Professional Development Portfolio: Short Descriptions
Activity Based Management
by Brian Plowman
What information do managers need? Not what many of them get in their monthly management accounts. Activity Based Management (ABM) provides the information required for making the key decisions that boost business performance. This includes information such as the true cost of making products, providing services and the costs of servicing customers. It looks at which products, services and customers are profitable and which are not, as well as the level of resource required in future periods to make predicted volumes of products and provide planned levels of customer service. Packed with detailed examples, drawn from practice, this course will help you to put these challenging ideas into practice in your own or your clients' organisations.

Advanced Negotiation
How do you ensure that the outcome of every negotiation is successful? Advanced Negotiation will help you to plan for complex negotiations, and learn how to handle difficult situations as they arise. Covering the full process including trading of constants and variables, the balance of power and rapport building techniques, Advanced Negotiation will hone, refresh and improve your negotiation skills.
Advancing the Sale
This course provides the tools you need to help your clients and customers through each stage of the buying process. Whether you are uncomfortable with the idea of selling or you want to refresh your skills, Advancing the Sale takes you through the process from first creating interest and awareness of a need, getting your client excited, convincing them of the merits of a solution and closing on a new course of action. 
Being Appraised
As a member of staff, the appraisal process is an important part of your job. It’s the opportunity to measure your progress and receive feedback on your performance from your manager. This course explores the appraisal procedure, what it involves, how to prepare for it and, importantly, how to get the most out of it. 
Business Performance Management
by Robin Tidd
Optimising performance and achieving great results depends on excellence in both management information systems and management responses. This course provides the tools that you need as a manager to help your business succeed. It will enable you to achieve control of your processes and improve the performance of your team and the business.

Coaching Skills
Coaching is a fundamental part of your role as a manager. It is at the heart of your relationship with anyone who works for you. Coaching Skills will help you to develop an understanding of coaching and how you can use it to get the best out of the members of your team. 
Communicating Complex Ideas
by Anna Faherty
How do you explain complicated concepts and issues to colleagues or others who do not have your technical expertise? Whether getting support for ideas from senior management or communicating critical issues to customers and non-technical colleagues, you are more likely to succeed if you sharpen your communciation skills to augment your technical expertise. 

Conducting Performance Appraisals

The appraisal sits at the heart of any approach to performance management. The process of viewing the previous year’s performance and of agreeing expectations for the coming period is key to the professional relationships you develop with your staff. This course will show you how investing time in conducting effective appraisals will create a motivated team and save you time in the long term. 
Consultative Selling for Marketers

“Consultative selling” is revolutionising the way your sales people work. Instead of merely selling products, sales people are striving to build relationships with their customers that will ultimately result in long term, positive business results. As a marketer, you need to understand what consultative selling is all about, and what it means for you. This course examines your role at every stage of the consultative sales process.

Conversations with Customers

Selling is not about going for the jugular and hoping for the best – it is about maintaining long-term consultative relationships with customers. This course will help you to conduct successful sales meetings, a skill which plays a huge part in both the development of these relationships and in moving the customer towards a sale. 

Customer Service

Whether you work in sales, service or anywhere in between, providing good customer service has obvious benefits. Having happy external customers means repeat business and an enhanced reputation for your company, not to mention reduced stress for you! Having happy internal customers means a better working environment and good productivity. Customer Service will enable you to gain customer confidence, communicate decisions clearly, use surveys to improve the standards of service and help you to deliver difficult messages. 

Data Protection

If you handle personal information then you need to comply with the Data Protection Act 1998. Yet, as with many areas of the law, the regulations can be complex. This course will help you understand issues such as choice, consent, transparency, security and the legislation. You will also learn how to handle data correctly and how to respond to requests for information.
Decision Making for Managers

