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Aims and Objectives of Training:
· To develop an  awareness of the principles of making the best use of time
· To assist in gaining more control over activities
· To increase work efficiency
· To take a pro active stance in dealing with problems
· Improve work life balance
· Reduce pressure and internal stress
· Become more relaxed and better organised.
What Will I Learn?
· Logging activities and be able to analyse the use of time
· Assessing urgent/ important spectra – for decision making
· Evaluating the enemy within/ without
· Prioritising
· Delegation techniques
· The art of self preservation and protection
Course Overview/Content: 

This Module will assist busy coordinators/supervisors and managers to re take control of their time , for individual and Corporate benefit . 
Assessment Type: 

Report/Presentation/Assignment 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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Aims and Objectives of Training:
· To understand the importance of getting the right people
· To understand the importance of getting the people right
· To be able to plan the recruitment process
· To understand interview best practice
· To appreciate the importance of integrating the newcomer into the team
What Will I Learn?
· How to determine staffing requirements
· The importance of job descriptions & person specifications
· Contract of employment essentials
· About the range of assessment methods to be considered
· How to conduct interviews accurately and fairly
· The importance and planning of the induction process.
Course Overview/Content: 

This module is concerned with best practice in the recruitment and selection process, to ensure those selected can add significant value, to the job role to which they are appointed. 

Assessment Type: 

Report and Presentation 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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Aims and Objectives of Training:
· To enhance understanding of the approaches to improving performance in the work place.
· To provide an understanding of the role of HR in context of performance improvement
· The role of appraisal in reviewing performance
· To develop an awareness of key legislative provisions
What Will I Learn?
· Motivation theory
· Reward/ recognition processes
· Appraisal techniques & best practice
· Disciplinary & Grievance key aspects
· Managing diversity
Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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Aims and Objectives of Training:
· To introduce the dilemmas of ethical and responsible behaviour that managers face.
· To understand the contrasts in business practice and potential damage to reputation
· To  consider the role of ethics in decision making
· To review the role of business in society
· To understand  stakeholders perspectives on CR
What Will I Learn?
· Case studies such as the ‘Ford Pinto’ & profits v safety arguments
· Enlightened self interest  reviewed as an alternative
· How to Justify actions as ethical
· How to position corporate responsibility   - profits/Legal obligations/ethics/discretion
· Stakeholder power/ influence and examples of  corporate decision making
Course Overview/Content: 

This Module will give a supervisor / manager an understanding of corporate dilemmas in decision making, based on case studies and discussion. An understanding of responsible ethical behaviour against profit motives will be explored as well as the stakeholder perspectives and decision making processes. 
Assessment Type: 

Presentation/Case study/Report 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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Aims and Objectives of Training:
· To increase awareness of the need for clear communication in business
· To consider the etiquette for e mail transmission
· To improve negotiation as a means of resolving differences
· To develop effective verbal communication with groups
· To improve face to face communication for interviews and meetings
What Will I Learn?
· Why communications can go wrong and how to send and receive messages  more clearly
· E mail stressors and how to reduce them
· How to negotiate successfully  for ‘win win’
· Getting things done by involving and cooperating with others through defined principles
· The art of effective fact to face communication for personal and organisational success.
· Introduction to Neuro Linguistic Programming (NLP) as a way of developing self awareness and interpersonal skills
Course Overview/Content: 

This Module aims to develop a greater understanding of the tools and techniques required to improve communication and thereby contribute to increased business and personal success. 

