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All participants opting for the ILM route will become student members of ILM and have access to their online resources and support. 
Further information about the Institute of Leadership and Management can be found on their website at 

www.i-l-m.com
ILM

Stowe House

Netherstowe

Lichfield

Staffordshire WS13 6TJ

Telephone: +44 (0) 1543 266867

Fax: +44 (0) 1543 266893

Email: customer@i-l-m.com
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contact us

The Centre for Staff Development
Liverpool John Moores University

3rd Floor JMU Tower

24 Norton Street

Liverpool 
L3 8PY
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Tel: 0151 231 5550


Fax: 0151 231 5539
Email: staffdevelpment@ljmu.ac.uk 






























  
                      













leading to the ILM level 3 award in first line management
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LJMU programme in first line management 
2008-09

This leaflet details the flexible development opportunities available to staff at LJMU available from the Centre for Staff Development.

The LJMU Programme in First Line Management offers staff the chance to either attend the programme through a development route achieving LJMU certificates of attendance; or opt to achieve a Level 3 Award in First Line Management from the Institute of Leadership and Management (ILM). 
LJMU Programme in First Line Management (FLM)

The First Line Management Programme is available to all staff members within LJMU, including both current and aspirational  managers and team leaders. It aims to equip individuals with the practical, day to day skills that are required within the role of the manager, as well as giving specific guidance on LJMU practices and procedures.

The Programme is modular based and participants can choose between the following sessions:

Induction

Conducted on a one to one basis       

Mandatory for the ILM Route

This essential half day is the preparation session for the programme in First Line Management. It provides an opportunity to meet other participants, explore learning preferences and outlines both the content and expectations of the programme.   
Solving Problems and Making Decisions

28th January 2009
10.00am – 4.00pm              
Credits: 2
Mandatory for the ILM Route

The ability to solve problems and decide what to do next is essential for all managers. This session aims to develop knowledge, understanding and effectiveness in the processes of solving problems and decision making. The content focuses on the analysis, definition and investigation of cause and effect, and the application of decision making tools. It also looks at implementing, communicating and monitoring once a decision has been reached.

Effective Minutes and Agendas

12th February 2009

9.30am – 12.30pm 

Credits: 2
This session focuses on how to get the most out of the many meetings that you may attend. It 
defines and clarifies the various roles and responsibilities within meetings, the purpose of agendas, minutes and action points and the best way of compiling them

Presentation Skills

19th & 26th March 2009

9.30am – 4.30pm  

 Credits: 1
Most of us will be called upon to deliver a presentation as part of our work which can seem daunting. This session covers all aspects of presentations and public speaking, including: the preparation and design of the content, with any visual and supporting aids that may be used; through to the actual delivery of the presentation itself, with focus on how to control the audience and your own nerves.

Conducting Personal Development and Performance Reviews (PDPR)

13th May 2009

9.30am – 4.30pm

Credits: 1
The PDPR process is one of the most effective communication tools that a manager can utilise, but the successful completion of a review requires preparation and planning. This session will enable reviewers to identify and practice the skills required to ensure that the process is positive, effective and rewarding for both the reviewer and reviewee.

Managing Stress in the Workplace

23rd April 2009

9.30am – 12.30pm

Credits: 1
A key responsibility of managers is to ensure that they are aware and are responsive to the pressures that their team may be under, whilst still taking care of their own stress levels. This session aims to help identify the common warning signs and symptoms of stress, as well as techniques to reduce stress in both the long and short term.

Managing Health and Safety at Work

TBA
9.30am – 4.30pm / 

9.30am – 12.30pm
 
Credits: 3
This session aims to help managers identify their roles and responsibilities in ensuring the safety and security of individuals and environments. The session will include practical advice on accident prevention, risk assessment and control measures.

Influencing and Negotiation Skills

12th March 2009
10.00am – 4.30pm 

Credits: 1
We all find ourselves in situations when we need or want to influence others to follow a certain course of action. This session examines and covers various techniques that we can use and when to use them, as well as ensuring that we are presenting an image of trust and fairness.

Building the Team and Motivating to Perform

27th January & 3rd February 2009

9.30am – 4.30pm

Credits: 3
What are the factors that are needed to turn a group of individuals into an effective team? This session aims to answer this question. Focusing on the various team roles, functions and personalities that may come into consideration, ensuring the manager is able to provide motivation and empowerment to all team members.

Coaching and Developing Your Work Team

18th March 2009

9.30am – 4.30pm  

Credits: 2
As part of the PDPR process, a manager will help their team identify development goals or objectives, including those related to skills development, career enhancement or confidence building. This session helps the manager to establish the best course of action, and how to coach others when required.

Equality and Diversity in Recruitment and Selection

Part One:

       Part Two:

17th March ’09                 20th April ‘09

18th May ‘09                    8th June ‘09

9.30am – 4.30pm    

Credits: 3
This two day session aims to ensure that managers know the practical and legal issues involved in recruiting new staff, helping to ensure that the right person is chosen for the job. All aspects of recruitment are covered, from the initial advertisement, designing the job description and personal specification, through short listing and the interview itself.

Programme Routes….

There are two routes through the LJMU Programme  in First Line Management:

Option One – Development Route: Individuals can attend as many or as few of the individual sessions as they feel appropriate to their own development requirements. These sessions are all free of charge, and attendance certificates are provided for all.

Option Two – Qualification Route: Individuals can choose to work towards the ILM Level 3 Award in First Line Management. This will require: 

· Attendance at the Induction and the Solving Problems and Making Decisions sessions

· Attendance for a minimum of three further credits, made up from the remainder of the modules

· The completion of a short work based written assignment

Contact Jason Boulter the Programme Leader  and Staff Development Advisor on  0151 231 5551, to discuss which development route would be most appropriate.
To find out more access our website at � HYPERLINK "http://www.ljmu.ac.uk/csd/" ��www.ljmu.ac.uk/csd/� . Alternatively, one of the Centre’s Staff Development Advisers will be happy to discuss your requirements with you. Call them on 0151 231 5551. 





To reserve a place on this programme please call Paula Bartlett on 0151 231 5550
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