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	Untitled

	Box 2 Title: Agenda
	Box 1 Body: This workshop has been designed for members of the team who are new or looking to take the first move into supervising / managing a team. It will enable them to learn the key aspects of man management in very basic and easy to understand terms. Focusing initially on how they manage themselves, the day will give them a sounding in the challenges that will face them and how they will need to develop skills to overcome them. They will gain a full understanding of how their actions and image affects the team both from a personality and performance point of view. The aim of the day is to allow the delegates to overcome the initial fears of a new manager and build a confident understanding of the principles of leading a team. Finally they will be encouraged to set quality, measurable goals as individuals to put what they have learnt into practice.
	Course title: Introduction to Management Skills
	Box 1 Title: What's it all about?
	Duration: One Day
	Box 2 Body 1: • What is management?• What are the ingredients of a good manager?• Managing myself before I manage others.• How can I manage time more effectively?• Managing my environment.• Leading by example.
	Box 4 Body: This workshop will be a combination of syndicate groups and challenging interactive discussions. It will involve feedback sessions from other delegates and the chance to learn from other peoples’ experiences. There will be plenty of opportunity to create and develop an action plan that the delegates present to their team at the end of the day.  There is guidance offered on post course action planning during the day by the trainer.
	Box 4 Title: What training styles will be used?
	Box 5 Title: What will the delegate be able to do on completion
	Box 5 Body:  Understand and apply the basic principles of people management.  Understand the effect of a manager’s actions and image on others. Effectively manage their time and priorities. Understand and manage their working environment. Handle basic staff conflicts effectively. Use basic motivational skills to increase team performance. Use basic motivational skills to increase team performance. Take away an action plan that they can start to implement immediately