Assessment Type: 

Report and Presentation 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk














Top of Form
DEVELOPING LEADERSHIP ABILITIES 
NETWORK: SOUTH WEST 
UNIVERSITY: SWANSEA UNIVERSITY
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Aims and Objectives of Training:
· To improve understanding of the fundamentals of Leadership
· To empower individuals to develop their own leadership style
· To be clear about the distinctions between management & leadership
· To have a clearer image of the future, and to lead others through change
· To develop skills of honesty, openness and active listening
· To support others with space and confidence to get their job done
What Will I Learn?
· An awareness of the elements of leadership
· Theories and practices based on successful Gurus (Adair/Bennis/Matsushita)
· Practical application of theories in the work place
· Personal audit for leadership potential
· Role of charisma
· An awareness of different styles of leadership  and when to use them.
· Communication and empowerment of your staff.
· What to avoid –eg domineering attitudes /charisma seen as key/ thinking only leaders have ideas.
Course Overview/Content: 

This Module will seek to explain the fundamentals of positive leadership traits and aim to develop leadership abilities through the direct application of principles in the work place. 
Assessment Type: 

Work based report and presentation. 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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DELEGATION TECHNIQUES 
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Aims and Objectives of Training:
· To understand the key principles of effective delegation
· To appreciate the benefits of effective delegation
· To be aware of the pitfalls
· To be able to select the right people for the job
· To appreciate the risk factors associated with delegation
· To be able to apply the principles in the work place
What Will I Learn?
· How to establish consistency in the approach to delegation
· Clarity on tasks to be delegated
· The benefits to stakeholders
· How to select the right people  for the job
· The art of negotiation
· How to set up the system of delegation – to empower staff
· How to evaluate the process
Course Overview/Content: 

This module explores the role of delegation as a vital management skill, in entrusting others with authority to achieve certain tasks or activities. It explores the beneficial effects accruing to a range of stakeholders, when carried out effectively. 
Assessment Type: 

Work based report / presentation 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk










DEVELOPING ASSERTIVE BEHAVIOUR IN ONE’S SELF & OTHERS 
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Aims and Objectives of Training:
· To understand passive/assertive/ aggressive behaviour traits.
· To develop behaviours likely to create winning scenarios
· To  recognise the power of language
· To be able to use visualisation techniques to achieve objectives
· To be aware of the methods for building self esteem and confidence
What Will I Learn?
· Understanding the reasons for passive behaviour
· The link between the working environment and passive tendencies
· The role of team dynamics and culture
· The need for tact and diplomacy in dealing with passive behaviour
·  The need to act as a role model in encouraging assertiveness
· The ability to take advice from others about a behaviour issues in others.
· Positive ways of addressing the situation.
· What  actions to avoid
Course Overview/Content: 

This Module is aimed at Coordinators/ Supervisors / Managers and anyone who would like to develop assertiveness skills in themselves or in their colleagues. 
Assessment Type: 

Assignments, reports and presentation 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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Aims and Objectives of Training:
· To appreciate the role of negligence and health and safety law in business activity
· To understand legal duties and litigation arising out of breach of duties.
· To appreciate the elements of negligence in business and professional life and the consequences of breach
What Will I Learn?
· Duty of care – the effects of breaking a duty at work.
· Aspects of negligence -  how an employer may contribute to an individuals’ injury.
· Case law – considering previously decided cases for an understanding of the modern view of legal duty.
Course Overview/Content: 

This Module will enable Supervisors and Managers to be aware of the responsibilities in law in order to reduce the likelihood of claims for negligence. 
Assessment Type: 

Assignment Report, based on Case Study and presentation. 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk









BUSINESS CONTRACTING FOR MANAGERS 
NETWORK: SOUTH WEST 
UNIVERSITY: SWANSEA UNIVERSITY
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Aims and Objectives of Training:
· To develop an understanding of legal principles
· To understand the role of legal regulation and its purpose in business
· To understand the principles of business contracting
· To develop competence in applying statute/ case law to commercial problems
· To enable a supervisor/manager to liaise confidently with legal specialists
What Will I Learn?
· Introduction to civil & criminal law
· Sources of law
· Court system
· Contracting principles
· Terms
Course Overview/Content: 

This module develops knowledge and understanding of the legal environment in which a business operates and enables managers and supervisors to work confidently alongside legal practitioners, by assisting the dispute resolution process. 
Assessment Type: 

A Case Study response requiring the application of skills and knowledge to solve everyday business legal problems. 

Contact: 

To find out more contact John at Swansea University - J.G.Foulkes@swansea.ac.uk
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