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Advice Skills Academy 2.0an innovative project supported by the European Union through the European Social Fund
(ESF), that will build the skills and knowledge of staff offering advice services in the Liverpool City Region (LCR).

advice skills
academy 2.0

learning opportunities
Advice Skills Academy 2.0 learning opportunities for April and May 2022 are
now available.
Accredited Digital Marketing
Delivered over 2 sessions this online
training will help you learn how to put
together a successful digital campaign.
Session 1 Tue 12th April 10am - 1pm
Session 2 Tue 19th April 10am - 1pm
https://www.eventbrite.co.uk/e/digitalmarketing-level-3-tickets-300703992737

Accredited Presenting on Zoom
Delivered over 3 sessions this online training
will help you learn everything you need to
know about putting together online events.
Session 1 Thursday 28th April 10am - 12pm
Session 2 Thursday 5th May 10am - 12pm
Session 3 Thursday 12th May 10am - 12pm
https://www.eventbrite.co.uk/e/presentingon-zoom-level-3-tickets-300738947287

Accredited Unconscious Bias
Delivered over 3 sessions this online
training will look at where unconscious
bias comes from and how it shapes the
world around us.
Session 1 Monday 9th May 2pm- 4pm
Session 2 Monday 16th May 2pm - 4pm
Session 3 Monday 23rd May 2pm - 4pm
https://www.eventbrite.co.uk/e/unconsci
ous-bias-level-2-tickets-310351267997

learning opportunities
Accredited Introduction to
Managing a Project

Accredited Stepping into
Management

Delivered over 2 sessions this online
training will introduce you to how to plan,
manage and review a project.

Delivered over 3 sessions this online training
will help you if you’re about to move into
management, and will help you learn the
basics of managing.

Session 1 Tuesday 10th May 1pm - 4pm
Session 2 Tuesday 17th May 1pm - 4pm
https://www.eventbrite.co.uk/e/introduction
-to-managing-a-project-level-2-tickets310373013037

Using your IT – getting the most
out of your digital resources
This online training will help explore digital
resources for businesses, how they help
improve efficiency, and look at the pros and
cons of working in a digital environment.
Friday 22nd April 2.30pm - 4pm
https://www.eventbrite.co.uk/e/using-yourit-getting-the-most-out-of-your-digitalresources-tickets-310329643317

Develop your leadership and
management skills
This session will help you understand what
effective leaders do, give you an
opportunity to review skills & leadership
styles, finishing with a personal action plan.

Monday 30th May 2pm - 3.30pm
The Women's Organisation, 54 St James St,
Liverpool, L1 0AB
https://www.eventbrite.co.uk/e/developyour-leadership-management-skills-tickets310370876647

Session 1 Friday 20th May 10am - 12pm
Session 2 Friday 27th May 10am - 12pm
Session 3 Friday 10th June
https://www.eventbrite.co.uk/e/steppinginto-management-level-2-tickets310360024187

Conflict Management
This Introduction to Conflict Management
session is designed to provide an overview
of what conflict management involves and
why it is important to deal with it effectively,
key skills, how to be effective when
managing conflict, reviewing personal skills
and agreeing a personal action plan.
Thursday 19th May 2pm - 4pm
The Women's Organisation, 54 St James St,
Liverpool, L1 0AB
https://www.eventbrite.co.uk/e/conflictmanagement-tickets-310349482657

For more information on ASA2.0,
visit the ASA website:
https://adviceskillsac
ademy.org.uk/home/a
bout-asa-project/

Learning at Work Week 2022

16th to 22nd May

Learning
Uncovered

Learning at Work Week is a great opportunity for organisations to promote
learning in a variety of ways, and on a variety of subjects. 2022 will be Citizens
Advice Halton’s 4th Learning at Work Week and celebration of learning.

