
31

DEVELOP THE TOOLS TO LEAD YOU,  
YOUR TEAM AND YOUR ORGANISATION  

TO LASTING SUCCESS

31Management Development

Core management
Introduction to management	 32
Introduction to supervision	 33 
and team leadership 	
People & team management	34
Essentials of management	 35
5-day management 	 36 
programme 
Developing team 	 36 
performance

Management skills
Effective interviewing skills	 37
Art of conducting meetings	 37
Managing difficult people	 38
Effective delegation	 38

Management know-how
Mediation at work	 39
HR for non-HR managers	 39
Introduction to contract law	40
Coaching foundation	 40

Senior management  
& leadership
Networking masterclass	 41
Strategic commercial 	 41 
awareness 	
Remote management skills	 42
Management excellence	 42
Liberating leadership	 43
Advanced negotiating skills	 43 
for senior managers

MORE COURSES
Recruitment & selection	 44
Communication skills	  44 
for managers
Conflict resolution	  44
Conducting effective 	 44 
appraisals
Motivational techniques	  45
Microsoft Excel for 	 45 
managerial analysis
Change management	  45
Making effective decisions	 45



32

DOWNLOAD A FULL COURSE BROCHURE AT WWW.REEDLEARNING.CO.UK/ITM

Core Management

INTRODUCTION TO MANAGEMENT
Master the five key areas of modern management:  
Communication – goal setting – effective time management  
– performance management – motivating your team

	
�Forms part of the Certificate in management  
(www.reedlearning.co.uk/RHUL)

	��
Forms part of the Certificate in first line management,  
accredited by the Chartered Management Institute (p48)

 	 �Includes ‘Learning on the go’ modules

Duration & cost	 2 Days, £967 + VAT

Birmingham	� Jan: 11-12 Feb: 16-17 Mar: 24-25 May: 6-7 Jun: 10-11

Bristol	 Jan: 13-14 Apr: 15-16

Edinburgh	 Mar: 4-5 Jun: 8-9 

Leeds	 Jan: 26-27 Apr: 28-29

London	 �Jan: 4-5, 13-14, 21-22 Feb: 1-2, 10-11, 18-19  
Mar: 1-2, 10-11, 18-19, 29-30 Apr: 7-8, 19-20, 29-30  
May: 6-7, 17-18, 27-28 Jun: 7-8, 16-17, 24-25

Manchester	 Jan: 11-12 Mar: 2-3 Apr: 29-30 Jun: 22-23

Code 	 ITM

Stage 1 – the course
Roles and responsibilities

Why do managers manage?
Meet the expectations of your team
A manager’s five key responsibilities
Leadership and communication
�Identify your communication style
�Improve communication upwards 
and downwards
The importance of regular meetings
Develop assertive behaviour
The myths of leadership and the five 
dimensions of an authentic leader

Management style and team 
dynamics

Use the appropriate style of 
management depending on the 
team, task and individual
Building your team
Motivating others through 
delegation
Making delegation work and 
avoiding common pitfalls
Manage your own time effectively

Motivation and reward
Motivators: theoretical approaches
Define performance standards and 
use appropriate tools/indicators
Linking reward to results
Setting goals and SMART objectives
Delivering both motivational and 
developmental feedback
Competency frameworks
Dealing with difficult situations and 
people: role play and discussion
Coaching
Retaining talent
Benefits of 360° review

•
•
•
•
•
•

•
•
•

•

•
•

•

•

•
•

•
•
•

•
•

•
•
•

Feedback and dealing with  
difficult situations

Structure for constructive feedback
Do’s & don’ts of feedback
Motivational and developmental 
feedback
Conduct & capability issues
Practical exercises

Self-management
Self analysis for managers
Assertiveness: golden rules of  
saying no
Managing conflict within teams
Time and stress management: 
procrastination and displacement 
activity and the prioritisation matrix

Stage 2 – MP3 learning bites
1 �Inspiring your team

2 �Getting the best

3 �Delivering results

4 �The art of leadership

5 �Developing the future

Stage 3 – e-learning
After you have attended the course, 
a modular e-learning programme 
will be delivered to your inbox. These 
interactive, bite-sized follow-ups can  
be completed in your own time, 
and will cement the learning from 
the course, plus prepare you for the 
advanced stages of management.

•
•
•

•
•

•
•

•
•

TM

Who is it for?
Newly appointed or soon to be appointed 
managers. The course is ideal for those  
in their first managerial role or anyone 
looking for a comprehensive overview 
of latest theory and practice in 
management.

What is it about?
The course offers an immersion in the 
fundamentals of management. You’ll 
gain a thorough understanding of what 
is required to motivate and manage your 
team successfully and clear structures 
and tools to enable you to do this. You’ll 
leave with techniques to manage your 
team, and yourself, for optimum results, 
and the motivation to put your learning 
into practice back at work.

What will I get out of it?
Vital interpersonal skills for 
becoming a successful, respected 
manager
Tried and tested techniques to get 
the best out of your team
An awareness of your own 
communication style
Motivational techniques
Communication skills that work 
upwards and downwards through 
your organisation
The confidence to give useful 
feedback and tackle conduct issues
The ability to manage your time and 
delegate with confidence
Assertive techniques to deal with 
conflict and say ‘no’ when required
Tools to help you handle stress and 
conflicting demands on your time
A blended learning experience 
allowing you to continue to 
develop skills in the workplace
Materials co-written with Royal 
Holloway, University of London

•

•

•

•
•

•

•

•

•

•

•

THREE-STAGE 
BLENDED LEARNING 

PROGRAMME

  Communicating     Developing capability     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus
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Stage 1 – the course
The modern supervisor

The skills of an effective team leader
Understand the supervisor’s position 
within the organisation
The responsibility and authority  
of a supervisor
The five key areas of team 
supervision: lead; communicate; 
organise; plan; control

Effective team leadership
Meet the expectations of your team
Leadership style and roles
Learn the GRIPS model of team 
leadership
Set SMART goals and objectives
Appreciate the three key components 
of goal setting: task, team and individual

Develop your management style
Learn different management styles 
for different situations
Pinpoint your own management style 
and evaluate for effectiveness
Time management – time bandits  
and prioritisation
Delegation: structure, pros and cons, 
do’s and don’ts

•
•

•

•

•
•
•

•
•

•

•

•

•

Motivating and developing others
Giving feedback, conduct and 
capability issues
Setting performance standards
Practical exercises
Difficult situations: assertive 
responses
Team roles
Theories of motivation

Stage 2 – MP3 learning bites
1 �Inspiring your team

2 �Getting the best

3 �Delivering results

Stage 3 – e-learning
After you have attended the course, 
a modular e-learning programme 
will be delivered to your inbox. These 
interactive, bite-sized follow-ups can 
be completed in your own time, and 
will cement the learning from the 
course with further practical exercises 
related to supervising your team.

•

•
•
•

•
•

	� Any course can be bundled with Mailiens for an  
additional £99+VAT (see page 9 for details)

	� Forms part of the Certificate in first line management,  
accredited by the Chartered Management Institute (p48)

	� Includes ‘Learning on the go’ modules

	� Endorsed for CPD purposes by  
CIMA Mastercourses

Duration & cost	 2 Days, £967 + VAT

Birmingham	� Jan: 27-28 Mar: 11-12 Apr: 28-29 Jun: 21-22

London 	� Jan: 6-7, 18-19, 28-29 Feb: 8-9, 22-23 Mar: 4-5, 16-17, 29-30 
Apr: 8-9, 21-22 May: 4-5, 18-19 Jun: 1-2, 14-15, 28-29

Code 	 ISTL

Now includes 
•	 Even more practical hints and tips  
•	 The GRIPS model 
•	Useful follow-up reading list

Who is it for?
The course is designed for newly 
appointed or soon to be promoted 
supervisors and team leaders. It’s 
ideal for anyone new to managing 
other people who wants to establish 
themselves in the role with confidence, 
credibility and an awareness of their 
management style.

What is it about?
You will learn how to motivate and 
develop your team to continuously 
improve performance whilst growing 
your own skills in dealing with difficult 
situations decisively. An awareness of 
current theory and practice combined 
with practical exercises during the 
course will give you confidence in your 
management style. You’ll leave equipped 
with the skills to tackle the team leader 
role head on.

What will I get out of it?
An insight into the roles and 
responsibilities of a supervisor
An understanding of authority  
and how to get it
Models for effective leadership  
and the skills to apply them
Techniques to get the best from 
other people
Management approaches for 
difficult people and difficult 
situations
An understanding of the best way 
to delegate
Time management and ways to  
deal with time bandits
Appropriate communication styles 
for diverse people and situations
Skills to motivate others and lead 
your team to success
Recommended reading list
A blended learning experience 
allowing you to continue to 
develop skills in the workplace

•

•

•

•

•

•

•

•

•

•
•

TM

Core Management

INTRODUCTION TO SUPERVISION  
& TEAM LEADERSHIP

Gain practical skills to link management strategy  
and effective team performance

THREE-STAGE BLENDED LEARNING PROGRAMME

  Communicating     Developing capability   

Find out more at www.reedlearning.co.uk/skillsfocus
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Core Management

PEOPLE & TEAM MANAGEMENT
Enhance performance by applying best practice  
to the management of teams

	� Forms part of the Certificate of higher education  
in management (www.reedlearning.co.uk/RHUL)

	� Forms part of the Diploma in management, accredited  
by the Chartered Management Institute (p49)

 	� Includes ‘Learning on the go’ modules

Duration & cost	 2 Days, £967 + VAT

Birmingham	 Mar: 4-5 Jun: 3-4

London	� Jan: 14-15 Feb: 11-12 Mar: 8-9, 31-1  
Apr: 26-27 May: 24-25 Jun: 17-18

Code 	 PTM

Now includes 
•	 SNIPP model of feedback  
•	A practical structure for appraisals 
•	An introduction to coaching

Who is it for?
Managers with limited experience who 
wish to reaffirm what they are doing 
well and develop new skills to manage 
their team more effectively.

