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How to make skills work for you
Are you an employer or an employee who would like to:
Develop your own career or your team by upskilling/reskilling?
Increase staff morale, productivity, skills, knowledge, and performance?
Improve your company’s competitiveness and sustainability?
If so then contact our Employer Engagement Team with your training needs and we
will support you by offering you highly subsidised, employee focused, funded
training options. We will take you through the steps, take the workload off you, and
enable you to access accredited bespoke training when you need it.

The Skills To Advance (STA)
Initiative is delivered by Louth
Meath Education and Training
Board (LMETB)

ROUTE 1

This initiative provides Level 5 & 6 training

This is direct employee access,

courses to support employed people

where employees apply directly

upskilling, seeking new work opportunities

for R1 Courses via skillstoadvance@lmetb.ie.

and career pathways, digital upskilling,

Employees complete a Learner Detail Form

employability, and lifelong learning.

and are assessed for eligibility to secure a

This training is delivered either in classroom,

place on their chosen course.

online or blended via industry experience
turors at our training provisions,

What makes a person eligible?
They must be currently employed – Under

The Skills to Advance Courses are funded up

Skills to Advance policy, ‘employees’ are

to 100% at Level 5 and up to 70% at Level 6 to

defined as those who work part-time or

Eligible Employees

full-time under a contract of employment,

We offer a dual approach:

whether oral or written, express or implied,

Working directly with Employees

have recognised rights and duties and are

Working directly with Employers

in receipt of pay for their service. Self-

There are three access routes to this funded

employed persons are eligible to

training: Route 1, Route 2 and Route 3

participate. Full time students and those
who are unemployed are not eligible
under Skills to Advance.
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We try to accommodate training where
possible for employed persons who must
have a Level 5 or below in the subject they
are enrolling for.
Priority is Given to those who are
Educated to Level 5 and under

ROUTE 3

Age 50 +
At Risk of Economic Displacement due

This is where a regional or sectoral training need

to e.g. disruptive technologies, Covid,

has become apparent, and a training course has

Brexit

been created to address this need. R3 courses are

Working in a Lower Skilled Job i.e. a

created in collaboration with other ETB’s, Regional

job that doesn’t require a qualification

Skills Fora and Industry Bodies. This Route can be
accessed by sole traders and SME’s (companies of

R1 Skills to Advance Courses are funded at

249 staff and under) and Large/Global Companies

100% at Level 5 and 70% at Level 6 to Eligible

(companies of 250 staff and over). R3 Skills to

Employees. This means on Level 6 Courses

Advance Courses are funded at up to 100% at

Only that the participant will pay 30% of the

Level 5 and up to 70% at Level 6 to Eligible

course fee directly to the training provision.

Employees. .
HOW DO I APPLY?

For training enquiries on any of the
above courses or indeed if the
training you require is not on this list

ROUTE 2

please contact us as we may be able
to offer the training you need.

This is employer led. This route can be
accessed by sole traders and SME’s
(companies of 249 staff and under). These
companies must be based in Louth and Meath
to avail of funding from the Louth Meath
Education and Training Board. In R2
Employers engage directly with the Employer
Engagement Officers, discussing their training

skillstoadvance@lmetb.ie
Ann Gallagher
Employer Engagement Officer
086 7870854
agallagher@lmetb.ie

needs, recruitment needs, and skills gaps and
together devise training solutions. Suitable
courses are then organised specifically and
offered to companies in the same sector to
allow for fairness, inclusivity, and equal
competition. R2 Skills to Advance Courses are

Linda Ennis
Employer Engagement Officer
086 0679510
lennis@lmetb.ie

funded at up to 100% at Level 5 and up to 70%
at Level 6 to Eligible Employees.
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SKILLS TO ADVANCE

Training Provisions

Skills to Advance offer subsidised training to

Our courses are designed to enhance career

Eligible Employers and Employees via Louth

prospects and are continuously reviewed to

Meath Education and Training Board training

ensure that they match employer

provisions and industry experienced tutors,

requirements and industry trends. Both the

which include:

colleges and Skills to Advance employer

Back to Education Initiatives Louth and

engagement team have strong links with local

Meath

businesses and industry who continuously

Beaufort College Navan

inform our teaching practice.