LEARNING UNCOVERED
The theme for 2022’s Learning at Work Week is Learning Uncovered. So why Learning
Uncovered? Learning at Work Week is about trying new things, and as part of this, is about
people uncovering areas of learning they might never have thought about before. In
addition to that, the Campaign for Learning is encouraging organisations to think about:

Uncovering Hidden Powers – every
organisation has a wealth of skills,
knowledge and experience that
colleagues have developed in life.
Sharing our ‘hidden powers’ can help

build stronger work communities,
amplify skills, and can promote
innovation through ideas and
conversations.

LEARNING UNCOVERED
Uncovering New Dimensions – changes in our life and work
during the last couple of years has shown that we need to keep
uncovering new ways of working, learning and connecting.
There is a new sense of the importance of refreshing our skills
in the world of work., as well as being more aware of our

mental, physical and financial wellbeing.

So what kinds of things could we
do for Learning at Work Week?
Previous Learning at Work Weeks have seen us doing
quizzes; guided mindfulness sessions (in person or
online); people showing us how to do arts and crafts, or
showing us their photographs.

Its up to you…
What learning have you uncovered
recently?
What skills have you got that you’d love
to share with others?
What fun things can we do as a team –
online or in person?

For more information on Learning at Work
Week, have a look at the Campaign for
Learning website:
https://www.campaign-forlearning.org.uk/pages/news/category/lear
ning-at-work-week

Managing your
time
You may be back in the office full time now, and just
as working from home took some getting used to,
being back in the office with lots of people around
can take a bit more getting used to, and especially in
terms of how you manage your time.
If you are back in the office, seeing friends and colleagues
again can be great, but it can also lead to distractions,
different noise levels, and more interruptions. In addition to
getting used to all of these again, it’s important for you to
work out what you’re comfortable with, what works for you in
the office, and how to manage your time to do your work, as
well as spend time talking to co-workers again.

You may feel like there just aren’t enough hours in the day, and that
as much as it’s great to stop and chat with colleagues, you’re
worrying about keeping on top of your busy workloads.

Time management Top Tips
• Returning to the office, or working part-time in the office and part time at home, can
take some getting used to – practice some self-compassion and know that you’re not
going to get everything back to ‘normal’ straight away, and that’s okay, and it’s the
same for all of us.
• You may know lots of time management tools and tips already, but they may feel
different when you’re back in the office. Having a refresh isn’t something to beat
yourself up about – it can be really positive to revisit the ways that you work, or
introduce new and better ways.
• Planning is key to managing a busy work load – try using some time to plan your week
as well as your days – knowing what you need to do on a weekly basis can help you
manage better on a day to day basis. Use a weekly ‘To Do’ list that sets out all of your
priorities for the week. Identify the most important or urgent tasks, make sure you
note deadlines, and then work out what you will focus on each day. If you fancy trying
something new or more structured have a look at the Eisenhower Matrix later in this
newsletter.
• Use a daily ‘To Do’ list based on your weekly goals and deadlines. Don’t overload it –
being back in the office may make you feel that you’re not very good at estimating the
time it takes to get things done – that’s okay, you’ll get more used to estimating time
as you get more settled into the office again. If you get all your tasks done sooner
than planned, you can add some more. If you don’t get all your tasks done, you can
amend your weekly plans and the next day’s To Do list.

• Build times in your day for taking
breaks – just a 5 or 10 minute break
mid-morning and mid-afternoon can
re-energise you, help you rest your
eyes if you’re spending a lot of time
on the computer, and can give you
some time to feel like you’re
connecting with your co-workers.

• Make sure you take a proper lunch
break – maybe go for a short walk
around the block – especially if that’s
something you were doing while you
were working from home. Having a
break actually helps you to manage
your time and workload, as it
provides a break for your brain.
• If the noise levels in the office are affecting you, think about how you can help zone out
the noise – maybe listen to some music on your headphones during the times where you
really need to focus.
• At the end of each day, take time out to review what you’ve achieved, and plan your tasks
for the next day. It doesn’t need to take long, you can review your tasks and do a new To
Do list in as little as 10 minutes.
• At the end of the week, take time out
to review what you’ve achieved for
the whole week. If you plan and do a
new weekly To Do list for the
following week, then you can start
the new week knowing exactly what
your priorities are, what deadlines
you need to work to, and how your
work during the week can be
structured.
For useful information on time
management visit:
https://www.mindtools.com/pages
/article/newHTE_00.htm#:~:text=Ti
me%20management%20is%20the
%20process,manage%20their%20ti
me%20exceptionally%20well.
https://www.stress.org.uk/categor
y/10-step-stress-solution/masteryour-time/
https://www.skillsyouneed.com/ps
/time-management.html