What is it about?
Driving the performance of individuals 
and teams is a big responsibility. While 
the team must work together to achieve 
objectives, it is important to also 
recognise the needs of the individuals 
within it. This course will give new 
managers reassurance that they are  
on the right track and have a clear 
strategy for future development.

What will I get out of it?
A clear understanding of your role  
and requirements
The ability to inspire confidence  
in your leadership
An assessment of your managerial 
style and the knowledge to adapt this 
as appropriate
The skills to put motivational theories 
into practice to improve team 
performance
A structured framework for feedback 
and delegation
The skills to recognise the strengths  
of your team and use these to the 
team’s advantage
A happier, stronger and more  
effective team
A blended learning experience  
to improve retention and assist  
the transfer of learning outcomes 
back in the workplace

•

•

•

•

•

•

•

•

Stage 1 – the course
The management role

What is required of you as a 
manager
Key skills of successful managers
Understanding, assessing and 
adapting management styles
Action-centred leadership

Team dynamics
Characteristics of an effective team
Understanding team roles and 
identifying them within your team
Team-building
Promoting co-operative behaviour

Managing team performance
Developing the team’s strengths
Setting targets and objectives
The importance of equal 
stake-holding
Dealing with conflict and difficult 
situations
Effective communication within  
the team

•

•
•

•

•
•

•
•

•
•
•

•

•

Managing and developing 
individuals

Evaluating individual’s strengths  
and areas for development
Effective feedback
Delegation as a development tool
Motivation
Coaching skills

Stage 2 – MP3 learning bites
1 �Inspiring your team

2 �Getting the best

3 �Appraising your staff

Stage 3 – e-learning
After you have attended the course, 
a modular e-learning programme 
will be delivered to your inbox. These 
interactive, bite-sized follow-ups 
(completed at a time to suit you) will 
cement your learning from the course 
and allow you to apply your new 
management skills in practice.

•

•
•
•
•

TM

THREE-STAGE 
BLENDED LEARNING 
PROGRAMME

  Communicating     Developing capability     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus
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	� Includes ‘Learning on the go’ modules

	�� Early bird discount – book any short course seven weeks  
in advance and get 30% off! See p120 for details

TM

Core Management

ESSENTIALS OF MANAGEMENT
Swamped by work, juggling tasks and under conflicting pressures? 

This residential course will provide the solutions

Duration & cost	 3 Days, £1,770 + VAT (inc accom)

Residential	 �Jan: 18-20 Feb: 22-24 Mar: 29-31 May: 10-12 Jun: 14-16

Code 	 EOMR

Now includes 
• 5-step structure of delegation  
• Coaching skills 
• Selected reading list for all delegates

Who is it for?
This residential course is perfect for 
people managers from all disciplines 
and backgrounds, particularly those 
who have some practical management 
experience that they are looking to build 
on in order to progress in their career. 

What is it about?
Set within the tranquil, stunning 
surrounds of the Cotswolds, this course 
will take you away from the distractions 
of the work environment and provide 
you with the tools you need to maximise 
your effectiveness as a manager. The 
course combines technical insight 
and practical challenges, balancing 
discussion and learning in the 
classroom environment with additional 
opportunities to make the most of  
the setting. You’ll also take on a variety 
of interesting and challenging  
outdoor activities that will challenge 
your management abilities in exciting 
and innovative ways. You’ll leave  
feeling empowered, refreshed, and 
ready to lead.

What will I get out of it?
Practical skills and techniques to help 
you lead and motivate your team,  
and the confidence to manage people 
and situations; no matter how difficult
Expert advice from the trainer  
and forum-based discussions with 
other managers
Specially-designed outdoor 
management challenges - the 
opportunity to test your logical, 
organisational and motivational skills 
in a completely unique way
Time to reflect on your own 
challenges, away from the day-to-day 
pressures of work
A beautiful setting and the 
opportunity to take some time  
to develop yourself, facilitated by  
a specialist trainer
The ability to be more assertive, 
provide better feedback, and get your 
message across to your team with 
total clarity
The skills to ensure that your work 
gets done; from delegation to time 
management

•

•

•

•

•

•

•

Stage 1 – the course
Management Exercises
Specially designed outdoor challenges 
that will reinforce your learning.

Fundamentals of management

The purpose and responsibilities 
of management  in achieving 
standards and targets
The relationship between the task, 
the team and the individual 
Situational leadership: adapting 
your approach 

Team Development
Tuckman’s team  
development model and the  
link to leadership styles
Understand team roles and 
dynamics and approaches  
to managing conflict
Methods for encouraging 
continuous team improvement

•

•

•

•

•

•

Personal Development
Communicating with impact and 
clarity, to get the right results 
Facilitation techniques – develop a ‘pull’ 
style to gain buy-in and commitment
Self-management and personal 
effectiveness

Performance management
Motivating the individual to achieve 
optimum performance
Delegating for success – a winning 
structure that minimises risk 
Dealing with challenging people

Stage 2 – MP3 learning bites
1 �Delivering results
2 �Managing difficult people
3 �Dealing with time bandits

Stage 3 – e-learning
After you have attended the course, a 
modular e-learning programme will be 
delivered to your inbox. These interactive, 
bite-sized follow-ups (completed at a 
time to suit you) will cement the learning 
from the course and allow you to apply 
your learning in practice. 

•

•

•

•

•

•

THREE-STAGE 
BLENDED LEARNING 
PROGRAMME

RESIDENTIAL  
COURSE  

  Communicating     Developing capability     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus
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Core Management

THE FIVE-DAY  
MANAGEMENT PROGRAMME
Acquire the complete management toolkit

Who is it for?
Managers from any discipline who 
wish to learn, revise or develop their 
management techniques.

What is it about?
This is our most comprehensive 
management development course, 
consolidating key skills such as 
team development, performance 
management, coaching and 
self management into a clearly 
structured programme. Banish ‘beige’ 
management and really inspire your 
people to achieve. 

What will I get out of it?
Techniques to build a team for 
excellent workplace performance 
Skills to achieve positive results from 
difficult situations 
The ability to communicate with 
greater assurance to get points 
across and achieve objectives 
Improved personal impact
Interaction with experienced actors 
who will role-play skills and theory 
in practice

•

•

•

•
•

Duration & cost	 5 Days, £1,999 + VAT

London	� Jan: 25-29 Mar: 22-26 May: 17-21

Code 	 MAN5

Course overview 
The purpose and expectations 
of management – why is it so 
important? 
What is a manager’s role in relation 
to the task, team and individual 
Three key management styles 
Team dynamics and leadership
The essentials of self-management 
How to manage performance of the 
team and the individual 

�Role clarity, objective setting  
and review
�The importance of feeding back 
correctly – the difference between 
motivational and developmental 
feedback 

Communication 
How to deal with conduct and 
capability issues 
Handling difficult situations 
assertively for positive outcomes 
The principles of workplace 
motivation and the key elements  
of motivation 
Interviewing skills for managers 
How to conduct an appraisal and 
why they are important 
How to coach your staff and provide 
support to help them achieve their 
own personal objectives
Delegating with confidence
Running a team meeting and 
making it effective 
Managing upwards
Observe actors applying learning 
points in practice

•

•

•
•
•
•

–

–

•
•

•

•

•
•

•

•
•

•
•

DEVELOPING TEAM  
PERFORMANCE
Lead, manage and encourage your  
team to achieve

Who is it for?
This course is for managers and team 
leaders of big teams needing a suite  
of performance management skills  
and a structured approach to dealing 
with all levels of performance.

What is it about?
Sometimes team leadership can feel 
like herding cats. This course is designed 
to give team leaders and managers a 
combination of practical management 
techniques and approaches to  
lead, encourage, cajole and demand 
performance from their teams.

What will I get out of it?
A good grasp of the internal and  
external dynamics of a team 
Analysis techniques to measure  
team progress 
The discernment to use management, 
motivation or leadership techniques 
appropriately
Confidence to motivate and inspire 
your team towards organisational goals

Course overview 
Effective team working

The four stages of successful team 
building; measurement tools,  
the priorities and motivations of  
individuals, what makes teams fail 
and how to avoid this

•

•

•

•

•
–

Manager or leader? 
The roles and responsibilities of a 
manager and a leader and how  
to apply them in your role, 
practical exercises to introduce the 
five key leadership attributes

Communicate for success
�Enrich and refine team briefings 
and communication skills; being 
assertive in difficult situations; 
overcoming barriers; the  
‘magnificent seven’ facilitation 
techniques; delivering feedback

Manage team and individual 
performance

�When to delegate; empowering 
individuals; assess the three  
different management styles  
and hone your own style; develop 
your training and coaching skills; 
situational leadership

Follow-up courses 
Coaching foundation p40. 
Communication skills for managers p44.

