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Course Content & Outline

Section 1: Management & Leadership Essentials

e Essential leadership skills and how to apply them.

e Management vs. leadership - do you need to do both?
e The art of delegation.

e Using emotional intelligence to benefit your team.

e Your personal development programme.

e Influencing others and gaining buy-in.

e Planning for the future.

e Your personal leadership style: daily, weekly, monthly, yearly.

Section 2: Project Management & Your People

e Motivational techniques and tools.

e |dentifying your employees’ strengths.

 Creating a positive working environment for your employees.
e Situational leadership and learning.

* Your team’s fixed mindset and how to break it.

¢ Avoid limiting beliefs - think bigger.

Section 3: Team Performance Monitoring & Improvement

e Setting KPIs that reflect your team goals.

e Time management and organisational skills to pass along.
» Performance development plans and their importance.

e Developing team trust and collaboration.

e The importance of feedback and reflection.

¢ Case studies and motivational techniques.

e Ruling out negativity.

e Reviews and one-on-one meetings.

Section 4: Communication Styles & Wellbeing

e Utilising customer service skills to your advantage.

» Developing a customer-centric company.

¢ Body language and its importance.

e Communicating remotely and how this differs from face-to-face.

e Active listening.



e Handling personal problems in the workplace.
e Recruiting the right people.
e Dealing with individual personalities.

Section 5: Managing Change & Delivering a Difficult Message

e Creating a visual framework for change.

e The 80/20 method.

e SWOT analysis and ways to move forward.

e Reporting to senior management.

 Delivering a difficult message to colleagues to gain a positive outcome.
* Resolving team conflict.

* Risk analysis and creating a contingency.

e Future-proofing your team.
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