


Hi-Spec Consulting™ Team

Laura Hayes - Consultant Trainer & Coach

Laura has held positions of Global Business Management Leadership from the late 1980’s but for the
past 10 years has been an independent Executive Coach & Learning & Development Consultant. As
an Executive Coach she works with individuals, diverse groups and teams on issues appertaining to
personal development, performance enhancement and skills building. She describes her coaching
style as client-centred, solutions focused, and success orientated with a good measure of ‘team’
dynamic. In fact it is based on similar principles and values that she held as an executive in high-
achieving organisational cultures. Whilst her previous career was in Finance as a coach she works
with senior executives from various industries i.e. Retail, Telecommunications, Engineering,
Automotive, Manufacturing, Pharmaceutical, and Construction. Additionally, she holds the roles of

an associate Coach and Programme Director at The London Business School.

Peter Grinyer - Consultant Trainer & Coach

Peter is a highly effective Professional, with extensive experience gained in a range of roles,
including Corporate Finance Director; Finance Manager and Company Accountant. He has a strong
track record of maximising profits in the Private sector, and optimising costs in Public and Not-for-

Profit organisations. Ensures efficient practices across all aspects of business finance management.

Camiilla Davis - Business Operations & Development
Camilla manages the daily business operation for Hi-Spec Consulting™. Working closely with
Skills South East and other govt. and local organisations she is focused on developing the Hi-Spec

Consulting™ training programmes to support the training & coaching requirements of local SMEs.

I

Tina Holloway - Business Administration & Marketing

Tina is responsible for managing business administration and marketing for Hi-Spec Consulting™.



Hi-Spec Consulting™ Leadership & Management Courses

Management Development Programme Coaching for Success
Duration: 3 x 2 days per modul@ Days in total) Duration: 1 Day

Organisations are asking people at all levels ke ta ~ Target Audience o _

on greater responsibility. Responsibility far For |nd|V|du_aIs who have a responsibility for comg_w
motivating and directing staff is being given fo 2and managing the performance of others. A fun, liiigh
supervisors and team leaders. This programme helps Participative and practical course designed to it
your “First time leaders” to explore and develgp Managers Wlth the tools and _skll!s necessary torbeq
their own leadership styles so that they becomesmjor &N outstanding coach. Coaching is the quickesnamst

competent in their leadership role. effective method of developing members of staff.
Target Audience Objectives _ .

A comprehensive and practical Programme for To provide the skills, knowledge and confidence| to
individuals who lead teams. coach individual team members to improve

performance. Essential skills for Directors, Mamnage
and Mentors.

Objectives
To provide a platform for developing the confidenge )
and key skills to manage and develop employees |~ Content includes _
effectively. = Principles of Coaching
= Structure and Questions for effective Coaching
Content includes sessions using the GROW model
= Module 1 - Selecting The Right Team = Giving and Receiving Feedback
Conducting interviews using a competency based @ Communication Styles using the ‘Myers Briggs
interviewing technique Type Indicator’ questionnaire

= Facilitating Teams
= Module 2 - Managing Employee Development | = Evaluating Performance and Learning
Induction, learning styles & methods, coaching

communications styles managing change Methods
= Trainer Input
= Module 3 - Managing Employee Performance = Practical Group Exercises
Conducting performance reviews, managing = Paired Exercises

performance issues, understanding Disciplinary = Self Assessment Questionnaire
and Grievance procedures, managing and
utilising the strengths of a team Participants Resources

Participant’s manual, handouts etc.

This full programme is available
for only £3,500

after Government funding!

Methods

= Facilitated Workshops

= Review of personal objectives and identification
of further development needs at end pf
programme

Participants Resources
Participant’s manual, handouts etc.

Remember.......
.... that Hi-Spec Consulting™ can adjust all trainprggrammes to meet your company requirements.
We also offer on-site customised training for ablgrammes.
Additionally The Training and HR Consultancy Lindteffers HR Consultancy and Legal Advice.
Please visitvww.SouthernBusinessConsulting.coarkcall us on 0800 917 2628 discuss further.




Hi-Spec Consulting™ Leadership & Management Courses

Managing People Effectively
Duration: 1 Day

Target Audience

This workshop on management skills is designed
those who have responsibility for the managemer
people.

Objectives

By the end of this workshop, delegates will:
= Have a better understanding of their manage
role and responsibilities

Have practised a range of communication
influencing skills which should make for mo
effective relationships

rial

and
re

=N

= Be more aware of their managerial style(s), but
also be willing and able to adapt a wider range of
styles where appropriate

= Be better able to manage and lead staff,
increasing both their performance and their job
satisfaction / motivation

Content includes

= Choosing and using management style in a
positive way

= Art of persuasion to motivate others

= Handling difficult interpersonal situations
effectively

= Using power and influence equitably

= Dealing with individual and team conflict

= Encouraging motivation and job satisfaction

= Handling discipline, grievance and other

performance issues
Learning review and personal action planning

4

Method
This is a highly participative workshop, balancing
modern management theory with practical and
pragmatic techniques.