•
–

•
–

•

–

Duration & cost	 2 Days, £841 + VAT

London	� Feb: 4-5 Mar: 24-25 May: 11-12 Jun: 30-1

Code 	 DT

	� Forms part of the Certificate in management, accredited  
by the Chartered Management Institute (p48)

  Communicating     Developing capability     Inspiring   

Find out more at www.reedlearning.co.uk/skillsfocus

  Reasoning     Communicating     Developing capability     Inspiring    

  Delivering  Find out more at www.reedlearning.co.uk/skillsfocus
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EFFECTIVE INTERVIEWING SKILLS
Reduce staff churn and underperformance by  

improving your recruitment success rate

Who is it for?
This is an essential course for 
anyone involved in the recruitment 
and selection process in any way 
– particularly managers who are 
recruiting staff into their own teams.

What is it about?
Do you regularly find yourself panic 
recruiting; taking the best of a 
mediocre bunch just to fulfil a need? 
Is your staff turnover higher than your 
competitors’? Are your operations at 
risk because you can’t find the right 
staff or keep recruiting the wrong 
ones? Failings in the recruitment 
and selection process can do more 
damage to your organisation than 
almost any other factor. If there is 
one thing that the Reed group of 
companies knows about, it is matching 
the right person to the right role in the 
right way!

What will I get out of it?
Competence in design and 
implementation of an attraction  
and selection process
Up-to-date guidelines to ensure your 
interview process is legally compliant
The skills to refine your job profiles to 
enable more targeted searches
An understanding of a competency 
model to avoid poor selection
Techniques to communicate 
effectively in interviews, getting  
the information you need to  
make the best decisions

•

•

•

•

•

Course overview
Preparation

Clearly define required 
competencies
Use and create person 
specifications
Make shortlists work for you

The selection interview
Work with a clear structure  
to manage timings
Build a relaxed atmosphere to 
improve communication flow
Use different selection techniques 
for different roles

Effective communication skills
Questioning techniques
Active listening
Non-verbal communication

Getting it right
Learn from other’s mistakes
Current legislation
Avoid the ‘halo’ and ‘horns’ effect
Balance your emotional reaction

Follow-up courses 
��Conducting effective appraisals p44. 
Essentials of employment law p76. 
Recruitment & selection p44.

•
–

–

–
•

–

–

–

•
–
–
–

•
–
–
–
–

	� Forms part of the Certificate in management and leadership, 
accredited by the Chartered Management Institute (p49)

Duration & cost	 2 Days, £958 + VAT

London	 �Sep: 21-22 Oct: 19-20 Nov: 16-17 Dec: 15-16 Jan: 12-13 
Feb: 11-12 Mar: 15-16 Apr: 15-16 May: 13-14 Jun: 14-15

Code 	 EIS

ALL COURSES CAN BE DELIVERED IN-COMPANY CALL 0800 132 448 FOR DETAILS

  Communicating     Developing capability    

Find out more at www.reedlearning.co.uk/skillsfocus

“�Very impressed by 
content and quality 
of course. The trainer 
was fantastic.”  
Lisa Brierley,  
Deloitte and Touche

Who is it for?
This course is popular with those who 
chair or lead meetings but is of benefit 
to anyone who would like to manage 
meetings better. 

What is it about?
Effective planning, objective  
setting and communication skills  
can transform the way your  
meetings run, increase productivity 
and enhance morale. This course  
gives a full understanding of the 
meeting process and how to control 
and energise discussion. 

What will I get out of it?
A structured approach to enable  
real results to be achieved from 
every meeting 
Practical techniques for managing 
dominant and reluctant attendees
An understanding of how to 
energise meetings 
Guidelines on how to ensure 
attendees know precisely the actions 
that must follow the meeting

Course overview 
Objectives 

Purposes of the meetings 
Timings 
Selecting key people

Planning 
Setting clear agendas 
Inviting agenda points prior to  
the meeting 
Preparing documentation

•

•

•

•

•
–
–
–

•
–
–

–

Management Skills

ART OF CONDUCTING MEETINGS
Practical techniques for running  

productive meetings 

Self-management 
Successful chair qualities 
Encouraging discussion 
Controlling timings 
Visual aids 
Note-taking

Effective communication skills 
�Choosing the correct pitch 
Questioning and listening 
techniques 
Summarising and implementing 
action plans

Follow-up courses 
��Making an impact at meetings p30. 
The client meeting: face-to-face 
selling p89. Facilitation skills p20.

•
–
–
–
–
–

•
–
–

–

Duration & cost	 1 Day, £459 + VAT

London	� Oct: 12 Nov: 11 Dec: 14 Jan: 22  
Mar: 1 Apr: 6 May: 12 Jun: 18

Code 	 AOM

  Decision-making     Communicating    
Find out more at www.reedlearning.co.uk/skillsfocus

	�� Early bird discount – book any short course seven weeks  
in advance and get 30% off! See p120 for details
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Management Skills

MANAGING DIFFICULT PEOPLE
Turn difficult unproductive staff into motivated, 
productive team members

Understand what can trigger  
difficult behaviour 
Identify different types of  
personalities and plan strategies  
for dealing with individuals 
Be aware of communication barriers 
and learn how to handle emotion 
Achieve effective results through  
continual performance 
management 
Understand the legal issues  
surrounding performance  
management for difficult people 
Be aware of ulterior motives for 
conflict 
Know when to involve HR 
Uncover inspirational approaches 
to managing difficult people and 
situations

Follow-up courses 
�Effective delegation p38. Essentials  
of employment law p76.

•

•

•

•

•

•

•
•

Who is it for?
Managers who consider one or more 
members of their team to be difficult 
and HR professionals who are looking 
to learn best practice in this area.

What is it about?
Dealing with difficult people is a  
challenge that can consume your  
time, energy and resources. To avoid 
this, you need a strategy that helps  
you deal with the problem behaviour, 
and helps them become cooperative 
and productive members of the team. 
This interactive course uses case 
studies, role-plays and group feedback 
to help you find the best approach to 
facilitate workplace harmony.

What will I get out of it?
A better understanding of the root 
causes of difficult behaviour
The confidence to stop one member 
of the team demoralising the others 
The skills to adapt your management 
style to suit different personalities.

Course overview 
Learn management strategies  
to get the best from those who:

Say they will do things but  
don’t deliver 
�Disrupt the team’s performance 
�Are ambitious but easily frustrated 
�Are often aggressive 
�Are overly cynical and destroy 
team morale 
�Desire promotion but aren’t ready 
Refuse to accept feedback and 
do not respond to standard 
performance management processes

•

•

•

•

–

–
–
–
–

–
–

Duration & cost	 2 Days, £967 + VAT	

London	� Jan: 25-26 Mar: 2-3 Apr: 7-8 May: 19-20 Jun: 24-25

Code 	 MDP

	� Download bite size MP3 training when you book  
this course. See www.reedlearning.co.uk/onthego  
for details

TM

We appreciate the need 
to protect delegate 
confidentiality, 
particularly when  
courses deal with 
sensitive issues such 
as this. We guarantee 
complete discretion.

  Communicating     Developing capability    

Find out more at www.reedlearning.co.uk/skillsfocus

EFFECTIVE DELEGATION
Increase motivation and achieve success  
through others

Who is it for?
Managers, supervisors or team leaders 
who need a better understanding of 
how and when to delegate.

What is it about?
This practical course provides an 
insight into one of the core skills all 
managers must possess – delegation. 
As well as exploring what to delegate 
and when, it will also provide 
immediately useful coaching and 
development techniques that are 
fundamental to delegating effectively.

What will I get out of it?
Recognition of what should and 
shouldn’t be delegated 
The ability to empower and develop 
individuals 
Competence in techniques to 
overcome resistance and delegate 
in practice

Course overview 
Managing empowerment 

The 3 greatest sins 
Why we avoid delegating 
The benefits of delegating 
Focusing on objectives rather  
than tasks 
Using delegation as a  
motivational tool

•

•

•

•
–
–
–
–

–

Duration & cost	 1 Day, £499 + VAT

London	� Jan: 5 Feb: 3 Mar: 3 Apr: 1 May: 7 Jun: 4

Code 	 ED

Endorsed for CPD purposes by  
CIMA Mastercourses

How to delegate 
Introducing a detailed structure on 
how to delegate effectively 
�Ensuring a successful outcome for 
all involved
�How to maximise the skills of your 
team members 
�What should and should not be 
delegated

Coaching individuals 
Analysing the different 
management styles 
Improving your listening and 
coaching skills 
�How to deal with different ability 
and confidence levels 
�How to give developmental 
feedback and appraise your staff

Putting it all into practice 
Case studies 
Role plays

Follow-up courses 
Motivational techniques p45. 
Developing team performance p36.  
Coaching foundation p40.

•
–

–

–

–

•
–

–

–

–

•
–
–

  Reasoning     Communicating     Developing capability     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus
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Who is it for?
Anyone who might have to work as  
a mediator in a workplace dispute and 
need a practical guide – particularly 
managers from a non-HR background.

What is it about?
Changes to the ACAS code of practice 
mean that many managers will 
now be expected to act as informal 
mediators – something that can be a 
daunting prospect! This course aims 
to give managers the skills and tools 
to effectively mediate and resolve 
grievances in the workplace before 
they escalate, saving time and money 
to ensure your team remains as 
productive as possible. 

This is a highly practical, interactive 
workshop, which will use role-playing 
and case-studies to focus on applying 
skills rather than becoming bogged 
down in legislation.

