Get the Pitman Advantage™

Legal Secretary — Criminal Law

Pre-requisites:
Comprehensive end-user Objectives: To give an
Designed For: Individuals knowledge of Microsoft introduction to the work,

wishing to pursue a career Word, competent responsibilites, practice and
as a Legal Secretary. keyboarding (at least 40 structure of a Criminal Law
WPM), good letter layout and Department in a legal office.

office practice skills.

Lesson Course Content
1 Initial stages in a Criminal Law case, Different categories of offence,
Attendance notes.
2 Statements of Accused, Preparing Information.
3 Witness statements, Instructions to Counsel.
4 Dealing with offenders, Legal Aid claim forms, Preparing an Invoice
Benefits:

e Develop an awareness of the workings and structure of a Criminal Law Department.

e Enjoy the flexibility and value of a self-study module designed to enable you to work at your
own pace.

e A personalised workbook to use as a reference guide on completion of the module.

Course duration: 7 hours
Price: £250.08 — including workbook, examination & certificate

For more information or to sample the course, free, please call us:
Manchester: 0161 923 6814

Holborn: 020 7025 4700

Notting Hill: 020 7792 5214

Pitman Training Centre High Holborn, Notting Hill & Manchester operate under franchise of Pitman Training Group
www.holborntraining.co.uk




. I
How to find us:
.
: ™
Get the Pitman Advantage
% % Gray's Inn [}
:% Lacon Gardens Kirkeby Bldg %
%, House \\ Py 2 g
LR g a
2e® % Atkin Bid Nerd 5
London Holborn k.02 LR o
- Enterprise 2, sl 3 9
Tresh: 3 )
% 2 :a;;m R £ % Baristers %‘ 5 s
z (S Chambei
® @  omnium S i Bl Gocokes
Court ' Three 2
1st Floor % Bsh e Reea s 3
% b s Inn Place (-3 E -
2 o g i
Northumberland House 5 e UE IS RIS o £ salEn |
. ~ e 2. Famuy Division £ Sixth South o 3
303-306 High Holborn ! ¥ N  Qorio o
HOROM - Duteh 3 A
\ High % BTIUK 40
London Hogaitn Ado e 3y sapl Holborn,
House _ Holborn € *= Dolphin’ ) %
WC1V 7JZ por Courtt "'g% 3 4. Selnsbury
Maitland 3 plc
wer ayden E’ Sir John Zenron Chambers %&::f‘y £
wom ‘% ] Soane's M 3 & B
m Hall %% Earks Museum Sunfllenoe Novwen St :
) it 5
re™ Lincoln's Great Hall o
Inn Fields e & 9
& YhepH"emulles - 4 % Gatehouse @roam's Buldings ;('39 The
» iars @
. {23 @
&> Kingsway e N % % Church <
S Hall Royal College: Shoes Ede & J
o's*m @«"G fows of Surggons, i’ 3 B R vanscrof i &
. . o B Euesham = o
%3‘:.2 = 5:“9 %Qm g’v'v"gﬁ e P House % o 2
g The % i 5
Portobellc e e 2w B i g
% -, B, woge S & 5 %
= ) Latimey %ﬂéﬂ/ i = Pembridge B L fﬂ
«.wﬂ,en House g, Docing Hotel Hall School | | 2 2 W
. . oo Bluse Bells o )
NOttlng Hl" e Ladbroke e, cocm B % o g jun
b Square Garden % B T 2 g°
The Lodge * P Imperial Poal T Noting i 8 - 9
Q%P -gu College g HilGate @ %&meezﬁ: g & ?a
. . ae % 4 % THE ABBEY b EomEes |- \ -
1st Floor United House (Opposite e ™R e rone Bl e ooty | 0 s
\‘ﬁ E’S \adoroks Rd E The Money SHE
Foxto n S) A % bm LHALandon Prince Albert ‘T'::‘f, Exchange w2
i Chartwell & _ 1 -
. © “2. House h::{;ﬁ o Wetting| X :-::IR.';‘ t_%
9 Pembridge Road 5 B e e !
Ww"‘ o Court, g il G318 Gate Tube ¥ E i ]
LO n d on o8 = e H Hillgate 3| e e %
Bonham gaftl L Mool o Howe 3 S Royston g 3 2
Wll 3JY i House \,\Mﬂ Howe et %% @ % ol 5 ‘% .
o N %,} i e ae” ?\U} % Tresudo % NeiLade Perks Fislc
I % Blo, g = 2
* % o an® %
Gampden = ) 7 % o & Embassy of
% Hil Squtte | e 4 g ?,; FoxPrinary 5 the Russian
EX L 2 Sehool e o »5\
z = = = 2 h
T Aubrey C"’&w\ Tt Cfﬁfll‘:i" Gant 3 w‘% 3
B Lodge Courtyard 'y % £ 3 :
3 ERUE The Windsor - 2 i) 2 L] -l
- o
@ Piccadly . Piccadilly % 3‘;:
Plaza Gardens LR
5}‘;} City Tower & 4 J,l':ﬁ;': Jw:[[:(r;n
& o - .
Manchester e % 2 e o
—_——— Manchester kaf A %
o Piccadilly 6%
Pg T RS PR
6th Floor SN z% o .
M er iccadilly
e
Arthur House Comavai | 50 L o e e Tover 3,
Bl Q_f Portand %, %, Z {ﬁu;
Chorlton Street = Tower g &f o 1 ® Y
IS & &
b & 4 © <
Manchester > i =
iy i Mmu Business | § % M
M1 3FH &\ Ay School e Tl
L H The Manchester e P‘E’
mex Flolse <3, The Rembrandt, . College . =
& Bar & - Piccadilly
EN % Station
% 2
=
%.. ?%, New Union ﬁ-ﬂ"\ % o
&= Hatel
Brund 0 Sackvile Lambert Hall = Bg
Houss' o o Street Bldg
Pitman Training Centre High Holborn, Notting Hill & Manchester operate under franchise of Pitman Training Group
-
www.holborntraining.co.uk




