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General Memo No: 23 /2011





            June 17, 2011

To:
ACFE Regional Council Chairs


Adult Education Institutions


Learn Local organisations


Learn Local Stakeholders


ACFE Staff

Subject:  Communications and Marketing Training for up to two representatives from each registered Learn Local organisation.
As part of the Learn Local Awareness Strategy, ACFE is offering all ACFE Board Learn Local registered organisations free Communications and Marketing Training for staff members to be held across the eight regions.  This offer is being extended for up to two representatives from each Learn Local organisation.

What will the training involve?
· Training will be conducted by an external communications specialist:  Royce Communications.

· Training will include: Communications and Marketing 101, Website management, Google Analytics, Social Media, Media Relations and a ‘hands on’ overview of how to use the Learn Local templates.

· Two sessions will be held in each region from July to September 2011.

· Each session will run from 10.00am – 4.00pm (6 hours) with a total of 1 hour for breaks (food will be provided).

Other training details:

· Please note you do not have to choose a location specific to your region, if another site is easier for you to get to please nominate this in your application form.

· Up to two people can attend from each Learn Local organisation.

· Cut off dates have been imposed, please read carefully as each cut off date is dependant on the location and date chosen (refer to table below).

· The exact location of the sessions will be sent to participating representatives closer to the date of your preferred training session.

Dates:

	Region
	Location of session
	Session Date
	Cut off date

	Eastern Metropolitan


	1. Glen Waverly

2. Vermont South


	1.  Tue 19 July

2.  Wed 20 July
	1. Tue 12 July

2. Wed 13 July

	North Western Metropolitan


	1. Melbourne CBD

2. Melbourne CBD

	1. Thu 21 July

2. Tue 30 August
	1. Thu 14 July

2. Tue 23 Aug


	Hume


	1. Seymour

2. Wodonga


	1. Tue 26 July

2. Wed 27 July
	1. Tue 19 July

2. Wed 20 July

	Gippsland


	1. Traralgon

2. Lakes Entrance 
	1. Mon 1 Aug

2. Tue 2 Aug
	1. Mon 25 July

2. Tue 26 July

	Grampians


	1. Ballarat 

2. Horsham 

	1. Tue 9 Aug

2. Wed 10 Aug
	1. Tue 2 Aug

2. Wed 3 Aug

	Loddon Mallee


	1. Bendigo

2. Swan Hill

	1. Mon 15 August

2. Tue 16 August
	1. Mon 8 August

2. Tue 9 August

	Southern Metropolitan


	1. Frankston

2. Narre Warren

	1. Wed 24 August

2. Thu 25 August 
	1. Wed 17 August

2. Thu 18 August 

	Barwon South Western


	1. Geelong

2. Warrnambool


	1. Mon 12 Sep

2. Tue 13 Sep
	1. Mon 5 Sep
2. Tue 6 Sep


To book:
Please fill out the attached application form and submit to learnlocal@dpcd.vic.gov.au by the cut off dates specified above (dependant on what date and location you choose).

If you have any questions regarding this form please go to the Learn Local wiki (http://learnlocal.acfe.vic.edu.au) where you can ask questions directly to the ACFE communications team or alternatively, send the team an email at learnlocal@dpcd.vic.gov.au with the subject heading ‘Communications and Marketing Training’.

I encourage you to take up this opportunity and attend the Communications and Marketing Training as it is a great opportunity to learn more ways to promote your organisation.   

SIAN LEWIS

General Manager





























	[image: image3.jpg]


Adult, Community and Further Education Board
Level 10, 1 Spring Street Melbourne Victoria  3000     GPO Box 2392 Melbourne  Victoria 3001
Telephone: (03) 9208 3733        Facsimile: (03) 9208 3147        Email: acfe@dpcd.vic.gov.au        Website: www.acfe.vic.gov.au