What will I get out of it?
An understanding of the key changes 
to the Dispute Resolution legislation 
and how this affects you, as a 
manager

Practical mediation techniques and 
models, giving you the confidence to 
deal with any mediation situation, 
no matter how difficult
An ability to use active listening 
and questioning skills to make sure 
everyone is able to get their point 
across, and that you can get to the 
heart of the matter
A range of examples and 
case studies to reinforce your 
understanding and application

•

•

•

MEDIATION AT WORK
Practical tips and techniques to allow you to 

mediate disputes with confidence

Course overview
ACAS code of practice and the  
key changes
The definition of workplace 
mediation
Identifying when to use mediation 
and when to proceed to the formal 
grievance procedure
The benefits of using mediation  
as a tool to resolve disputes
The skills required to mediate
The 3 principles of the mediation 
process
The 6 step mediation model
Active listening
Questioning skills
Remaining neutral and impartial
Practical case studies & application 
role-plays

Follow-up courses
Managing difficult people p38. 
Liberating leadership p43.  
Advanced negotiating skills for  
senior managers p43.

•

•

•

•

•
•

•
•
•
•
•

ALL COURSES CAN BE DELIVERED IN-COMPANY CALL 0800 132 448 FOR DETAILS

Duration & cost	 1 Day, £499 + VAT

London	� Feb: 25 May: 26

Code 	 MAW

  Communicating     Reasoning 
Find out more at www.reedlearning.co.uk/skillsfocus

Management Skills

HR FOR NON-HR MANAGERS
The core toolkit of HR skills every manager  

should possess

Who is it for?
Those who need to know and 
understand the fundamentals of 
human resource management for  
use in their day-to-day roles.

What is it about?
Any manager with responsibility for 
recruiting and managing staff requires 
an understanding of the basics of 
HR best practice. You will learn to get 
the best out of your team and avoid 
employment legislation pitfalls. This 
course provides practical knowledge 
and tools to enable managers to 
tackle basic HR issues themselves.

What will I get out of it?
A foundation in key personnel and 
HR concepts and how to relate them 
to best fit in your own organisation 
Better working relationships  
with others in your organisation 
through a greater appreciation  
of the overall picture 
Dynamic skills in team development  
through successful selection  
interviewing and effective appraisal 
techniques 
Capability to evaluate the 
effectiveness of your HR practice 
and see where improvements  
can be made

•

•

•

•

Course overview
Realise the implications of 
employment legislation on your 
organisation 
Learn codes of practice in 
recruitment, employment contracts, 
discipline, grievance and redundancy 
Interview applicants and appraise 
your staff effectively 
Evaluate the consistency of your  
HR practice 
Increase your knowledge of the 
format of job descriptions and 
person specifications
Know your role in discipline and 
grievance cases 
Manage absence effectively, 
including paternity and  
maternity leave 
Practice coaching and mentoring  
as a line manager 
Involve your teams in planning  
for and making changes 
Engage retention methods that 
ensure results 
Practical trouble shooting exercises 
in real life situations

Follow-up courses 
��Essentials of employment law p76. 
Coaching for performance p52.

•

•

•

•

•

•

•

•

•

•

•

Duration & cost	 2 Days, £895 + VAT

London	� Feb: 9-10 Apr: 14-15 Jun: 16-17

Code 	 HRM

	� Forms part of the Certificate of higher education  
in management (www.reedlearning.co.uk/RHUL)

  Reasoning     Decision-making     Developing capability    

Find out more at www.reedlearning.co.uk/skillsfocus

	�� Early bird discount – book any short course seven weeks  
in advance and get 30% off! See p120 for details
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BOOK ONLINE NOW AT WWW.REEDLEARNING.CO.UK

“�Excellent introduction, 
will prove very 
rewarding for my role 
at work.”  
C. Gipson, Waterloo Air 
Management Plc

Management Know-how

INTRODUCTION TO CONTRACT LAW
Avoid costly, time-consuming disputes with a 
methodical approach to commercial contracts

Who is it for?
All managers and anyone involved in 
buying or selling goods and services or 
negotiating contracts.

What is it about?
Manage risk by putting into place 
simple, effective systems that avoid 
confusion by clearly stating your 
intentions from the outset. Determine 
the point at which contracts are 
formed and avoid costly, time-
consuming litigation. Ensure that your 
contracts reflect the nature and spirit 
of your commercial agreements.

What will I get out of it?
Understanding of when and how a 
legally binding agreement is created
Awareness of your rights and 
obligations under contracts
Approaches to ensure that 
agreements you make are enforced
The confidence to respond effectively 
when contracts are breached

Course overview 
What is a contract? 
Does it have to be in writing? 
When and how is a contract formed 
and on whose terms? 
What are the terms of the contract? 
How to avoid entering legally 
binding commitments unless ready 
to do so 
How to ensure the other side is bound 
What steps can be taken to ensure 
that your terms and conditions apply 
to the contract? 
What are the remedies for breach  
of contract? 

•

•

•

•

•
•
•

•
•

•
•

•

Duration & cost	 1 Day, £474 + VAT

London	 Feb: 3 Mar: 26 May: 20

Code 	 ICL

How much money can be claimed 
for breach of contract? 
Methods of reducing or limiting 
liability under a contract 
The effect of the Sale of Goods  
Act and other legislation on the 
contract terms 
The main provisions to be found in 
standard terms and conditions and 
worrying clauses to look out for

Follow-up courses
Strategic commercial awareness 
p41. Key account management p86. 
Advanced negotiating skills for senior  
managers p43.

•

•

•

•

  Reasoning     Decision-making    

Find out more at www.reedlearning.co.uk/skillsfocus

COACHING FOUNDATION
Support for beginners – a complete working 
knowledge of best practice

Who is it for?
Supervisors or managers who are 
responsible for the performance of 
others, and those who wish to take  
the first step to becoming an 
accomplished coach.

What is it about?
This course is about acquiring the 
tools you need to develop individual 
performance within your organisation. 
It will provide you with some 
foundation coaching techniques to 
enable you to inspire, motivate and 
develop your people.

What will I get out of it?
The knowledge to set developmental 
goals for your people
The ability to handle one-to-one 
discussions more effectively
The ability to find constructive ways 
to address development needs
An understanding of how to  
motivate individuals and groups
The confidence to provide  
effective feedback
Practice in delivering a coaching 
session with the help of our  
specialist actors

•

•

•

•

•

•

Course overview
Role of the manager as coach 
Verbal/non-verbal communication
Building rapport 
Setting individual goals and  
creating action plans
The coaching model
Different motivational techniques
Appropriate questioning within  
the GROW coaching structure 
Giving difficult and negative 
feedback effectively
Facilitated coaching practice session

Follow up courses
Developing team performance  
p36. Emotional intelligence at  
work p27.

•
•
•
•

•
•
•

•

•

Duration & cost	 2 Days, £859 + VAT	

London	� Jan: 25-26 Mar: 22-23 May: 26-27

Code 	 COA1

  Communicating     Developing capability    Inspiring 

Find out more at www.reedlearning.co.uk/skillsfocus

Accredited by the European Coaching Institute

NOW ACCREDITED  

BY THE ECI
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TO BOOK CALL 0800 132 448 OR 020 7520 5106

NETWORKING MASTERCLASS
Open up new sources of information and influence

Course overview 
The role and value of business 
networking
The Five Levels of Conversation – 
when and how to glide between 
them
Guidance in maximising ‘event 
networking’ opportunities including 
preparatory research, breaking into 
groups and moving on
Practical demo of how to create  
an engaging online presence
Practise with feedback in Personal 
Pitching to enhance impact 
How to best leverage current 
networking opportunities and find 
appropriate new ones
Practise in the Commercial Cross-
Over script for exploring new 
opportunities in a way that doesn’t 
sound like an off-putting ‘sell’
Exercise to enhance distinctiveness 
Drafting a networking action plan
Composition of a personal self-
marketing ‘strap-line’

•

•

•

•

•

•

•

•
•
•

Who is it for?
Networking has become a crucial 
skill for any career that involves 
effective relationship building and 
collaboration. And networking is also 
now a recognised key leadership 
competency. This course will be 
valuable for managers, leaders 
and those involved in business 
development in sales or marketing. 

What is it about?
This exclusive masterclass offers 
an understanding of the principles 
behind networking and how you can 
develop effective skills in practice. 
The programme includes practical 
strategies and interactive exercises 
that will give participants the 
competitive edge that successful 
networking offers. 

What will I get out of it?
A boost of increased confidence, 
self-belief and motivation
Insights as to why other people  
will find it useful to have you as  
a contact
Improved communication skills  
to maximise rapport 
Increased e-networking know-how
A step-by-step networking model for 
‘safely’ moving on from small-talk  
to exploring business opportunities
A copy of the acclaimed book: 
‘Confident Networking for Career 
Success & Satisfaction’, by Stuart 
Lindenfield, the course leader

•

•

•

•
•

•

Duration & cost	 1 Day, £525 + VAT	

London	� Feb: 22 May: 27

Code 	 NBS

Endorsed for CPD purposes by  
CIMA Mastercourses

   Communicating     Developing capability    

Find out more at www.reedlearning.co.uk/skillsfocus

Management Know-how

STRATEGIC COMMERCIAL 
AWARENESS

Financial understanding and business analysis  
skills that will let you chart the way forward

Who is it for?
A course for managers who want to 
develop their commercial awareness, 
financial knowledge and strategic 
thinking in order to influence the 
direction of their business as well as 
deliver to their full potential.

What is it about?
Day one provides the skills and insights 
to make sense of the company’s 
financial position and performance. 
Day two then considers the strategic 
thinking tools required to plot the 
forward course needed to maximise  
the potential of the business. 