Drogheda Institute of Further Education
Dunboyne College of Further Education

Our mission is to provide a high quality,

O’Fiaich College Dundalk

comprehensive and inclusive Further

Regional Skills Training Centre Dundalk

Education service to the businesses in Louth

Advanced Manufacturing Training Centre

and Meath and to offer Skills to Advance

of Excellence

courses to support employers to increase
productivity and competitiveness by investing

We offer a diverse range of industry-led

in themselves and in their employees.

part-time courses available at Level 5 and
Level 6 on the National Framework of

LMETB also offer additional supports such as

Qualifications across the following

Mentor Training, Work Experience

departments: Management & Leadersip,

Placements, Graduate Placements,

Business Supports, Health & Safety, IT, as

Apprenticeships/Traineeships and Training

well as offfering specific industry related

Needs Analysis Supports to help you clarify

training in sectors such as Childcare, Hair &

what training your company needs to meet its

Beauty, Construction, Technology & Design,

objectives.

Sports, Hospitality & Tourism, Applied
Science, Community & Healthcare and
Animal Care.
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COURSE TITLE

Bookkeeping
Manual and
Computerised
CODE 5N1354
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

7
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This course is suitable for anyone working in an accounts department or aspiring for a career
in bookkeeping, or for self-employed people looking to gain more knowledge about
managing their own accounts. This programme aims to equip the learner with the knowledge,
skills, and competence to produce and maintain accurate bookkeeping records for a range of
organisations, using manual and computerised systems.

Basic bookkeeping concepts and
terminology to include:debit, credit,
debtors and creditors, double entry
bookkeeping; books of first entry,
ledgers, trial balance, vat, etc.
How to record business transactions,
post to the ledgers and draw up a trial
balance using both a manual and a
computerised accounts package
Knowledge and skills to record business
transactions
Advantages of computerised accounts
and the various accounts packages
available
Outline the advantages and
disadvantages of a computerised
system over a manual one for record
keeping purposes
Importance of data accuracy and
confidentiality in financial transactions
Complete the books of first entry with
appropriate vat and departmental
analysis with information from various
documents including: invoices, credit
notes, bank records, petty cash
vouchers
Post the information from the daybooks
to the appropriate accounts in the
ledgers
Extract a trial balance at the end of an
accounting period

Prepare a bank reconciliation statement
from data supplied
Prepare the end-of-period vat return in
accordance with the requirements of the
revenue commissioners
Process all tasks as per the manual ones
using an accounts package, comparing
manual and computerised results
Analyse tasks completed making
appropriate corrections to any errors and
editing of data as directed
Print a selection of reports after backing
up computerised data on a suitable
medium to include: summary of cash
payments in the petty cash, summary of
supplier activity, summary of customer
activity, nominal account activity

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award in
Bookkeeping Manual & Computerised
empowering you to successfully fulfil
your current or future bookkeeping
duties.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie
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LMETB Skills to Advance Training Courses 2022

COURSE CONTENT

BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE TITLE

Digital
Marketing

CODE 5N1364
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

8
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COURSE CONTENT
Historical, current, and evolving role of
digital marketing
Characteristics of the web as a
marketing medium exploring the range
of media utilized, including voice, text
and multimedia, as found in twitter,
youtube and facebook etc
Differentiate digital marketing from
traditional marketing practice using the
criteria of price, product, place,
promotion, people, process, physical
evidence
Identify digital marketing strategies and
explain their integration with traditional
marketing
Identifying and evaluating examples of
digital marketing strategies across
several industries
Stages of digital marketing campaigns:
analysis, development, implementation,
& control
Client management relationship skills to
establish and maintain the business-tobusiness process
The online consumer
Identify e-tools and their application to
digital marketing campaigns to include
Search engine optimisation
Social media marketing
Email marketing and online advertising