How often do you stop to consider the methods that you use to make decisions? This course looks at the key skills you need to successfully identify issues, analyse situations and solve the problems that lie behind any major decisions. Practical exercises and activities ensure that you will have plenty of opportunity to try out a wide variety of problem solving tools and decision making strategies. It will help you to improve the core skills that you use, to understand how to develop, assess and implement decisions and how to use both analytical and creative approaches.
Due Diligence in Mergers & Acquisitions

by Peter Howson
Buying and selling a business can be a very risky step to undertake, with over half of transactions failing. Carrying out proper due diligence is the most effective way to reduce that risk and to improve your chances of a successful transaction. This course will help newcomers quickly get to grips with this complex area, learning what to look out for and what to avoid. As well as giving an in-depth introduction and background, this course will enable you to master the practical aspects, avoid common pitfalls and create a strategy to cope with problems.
Effective Communication

Whether you are writing a presentation, trying to convince someone to work with you, or producing a report, the way that you communicate reflects on people’s perception of your attitude, your abilities, and of the company that you work for. This course will help you to learn techniques for effective listening and for the presentation of information, ideas and arguments through presentations and reports.

Employment Law for Managers

For a manager, a basic understanding of employment law is essential. It helps you to manage your team fairly and to help your team members with their problems. This course is designed to give you an overview of the issues in employment law which can affect your role as a manager, giving you an understanding of contracts and rights in the workplace, through to discipline and grievance procedures and dismissal. 

Equality & Diversity

by Lynne Hunt
You are probably familiar with the terms “equality” and “diversity” – however, they risk becoming useless buzzwords if we don’t understand what they mean for us in practice. Equality and diversity are important to an organisation not only because of the legal issues surrounding them, but because supporting them makes good businss sense. This course will help you to understand the relevant legislation, to challenge inappropriate behaviour and to develop and support a culture of equality and diversity. 
Finance for Non-financial Managers

by David Allen
Professionals that understand how the numbers work are at a significant advantage over those that don't. Knowing how finance works can help you to put decisions into a broader context, to identify the financial implications of your actions and to argue your case better for resources. This course looks at documents like the profit statement, the balance sheet and the cash flow analysis, and how they are linked. It also covers budgetary control, standard costing and discounted cash flow evaluations. These topics are set against the place of an organisation within the economy, different kinds of accountancy, and the way financial objectives are arrived at, implemented and monitored. 
Freedom of Information 

Do you know how and when you must respond when individuals request the information that is held about them? This course explains your legal responsibilities to the Freedom of Information Act 2000, the policies and procedures that need to be followed and how to put them into practice. It shows what is meant by “access to information”, what the law says and what you need to do to comply. 

Health and Safety

The responsibility of health and safety in an organisation typically lies with appointed managers. However there are issues around health and safety that anyone within an organisation needs to be aware of. This course looks at how to comply with health and safety regulations and also what to be aware of from a day-to-day point of view.
Key Performance Indicators

by Robin Tidd
Key Performance Indicators takes a practical approach, looking at how to use KPIs to convey results which show the degree to which main bottom line objectives are being met; to provide incisive knowledge allowing corrective action to be devised thereby facilitating results; and to motivate people so that they are proactive and innovative in improving, not just operating, a process.

Leadership Skills

Leadership is a key skill that every manager needs to master. This course will help you to develop your leadership skills and use them to provide direction for your team. This course will help you to understand the three levels of management and apply them in practice, judge which leadership approach to take in different situations, translate the goals of the company as a whole into individual objectives and use ongoing performance criteria to manage your team more effectively.

Managing from within the Team

How do you balance your role as a manager with the need to complete your own work? This course will show you how to get the balance right between doing and managing, it will help you to manage your time well and delegate effectively, know when and how to offer help to team members – and how to provide help without taking over.

Managing High Performing Teams

Successful team management can provide a multitude of benefits – increased morale, improved productivity and efficiency and a better overall organisational performance. This course will equip you to create, develop and nurture a streamlined team. You will understand the different stages of team development, how to adopt the most appropriate approach and how to handle issues such as team performance, politics, dynamics and power structures.
Managing Relationships

Do you understand how your behaviour can influence other people? A good understanding of working relationships can give you the power to persuade, motivate and delegate more effectively and get the best out of the people around you. This course will help you to understand the complexities of managing relationships and gives advice on how to enhance the way you interact with your colleagues. 

Managing Workload

We all have times when we have to work to tight deadlines, or feel we have too much to do, but you shouldn’t be fooled into thinking that there is nothing you can do about it! This course will help you to develop techniques for managing workload through identifying your priorities correctly, setting effective goals and making the best use of your time. It also looks at what you can do when your workload really does become excessive.