What will I get out of it? 
An understanding of the balance 
sheet, profit & loss account cash flow 
and statutory and management 
accounts
Employment of key financial ratios  
to analyse your business
A practical definition of strategy 
Analysis tools to examine the current 
environment and capabilities
Steps to devise a mission and vision 
statement
Recognition of the skills and resources 
needed to achieve the vision
Generation of appropriate strategic 
and tactical commercial objectives

Course overview
Day 1 – Financial analysis “looking at 
the wake”

Finance – back to basics
Overview of company structure
Balance sheet, profit & loss, cash flow

•

•

•
•

•

•

•

•
•
•

Users of statutory & management 
accounts
Basic accounting principles
Ratio analysis – profitability/
liquidity/ efficiency/gearing.  
Relating ratios to reality

Day 2 – Thinking strategically “the 
view from the bridge”

Strategy – the basics
�Definitions and types of strategy

The five step strategic planning 
model 

Where are we now? – SWOT  
& PESTLE analysis
Where do we want to get to? – 
defining success & the role of the 
mission & vision
What have we got to be good at 
to get there
Creating an identity & values
Translating into SMART objectives 
– strategy & leadership

Translation into commercial plans
Forecasting & budgeting – the 
financial implications
Project accounting – discounted 
cash flows
Risk analysis

Review
Strategic business planning
Improving margins through 
delivering value
Cost control and efficiency 
programmes
Short term action planning
Long term vision setting

•

•
•

•
–

•

–

–

–

–
–

•
–

–

–
•

–
–

–

–
–

Duration & cost	 2 Days, £851 + VAT

London	 �Feb: 3-4 May: 5-6

Code 	 SCA

  Reasoning     Decision-making     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus

	�� Early bird discount – book any short course seven weeks  
in advance and get 30% off! See p120 for details
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ALL COURSES CAN BE DELIVERED IN-COMPANY CALL 0800 132 448 FOR DETAILS

Who is it for?
Managers who work remotely from 
people they lead.

What is it about?
Physical distance between managers 
and their teams raises barriers 
to communication and presents 
leadership challenges that if not 
managed properly result in poor team 
spirit and performance problems.

Don’t let the challenging aspects of 
managing from a distance adversely 
affect your team’s morale and 
productivity without learning how to 
address them. This course will show 
you positive ways to address issues  
of remoteness and equip you with 
practical tools to increase morale and 
lead your people and teams to success.

What will I get out of it?
Tips, tools and approaches for 
managing your team effectively 
from a distance
Methods for overcoming the 
distance barriers to effective 
communication
Ways to develop team members 
more effectively even remotely
Know how to empower your team, 
to improve initiative, support and 
control
Ideas for creating and maintaining 
team spirit in remote environments
Practical methods for changing  
and improving results

•

•

•

•

•

•

Management Know-how

REMOTE MANAGEMENT SKILLS
Overcome the unique challenges created  
by managing remotely

Course overview 
Understanding the purpose of 
management in the context of 
leading remotely
Problems caused by remoteness  
for managers and their teams
The increased importance of 
fundamental management skills  
and methods
Roles remote managers need to play
Creating the right environment and 
situation for people to succeed
How delegation needs to change 
to be successful in remote working 
scenarios
Coaching remotely to develop 
confidence & competence and  
to retain sufficient control
Key reasons for failure in remote 
working
Developing and maintaining remote 
team spirit
Overcoming the barriers to effective 
communication in remote teams
What empowerment means you 
need to actually do to help your 
teams achieve success
The need for change and practical 
methods to achieve it in remote-
working scenarios
Getting commitment, action and 
results from the team

Follow-up courses 
Effective delegation p38.  
Liberating leadership p43 
Coaching foundation p40.

•

•

•

•
•

•

•

•

•

•

•

•

•

Duration & cost	 2 Days, £925 + VAT

London	 �Feb: 1-2 Apr: 8-9 Jun: 8-9

Code 	 IRAM

	� Free refresher courses – repeat any course free of charge.  
See p4 for details

  Reasoning     Communicating     Developing capability     Inspiring    
Find out more at www.reedlearning.co.uk/skillsfocus

MANAGEMENT EXCELLENCE
Successfully move forward as a manager  
with enhanced leadership ability, commercial 
acumen and passion

Who is it for?
Experienced managers who are 
looking to develop the leadership 
skills to excel in their current roles 
and progress towards greater 
responsibility.

What is it about?
This course provides techniques 
to move beyond the day-to-day 
management of your team to become 
a leader who can motivate and 
inspire; as well as practical ways to 
enhance operational and strategic 
performance. 

What will I get out of it?
Greater confidence and expertise in 
managing both individuals and large 
or complex teams
Ways to motivate a team through 
change and new challenges
Effectively utilising each member of 
a team according to their strengths 
and development needs
A more powerful and inspiring 
leadership style
Take on greater responsibility and 
stand out in today’s fast-changing 
business environment
A fresh perspective on your 
organisation at the strategic level

Course overview 
Understand the role of senior 
management in business success
Situational leadership styles – 
instructing, supporting, coaching, 
delegating – and how to apply  
these models

•

•

•

•

•

•

•

•

Define the additional challenges 
of senior management over 
operational management
Understand and effectively utilise 
strategic planning techniques
How to manage uncertainty, 
complexity and change programmes
Develop and motivate your team 
through a deeper understanding of 
various team types
Cultivate and manage multiple, 
large and complex teams
Communicate business objectives 
effectively on both operational and 
strategic levels
Manage in multiple directions – 
up to senior management, down 
to team members, and managing 
managers

Follow-up courses 
Liberating leadership p43. Strategic 
commercial awareness p41.

•

•

•

•

•

•

•

Duration & cost	 2 Days, £976 + VAT

Birmingham	 Mar: 4-5 Jun: 9-10

London	� Jan: 25-26 Mar: 4-5 Apr: 14-15 May: 27-28

Code 	 MBA

	� Forms part of the Certificate in management and leadership, 
accredited by the Chartered Management Institute (p53)

  Communicating     Inspiring    
Find out more at www.reedlearning.co.uk/skillsfocus
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ALL COURSES CAN BE DELIVERED IN-COMPANY CALL 0800 132 448 FOR DETAILS

Senior Management & Leadership

ADVANCED NEGOTIATING SKILLS  
FOR SENIOR MANAGERS

Put yourself and your organisation  
in the strongest position

Who is it for?
This course is ideal for managers who 
need to negotiate at a senior level.  
It is also very popular with those 
involved in service level agreements  
or contract negotiations.

What is it about?
This course teaches you how to keep a 
cool head in the planning, delivery and 
closing of a negotiation. You will learn 
how to assess and manage risks should 
agreement fail, read the non-verbal 
signals being given out, manage the 
emotional and behavioural elements, 
make your bid assertively and secure 
the desired outcome.

What will I get out of it?
A toolkit offering a range of options 
for bargaining and closing the deal
Skills to assess risk and implement 
contingency in event of 
non-agreement
Techniques to establish a positive 
negotiating environment
An understanding of the non-verbal 
elements of negotiation
The ability to manage  
the emotional and behavioural  
dimension of negotiation

•

•

•

•

•

Course overview 
Research techniques for assessing 
position and options 
Objective setting
Identifying the best alternative to  
a negotiated agreement (BATNA) 
�Bid preparation and understanding 
the counterpart’s likely position 
Controlling and understanding  
non-verbal communication 
Cultural differences and their impact 
on the negotiating process 
Contracts and service level 
agreements 
Identifying trading currencies and 
how to use them 
Bid, bargain and close the deal 
Develop contracts

Follow-up courses 
��Creative thinking and problem solving 
p29. Key account management p86.

•

•
•

•

•

•

•

•

•
•

Duration & cost	 2 Days, £925 + VAT

London	 Jan: 13-14 Mar: 2-3 Apr: 28-29 Jun: 30-1

Code 	 ANS

	�� Early bird discount – book any short course seven weeks  
in advance and get 30% off! See p120 for details

Who is it for?
Ambitious managers who want to 
become leaders, managers who are tired 
of only having time to spin the plates 
or to put out fires, those who realise 
that achievement comes through other 
people not in spite of them.

What is it about?
This intensive residential course is 
about harnessing the forces in today’s 
economy to your personal advantage, 
aligning your purpose, vision and values 
to drive forward organisational progress 
with you at the helm. It’s about being 
a leader and an inspiration rather 
than just a manager. It teaches you 
how to identify your goal, clearly and 
consistently; to communicate it to your 
people and then enable and inspire 
them to achieve it for you.

What will I get out of it?
Ability to grasp the forces reshaping 
attitudes to work and leadership in 
the 21st century
Confidence to use distinct leadership 
styles to meet different situations 
Ability to develop your soft skills 
towards the achievement of hard 
targets

Course overview 
The difference between management 
and leadership 

Leadership theory and leadership 
myths
The essential qualities of a natural 
leader
Know why leaders fail and use that 
knowledge to ensure your success

•

•

•

•

–

–

–

Duration & cost	 2 Days, £1,025 + VAT (inc accom)

Residential	� Jan: 21-22 Mar: 8-9 Apr: 29-30 Jun: 21-22

Code 	 LL

	� Residential course

	� Endorsed for CPD purposes by  
CIMA Mastercourses

LIBERATING LEADERSHIP
Help, coach, counsel, teach, empower and 

ultimately inspire your people

“�Great course that 
really exceeded my 
expectations and will 
allow me to approach 
leading my team 
from a totally new 
perspective.” Dan 
Austin, Director, Pita

Develop your leadership potential 
Adapt appropriate leadership styles 
to the requirements of the situation
Identify obstacles to leadership 
development and learn to  
combat them
Nurture a set of values within your 
team and decide your ultimate 
leadership goal

Be a dynamic leader 
Empower your people – seven 
reasons why people will follow you
Discern what motivates people at 
the deepest level and communicate 
the essentials
Determine your purpose and vision 
and stick to them
The content of this course will 
rest on practical exercises to firstly 
assess your inherent leadership 
characteristics and secondly 
develop these characteristics to 
fulfil your true potential

Follow-up courses 
Emotional intelligence at work p27. 
Persuading & influencing people p23. 
Coaching for performance p52.