Blogs, rich media, online pr and
affiliate marketing
Outline strengths and weaknesses
across a range of e-tools like social
media marketing, blogs, rich media,
email marketing, search engine
optimization, online advertising
Plan a digital marketing campaign from
inception to completion to include the
use of e-tools
Monitor, measure and evaluate the
effectiveness of digital marketing
campaigns by using analytical e-tools
including web analytics, social media
monitoring and social bookmarking

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award,
empowering you to successfully use
digital marketing in your current or future
role to promote your organisation.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie
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LMETB Skills to Advance Training Courses 2022

This course is suitable for either business owners who are looking to promote their company
through digital marketing, employees working in or aspiring to work in a digital marketing role
within a company or for employees perhaps looking for a career change. This module aims to
equip the learner with the knowledge, skills and competence to understand, develop and
execute digital marketing strategies and activities, under supervision, using a range of e-tools
within a range of digital marketing contexts. It will provide a detailed understanding of what
Digital Marketing is, major trends and important concepts such as Search Engine Optimisation
(SEO), Science of Adwords Traffic, types of Online marketing, eMail Marketing, Viral
Marketing, Online PR, and Social Networking/Marketing.

BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE TITLE

Freight
Forwarding

CODE 5N2728
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

10
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BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE CONTENT
Defining key terms of the industry and
their functions
Analysing the services given by freight
forwarders
Discussing IT and the development of ecommerce.
Freight forwarding in the EU and the
transfer of goods
Analysing specific documents for import
and export relating to each mode of
transport
The purpose and use of specialist
movement certification and regulations
Factors to consider when choosing a
transport mode
Examining transportation options
available to include the individual
elements of means, way and terminal
across a range of factors

Investigating recent independent and
commissioned reports on transport in
Ireland
Identifying and investigating vehicle and
shipping container types
Exploring the industry representative
groups and associations active in Ireland
Discussing the development of trade
agreements.
Discussing the evolution of the General
Agreement on Tariffs and Trade (GATT).

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award,
empowering you to successfully fulfil
your current or future role in any aspect
of the freight forwarding industry.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie
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LMETB Skills to Advance Training Courses 2022

This course is ideal for anyone working with freight forwarding &
logistics. The aim is to equip the learner with the knowledge, skills
and competence in the principals and practice of freight forwarding
to work independently and under supervision within national,
international and global trading environments.

COURSE TITLE

Payroll
Manual and
Computerised
CODE 5N1546
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

13
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COURSE CONTENT
Personal taxation key terminology
Skills necessary to use both manual and
computerised payroll systems
The importance of accuracy and security
in preparing and maintaining payroll
records
Skill, knowledge and understanding of
how to operate the cumulative,
emergency and temporary tax system
Advantages & disadvantages of
computerised & manual payroll systems
Processing payroll for employees, using
manual and computerised systems,
under the cumulative tax system
including various elements of gross pay,
holidays, unpaid leave, cut-off points,
credits, all statutory and non-statutory
deductions
Process the payroll for employees
without a PPSN number (First time
employment) or for those who Revenue
have not yet issued a Revenue Payroll
Notification (RPN)
Changes in personal tax due to various
factors to include; mid-year
commencement and leaving of
employment, changes in credits, refunds
PAYE reporting requirements of an
Employer to Revenue when the payroll
is processed and how to deal with
potential errors regarding the monthly
Statement of Account provided by
Revenue as a basis for making payment.

