
Middle management  
development programme  
- 2014 / 2015 

Academy 



The Management Academy 

The Management Academy programme is available as either a comprehensive 
ten day ‘management skills toolkit’ with an optional ILM Level 5 Certificate 
qualification (eleven days in total for ILM Certificate), or alternatively as a shorter 
six-day programme whereby delegates can be more selective about the 
programme modules they wish to include from the list below. 
 

Day One 
Life orientation skills—LIFO               3 
 

Day Two 
Leadership & people management              4 
 

Day Three 
Communication skills                 5 
 

Day Four 
Presentation skills                 6 
 

Day Five 
Influencing and facilitation                7 
 

Day Six 
Negotiation skills                 8 
 

Day Seven 
Recruitment interviewing and selection skills            9 
 

Day Eight 
Managing projects                10 
 

Day Nine 
Analytical problem solving and decision analysis         11 
 

Day Ten 
Client service standards and business development         12 
or 
Strategic organisational awareness            13 



At the heart of successful management is the ability to pass on core skills and 
competencies to members of your team in order that you are able to trust them to 
do things the right way in future. This will enable you to focus on shaping and 
leading the future for your business.  The cycle of good Management begins with 
understanding yourself and the impact you have on others, be they staff, clients, 

contractors or senior management. 

Objectives 

• Programme overview 
• Aims & objectives 
• Programme expectations 
• Group introductions 
• Life Orientation 
• Introduction to behaviour 
• Behavioural questionnaire 
• Behavioural analysis 
• Action planning 

Contents 



Leadership is one of those things that's often difficult to define but you know it 
when you see it, and you definitely know when it's missing. This module will push 
each and every delegate to gain a rigorous personal insight into what makes 
them tick and then, with that understanding of themselves, to stretch their 
‘comfort zones’ into new and challenging territory. 

Objectives 

• Action centred leadership – John Adair 
• Defining the principal qualities of an inspirational leader 
• Inspirational leaders in action - examples of individuals; their speeches 

and why they work so well 
• Studying leadership styles and how you can use them creatively 
• The roles and responsibilities of a leader 
• Using delegation as a leadership tool 
• Presenting ideas and vision to a group 
• Describe the different team roles 
• Explain the four stages of teambuilding 
• Set clear individual and team objectives 
• Understand the power of motivation  

Contents 



The ability to structure and pitch all communication to individuals and groups is 
central to the role of good management.  Clear and concise written communication 
is as important as the ability to be able to deliver effective oral communication. 
This comprehensive module on all forms of communication covers the principles of 
effective verbal and written communication, introducing the impact that both have 
on effective presentation styles as well as providing the foundation for effective 
negotiation and influencing skills that will be covered later in the programme. 

Objectives 

Writing skills 

• The difference between communicating ideas and selling ideas 
• Barriers to good communication 
• Communicating more effectively on an individual and group basis 
• Identifying the barriers to understanding the written word 
• Style and language 
• The principles of effective business writing 
• Spelling, grammar and structure – using a corporate ‘house style’ 
• Presenting a positive image 
• Using a systematic approach to planning, writing and editing 
• Letter and email writing 
• Using different approaches to convey different messages 
• Structuring reports, externally and internally 
• Techniques for breathing life into a report 

 

 Managing meetings 

• Identify the most effective ways to communicate a message when holding a 
meeting 

• Consider different techniques for imparting information 
• Construct a meeting agenda incorporating different types of content 
• Design various styles of agenda for controlling different kinds of 

communication 
• Effectively manage communications and commitments before and after the 

meeting 
• Understand and use assertive behaviour when chairing a meeting 
• Develop a strategy for coping with difficult people at meetings 

Contents 



Being able to communicate effectively whilst delivering a presentation is a core 
managerial skill and central to the role of good leadership. This second day on 
communication will help delegates prepare effective, interesting and memorable 
presentations using a range of different techniques, develop their oratory 
techniques and effectively use body language for emphasis. 

Objectives 

• Planning and preparing presentations 
• Creating a good first impression & generating rapport 
• Presentation strategies and techniques - body language - techniques 

and examples of it’s use by ‘experts’ 
• Oratory techniques and crucial points to remember  
• Using different resources and aids — when and where to use them 
• Managing tricky situations 
• Closing the presentation  
• Ending on a high 

 
Additional information:  
In this module participants will be provided with a full understanding of how to 
prepare and deliver an effective presentation. There is a highly practical 
element to this programme with opportunities for practice using video. 
Delegates may opt out of the use of video if they prefer, however each delegate 
on the course will receive individual coaching and feedback and may use 
existing presentations they are working with if they prefer. 

Contents 



Having had the opportunity to practice and develop delegating and coaching 
skills between days one and two, delegates will now explore how they can 
exercise more influence over their teams by becoming more effective and 
persuasive communicators, realising the powerful impact that this can have in 
coaching and leading the members of their team. 