•
–

–

–

•
–

–

–

–

  Reasoning     Decision-making     Communicating     Inspiring    
Find out more at www.reedlearning.co.uk/skillsfocus

  Reasoning     Communicating     Delivering   

Find out more at www.reedlearning.co.uk/skillsfocus
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BOOK ONLINE NOW AT WWW.REEDLEARNING.CO.UK

RECRUITMENT  
& SELECTION

Who is it for?
Managers responsible for taking on 
new staff and anyone involved in the 
recruitment process.

What is it about?
Attracting and retaining the best 
people is fundamental to business 
success. This course will provide you 
with the skills and confidence to bring 
the right people into the right jobs 
and manage the entire recruitment 
process from start to finish.

What will I get out of it?
The ability to link your recruitment 
plans to the wider organisational 
strategy
Up to date knowledge of 
psychometric testing, assessment 
centres and effective interviewing
Skills to improve recruitment 
strategy through an understanding 
of theory

Venue 	 London

Dates	 Feb: 22-23,	May: 24-25

Duration 	 2 Days 

Cost	 £716 + VAT

Code	 REC

•

•

•

COMMUNICATION 
SKILLS FOR MANAGERS

Who is it for?
First line and middle managers 
who want to improve how they 
get their message across to their 
team members and other internal 
stakeholders.

What is it about?
This is a course that has been 
developed specifically with the needs 
of today’s manager in mind. It looks 
at how to communicate effectively 
from a position of authority – to 
motivate your team and achieve 
performance improvements 
through them while retaining their 
respect. It also looks at how you can 
communicate under pressure, and 
how you can talk to difficult people in 
your team. 

What will I get out of it?
An understanding of the necessities 
of good managerial communication 
techniques
A greater awareness of your own 
preferred style of communication
A range of responses to 
communicate successfully with 
difficult people and in times of 
conflict
Enhanced personal and team 
productivity through better working 
relationships

Venue 	 London

Dates	 Oct: 26-27, Dec: 3-4, Feb: 1-2 
	 Apr: 12-13, Jun: 14-15 

Duration 	 2 Days

Cost	 £860 + VAT

Code	 CSM

•

•

•

•

“�Every manager should go on this course!  
It exceeded my expectations in every way.  
The trainer was warm, knowledgeable  
and made the day extremely enjoyable.”  
Phillip Smith, McGraw-Hill Companies

Management Development

MORE COURSES
Find all of our management development  
courses online at www.reedlearning.co.uk/md

CONDUCTING EFFECTIVE 
APPRAISALS

Who is it for?
This is an essential course for anyone 
in a people management role who 
struggles to obtain positive outcomes 
and changes in behaviour from an 
appraisal process.

What is it about
Too often appraisals become an 
adversarial meeting where  
the manager has difficulty getting 
their point across and the appraisee 
becomes defensive. This course  
will give you a number of approaches, 
and techniques to ensure that  
the appraisals that you conduct  
are structured, productive and  
positive meetings.

What will I get out of it?
The skills to avoid the most common 
pitfalls of poor appraisals
Competence in turning potential 
conflict into positive behavioural 
change
Development of an appraisal 
approach that suits you, your people 
and your organisation

Venue 	 London

Dates	 Jan: 29, Mar: 31, Jun: 4

Duration 	 1 Day

Cost	 £499 + VAT

Code	 AI

•

•

•

CONFLICT RESOLUTION

Who is it for?
Managers, supervisors, team 
leaders, or anyone who struggles to 
consistently obtain positive outcomes 
from conflict situations.

What is it about?
This course is designed to give you 
a positive approach to managing, 
resolving and, where appropriate, 
preventing conflict. You will acquire 
and practise established techniques 
for managing and resolving conflict  
in a variety of situations.

What will I get out of it?
More positive ways to promote 
change and collaboration 
Ability to indentify and deal with 
casual behaviours which trigger and 
escalate conflict 
The confidence to confront people in 
a way that minimises defensiveness 
and hostility, every time 
Skills to control your own anxiety, 
anger and fear in a conflict situation 
to build trust and respect 
Knowledge of mediation techniques 
for a conflict situation

Venue 	 London

Dates	 Feb: 1, Mar: 16 
	 May: 4, Jun: 18

Duration 	 1 Day

Cost	 £484 + VAT

Code	 CR

•

•

•

•

•
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“�I was impressed with the ability of the trainer 
and relevant content of the course. Thank you 
for a great couple of days.” Gareth Adams, 
Delphi Lockheed Automotive Ltd

EMAIL MORE.INFO@REEDLEARNING.CO.UK

Microsoft Excel 
2007 for Managerial 
Analysis

Who is it for?
Managers required to use Excel in 
decision making, or those who would 
like to feel more confident of their 
management information systems. 
An understanding of formulae and 
functions is required.

What is it about?
This course equips you with the 
technical skills, understanding and 
confidence to produce meaningful 
information using Excel. You will learn 
to use graphs, links and advanced 
functions to summarise data more 
effectively and with greater accuracy.

What will I get out of it?
Skills to make effective managerial 
decisions supported by Excel
The ability to achieve targets 
through Goal Seeking
Better organisation of data through 
grouping and outlining
Competence in analysis of large 
worksheets using Pivot Tables
Confidence in producing Excel 
graphs that get the message across

Venue 	 London

Dates	 Jan: 7, Mar: 18, Jun: 4

Duration 	 1 Day

Cost	 £275 + VAT

Code	 EFMA

•

•

•

•

•

CHANGE MANAGEMENT

Who is it for?
Managers who are facing the 
challenge of leading their teams 
through a change programme and 
anyone wanting to learn best practice 
in this area.

What is it about?
This course will take you through  
best practice in change management,  
and provide effective methods  
for overcoming barriers to change. 
It will show you how to successfully 
manage not only practical 
requirements, but also how to 
influence hearts and minds during 
times of organisational change.

What will I get out of it?
The mindset to engage with the 
change process in a positive and 
empowering way  
Practical tools to make potentially 
difficult situations easier for you and 
your team  
The ability to achieve positive 
outcomes both during and 
immediately after the change 
programme 
An understanding of goal and 
objective setting, so you can put 
practical action plans in place when 
you return to your organisation

Venue 	 London

Dates	 Jan: 14-15, 	Apr: 15-16

Duration 	 2 Days

Cost	 £806 + VAT

Code	 MCS

•

•

•

•

Management Development

MORE COURSES
Find all of our management development  

courses online at www.reedlearning.co.uk/md

MOTIVATIONAL 
TECHNIQUES

Who is it for?
This workshop is designed for 
managers, team leaders  
and supervisors who wish to develop 
excellent morale and high quality 
performance from all team members.

What is it about?
This practical workshop helps 
delegates to establish  
practical strategies to motivate  
their team for optimum performance, 
no matter how testing the times.  
You will learn effective 
communication techniques to 
ensure everyone is working to same 
objectives, and improve your skills  
in understanding the unique  
needs of individuals to heighten 
motivation on a personal level.

What will I get out of it?
The ability to translate  
motivational theories into  
practice, with tangible results
More effective leadership 
techniques and an understanding  
of their impact 
The ability to identify key  
self-motivating factors as well  
as the key factors that motivate 
team members
The confidence to provide 
appropriate feedback to improve 
performance

Venue 	 London

Dates	 Jan: 27, Mar: 19, May: 10

Duration 	 1 Day

Cost	 £499 + VAT

Code	 MTV

•

•

•

•

MAKING EFFECTIVE 
DECISIONS

Who is it for?
If you are looking for tried and 
tested models to help tackle tough 
challenges and to light up the  
best course of action, this is the  
course for you.

What is it about?
This course will hone your decision 
making abilities by giving you 
techniques for problem analysis  
and strategies applicable to all  
levels of complexity.

What will I get out of it?
Improved ability and competence  
to make effective decisions and 
solve problems
The skills to apply both logic and 
rationality to problems, considering 
all of the relevant variables and 
determining an optimum solution
An understanding of the way 
management (and leadership) style 
impacts upon both decision making 
and problem solving

Venue 	 London

Dates	 Jan: 18, Apr: 21

Duration 	 1 Day

Cost	 £464 + VAT

Code	 MED

•

•

•
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POST-GRADUATE CERTIFICATE IN  
INTERNATIONAL BUSINESS 

In partnership with Royal Holloway, University of London

Developed and delivered in  
partnership with Royal Holloway,  
University of London

Duration & cost	� 10 days, £4,250 + VAT

Location	 Enrolment dates are offered at specific points in the year. 
	 Contact us on 0800 132 448 for further details on  
	 the next intake of students.

	 All courses are delivered at Reed Learning’s training  
	 centre in Holborn.