Mental Health Awareness Week
Monday 9th to Sunday 15th May 2022

Theme = Loneliness
The Mental Health Foundation has set this year’s Mental Health Awareness
theme – Loneliness. The week will explore the experience of loneliness, it’s
effect on our mental health and how we can all play a part in reducing
loneliness in our communities.
Loneliness affects millions of people in the UK every year and is a key driver of poor mental
health. The Mental Health Foundation’s Mental Health in the Pandemic research has found
that loneliness has been made worse by the Covid pandemic.
The Foundation has been tracking loneliness levels in the UK during the pandemic and
found the experience has been much higher with devastating impact. Loneliness has been
an important factor contributing to higher levels of distress, resulting from people’s sense
of isolation and reduced ability to connect with others. Further polling also found that
loneliness was one of the leading issues that the public felt needed to be addressed.

So what is loneliness all about?
Loneliness is an issue that can affect us all, young or old, at any point in our lives. We might
live in a busy city or a rural location, on our own or with others and still feel isolated.
We all feel lonely from time to time. Feelings of loneliness are personal, so everyone's
experience of loneliness will be different.
One common description of loneliness is the feeling we get when our need for rewarding
social contact and relationships is not met. But loneliness is not always the same as being
alone.
You may choose to be alone and live
happily without much contact with
other people, while others may find
this a lonely experience.
Or you may have lots of social contact,
or be in a relationship or part of a
family, and still feel lonely – especially
if you don't feel understood or cared
for by the people around you .

Loneliness has many different causes,
which vary from person to person. We
don't always understand what it is about an
experience that makes us feel lonely.
For some people, certain life events may
mean they feel lonely, such as:
• experiencing a bereavement
• going through a relationship break-up
• retiring and losing the social contact
you had at work
• changing jobs and feeling isolated
from your co-workers
• starting at university
• moving to a new area or country
without family, friends or community
networks.
Other people find they feel lonely at certain
times of the year, such as around
Christmas and New Year.
Some research suggests that people who
live in certain circumstances, or belong to
particular groups, are more vulnerable to
loneliness. For example, if you:
• have no friends or family
• are estranged from your family
• are a single parent or care for someone else – making it hard to maintain a social life
• belong to minority groups and live in an area without others from a similar
background
• are excluded from social activities due to mobility problems or a shortage of money
• experience discrimination and stigma because of a disability or long-term health
problem, including mental health problems

• experience discrimination and stigma because of your gender, race or sexual
orientation
• have experienced sexual or physical abuse – you may find it harder to form close
relationships with other people
• are a woman (women report feeling lonely more
frequently than men).
Most of us will experience loneliness at some point in
our lives:
• Around half (45%) of adults in England say they feel
lonely occasionally, sometimes or often
• 1 in 20 say they feel lonely ‘often or always’.

So what can be done to
help reduce loneliness for
ourselves and in our
communities?
If you’re feeling lonely, try and
remember…
•

Look after yourself – loneliness can affect you both physically
and mentally

•

Smile and say hello, even when it’s hard

•

Create and safeguard your personal connections – your
friendships and social networks

•

Ask for help from friends, family or professionals

•

Talk about loneliness

•

Don’t give up: if you can, get out, get involved

•

You are not alone — anyone can be lonely

There are things we can do within our neighbourhoods to help
ourselves and others to feel more supported and less lonely:
• Start with your street — say hello when you see people and try to get to know
your neighbours - keep in touch
• Take a look at the people around you where you live and work — what can you
do to foster new friendships and be more inclusive?
• Start or join a social network for your area like Nextdoor.co.uk
• Share what you have –swapping, borrowing and sharing skills with people
around you helps make new connections
• Local Trust have created a handbook full of tips, activities and inspiration all
about community responses to loneliness. You can download it free here.