Revenue Services myAccount and ROS
(Revenue Online Services) and their role in
the management of Revenue’s tax
relationship with both employee and
employer.
Alternative sssessment methods for
calculating annual tax liability of married
couples
Analyse the impact of changes in
legislation on personal tax and take-home
pay by comparing two tax years
Printing various reports after backing up
computerised data on a suitable medium

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award in
Payroll Manual & Computerised
empowering you to successfully fulfil
your current or future payroll duties

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie
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LMETB Skills to Advance Training Courses 2022

This course is suitable for anyone working in an accounts department
responsible for payroll or for those aspiring to develop their career in payroll. It
is also suitable for self-employed people who manage their own payroll for
their employees. This programme module aims to equip the learner with the
knowledge, skills and competence necessary to enable them to operate and
maintain accurate payroll records using manual and computerised systems.

BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE TITLE

Reception and
Frontline Office Skills

CODE 5N1407
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

14
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BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE CONTENT
Frontline professional office skills,
functions and responsibilities
Products, services, key policies,
structures & personnel of an
organisation
Safety & health at work legislation
Process for the flow of information
Importance of reception layout and
maintenance
Communication skills
Use of reception systems and
equipment
Producing reception material
Responding to pressure

Importance of confidentiality
Presenting a range of documents
Applying various general administrative
skills
Display a professional approach to
colleagues and while receiving visitors, use
effective customer service skills, upkeep of
visitors logbook, use initiative around
unexpected visitors and maintain
composure when dealing with complaints

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award,
empowering you to successfully
manage all aspects of frontline office
staff/receptionist work.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie

16
15

LMETB Skills to Advance Training Courses 2022

This course is suitable for anyone working at reception or front-line office or
aspiring to train for a career in this area. It is important participants on the
programme have access to appropriate ICT resources. The aim of this
programme is to equip learners with knowledge, skills and competence
required to carry out reception related tasks and operations as a front-line
representative in a range of organisations

COURSE TITLE

Infection Prevention
and Control

CODE 5N3734
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

16
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COURSE CONTENT
Principles of infection
Micro- organisms, elements required for
their growth, spread and subsequent
infection process, including direct and
indirect contact, knowledge of the chain
of infection
Infection prevention and control in the
healthcare area, providing a healthy
environment for patients, staff, and
visitors
Role of the Infection Prevention and
Control team in the prevention and
management of infection in healthcare
settings, including policies in relation to
dress, staff health and travel- associated
infections
Decontamination - standard precautions
& practical skills required
Blood- borne viruses which pose a
threat and methods that prevent the
spread of infections
The management of occupational
accident exposures and understanding
the need for reporting such incidences
and the role of occupational health
Predisposing factors to the development
of healthcare-acquired infections
including contact precautions,
respiratory precautions, and enteric
precautions

Cleaning, disinfection, and sterilisation,
including cleaning standards, procedures
and frequencies and decontamination of all
equipment
The role of antibiotics and importance of
correct and safe use to avoid antibiotic
resistance
Local terminal cleaning procedure in
various settings like an isolation room,
single use items and outbreak
management
Appropriate management of blood and
body fluid spillages, including policies for
dealing with clean and soiled linen, the
disposal of sharps, the correct
management following inoculation, injury
or accidental exposure to blood and body
fluids

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award,
empowering you to successfully practice
all aspects of infection prevention &
control in your current or future role.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie

18
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LMETB Skills to Advance Training Courses 2022

This course is ideal for anyone who needs to be aware of infection prevention
and control in their place of work. The aim is to equip the learner with the
knowledge, skills, and competence to prevent and/or manage outbreaks of
infection and to recognize their role in the prevention of infection in a health
care setting.

BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE TITLE

Safety and
Health at Work

CODE 5N1794
ACCREDITATION QQI LEVEL 5
DURATION This part-time course can be
delivered either daytime or evening time

18
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BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE CONTENT
Create an awareness of safety and
health issues in the workplace.
Examine the role of the Health and
Safety Authority
Safety, Health and Welfare at Work
legislation, statutory bodies, safety
signage, responsibilities, duties and roles
of the employer and employee
regarding health and safety.
Hazard identification, risk assessment
and control measures
Communication & training in the
promotion & provision of health & safety
in the workplace
Principles and procedures of good
house keeping
Factors which contribute to safe and
healthy working environments
Safety statement, accident reporting, fire
safety, first aid kit and personal
protective equipment (ppe) and their use
in the workplace
Procedures for use and disposal of
hazardous materials and waste in the
workplace including referencing
material safety data sheets (MSDS)

Examine the control and associated risks of
a range of health and safety issues
including noise, sound, fumes, dust, or any
vocationally specific work issue
Examine a range of issues related to
infection control including conditions for
the growth of micro-organisms, routes of
infection, symptoms, illness, preventative
measures and emergency procedures for
suspected contamination
Investigate risk factors in relation to safety
to include hazards, work environments,
work practices, effects of medication,
alcohol and drugs
Risk factors in relation to health to include
stress, lifestyle, diet, illness, diet and
exercise

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 5 Minor Award,
empowering you to successfully
practice all aspects of safety &
health at work.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie

20
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LMETB Skills to Advance Training Courses 2022

This course is suitable for employees looking to take on a role in
health safety in the workplace or for self-employed individuals who
want to be more informed in this area. The aim is to equip the learner
with the knowledge, skills and competence to promote and maintain
safety and health in a work environment.

COURSE TITLE

Safety
Management

CODE 6N1782
Accreditation QQI LEVEL 6
DURATION This part-time course can be
delivered either daytime or evening time

20
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BUSINESS SUPPORTS

COURSE OVERVIEW

COURSE CONTENT
Importance of a good safety culture in
the workplace
Evaluate the factors and skills required
in the creation of a safe workplace
environment, including work practices,
safety policies, work culture, working
environment, training, and human
factors
The role and function of management in
providing a safe place to work
The nature and key principles of risk
management in the workplace
Appraise current health and safety
legislation and key responsibilities of
stakeholders,
Legal responsibilities of stakeholders
relating to duty of care, tort of
negligence, provision of resources,
health surveillance and safety
statements
Evaluate key characteristics of a safety
statement
Assess the positive benefits of
workplace safety culture
Evaluate use of a range of risk controls
to include reduction, referral, removal,
and retention
Appraise the key principles of
ergonomics
Designing an induction training
programme relating to safety awareness
at work
Designing a hazard analysis sheet

Devise and manage a training session in
relation to the use of personal protective
equipment (PPE) and to correct application
of safety signs
Formulate a behavioural modification
strategy in relation to workplace safety
Designing a procedure for recording and
monitoring data collected in audits and
inspections
Devise a health and safety strategy aimed
at improving workplace safety culture
Devise a strategy aimed at controlling an
identified risk
Formulate an administrative system to
record and monitor health and safety
related issues
Complete a training needs analysis on a
group of employees in relation to safety at
work.

PROGRESSION ROUTES
On successful completion, you will
receive a QQI Level 6 Minor Award,
empowering you to successfully
ensure and practice all aspects of
safety management in the workplace.

For more information or to apply for this
course contact the Skills to Advance
Team on skillstoadvance@lmetb.ie
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LMETB Skills to Advance Training Courses 2022

This course is aimed at employees with health and safety managerial responsibility or
aspiring for such a role. This course aims to provide the learner with the knowledge and
information necessary to effectively implement and manage a safe working environment
for staff, users, and others. It will provide a detailed understanding of the role of
management in carrying out their duties and responsibilities under the legislation. It is
aimed at equipping persons in a management role with the knowledge and skills to
effectively manage the environment in a safe and risk- controlled manner.

Notes

22
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To find out more about subsidised upskilling and reskilling
opportunities across Louth and Meath please get in touch:

086 067 9510 / 086 787 0854
skillstoadvance@lmetb.ie
@lmetbskillstoadvance
@lmetbie
@LMETB Skills to Advance
https://www.lmetb.ie/further-education-training/employee-skillsdevelopment/skills-to-advance/

www.skillstoadvance.ie