Code	 RHUL

Who is it for?
This qualification is suitable for managers 
looking to expand their knowledge 
across all areas of international business 
and management. Ambitious individuals 
will find the qualification’s blend of 
technical knowledge, practical expertise 
and strategic insight invaluable.

What is it about?
The Certificate in International 
Business delivers a unique mix of 
practical business skills and academic 
theory. This wide-ranging and 
reputable qualification will provide 
you with the strategic and technical 
acumen to ensure that you meet and 
exceed your personal and business 
objectives. Royal Holloway’s strength 
in international business research 
means that you will gain a global 
perspective on how to successfully 
manage your business. 

At the end of the programme, you’ll 
be equipped with the technical and 
leadership skills to drive improvements 
in your organisation, along with a 
leading postgraduate qualification.

What will I get out of it?
A Post-Graduate Certificate in 
International Business – equivalent 
to approximately one third of a full 
MBA. This qualification can be fully 
accredited toward further study of 
either an MSc or an MBA
Techniques to set new standards 
in your organisation and gain 
the confidence and expertise to 
implement change
A truly international perspective on 
business techniques
Over 50 hours of face-to-face 
training
Ongoing discussion and support with 
other managers and tutors through 
the Virtual Learning environment
An extensive array of reading and 
reference material containing up-
to-the-minute information on all 
aspects of management
A complete overview of best practice 
in management that will provide 
extensive return on investment for 
both you and your organisation.

•

•

•

•

•

•

•

Royal Holloway, University of London is a  
top 10 research-led university. The School  
of Management offers a truly international  
learning experience, and performs at the  
cutting edge of strategic innovation. 
To discuss your background or for more information call  
0800 132 448 or visit www.reedlearning.co.uk/rhul for FAQ’s.

Course overview
This modular programme is structured 
to be completed over a period of 18 
months, with a written assignment 
and an exam to be completed 
following each module. One face-
to-face two-day session takes place 
approximately every 3-4 months, and 
is fully supported with self-study via 
extensive reading materials, custom 
exercises and a groundbreaking Virtual 
Learning Environment.

Module 1: International 
Accounting and Finance
This module develops your 
understanding of Accounting 
and Finance by showing both the 
differences between the two as well as 
their scope and limitations. In doing 
so, you will learn to use and merge 
both effectively in a strategic context.

Module 2: International Human 
Resource Management and 
Organisational Behaviour
International human resource 
management and organisational 
behaviour covers the key principles 

and analytical frameworks and gives a 
comprehensive account of the nature 
of work within the modern corporation.

Module 3: Information Systems 
and Operations Management
This course will introduce students 
to some of the main topics in 
the important field of operations 
management – the activities which 
produce the goods and/or deliver the 
services required by customers.

Module 4: International Marketing
The world of marketing is a dynamic 
and very exciting one where decision 
making is at the heart of the marketing 
process. Globalisation is indeed making 
the world a global market place – one 
that this module will provide you with 
the tools to exploit.

Module 5: International Strategy
Strategic management is concerned 
with the processes by which 
management plans and co-ordinates 
the use of business resources, with 
the general objective of securing or 
maintaining a competitive advantage.

ALSO AVAILABL
E:

Certificate of  

Higher Educa
tion  

in Management.

9 Days, £3,149
 + VAT.

For further
 information,  

see www.reedlearnin
g 

.co.uk/rhul
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Who is it for?
Working in partnership with the Chartered 
Management Institute we are now offering 
qualifications for three separate levels of 
managers: from first line managers up to 
experienced leaders. All are mapped to the 
Qualifications & Credit Framework, which is a 
new way of recognising achievement through 
flexible study routes. 

Qualifications framework
Level 	 Equivalent standard

3	 A-Level

4	 Certificate of Higher Education

5	 Bachelor’s Degree

What will I get out of it?
A recognised management qualification from the Chartered  
Management Institute at your chosen level
Student membership of the Chartered Management Institute  
for one to three years, depending on the level selected
Full learning support and all course materials
A blended learning experience allowing you to continue to develop  
skills in the workplace
The option to repeat any module as a free refresher 

Flexible study
We have built choice into the structure to enable you to select specific areas of 
management that best fit your individual learning requirements. With no fixed start 
and end date and courses running frequently, you can fit your learning around work 
and life commitments. 

CMI membership benefits
Whilst studying towards these qualifications, you will be a registered student 
member of the CMI, and as such will have access to all of the valuable benefits this 
entitles you to, including: 

Access to a wide range of online resources, news and research to assist  
you in consolidating your learning
Free legal helpline for practical advice on specific issues
Subscription to Professional Manager magazine, published six times a year
Discount rates on member events and conventions for information  
and networking
Access to the CMI library of management publications
Interactive online Continuing Professional Development system to plan  
and monitor your ongoing learning

•

•

•
•

•

•

•
•
•

•
•

TM

Professional Qualifications

CHARTERED MANAGEMENT 
INSTITUTE MANAGEMENT 
QUALIFICATIONS
Full suite of management qualifications  
from Level 3 to Level 5 

Core management

Introduction to management  
(2 days, p32) OR
Introduction to supervision & 
team leadership (2 days, p33)

Specialist modules 1

Developing team performance 
(2 days, p36) OR
Conducting effective disciplinary 
investigations (2 days, p78)

Specialist modules 2

Recruitment & selection 
(2 days, p44) OR
Communication skills for 
managers (2 days, p44)

Elective 

1-day elective
 
Assessment 

2 assignments

LEVEL 3 CERTIFICATE IN FIRST 
LINE MANAGEMENT
CMI accredited qualification for supervisors  
and new managers

Who is it for?
The Level 3 Certificate in First Line 
Management is designed for existing or 
aspiring supervisors and line managers 
who wish to develop their understanding 
of management practices and build a 
set of management skills.

As part of the qualification you will 
also receive copies of our ‘Learning on 
the Go’ audio modules, allowing you 
to learn when it suits you best. With 
the Level 3 Certificate you will receive 
the following modules:

1. Delivering results 

2. Effective communication 

3. Learning to learn 

4. Managing difficult people

Assessment
To gain your Level 3 qualification  
you will need to complete two written 
assessments relating to the topics 
covered in your chosen specialist 
modules. All assessments can be 
submitted electronically.

Duration & cost	� 7 days 
£2,516 + VAT

  Communicating     Developing capability     Inspiring     Delivering 

Find out more at www.reedlearning.co.uk/skillsfocus

	� This qualification is mapped to the National 
Qualifications Framework (see page 11 for details) 

	 Accredited by the Chartered Management Institute
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Core management

People & team management 
(2 days, p34) 

Specialist modules 1

Time management (1 day, p24)
AND Effective communication  
(1 day, p18) OR
Persuading & influencing 
people (2 days, p23) OR
Professional presentation skills 
(2 days, p16)

Specialist modules 2

Finance for non-financial 
managers (2 days, p63) OR 
Successful budgeting  
(1 day, p65)

Elective 

2-day elective
 
Assessment 

1 assignment (plus 
supplementary reading)

Duration & cost	� 7 or 8 days 
£2,995 + VAT

LEVEL 4 INTRODUCTORY  
DIPLOMA IN MANAGEMENT

CMI accredited qualification for  
managers with some experience

Who is it for?
The Level 4 Introductory Diploma  
in Management is aimed at existing 
managers who have some experience 
leading teams but would like to 
consolidate their knowledge and  
skills and gain formal recognition  
of their learning.

As part of the qualification you will  
also receive copies of our ‘Learning  
on the Go’ MP3 audio modules, 
allowing you to learn when it suits  
you best. With the Level 4 Diploma  
you will receive the following modules:

1. Dealing with time bandits 

2. Engaging an audience

3. Inspiring your team

4. Building relationships

Assessment
To gain the level 4 qualification you 
will need to complete one written 
assignment, demonstrating the 
application of best practice across all 
the topics and incorporating additional 
learning from supplementary reading 
materials. All assessments can be 
submitted electronically.

Core management

Management excellence 
(2 days, p42) OR
Developing team performance 
(2 days, p36)

Specialist modules 1

Managing successful projects 
(2 days, p54) OR
Conducting effective appraisals 
(1 day, p44) OR
Strategic marketing planning  
(2 days, p93)

Specialist modules 2

Strategic marketing planning 
– if not taken (2 days, p93)
OR 
Effective interviewing skills  
(2 days, p37)  
OR  
The Green Manager (2 days)

Elective 

2-day elective

 
Assessment 

2 assignments

Duration & cost	� 7 or 8 days 
£3,250 + VAT

Professional Qualifications

LEVEL 5 CERTIFICATE IN 
MANAGEMENT & LEADERSHIP

CMI accredited qualification for  
practising middle managers

Who is it for?
The Level 5 Certificate in Management 
& Leadership is designed for  
practising middle managers who  
wish to develop their core 
management capabilities and 
competencies in specialist areas.

As part of the qualification you will 
also receive copies of our ‘Learning  
on the Go’ MP3 audio modules, 
allowing you to learn when it suits  
you best. With the Level 5 Certificate 
you will receive the following modules:

1. The art of leadership

2. Appraising your staff

3. Dealing with change

4. Developing the future

Assessment
To gain your Level 5 qualification you 
will need to complete two written 
learning assessments relating to 
the topics covered in your chosen 
specialist modules. All assessments 
can be submitted electronically.

