Programme Outlines
Programme
Assertiveness
Authentic Leadership
Building a Cohesive Team
Building the Senior Team
Coaching Skills
Conflict Management
Consultative Selling
Customer Service within your Organisation
Developing Talent within your Organisation
Facilitation Skills
Individual Sales Coaching
Influencing, negotiation & handling conflict
Leading Innovation & Inspiring Creativity
Managing Change
Managing Change v2
Managing the motivation of the team
One to one Coaching
Performance Coaching
Personal Impact & Effectiveness
Powerful Communications in Business
Presenting a Solution to Key Decision Makers
Project Management
Problem Solving Skills for the Team
Team Building & Problem Solving
Team Challenge – Orienteering team build
Team Leading & Team Working
Thinking Strategies & Innovation
Time Management & Delegation Skills
Training Skills – Handling Groups
Training Skills – Mentoring Skills
Work/Life Balance, Time Management

Typical Duration
1 day
5 days
2 days
By arrangement
2 days
1 day
2 days
Usually 4 half days
1 day
2 days
By arrangement
2 days
Half day workshop
By arrangement
2 days
2 days
Hourly as agreed
2 days
1 Day
2 days
2 days
2 days
2 days
1 day
1 day
2 days
2 days
1 day
1 day
1 day
1 day

Max group size
12
12
16
12
12
12
12
12
12
12
1
12
20
12
12
12
1
12
12
12
12
12
12
25
25
12
12
12
12
12
12
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Assertiveness
Assertiveness is interpreted through both verbal and non verbal communication. Often
individuals who are confident in their role and of their specialist areas may give the
impression that this is not the case, by their passive or aggressive responses to others.
In order to manage time, people and situations, it is important in the business world to
develop an assertive style. This allows the individual to maintain control in order to best
serve their organisation and customers alike.
Objectives
 Understand behaviour
 Recognise what part emotions play
 Ability to choose effective behaviours to achieve your desired outcome
 Influence people and situations positively
What’s Involved
A highly practical course and delegates will leave with a number of strategies that they
can apply immediately. The session is very interactive with a chance to practice
techniques and discuss specific delegate issues, (establishing how and why they
happen plus alternative was of approaching the situation and/or person).








Impact of behaviour—understanding ourselves and others
Personality preferences and styles
Aggressive, Passive, Passive/aggressive and Assertive approaches
Effective communication
Congruent messages—body language, pace, tone
Handling others
Managing our emotions
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Authentic Leadership
Authentic leadership is founded on two principles:
1. We are all leaders in some or all aspects of our roles
2. People follow leaders that they believe in
This means that we all have a part to play in inspiring others and shaping the
organisation in which we work. We are at our most powerful and effective as leaders
when we are acting authentically. In modern organisations, compliance is not enough,
commitment is what is required and this calls for a new style of leadership.
Acting authentically means acting with high levels of awareness, and with an
understanding of your own motives, values and beliefs. It also requires the ability to
empathise with others and to have the flexibility to adjust your style to meet their needs.
An authentic leader can match their intent with their impact – people see someone who
looks like they mean what they say.
Objective:
 To create leaders who are inspiring, act with integrity and build the confidence,
loyalty and commitment of others because they are believable
What’s involved?
A series of facilitated modules, with an emphasis on practise and feedback on
performance. This is complemented by one-to-one coaching and work-related activities.
Identifying the key success factors in leading authentically, the impact of emotional
intelligence, self-awareness and self-assessment, managing others, inspirational
leadership, thinking for success, and working with ambiguity.






The programme starts with a 360 degree psychometric inventory (Emotional and
Social Competence Inventory questionnaire - an e-based instrument).
Fully grounded in practical application so delegates can gain immediate benefit
from what they are learning.
Modules are long enough for people to reflect, move beyond habitual patterns of
behaviour to consolidate new behaviours.
Integral to the programme are a series of work-based tasks, which help
consolidate learning, maintain momentum and drive for results. This ensures an
early payback to the organisation
One-to-one coaching enables delegates to consolidate their learning, plan their
own development and apply new skills in the workplace.
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Consultative Selling
Competition in business is stronger than ever before and we need to be able to
demonstrate sales skills throughout our organisation at whatever point the customer has
contact with our staff. Much of today’s sales activity is based on relationship and selling
in an open and authentic way. Supporting repeat sales and referrals onto new
customers is essential.
Objectives:







Articulate professionally who we are and what we offer?
Identifying potential prospects
The sales process
Communication
Face to face customer relationships
Dealing with complaints

What’s involved?
The course first allows you personal reflection to identify your own sales capability and
where you would like to improve. It also reinforces the ability to speak knowledgably
about your organisation and the products/services it offers to gain credibility with your
customer. The impact we make on others is discussed and demonstrated from the
customer’s angle, thus highlighting areas for development in both verbal and non verbal
communication.
The sales process comes next, with building rapport, telephone skills, appointments,
listening, questioning and taking notes in order to create solutions. We
address
the
difficulties you may have experienced in overcoming objections, gaining commitment
and finally closing the sale/deal. While things are going well it’s easy to manage a
customer or account. Many have said that a true reflection of an organisations ability to
deliver is how well complaints are dealt with. The final part of the course tackles this
subject, not only around what to do, but also so you have the personal confidence to
respond quickly and effectively.
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-Customer Service within Your Organisation
Easy to say and less easy to deliver or measure. Customer service is everyone’s
responsibility and so how do you instil a customer focused culture? When you and/or
your management team are not around to oversee that this is happening, you want to be
confident that everyone is upholding the values of the organisation and behaving in a
way that both the organisation and customer expects.
Objectives:






Customer Service
Communication
Customer relationships
Planning
Dealing with Conflict

What’s involved?
The course first aims to identify individuals’ interpretations of customer service, and then
to define what that means or your organisation. This is broken down into both internal
and external customers and the approach you want to take as an organisation.
Good personal organisation skills are essential in terms of keeping promises, managing
deadlines, making call backs and keeping the customer informed. While these skills
may be seen as a useful refresher, we will then link directly to the impact on customer
service.
All forms of communication are discussed, listening, verbal, non verbal, and written with
particular focus on language, tonality and pitch and what reactions these evoke in the
other person. Dealing with conflict is picked up at this point around managing your own
attitude, continuing to communicate effectively and managing the expectations of all
interested parties. Case studies are designed based on ‘real’ situations that occur for
your staff so they can experience firsthand the difference between being dealt with
correctly or incorrectly and instantly relate to.
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Individual Sales Coaching
As individuals join the sales team there may be a need to instil a structured sales
approach, refresh existing skills, or simply fast track their success rate. An existing
sales person may be identified as failing to hit targets, have a level of inconsistency or
potentially be a talent that would benefit from additional sales coaching. Whatever the
need, the individual sales coaching approach allows one-on-one time to get to the core
of the development area(s). The flexibility of this approach means that you can agree as
many sessions as you feel appropriate in order to support an individual’s progress. The
objectives are agreed up front by the organisation, the individual and the coach at an
initial meeting.
Objectives:
Set by the individual and/or the organisation as appropriate some suggestions are;
 Planning short and long term approaches
 Establishing rapport, fact finding, asking questions – scoping the need
 Dealing with objections, smoking out and overcoming concerns
What’s involved?
The individual sales coaching approach is based around flexibility and accountability. It
takes the form of one to one meetings of 2 hour duration. At the first session clear
targets are set and the participant establishes a plan to work towards both personal and
organisational aims. At this meeting self management techniques are discussed along
with time management and general organisational skills. At the end of the meeting the
participant is assigned work based tasks to complete in order to support the learning and
practice of any new techniques.
At the following sessions the participant reports back on their progress to date, the
completion of the work based tasks and any further areas they have identified to work
on. New techniques are introduced at each session and assignments result at the end
of each to maintain accountability and allow the participant to see the progress they are
making. We suggest a gap of 2 weeks between each coaching session in order to fully
apply the skills and allow for flexibility in the participant’s diary for sales appointments
and implementation of learning.
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Influencing/Negotiating/Managing Conflict
This can be projected at any level and aimed at various end uses. Managing our
relationships and our behaviour within in them is highlighted at key times such as
negotiating contracts, influencing decision makers, handling either internal or external
points of conflict and many more. This programme is designed to develop your existing
skill set in handling these exciting, complex and potentially challenging situations
professionally and effectively.
Objectives




