersaneetesen seenessensantasens
(If applicable)

Telephone NUMDET: ... EMail.ceeeeeee e

Please make cheques payable to the” St at es of Guernsey”
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PA MEMBERS’ CLUB

MEMBERSHIP APPLICATION FORM

Name:

Job Title:

Company Name and
Address:

Home Address
(optional):

Telephone No:

E-mail Address

| have read and accept the terms and conditions of the PA Members’ Club

Signed:

Please complete this application form and return to Martine Ellis at the Guernsey College of Further
Education, Brock Road, St Peter Port, GY1 1RU.

Office Use only:

Input on database Passport issued Membership number Email confirmation
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Martine Ellis

PA Members’ Club

Flexi, Secretarial and Administration
Guernsey College of Further Education
Brock Road

St Peter Port

GY1 1RU

Tel 01481 737925

martinee@gcfe.net
www.guernseycollege.ac.gg

Follow us on Twitter (PAMembersClub)

Join our Facebook group (t ! aSY0SNEQ
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