  Reasoning     Decision-making     Communicating     Developing capability    

  Inspiring     Delivering  Find out more at www.reedlearning.co.uk/skillsfocus
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	� This qualification is mapped to the National 
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	 Accredited by the Chartered Management Institute
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Qualifications Framework (see page 11 for details) 

	 Accredited by the Chartered Management Institute
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ONE-DAY QUALIFICATIONS: 
LEVEL TWO TEAM LEADERSHIP
Gain a Level 2 Team Leading Award from the Chartered 
Management Institute in just one day. Take three Awards 
and receive a Level 2 Team Leading Certificate

BOOK ONLINE NOW AT WWW.REEDLEARNING.CO.UK/ONEDAY

NEW FOR 
2010

One-day Qualifications follow a curriculum set  
by the Chartered Management Institute, and  
are awarded following a one-day training course 
and a written assessment (to be completed 
within 30 days of attending the course).
CMI membership benefits
Whilst studying towards your One-day 
Qualification you will be given a 12-month 
student member of the CMI, which offers:

Access to a wide range of online resources, news and research
Subscription to Professional Manager magazine
Discount rates on member events 
Access to the CMI library of management publications
Interactive online Continuing Professional Development system

•
•
•
•
•

Successful Team 
Communication
Organise and lead a team briefing 
effectively and learn the core 
principles of excellent communication 
as a team leader.

Choose this award to: 
Gain practical insights into  
removing barriers to communication 
and conflict
Get your point across and ensure 
team briefings are positive, 
motivating and productive
Consider ways to adapt your style to 
suit different team members
Learn to monitor and reward success 
and proactive involvement

Venue 	 London

Dates	 Jan: 11, Mar: 10, May: 7

Duration 	 1 Day

Cost	 £350

Code	 TLTC

•

•

•

•

Managing 
Performance
Set objectives and put an effective 
process in place to monitor team 
performance. Perfect for those new 
to giving feedback and anyone who 
needs to adapt to managing others’ 
performance as well as their own.

Choose this award to:
Convert goals into specific objectives 
for each team member, and put 
a process in place to make sure 
objectives are met
Learn to assess progress and how 
to deal with deviation from agreed 
standards
Gain practical tools to deliver 
feedback without fear, and 
the confidence to drive others’ 
performance positively

Venue 	 London

Dates	 Feb: 8, Apr: 9, Jun: 9

Duration 	 1 Day

Cost	 £350

Code	 TLMP

•

•

•

Developing People 
Designed for those new to team 
leadership, this course is ideal for 
those responsible for developing the 
skills of team members.

Choose this award to:
Look at designing and implementing 
an induction plan 
Consider a basic analysis of training 
needs in the team
Learn how to produce a training 
plan aligned to organisational needs 
and how to get buy-in from senior 
management

Venue 	 London

Dates	 Feb: 15, Apr: 14, Jun: 14

Duration 	 1 Day

Cost	 £350

Code	 TLDP

•

•

•

Customer Relations
This course considers your team’s 
internal and external customer groups 
and your role as team leader in 
meeting service standards.

Choose this award to:
Learn best practice in resolving 
customer service issues
Define your level of authority in 
dealing with disputes
Consider the most appropriate 
methods of communication for 
dealing with customers

Venue 	 London

Dates	 Feb: 24, Mar: 29, Jun: 28

Duration 	 1 Day

Cost	 £350

Code	 TLCR

•

•

•

Personal 
Effectiveness
This course is about how to develop 
your personal skills as a team leader. 
It looks at action-centred leadership 
and the key skills required for excellent 
performance.

Choose this award to:
Consider ways to adapt your style to 
get real results
Encourage mutual trust and respect 
within the team
Learn what motivates others and 
how to apply this knowledge to your 
own team members

Venue 	 London

Dates	 Feb: 12, Apr: 12, Jun: 11

Duration 	 1 Day

Cost	 £350

Code	 TLPE

•

•

•

Take one module

Level 2 Award in Team 
Leading from the Chartered 
Management Institute

OR Take three modules

Level 2 Certificate in Team 
Leading from the Chartered 
Management Institute

	 These qualifications are mapped to the National  
	 Qualifications Framework (see page 11 for details)
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ONE-DAY QUALIFICATIONS: 
LEVEL THREE FIRST LINE MANAGEMENT

Gain a Level 3 First Line Management Award from the Chartered  
Management Institute in just one day. Take three Awards  

and receive a Level 3 First Line Management Certificate

Resource Planning
This course is about planning, 
modifying and controlling resources. 
It covers your responsibilities in 
connection with managing resources 
in order to meet key objectives.

Choose this award to:
Define the components of a plan to 
manage your team’s resources
Consider the environmental and 
legal factors which may impact on 
this plan
Learn how to deal with changes in 
resource needs
Monitoring and accurately record 
the use of relevant resources in  
your role

Venue 	 London

Dates	 Jan: 13, Mar: 12, May: 18

Duration 	 1 Day

Cost	 £350

Code	 LMRP

•

•

•

•

Meeting  
Stakeholder Needs
This course is about identifying, 
meeting and supporting stakeholder 
requirements.

Choose this award to:
Consider the role of a range of 
stakeholders in your organisation 
and look at their importance in 
relation to your team objectives
Look at ways to evaluate and  
modify work plans to meet 
stakeholder needs 
Learn how to prepare a case to 
support a change in meeting 
stakeholder needs

Venue 	 London

Dates	 Jan: 22, Mar: 22, May: 26

Duration 	 1 Day

Cost	 £350

Code	 LMSN

•

•

•

Data Analysis & 
Interpretation
This course is about gathering, 
analysing and communicating 
information.

Choose this award to:
Look at the importance of sourcing 
and accessing the most relevant 
data
Consider trends and patterns and 
interpret their impact on your future 
activities
Learn to make recommendations 
based on your findings and 
communicate your results effectively 
and concisely

Venue 	 London

Dates	 Feb: 11, Apr: 13, Jun: 16

Duration 	 1 Day

Cost	 £350

Code	 LMDA

•

•

•

Quality Focus
This course examines the concept, 
impact and measurement of quality 
within teams and organisations. It 
looks at the definition of “quality” and 
how to identify factors that impact on 
quality standards.

Choose this award to:
Consider the importance of quality 
in the broader context
Gain an understanding of the 
impact of quality on the team and 
organisation’s objectives
Look at ways to communicate the 
benefits of quality to your team
Identify core quality measures that 
apply to your workforce

Venue 	 London

Dates	 Feb: 26, Apr: 23, Jun: 23

Duration 	 1 Day

Cost	 £350

Code	 LMQF

•

•

•

•

Maximising Your 
Effectiveness
This course is designed to enhance 
the leadership skills of those with first 
line management and leadership 
responsibility. It offers a good 
understanding of the relationship 
between management and leadership 
and what that means in the context 
of your role.

Choose this award to:
Look at ways to manage your 
relationship with key stakeholders 
Learn self management techniques 
for optimum effectiveness
Gain the skills to motivate team 
members and get buy-in for the 
team’s common purpose

Venue 	 London

Dates	 Feb: 22, Apr: 23, Jun: 24

Duration 	 1 Day

Cost	 £350

Code	 LMME

•

•

•

Take one module

Level 3 Award  
in First Line Management  
from the Chartered  
Management Institute

OR Take three modules

Level 3 Certificate  
in First Line Management  
from the Chartered 
Management Institute

One-day 
Qualifications are  
a valuable addition  
to NVQ programmes 
(see p118 or call 
020 7520 6609 for 
more information).
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COACHING FOR PERFORMANCE
Gain the Level 5 Award in Management  
Coaching and Mentoring from the Chartered Management Institute

Who is it for?
Managers who wish to learn best 
practice in coaching and use a range 
of coaching techniques to get the 
best from their staff and promote an 
organisation-wide coaching culture.

What is it about?
A common dilemma of managers is 
that they can usually only achieve 
their own objectives by relying on 
those who work for them. This course 
will demonstrate how coaching is an 
immensely valuable tool for ensuring 
the individuals in your team both meet 
and exceed the goals you set for them.

What will I get out of it?
Improved team performance and 
the ability to obtain better results 
through people
Increased motivation throughout 
your team
The ability to overcome the 
obstacles that stand in the way of 
individual, team and organisational 
success
The opportunity to establish a 
coaching programme in your 
organisation
Option of gaining a CMI 
qualification, based on a written 
assessment to be submitted after 
the course (approx. 3,000  words).

•

•

•

•

•

Course overview
Attributes of an effective coach
The Coaching Cycle
Creating a coaching plan aligned  
to business goals
Ethical and cross-cultural issues  
in coaching
Establishing a coaching culture  
in your organisation
Evaluating the outcomes of 
coaching for further development
Understanding learning styles,  
and how to adapt yours
Building relationships and 
establishing a partnership for 
coaching
Identifying and dealing with  
limiting beliefs
Effective listening and  
questioning skills
Delivering a behavioural  
coaching session

Follow-up courses
Neuro-linguistic programming p19. 
Liberating leadership p43. 5-day 
management programme p36.

•
•
•

•

•

•

•

•

•

•

•

Duration & cost	 2 Days, £995 + VAT

London	� Jan: 11-12 Feb: 16-17 Mar: 24-25 Apr: 29-30 Jun: 8-9

Code 	 COA2

	� This qualification is mapped to the National 
Qualifications Framework (see page 11 for details) 

	 Accredited by the Chartered Management Institute
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Find out more at www.reedlearning.co.uk/skillsfocus

“�93% of respondents said coaching had brought 
interpersonal skills benefits, while 83% said 
self-management and leadership skills had 
improved.” Quicken Consultancy