Objectives 

Influencing skills 

• Influencing language - how to use it and how to say it 
• Using body language and non-verbal communication to your 

maximum advantage 
• Understanding the motivations of others 
• How others use their learning and management styles to influence 
• Learn how to influence at meetings and during presentations 
• Conflict strategies - turning these to your advantage 
• Succinct and clear verbal communication 
• Building effortless rapport 
• Establishing and maintaining trust 
• EDICT consultancy skills  

Contents 



The ability to negotiate with skill and preparedness in a variety of different 
scenarios is an essential contributor to successful organisational performance. 
The series of modules within our negotiation skills element introduce delegates to 
the fundamental skills and techniques of negotiating, enabling them to become 
significantly more persuasive and influential by helping them develop their own 
confident, professional style of communication. Delegates will study exercises 
that facilitate the transfer of these practical skills into the workplace. 

Objectives 

• Explain the difference between selling and nego�a�on 

• Iden�fy the key personality differences between a good and a bad nego�ator 

• Recognise the five phases of nego�a�on 

• Use crea�ve thinking to plan a nego�a�on 

• List the ten most common nego�a�ng mistakes 

• Create impact using effec�ve verbal communica�on skills 

• Highlight the importance of body language to a nego�a�on 

• Demonstrate a nego�a�on using features and benefits  

Contents 



In today's ultra competitive market, the value of recognising the best candidate 
for the job cannot be over-estimated. Successful recruitment presents an ongoing 
challenge whilst attracting and selecting the right candidate is fundamental to the 
future success of your team and the business. The cost of making the wrong 
choice in recruitment is both expensive and hugely time-consuming. 
 
The Management Academy interviewing skills module will help you meet the 
challenges of the interview situation using many of the new skills you have 
learned so far to greatly increase the chance of making the right selection 
decision first time. 

Objectives 

Contents 

• Using the most reliable methods to select the right applicant 
• Preparing for the interview - creating the picture of what you are looking for 
• The job purpose, job description and a person specification 
• The difference between "essential" and "desirable" when forming a person 

specification 
• Communication skills during the interview situation 
• Determining competency through situational questioning 
• Preparing the interview room 
• Communication with the candidate - building rapport and the importance of 

putting the candidate at ease 
• The five part structure - greeting, route mapping, investigating, providing 

information and summarising 
• Selling the position and your organisation - impressing candidates that 

meet your requirements 
• The interview summary and checklist 
• The legal framework - highlight key laws and regulations and their impact 

upon the interview process 
• Practical exercises within the group 
• Retaining goodwill by following up in the correct manner 



This module includes practical exercises designed to demonstrate how you can 
identify which jobs are most important, and which deadlines are most important to 
meet. Delegates will also learn how to take remedial action to bring a project back 
on course. These skills are perfectly sufficient for running small and medium-
sized projects, and will allow you to balance the triple constraints of time, cost 
and scope/quality which are present in all projects. 

Objectives 

• Principles and definitions 
• Roles and responsibilities 
• Stakeholder management 
• Communication plan examples 
• Tips for writing a project definition 
• Types of documentation 
• Setting goals and objectives 
• Critical path analysis and Gantt charts 
• Managing the workplan 
• Managing risk and risk assessment 
• Contingency planning 
• Updating the project plan 
• Managing scope 
• Managing quality 
• Phase out plan and activities 

Contents 



Analytical problem solving 

Organizations face significant demands to develop leaders at all levels who can 
effectively resolve issues. This module is designed to equip your leaders of 
tomorrow with the necessary rational and critical thinking skills that become the 
foundation of effective leadership and issue-resolution management.  Our 'Clear 
Thinking' processes provide individuals with the capability to think rationally and 
constructively, enabling them to cut through the clutter of business complexity. By 
getting to the heart of an issue, they can address the most complex challenges 
confronting your organization.  This gives leaders the skill to focus their teams on 
the vital few issues affecting the business. A common language and common 
process are essential for effective, efficient collaboration across teams, functions, 
and geographies. 

Objectives 

• Assess situations completely and dispassionately 
• Identify the highest priorities to resolve first 
• Solve difficult problems, separating facts from assumptions 
• Make complex decisions aligned with the organisation’s strategic and 

operational priorities 
• Understand and manage risks proactively while executing strategic 

initiatives effectively 

Contents 



Customer service is the cornerstone of a solid, thriving business. In commercial 
business terms, it costs up to thirty times more to get a new customer than it does 
to service and maintain the satisfaction and loyalty of existing ones. The aim of 
this module is to enable delegates to create, maintain and build upon a positive 
and informed culture of customer care whilst understanding the fundamental 
importance of developing your own commercial acumen in order to be able to 
help drive business development. 