Managing Your Behaviour at Work

Understanding what shapes our own behaviour can be very useful, not only because it can help us understand and motivate ourselves more easily, but because our behaviour affects our relationships with colleagues. This course looks at four key areas of behaviour and will help you to understand how you can interpret and shape your own behaviour to improve your performance in the workplace.

Market Research

In today’s challenging times more organisations are making greater use of market research than ever before and that means that a working knowledge of market research is essential. This course covers all the basics from what market research is, why we need to carry it out, what the different options are, how to get the full value from your research and how to make it work for you.
Negotiation Skills

Negotiation is a key part of every professional’s life. How long will it take? Who’s going to do it? How much will it cost? This course has as its central premise the idea that the best outcome for negotiation is that both parties feel that they have been successful. It will help you to plan for negotiations, making sure that the outcomes are successful and will enable you to handle difficult situations when they arise.
Negotiation Skills: The Principles

Being able to negotiate effectively will benefit you both in and outside of the workplace.This course will help you to learn some practical negotiation techniques and strategies, and to plan your negotiations to give you the greatest chance of success. Covering the principles, the preparation and the practice of negotiating skills the course combines theory with practical activities and scenarios to help you put what you learn into practice.
Networking Skills

We all have networks, both professional and social. Networking is the process of consciously developing and maintaining your network of contacts to meet your personal and professional goals. This course focuses on professional networking. It will help you to develop techniques and skills to enable you to create and maintain networks and build strong relationships that enable you to be a success in your role. 
Principles of Consultative Selling

Principles of Consultative Selling is based on research that shows that most of us buy from people we trust and who understand our issues. The way that you build a relationship with your customers will determine your success. If you focus on them and their needs they are more likely to value your advice and trust you. This course will show you how to progress through the steps in the sales process and close on a solution that will delight your customer.
Problem Solving

This course looks at the key skills needed to successfully identify, analyse and solve problems. Practical exercises and activities ensure that you have plenty of opportunity to try out a wide variety of problem solving tools and strategies.

Project Management

Managing projects of any size requires a very specific set of skills and knowledge and a defined approach – that’s why there are so many project management methodologies out there. This course draws on some of the common principles in current project management thinking and takes you from how a project comes into existence through to what needs to be done once your project is complete. It will help you to ensure that the work you put into your project results in lasting positive change. 

Promoting Your Professional Practice

The recession has placed many practices under unprecendented pressure. It is driving some clients out of business, which in turn is hitting income. Many practices are cutting costs. This often starts with marketing, seen as an expense – understandably, as it is often not easy to see what your money produces. But marketing done properly is an investment, not an expense. You can see what you get for your money. This course provides practical marketing advice to enable learners to achieve maximum results for their efforts. The course looks at why marketing matters, why potential clients should choose you, the priorities for success, successful direct marketing and finally, developing the brief.
Public Relations

PR is one of the most important parts of most companies’ marketing strategy. If done well, it can create positive exposure for your company, its brands and its products. If done badly or not at all, it can be a lost opportunity or even have a negative impact on the success of the company. This course explores the opportunities which PR offers and how to make the most of them in today’s media. 

Recruitment and Selection

Recruitment and Selection focuses on the recruitment process from the need to recruit arising right through to making the job offer. It provides practical advice on writing a good job profile, finding and shortlisting the right candidates, preparing properly for interview and making the right selection as well as conducting the interview itself. 

Selling a Business

by Peter Howson
Selling a Business is a difficult and complex transaction. This practical course covers the steps from putting together information to stimulate interest, marketing the business, negotiating the outline of the sale, going through due diligence, the purchase agreement and finally to completion. It will be useful for anyone involved in selling a business. 

Thinking Strategically

by Anna Faherty
Strategic thinking is all about dealing with uncertainty, questioning the status quo and using a mixture of creative and analytical skills. This course shows why strategy is important and how to think strategically within your own organisation. You will discover some of the key strategic theories, learn how organisations develop and implement strategy, and try out the key tools used in strategy analysis and formulation.

