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Project Management
Fundamentals
About this module
This module is designed to provide the
knowledge for the Project Management
qualification. No prior knowledge or experience
is required.
The workshop will give you the knowledge
to make a positive contribution to any project
or start you out on your journey to becoming
a project manager.
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Stakeholder Engagement
About this module
Yes, engagement, not management. This one
day module will equip you with the skills you
need to enhance your own performance, your
communication and engagement techniques
to make sure you reach the right people
at the right time with the right message.

This module will equip you to:
• Know key analysis models and
tool to identify stakeholders
• Be able to create your own
stakeholder map
• Understand different types
of influencing strategies
• Be able to use tools, skills and
behaviours for effective influencing
• Understand how to manage
conversations with stakeholders
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Lean Awareness
About this module
Lean in a nutshell. Learning through doing
- this is a one day module included simulations
and ‘hands-on’ practical group lean exercises.
You will investigate the principles of lean
organisation techniques and how to identify
improvements in ways you are working that will
benefit you, our customers and the organisation.

By attending this module, you will:
• Understand the concept and
benefits of a lean environment
• Discover the root causes of problems
in order to identify appropriate solutions
• Be able to use tools to measure
productivity and identify areas for
improvement and action plan implementation
• Be able to develop a process map
or flow chart
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Customer Service
Excellence
About this module
Committed to the delivery of excellent customer
service. Come and find out more about how you
can consistently deliver an exceptional standard
of service to internal and external customers.
One day module.

By attending this module, you will:
• Explore how to put the customer
at the heart of all you do
• Develop your communication skills to be
able to identify customers’ needs and wants
• Understand how to use questioning,
listening and acknowledging techniques
to demonstrate understanding of the
customer, leading to an improved relationship
• Learn how to negotiate and influence
customers to achieve win/win situations using
appropriate strategy, tactics and behaviours
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Facilitation Skills
About this module
Achieve successful outcomes through
effective facilitation, whether you are facilitating
groups face-to-face or through virtual events.
This highly interactive one day module will
help you to design and manage successful
facilitated events, which in turn will ensure
you to achieve the desired outcomes
and gain the commitment of others.

By attending this module, you will:
• Know what facilitation is and
the difference from presentation
• Understand the process that groups
go through
• Be able to use a range of approaches
to organise and shape a group discussion
• Be able to handle challenge and positively
move conflict forward in groups
• Be able to effectively capture outputs
and create next steps
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Presentation Skills
About this module
Transform your presenting. Become confident
and impressive. Making sure your message
is heard. Learning through a one day moduleyou
will be coached through presentation techniques
and then given space to prepare
and deliver a presentation.

By attending this module, you will:
• Understand how to structure
and write a great presentation
• Understand barriers to communication
and how to overcome these
• Know the different types of presentation
aids and how to use them effectively
• Be able to control and utilise your
nervousness and stay in control
• Understand the importance of body
language and physical presence
• Be able to demonstrate the skills learnt
through delivery of a presentation
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Business Writing Skills
About this module
Improve your writing, editing and presentation
abilities. The one day module includes guidance
on emails, report writing, social media, blog
posts, how to use language to your advantage
and so much more.

Learning outcomes:
• Knowledge of the fundamentals for
business writing (grammar, spelling,
sentence construction, punctuation)
• Understand the different methods
of communication and why certain
methods are better suited to
different audiences
• Be able to demonstrate active and
passive voice through written text
• Understanding of email etiquette
and best practice
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Commercial Awareness
About this module
Can you help your company to be more
profitable, more successful and serve its
customers well? Yes you can - by developing
your commercial acumen. This one day module
will introduce you to tools and techniques
to identify improvements and present
your ideas to others.

By attending this module, you will:
• Understand what commercial
awareness is and how the market
you work in sits within this
• Understand how internal and
external factors impact the business
• Know how to identify the key
stakeholders in the business
and how to influence them
• Be able to use a range of tools to
aid commercially focused decisions
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Assertiveness
About this module
Do you have trouble saying “no”? Do you wish
you had the confidence to deal with difficult
situations at work effectively and assertively
and without causing conflict? Would you like
to be able to present your ideas and opinions
in ways that enable you to feel heard and
respected? This one day module will provide
you with the tools to change.

By attending this module, you will:
• Understand what assertiveness
is and the pros and cons
• Have knowledge of
assertiveness techniques
• Understand different assertive behaviours
• Develop strong assertive
communication skills
• Action plan how you will apply
this learning in the workplace
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Change Management
About this module
Unlock resistance to change and bring people
with you on the journey. This is a one day
module in which you will learn about the tools
you can use to ensure that you provide effective
support and motivation to individuals and teams
to embrace change.

By attending this module, you will:
• Understand the nature and dynamics
of achieving change in organisations
• Be able to describe the positive and
negative impacts change can have on
individuals, teams and organisations
• Develop ability to select from a broad
range of knowledge, approaches and
tools that will improve your ability
to succeed with change when leading
or working with others
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Time Management
About this module
Where has the day gone?! Does time seem to
melt away? Would you like some ideas on being
clear about what is important and deciding where
best to focus your efforts? Spend a day working
through tools and techniques that will guide
you on how to make the most of your time
and achieve your objectives.

By attending this module, you will:
• Be able to explain the importance
of time management
• Have identified the right tools for
you from comparing a range of time
management tools and techniques
• Know how to prioritise activities
and the benefits of doing this
• Develop a toolkit to support
efficient working practices
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