To provide delegates with the skills required to communicate effectively with
others at work
To develop flexibility in influencing behaviour
For negotiation – to provide a framework for negotiating, increase knowledge of
different negotiating styles and develop tools for preparing to negotiate

What’s involved?
Much of the theory can be learned through e-learning or books, but the emphasis is on
skills development, so it would be difficult to achieve the same outcomes without some
direct input from trainers. Influencing and negotiating, by definition imply that more than
one person has to be present; so much of the learning is achieved by working with other
delegates.
Key areas of focus are;








Introduction to influencing styles and practise in each style
Alternatives to negotiating
Why people don’t listen
Negotiating – the process
How to manage conflict – practical techniques
Advanced language patterns
Use of an Influencing Styles Questionnaire
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Leading Innovation & Inspiring Creativity
Things never stay the same, so true in our business environment today. Is your
organisation a leader or a follower? Innovation doesn’t have to mean product creation or
development, it can also mean enhancement of service and skill levels. Could your
teams be looking at and solving issues within the workplace and building on new and
effective ways of working? If so, this workshop aims to provide a framework of skills and
techniques to motivate your team to drive innovation through your organisation and
potentially your suppliers and customers.
Objectives:





To provide a team with a positive, inspiring approach to leading and delivering
innovation within the organisation
To demonstrate that everyone can be involved
Harnessing creativity
Effective use of resources

What’s involved?
Looking at the need to innovate, this is the first step in establishing why your
organisation should innovate and dispel any ‘initiative overload’ concerns. Then onto
leadership and inspiring innovation, making it a cultural behaviour led by key individuals
cascading throughout the organisation. This is the first step of instilling a sense of
personal accountability. We then discuss the importance of how the individuals fit
together as a team again making the point of team accountability within the process and
effectively using all the resources available to them. The creative process is introduced
next covering idea generation, evaluation, implementation and follow up.
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Managing Change
In the world of business, change is inevitable. We are part of it; subject to it; and often
the initiator of it. Dealing with ambiguity and having a responsive and flexible approach
under pressure are key elements of the modern manager’s role. In a complex project,
where the outcome of the project is a major change in itself; goals, deadlines, customer
priorities and resources can all change (sometimes all at the same time!). How we
manage these changes has a big impact on what people do and how they, themselves,
respond to change.
Objectives:







Establish what is change?
The process of change
How to communicate change
What stops people listening?
How to overcome resistance to change
Handling questions and disagreement

What’ Involved:
This course is for anyone who has to handle change and communicate change to
others. Much of the learning is achieved by working with other delegates from within the
same organisation facing the same or similar issues within a shared context.
Workshop sessions will be supplemented by:



Exercises to highlight the key aspects of each area
Feedback from trainer and group review
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Managing the Motivation of the Team
Staff are valuable company resources because of their unique specialist skills,
knowledge and experience. They are a challenge to lead because: they are very
intelligent and highly individual; and also because they are often involved in complex
projects where they may have to work in isolation using considerable delegated
discretion. Maintaining staff motivation is a crucial element in the success of a project.
Knowing when to delegate and how to review is a key factor in achieving motivation.
Objectives:
· Recognise what drives you and your team, and use this to gain the very best from
everyone
What’s involved?
This two day course is designed for people who are, or will be, responsible for leading a
team of professionals. It is a highly practical course and delegates will leave with skills
and techniques that they can apply immediately. There are no pre-requisites for this
course although experience of managing people would be useful.








Identify your management style
The theory of motivation
How to delegate successfully
Understanding yourself and others – what drives you?
Insight into values and how to use them
How to communicate effectively with your team
How to build ongoing relationships

Sessions will be supplemented by:



Questionnaires to identify your management style
Exercises to practise skills
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One to One Coaching
This is not a course as such, but a service that we provide. Complementary to our
leadership programmes or as a stand-alone service, we offer coaching for people who
want to gain greater self awareness and take control of their own development. We
have worked with senior managers, executives and directors in the private and public
sectors. We do also train people in coaching skills where organisations wish to develop
their own internal coaching team.
Objectives:


Set by the individual and/or the organisation as appropriate

What’s involved?
We do take time to specify the parameters and aims of any coaching assignment, before
it begins. This can be a two-way discussion with the coachee or as a three-way
discussion between coach, coachee and sponsor.
Typically, a coaching session lasts for 1 to 2 hours and an assignment will generally last
for 3 to 5 sessions, although we have done work that has been shorter/longer than this.
Generally, there is no supporting material in a coaching session, but if it emerges that
the coachee would benefit from insight in to new techniques, we provide ‘hints and tips’
sheets, for example, ‘How to conduct a meeting’ or ‘How to manage your time’. We offer
a telephone coaching service and also train people to act as internal coaches.

www.enthiostraining.co.uk

11

Open Innovation
The central idea behind open innovation is that in a world of widely distributed
knowledge, companies cannot afford to rely entirely on their own research, but should
instead buy or license processes or inventions (i.e. patents) from other companies. In
addition, internal inventions not being used in a firm's business should be taken outside
the company (e.g., through licensing, joint ventures, spin-offs).
Objectives:




To enable an organisation to explore their understanding of open innovation and
the readiness to participate
Expand the resource available to an organisation
Identify a way forward to begin collaboration

What’s involved?
A facilitative approach is applied, with short input sessions, followed by time for open
discussion and reflection.
Key areas of focus are;
 Underlying beliefs of open and closed innovation
 Where ideas come from
 Open Innovation model
 Types of cooperation, what it takes to share
 Opportunities to get involved
Workshop sessions are supplemented by exercises to highlight the key aspects of
innovation plus feedback from trainer and group review.
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Performance Coaching
This is a hot topic as the business environment becomes more aggressive. Benefits are
that the organisation moves forward faster because people can think and act for
themselves and the ‘right’ kind of performance management can enhance an individual’s
personal experience and self motivation. Managers often are either so busy or
uncomfortable with potential conflict that underperformance doesn’t get addressed or at
best gets delayed. This 2 day programme covers the whole performance coaching
process and the issues that arise in a manager’s responsibility to achieve the best
performance of themselves and others.
Objectives:






Defining a performance coaching framework within your organisations
performance system
Managing expectations
Handling appraisals
Establish reasons for non performance
Maintaining motivation

What’s involved?
The course aims to provide individuals who are responsible for the performance of
others to have a clear understanding and interpretation of your performance system. (If
one does not currently exist we can provide a framework to which your team can work).
It aims to bring the system alive so that both they and the coachee relate to the content
and context rather than the process.
The course establishes that individuals need to be clear in their communication and
serve to improve performance across their direct reports by holding them accountable.
All forms of communication will be discussed, listening, verbal, non-verbal, with
particular focus on language, tonality and pitch and what reactions these evoke in the
other person. Dealing with under-performance is picked up at this point, covering
managing your own attitude, continuing to communicate effectively and managing the
expectations of all interested parties.
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Personal Impact & Effectiveness
The purpose of this programme is to develop Emotional Intelligence to increase
personal effectiveness and achieve better relationships with colleagues, clients
and stakeholders. Travis Bradberry’s research established that 83% of people
high in self-awareness are top performers. Whilst IQ is important, those with high
EQ can foster relationships and effectively manage both their own and others
emotions, essential in working successfully in todays high paced and demanding
work environments.
Objectives:





Gain greater insight into the 4 aspects of Emotional Intelligence.
Evaluate your own levels of Emotional Intelligence.
Develop communication styles that engage the receiver.
Learned strategies for developing greater awareness in working with
others.

What’s involved?
This course is aimed employees who wish to be more effective in their roles both
individually and within their teams. It’s about being able to sense and respond
authentically to those at work and home. In developing EI our approach is to start
with developing the ‘self-awareness’ and ‘self-management’ areas before moving
to working with others. Our goal is for colleagues to develop an ‘authentic’ form
of leadership such that they come across to their team as believable, trustworthy
and inspiring.
The Emotional Intelligence model is used as the main thread throughout the
course. There will be the opportunity for participants to reflect on their current
impact and discover alternative approaches to enhance their effectiveness. We
practice improving communication skills through exercises in understanding both
our own and others reactions to the words we use and the delivery style we
choose. Throughout the workshop participants will receive feedback on their
impact
from
both
trainer
and
colleagues.
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Project Management
This is a bespoke programme tailored to the particular approach your organisation takes
to manage projects.
Stakeholder management is critical, especially an appreciation of the language used
when communicating with non-technical/non-scientific stakeholders. Project Managers
need an understanding of the ‘buying behaviours’ of different stakeholders and the
conflicting priorities/attitudes of different stakeholders within the same client.
Managing the internal resource is essential and communication can often be limited
even across project teams. Project Managers may have little or no choice over the
resource they are given and yet the success of a project is in their hands...
Objectives:





Establish clarity of the project management process to make it consistent
Spot opportunities to improve personal style and approach
Strategies to handle others effectively
Build personal confidence and credibility

What’s involved?
We introduce the essential process steps of project management and review against the
current practise within your organisation. The purpose of this is two-fold;
1. to lay down project management basics and check understanding.
2. to demonstrate learning within the organisation. (‘War stories’ can be a great
aid to the memory for current and/or future projects.)
The course is based around a case study on a subject agreed at the scoping stage.
This then provides a continuous thread through the two days and maximizes
engagement in the learning whilst modelling the project management process.
We raise awareness of personality type and communication styles throughout the
programme via direct and indirect input, i.e. personal profiling and the use of actors in
the role plays. This increases personal awareness and develops strategies in dealing
with others. It can also increase collaboration and demonstrate how managing
relationships can minimise risk across a project.

www.enthiostraining.co.uk

15

Powerful Communications in Business
The main thrust of a persuasive presentation is to create an emotional state where the
decision-maker(s) is clear and confident about what he/she is being asked to commit to.
It has been estimated that in terms of influence, about 93% is attributed to how
something is said, with only 7% being attributed to what is said. When a presenter fails
to gain commitment often it is not the information that is incorrect, but the way in which it
is put across. We focus on helping the presenter say things in a way that is going to
inspire.
Objectives:
To make the impact you intend and move people to action through;
 Communication styles, seeing yourself as others see you
 Building confidence
 Content, using ‘Power Point’ that does not detract
 Response generators
 Thinking on your feet and handling your audience
 Effective questioning and listening skills and handling of questions and answers
What’s involved?
We cover skills in how to mentally prepare for a presentation and how to project an
appropriate image. Video coaching is a tool that can significantly speed up the process
of adaptation, connecting the individual with how the presentation ‘felt’ to deliver with
how it ‘looked’ and ‘sounded’ to others.
We work with people to be comfortable in asking for a decision. Often the presenter is
required to answer questions and objections from the audience. This is sometimes the
most stressful part for the presenter; we look at ways of re-framing questions and
objections so that they become powerful assets for the presenter. We can show how to
spot whether an objection is genuine or not and how to decide whether there is a ‘hidden
agenda’ from people in the audience who may have a vested interest in you not having
your proposal accepted.
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Team Building & Problem Solving Skills
Teams are ever-changing. With the introduction of new team members, a new task or a
restructure causing redeployment of staff, establishing relationships quickly can reduce
or eliminate the amount of time a team is ineffective.
Objectives:





To encourage relationships to develop across all teams
To improve interaction
To encourage ownership and individuals following things through
To be proactive and suggest solutions/ proposals to arising issues

What’s involved?
The setting of the team or organisational context is an important first step and
establishing what it takes to be effective as a team in your organisation and business
sector. Through the active participation in team tasks and problem solving we work out
how effectively we communicate, how we assess our team performance, the potential
blocks and also how to optimise the talent that we have both in our team and the wider
organisation. This can be run as an indoor or using the ‘friendly outdoors’.
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Team Challenge – Orienteering
An away day with a purpose. A North-west based event held in a country park that aims
not only to increase morale, recognise individual and team contribution but also to
further develop the team and work on specific organisational aims.
Objectives:
· To encourage relationships to develop across all teams
· To improve interaction
· To be proactive and suggest solutions/ proposals to arising issues
· To improve communication
· To encourage ownership and individuals following things through
· To break down the ‘us and them’ mindset
What’s involved?
The morning session is primarily to focus on business outcomes. (These are agreed with
key stakeholders in the design stage). Past events have involved topics such as,
working on company values, introduction of strategies and targets, behavioural
competencies, innovation etc. The afternoon session is a reinforcement of work
completed in the morning and is a team challenge based on an orienteering course. The
team challenge consists of two main stages, a short planning stage and a ‘doing’ stage.
This helps to pull out some learning points in the post-exercise review, for example, how
teams allocate roles, the need for deciding a strategy before moving into implementation
etc. We also look at any differences between what they planned to do and what they
actually did (for example in order to cope with unforeseen circumstances or the actions
of competitors).
The activity concludes with congratulations for the winning team, and then on return to
the training venue, we conduct a brief review. This is a combination of an indoor and
outdoor activity and is not dependent on individuals being super fit!
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Team Problem Solving Skills
To provide a team with knowledge and skills relevant to problem solving and creative
thinking, so that they are able to identify problems/potential opportunities and resolve
them effectively.
Objectives:




To provide delegates with a problem solving methodology
To provide delegates with techniques for proactively involving others in problem
solving activities
To give delegates the opportunity to practise the core skills of effective problem
solving and creative thinking

What’s involved?
The course is based around a framework for problem solving and complemented with
the skills required for thinking and generating creative solutions. There is an emphasis
on practise and review at each stage so that delegates can experience the effects of the
applied information and techniques first hand.
We will discuss the types of problems we encounter and the constraints we currently
work within in our organisation. Then we introduce problem solving methodology and
analysis of the key stages of problem solving. Once the framework is in place we cover
the internal barriers to effective problem solving and aim to not only identify them but use
the course techniques to resolve or escalate issues.
Overall, the design of the programme is to establish the competencies required in
problem solving and then to build on this foundation by widening the topic to creative
thinking and decision making.
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Thinking Strategies & Innovation
Ideas usually come from within an organisation. If you want to make more of your
team’s ability to create practical solutions you can enhance this by a programme on how
they can access their own and others thinking more effectively. Harness the power they
have or that they have yet to discover!
Objectives:







To enable delegates to understand their own thinking preferences and how they
affect management style
Understand how to solicit other people’s perspectives and also to take objective
decisions when required
To be able to foster a climate of creativity and of logic in times of change
Practise techniques for thinking with others and by yourself

What’s involved?
Generally a facilitative approach is applied, with short input sessions, followed by time
for practise and reflection. There is the option to use a Thinking Styles Inventory, which
helps delegates identify their own thinking preferences and blind spots, while also
providing techniques for increasing the thoroughness of their thinking.
Key areas of focus are;
 Problem analysis and definition
 Perspective taking
 Models for thinking
 Tools for thinking by self
 Tools for thinking with others
Workshop sessions are supplemented by exercises to highlight the key aspects of
thinking plus feedback from trainer and group review.
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Time Management & Delegation
We cannot generate more time in the day; only manage what we have already. Poor
time management can be caused through a lack of personal motivation, a combination
of inappropriate workload allocation, a willingness to always say ‘Yes’, and can also be
dependent on the relationships that we do or don’t foster in the workplace.
Objectives:
 To use the time you have in the most effective and efficient way
What’s involved?
We discuss the main reasons for the need of effective time management and delegation
within your workplace and context. We identify where our time is going now and how it
currently gets prioritised and why. Then we introduce the basic concepts of time
management, time logs, planning, and prioritisation and block time as techniques to
improve the management of our workload.
Next we cover the idea that if you don’t respect your time then how can you expect
others to? The relationships that we form at work have a direct impact on how effective
we are with the time that we have.
Finally we discuss the basic principles of the delegation process and how to hold
ourselves and others accountable. The main aim of the delegator is to create an
emotional state where the delegatee is clear and confident about what he/she is being
asked to commit to. Dealing with under-performance is also covered at this point around
managing your own attitude, continuing to communicate effectively and managing the
expectations of all interested parties.
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Coaching Skills
Coaching is a one-to-one activity between a coach and coachee. It is an opportunity to
explore issues and situations that are facing an individual, to clarify their thinking and
make well-thought out decisions about what actions they want to take. Some situations
where coaching skills may be brought into play are;
 To prepare for a event where an individual is are not sure how they are going to
act or are unclear about the outcome
 To review an individual’s performance
 To develop greater flexibility in working with others
Objectives:






Heightening personal awareness
Helping others order their thinking
Reflecting back the coachee’s observations
Moving the coachee on
Adding value

What’s involved?
A coach works by asking the coachee questions which encourages them to extend their
thinking beyond that which they have done for themselves. You can think of coaching
as a ‘purposeful conversation’; it is structured and has an outcome, usually some kind of
action that the individual wants to take. The responsibility of the coach is to structure the
coaching session, not to come up with answers or to judge the coachee. Therefore the
skills required are around;