For each topic, there will be tutor input, gro
discussions and skills practice. All role-playase
studies, syndicate  discussions and tu
demonstrations will be based on the managers’
experiences, thus maximising the transfer of leayni
from the workshop back to the work situation.
The tutor will be able to give personal guidance
each person and will be available for questio
during and after the workshop.

up

tor

to
ns

Participants Resources
Participant’s manual, handouts etc.

th:‘ This workshop has been designed for those who
0

PWN Al exercises are based on delegates own expeseatq

Appraisals & Setting Achievable Objectives
Duration: 1 Day

Target Audience

staff appraisals.

Objectives

At the end of this one-day workshop delegates hball
able to complete the company’s appraisal process
confident and professional manner culminating in

successful outcome for all parties.

Content includes

= Clarifying the overall aims and purpose of appiais

= Understanding what makes the appraisal effeg
for the appraisee, the appraiser and the company

= Checking understanding of how the compan
appraisal process works

= How to identify key tasks and priorities

= How to agree SMART objectives

= How to assess performance against objectives

= How to complete an appraisal report

= Preparing for the appraisal meeting

= Giving feedback against performance

= Avoiding the ‘end of term report’ syndrome

= Practice on a range of challenging scenarios

Method

There is very little ‘talk and chalk’ input on th
workshop. It is more akin to a briefing about htw
make the company’s appraisal system work within
spirit, as well as the letter, of the policy.

About 80% of the time is spent ‘doing’ (objecti
setting, wording feedback, rating against compste
interviewing). The workshop looks at challengi
situations that managers may encounter such as
defensive/sensitive  appraisee, poor  perforn
unrealistic career expectations, the cynic, thensilthe
garrulous, the bully etc.

work thus maximising the transfer of learning frone
course back to the work situation.

Participants Resources

A participant’s manual incorporating practical ‘heev
model structures for appraisal and feedback mesting
handouts etc.

give
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Remember
.... that Hi-Spec Consulting™ can adjust all traingrggrammes to meet your company requiremen
We also offer on-site customised training for ablgrammes.
Additionally The Training and HR Consultancy Lindteffers HR Consultancy and Legal Advice.
Please visitvww.SouthernBusinessConsulting.coarkcall us on 0800 917 2628 discuss further.
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Hi-Spec Consulting™ Leadership & Management Courses

Leading Effective Teams
Duration: 1 Day

Target Audience
For Managers who have responsibilities for teams

Objectives
This practical, hands-on approach to team leadershi
addresses the three essential elements of creating
effective team: focusing on results, providipg
structure, and building positive interactions and
teamwork.

= To provide individuals with the basic concepts
and tools to enable them to successfully wprk
within a team.

Solve problems utilising the team to achieve
most effective result.

Resolve and respond to conflict in a positive and
respect building manner in order to maximise the
outcome.

the

Content includes

= How successful teams work

= Establishing Ground Rules

= Giving and Receiving Feedback
= Active Listening

= Handling Conflict

= Joint Problem Solving

Methods

= Practical Team Exercises
= Syndicate Exercises

= Skills Exercises in pairs
= Video

= Individual Questionnaire

Participants Resources
Participant’s manual, handouts etc.

Recruitment Interviewing and Selection Skills
Duration: 1 Day

Target Audience

For individuals who are responsible for conduct
selection interviews and involved in the decisioaking
process; If delegates have not received any fo
recruitment training or are new to the practicesionply
need to refresh their skills, then this course gsadly
valuable. This course provides the structure

successful recruitment and selection of key emp@sye

Objectives

To provide Directors and Managers with the pratt
skills, knowledge and confidence to conduct commate
based selection interviews.

To make the right selection decision.

Provide an opportunity to refresh existing knowledg

Content includes

Analysis of selection methods
The cost of poor recruitment
Recruiting within the law
Shortlisting

Structuring the interview
Biographical questioning
Competency based questioning techniques
Listening to the answers!

Note taking

Evaluating and rating evidence
Making the selection decision
Follow up procedure

$4034080830800880

Methods

= Trainer presentation

= Paired exercise

= Interview skills practice sessions and feedback
= Group discussion

Participants Resources

A participant’s manual incorporating practical ‘hdwo/
model structures, handouts etc.

We can provide ‘real candidates required

mal

for

Remember
.... that Hi-Spec Consulting™ can adjust all trainprggrammes to meet your company requiremen
We also offer on-site customised training for ablgrammes.
Additionally The Training and HR Consultancy LindtefferS HR consultancy and Legal Advice.
Please visitvww.SouthernBusinessConsulting.coarkcall us on 0800 917 2628 discuss further.
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Hi-Spec Consulting™ Leadership & Management Courses

Managing Difficult People Issues Solving Problems as a Team

Duration: 1 Day Duration 1 Day

Target Audience Target Audience

Directors & Managers with people managemegnt Managers that want to improve their teams’ perforcea

responsibility. when problems arise. This course identifies sohtken
most useful group problem-solving techniques teatrts

Objectives can use.