Objectives 

• Stakeholder analysis 
• Identify the different kinds of client within your business 
• Establish why poor customer care happens 
• Grasp the importance of the lifetime value of each customer 
• Being assertive without being aggressive 
• Describe the importance of non-verbal communication 
• Recognise the seven types of difficult people 
• Develop a coping strategy for dealing with difficult customers 
• Developing service standards 
• Developing relationships and managing expectations 
• Identifying and addressing customer issues 
• Understanding your clients organisational goals and the issues that 

affect them 
• Presenting a positive and informed image of the business 
• Identifying opportunities 

Contents 



This final module will be designed as a morning and afternoon session. Through 
the duration of the programme delivery, each delegate will be encouraged to 
develop an understanding of the broad overview of challenges facing the 
business.  In this final morning session, the manager or director of each delegate 
will be invited to attend and present their vision and ideas on strategy for the 
future and the key issues facing the business.  The delegates will then be asked 
to prepare and deliver individual five minute presentations outlining their clear 
understanding and vision for the future, reflecting upon what has been discussed 
during the morning and lunchtime session. 
 
There will be a two hour consultation session over the lunch period between the 
trainer and delegates which will be used to assist them in crafting their 
presentation. 
 
Upon completion, the manager or director of each delegate will be invited to 
present each of the delegates with their Management Academy Certificate of 
completion. 

Objectives 



 
Belfast — 17 October 2014 

Glasgow — 18 October 2014 
 

Belfast — 19 November 2014 
Glasgow — 20 November 2014 

 
Belfast — 17 December 2014 

Glasgow — 18 December 2014 
 

Belfast — 28 January 2015 
Glasgow — 29 January 2015 

 
Belfast — 25 February 2015  

Glasgow — 26 February 2015 
 

Belfast — 25 March 2015 
Glasgow — 26 March 2015 

 
Belfast — 27 April 2015 

Glasgow — 28 April 2015 
 

Belfast — 26 May 2015 
Glasgow — 27 May 2015 

 
Belfast — 25 June 2015 

Glasgow — 26 June 2015 
 

Belfast — 29 July 2015 
Glasgow — 30 July 2015 

 
Belfast — 27 August 2015 

Glasgow — 28 August 2015 

Day One 
Life orientation skills—LIFO 
 
Day Two 
Leadership & people management 
 
Day Three 
Communication skills  
 
Day Four 
Presentation skills 
 
Day Five 
Influencing and facilitation 
 
Day Six 
Negotiation skills 
 
Day Seven 
Recruitment interviewing skills 
 
Day Eight 
Managing projects  
 
Day Nine 
Analytical problem solving  
 
Day Ten (Plus optional day eleven) 
Client service standards  
 
Day Eleven 
Strategic organisational awareness 



The management development programme can be booked on a full ten day package or 
on a shorter six day package. The six day package is discretionary and  the modules 
selected should be of your own choosing. 
 

The ten day development programme will carry an optional ILM Level 5 Certificate in 
Management whereby attendance at both days ten and eleven will be compulsory. 
 

Delegates opting for the non-ILM Certificate programme will be provided with Cosensa’s 
own Certificate of completion. 

Anyone interested in attending either the six day or ten day programme should contact 
our Belfast or Glasgow office to obtain an official Booking Form.  Our contact details are 
as follows: - 
Telephone: 02890 439624     Email: enquiries@cosensa.co.uk 

Managers from any discipline who wish to learn, revise or develop their management 
techniques. 

This is our most comprehensive management development course. It consolidates  
in-depth guidance on key managerial skills such as team development, performance 
management, coaching and self-management into a clearly structured programme. You 
will have opportunities to explore the challenges you face in detail, thanks to a workshop 
style format which lends itself to flexibility. 
 
We adopt a blended learning approach in all our modules combined with both additional 
compulsory and recommended reading and a series of homework exercises designed to 
help the programme flow from day to day and help the learning process naturally evolve. 

Prices quoted are inclusive of tuition, Course Materials, and the reasonable use of materials, publications and machines 
(where applicable) by the Delegate for the period of the Course. The price does not include any travel, accommodation or 
living expenses which the Delegate may incur in attending each days Course. Cosensa will raise and issue an invoice 
upon receipt of a formal Booking Form. For Customers who do not operate a purchase order system Cosensa will accept 
a written instruction to invoice which must be signed by an authorised representative of the Customer. In any event an 
invoice will be issued 14 days prior to the official start date of the development programme. 
Payment in full is required within 14 days of date of invoice or on, or prior to, attendance at day one. In the event that the 
course occurs within 14 days of the invoice being issued, payment should be made prior to, or on attendance of the first 
day itself. Failure to ensure payment is made prior to or on day one of the course, may regrettably result in the attendee 
being refused entry. In this event, costs will still remain payable. 

Eleven day ILM Level 5 Certificate Qualification - £1,495.00+VAT per delegate 
Ten day Cosensa certified development programme - £1,245.00+VAT per delegate 
 
Six day Cosensa certified development programme -    £845.00+VAT per delegate 



64 Donegall Street 
Belfast 
BT1 2GT 
T: 02890 439624 

200 Bath Street 
Glasgow 
G2 4HG 
T: 0141 433 0151 