Mental Health Awareness week is a great time to connect with people at
work – whether you’re back in the office, or still working from home.
Visit the Mental Health Foundation
website for a range of information,
resources, and links to resources and
ideas for Mental Health Awareness Week
2022:
https://www.mentalhealth.org.uk/ca
mpaigns/mental-health-awarenessweek

Eisenhower Matrix
Originally used by Dwight D Eisenhower, The
Eisenhower Matrix is a simple tool for
considering the long-term outcomes of your
daily tasks and focusing on what will make you
most effective, not just most productive. It
helps you visualise all your tasks in a matrix of
urgent/important.
All of your day-to-day tasks and bigger projects
will fall into one of these four quadrants:
•

Urgent & Important tasks/projects to be completed immediately

•

Not Urgent & Important tasks/projects to be scheduled on your calendar

•

Urgent & Unimportant tasks/projects to be delegated to someone else

•

Not Urgent & Unimportant tasks/projects to be deleted

Q1 - Urgent & Important tasks demand you take action quickly. These items typically
have visible deadlines and consequences for stalling on taking action. Most often, these are
either things that were sprung on you from an external source or things that you put off until
faced with a looming deadline. Either way, they require a crisis mode response.

Q2 - Not Urgent & Important tasks are the activities that help you achieve long-term
goals. These may not have a deadline (or even an end date) so it is easy to put them off in
favour of more urgent tasks. However, these tasks have a much greater effect on your longterm effectiveness in completing your goals.

Q3 - Urgent & Unimportant tasks are best described as busy work. These tasks are
often based on expectations set by others and do not move you closer to your long-term
goals.

Q4 - Not Urgent & Unimportant tasks are time-wasting activities that should be
ruthlessly cut out. These activities don’t contribute to progress on your goals but can end up
taking over large chunks of time.

Try the Eisenhower Matrix if you...
•
•
•
•

Find yourself running around putting out fires all day (figuratively speaking)
Are busy but don’t feel like your work has a high impact
Have long-term goals but no time or energy to make progress on them
Have a hard time delegating and/or saying no

To evaluate where you currently are on the matrix, start tracking your
time and tasks.

Not Important

Important

Urgent

Not Urgent

2

1

Do it

3

Delegate it

Schedule it

4

Delete it

Once your tasks are sorted into the appropriate quadrants, examine where your time is
currently being spent. Are you happy with your quadrant balance?
If you spend a lot of time in Q1, invest time in planning to anticipate and prevent
problems:
Next step: Organise a weekly or even monthly plan around your current goals and
deadlines. At the end of each week, do a weekly review. Reflect on how well your plan
worked and adjust for the next week. If most of your Q1 tasks come from external sources,
think about how you can better plan and anticipate them. You may need to develop a
more proactive workflow with a colleague or client.
If you spend your time in Q3, delegate, eliminate, or limit the amount of time you
spend on these tasks:

Next Step: Think about and write out specific steps on how you’ll limit these tasks. Can
you delegate them? Can you just say no? Can you batch these types of tasks together in a
single afternoon during your week? Can you have an open discussion with your boss
about just how much time you’re spending on “busywork”? Schedule time in your week to
take these steps.
If you spend your time in Q4, you may be stuck in a rut, stressed, or avoiding a
problem:
Next Step: Use your time tracking to identify the biggest time wasters and think about
how to avoid or limit them. Develop a plan to overcome procrastination before you’re
tempted to procrastinate. Remember, it’s ok to just relax sometimes, but activities in this
quadrant have diminishing returns when used excessively.
For more information on the Eisenhower Matrix visit:
https://www.mindtools.com/pages/article/newHTE_91.htm