Have more confidence and skill in managing the
performance and conduct of teams without either Objectives

party having to utilise formal procedures except Delegates will learn how to encourage collaboration
where absolutely necessary. their team, work through problems together, and
To demonstrate the above skill and confidence by combine methods for complex problems. Delegatéls wi
clear understanding of HR policies and their examine proven tools and techniques to help folow
connection to UK legislation, plus reduced relignge standard problem-solving process, and get team

in the early stages, on support from your HR consensus and support. The course also includksttoo

=

specialist. aid in tracking results and implementing corrective
action.
Content includes
= Managing behaviour Content includes
= Conduct and Capability issues = Review current team problem-solving tools

= key legal principles and internal policies = Manage team interactions
= developing the skills to handle situations Follow a standard process
= Taking effective action Define the problem
Generate potential solutions
Problem Solving tools
Make a decision

Develop a plan

Implement the solution
Confirm a solution

Monitor progress

Track results

Methods

= Participative style using role plays, case studies,
guestionnaires, trainer input and facilitated pair
and group work — all designed to recognise
different learning styles.

4303380808808

Workshop pre-work
= Be familiar with company Grievance angd .
Disciplinary Procedures, and complete a shprt Participants Resources
quiz on basic employment law and HR policies| ~ Participant's manual, handouts etc.
= Complete a self-assessment questionnaire | by
Peter Honey on managing people problems
= Complete a self-assessment questionnaire |on
Conflict Management

Effective team working and harmonious relationships
are essential to the productivity and success gf|an
company. Internal and external pressures cantresul
in people being ‘difficult’. This workshop highligs
practical techniques to help handle difficult and
potentially confrontational people management
situations effectively on a day-today-basis as sl
knowing when and how to move to a more formal
process within H.R. policies and procedures.

Participants Resources
Participant’s manual, handouts etc.

Remember.......
.... that Hi-Spec Consulting™ can adjust all traingrggrammes to meet your company requirements.
We also offer on-site customised training for ablgrammes.
Additionally The Training and HR Consultancy Lindteffers HR Consultancy and Legal Advice.
Please visivww.SouthernBusinessConsulting.coarkcall us on 0800 917 2628 discuss further.




Hi-Spec Consulting™ Leadership & Management Courses

Employment Law for Business
Duration: 1 Day

Target Audience

UK based Directors & Managers or those with H
responsibilities. By the end of the workshg
delegates will have an increased awareness oftre
and forthcoming UK employment legislation. It’

UJSUm

never been more important to have a working
knowledge.
Objectives
To be able to deal with people issues in a manner

that reflects the highest standards of employ
relations and minimises risks and costs.

To debate any employment issues, HR policies and
their connection to UK legislation.

To provide some practical techniques applyi
legislation within existing HR procedures.

9

Provide an opportunity to refresh existing
knowledge of key basic employment rights.

Content includes

= Themes merging from
employment legislation
Family friendly legislation
Overview and update on discrimination la
(Race, Sex, Disability, Age, Religion, Sexu
Orientation etc.)

Unfair Dismissal & Statutory disciplinary and
grievance procedures

recent changes [in
=
=N W

;1

Methods

Practical application of skills learned through aleeb
and examination of in depth case studies, individua
and group exercises with skills practices utilising
model structures for statutory discussions.

Participants Resources
Participant’s manual, handouts etc.

Delegates may already have a basic awareness of
principles of employment law and require a refreshe
and an update on key changes. Whilst this workshop
includes some practical exercises it does not g@ittem
to provide managers with the 'soft' skills of mangg
people issues, unless requested.

the Participants Resources

Investigating Disciplinaries and Grievances
Duration: 1 Day

Target Audience

For individuals wishing to develop their practicaid

legal knowledge in this area. Suitable for Lin
Managers and HR staff. The course is a mix of peo
management skills, an examination of relevas
employment law issues and practical investigati
skills.

Objectives

To be more confident and competent in handing
difficult people situations at through enhanced
interpersonal skills and model discussion structtfioe
conduct and performance (capability and health)
problems and disciplinary and grievance issues.

To be more able to identify contractual rights and
employment law issues that face them on a dailisbas
and have the skills and knowledge to respond teethe
issues and problems in an appropriate way.

To be able to complete an effective investigation.

To be able to apply the formal procedures in aident
and knowledgeable way.

Content includes

Core interpersonal skills

Rights under Employment Law & Tribunals
A Fair Procedure — conduct & capability
Investigations

Application of the Disciplinary Procedure
Disciplinary Hearings

Case Studies

Grievance Hearings

WRURURURVRUR IR

Methods

Practical application of skills learned through aleb
and examination of in depth case studies, individna
group exercises with skills practices utilising rabd
structures for statutory discussions.

A participant’'s manual incorporating practical ‘how
to’ model structures for disciplinary and grievance
issues, with manager preparation sheets, ‘cribd<ar
and other appropriate handouts.
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Remember
.... that Hi-Spec Consulting™ can adjust all trainprggrammes to meet your company requiremen
We also offer on-site customised training for ablgrammes.
Additionally The Training and HR Consultancy Lindteffers HR Consultancy and Legal Advice.
Please visivww.SouthernBusinessConsulting.coarkcall us on 0800 917 2628 discuss further.
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