Creating the right environment
Establishing the right attitudes both in the coach and the coachee
Structuring your coaching sessions
Asking questions
Action planning
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Facilitation
The aim of the facilitator is to motivate, guide and support others in the development of
ideas and processes that produce change, improvement and customer satisfaction.
Their role is to;






Be a guide and direct the process
Be a catalyst and support the process
Provide the method and structure that helps the group achieve their task
Be a resource for group ideas
Give feedback and recognition to the group

Objectives:




Develop the ability to support and encourage teamwork
Gain commitment to goals, action plans and results
Develop mutual respect and productive communication between people

What’s involved?
An interactive day, facilitation, by definition implies that more than one person has to be
present; so much of the learning is achieved by working with other delegates.
Key areas of focus are;










What part do values play?
Noticing skills
Reading non verbal behaviour
Effective listening
Question and answer techniques
Managing group pace and energy
Maintaining direction
Handling the dynamic of a group and maximising participation
Handling difficult personalities and situations
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Handling Groups
An unsung skill – the art of handling groups! Groups come together in many forms, for
meetings, organisational communication, team briefings, client reviews, focus groups,
internal or external training sessions to name a few. This a course designed for anyone
who comes in to contact with and needs to achieve an outcome with a group, your
trainers, your managers, suppliers and customers.
Objectives:


To have the skill to support and direct groups to achieve their aim at the point of
meeting by effective and professional facilitation

What’s involved?
Handling groups mean that there are many dynamics in play. This means developing a
flexible approach ready to move with and for the group in achieving its aims.
Key areas of focus are;









A model for training
How to consolidate learning
Handling questions and distractions
How to conduct a review
Feedback - giving and receiving
Moving people to action
Holding others accountable
Thinking on your feet
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Mentoring Skills
Targeted towards people for whom mentoring is not the prime activity of their job, but for
whom the development of others is a part of their role.
Coaching & mentoring are used in different ways by various organisations. Although
there is clear overlap between these two roles, essentially, the difference is that a
mentor requires some subject matter expertise, while a coach does not. This difference
influences the skill set that the person must possess as he/she needs to be able to
select a ‘teaching’ style that is appropriate for his/her mentee at any one time.
Objectives:
 To have the skill to support and direct individuals in effectively gaining knowledge
and experience
What’s involved?
We explore the two main styles of learning (passive and active) and their complementary
styles of ‘teaching’ (tell and ask). We look at the benefits of both styles and provide
guidance on how to select the most appropriate style for each situation. Having
established the broad parameters of mentoring and the skills required to perform this
role, we then move into skills practise. This practise would cover both ‘tell’ and ‘ask’
skills. ‘Ask’ skills are more usually associated with coaching, but are necessary skills for
the mentor, particularly when dealing with mentees who are more advanced in their
development or to check for understanding.











How to structure a learning session
How to set objectives for each session
How to give information
How to give demonstrations
How to give feedback and monitor progress
How to ask questions which help individuals to explore their own thinking.
Listening skills
Reflecting back
Goal setting
Testing commitment
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Time Management
Once we learn to respect our own time and how to effectively communicate our priorities
to others, we can control areas in our working lives that initially may have seemed
uncontrollable. What is the reward for having a team that achieves more in less time? A
motivated, healthy and happy workforce who can pre-qualify their workload and
therefore achieve on time each time.
Objectives:




To provide delegates with an opportunity to step back from their busy schedules
and reflect on what is important
To learn techniques for focusing on the important aspects of their lives and how
to say ‘No’ to those that are less important
To learn techniques for staying on track

What’s involved?
Generally a facilitative approach is applied, with short input sessions, followed by time
for practise and reflection. Much of the work done is through reflection and feedback
from the trainer. A major contributory factor to the success of this course is the
opportunity for delegates to remove themselves from their normal patterns of working
and, therefore work in an environment that supports change.
Key areas of focus are;








Causes of stress and what leads us to ‘unbalanced’ lives
Create you values and purpose statement
How to prioritise workload and lead a balanced life
What stops us getting what we want?
Goal setting
Hints and tips for effective time management
Assertiveness skills
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