learning highlights
National Numeracy Day 2022
National Numeracy Day is on 18th May 2022. It’s a time to flag up
support and learning that’s available for free to anyone who
needs to brush up on their numeracy skills.
Last year 190,000 people took steps to improve their numeracy
skills. At a time when the country is in the worst financial crisis for
decades, it’s more important than ever that people can use
numeracy skills to cope with increasing pressures on their income.
The National Numeracy Challenge is a great way for people to
start building their confidence with numbers. For more
information go to:
https://www.nationalnumeracy.org.uk/challenge/

dates for your diaries
1 April to 29 April 2022
Stress Awareness Month
https://www.stress.org.uk/stressawarenes
smonth/
1 April 2022
International Walk to Work Day
7 April 2022
World Health Day
https://www.who.int/campaigns/worldhealth-day/2018/en/

10 to 15 May 2022
Mental Health Awareness Week
https://www.mentalhealth.org.uk/news/
mental-health-foundation-announcesloneliness-theme-mental-healthawareness-week-2022
16 to 22 May 2022
Learning at Work Week
https://www.campaign-forlearning.org.uk/pages/news/category/le
arning-at-work-week
18 May 2022
National Numeracy Day 2022
https://www.nationalnumeracy.org.uk/n
umeracyday

learning highlights
useful blogs, videos &
websites

A round up of some useful blogs, videos and websites to get you thinking, give you
some handy tips, and to help open up ideas for your learning and development...

TED Talks for Mental Health
There are a range of TED Talk playlists about mental health and mental illness – have a look at
these playlists which are by turns funny, moving, and thought provoking…
https://www.ted.com/playlists/9/all_kinds_of_minds
https://www.ted.com/playlists/638/how_to_practice_emotional_first_aid
Why not check out these TED Talks on mental health:

Ruby Wax – What’s so funny
about mental illness?
https://www.ted.com/talks/ruby_
wax_what_s_so_funny_about_ment
al_illness?language=en

Andrew Solomon - Depression, the
secret we share
https://www.ted.com/talks/andrew_solo
mon_depression_the_secret_we_share

For a range of blogs, articles and videos about mental health why not visit the
Mental Health Foundation or Mind websites –
https://www.mentalhealth.org.uk/stories
https://www.mentalhealth.org.uk/podcasts-and-videos/videos
https://www.mind.org.uk/information-support/your-stories/

learning highlights
April is Stress Awareness Month
Stress Awareness Month has been held every April since 1992 to raise awareness of the
causes and cures for our modern stress epidemic. The last two years have been the most
challenging we have faced and in 2020 the Stress Management Society services were
overwhelmed by people that were struggling and seeking support.
The theme for 2022 is Community, and it was chosen because a lack of support can cause
loneliness and isolation, which in turn lowers people’s wellbeing, impacts mental health and
can lead to mental illness. Social isolation is an important risk factor for both deteriorating
mental health and suicide. As we emerge from the pandemic, it’s vital that the community
support experienced by many people during this challenging time continues. Although
restrictions have mainly been lifted, people need support now more than ever as they
adjust to a new way of living.
For more information on Stress Awareness Month activities visit the website:

https://www.stress.org.uk/national-stress-awareness-month/
Stress awareness month in Halton
Reach
Are you feeling stressed, overwhelmed, under pressure? REACH 85258 is a free,
confidential, 24/7 text message support service for people who are feeling down Text
REACH to 85258 for immediate support #stressawareness #healthyhalton
Watch this short video about Reach - https://youtu.be/Lbbbp25rwYg
Halton Mental Health info point
Feeling depressed, anxious, emotional? For information about support available in Runcorn
and Widnes visit www.halton.gov.uk/mhinfopoint #stressawareness #healthyhalton
Every Mind Matters

There are lots of little things we can do to manage stress. Find what works with free tips from
Every Mind Matters. https://www.nhs.uk/every-mind-matters/mental-health-issues/stress/
#stressawareness #healthyhalton
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