Module 7 Core Business Management Skills
SHADOWS Lesson Plan for Masterclass 
Learning Outcomes: On completion of this workshop, CCI graduate entrepreneurs (learners) will be able to:
· Manage the business to make it viable, setting standards and monitoring the performance of employees.
· Develop time management skills
· [bookmark: _GoBack]Lead the business and develop and complete new projects
· Choose the appropriate tools and be able to handle them correctly and according the needs of your business
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	Workshop Opening 

Trainer introduction:
· Trainer introduces learners to the unit and provides a short overview of the content to be covered.
· The trainer starts a small group discussion about what is business management and what is performance management? 
· Trainer takes on the role of a moderator and writes down the main points made on a flipchart.
	· Whole group discussion

· Class/trainer interaction 

· Brainstorm exercise 

· Icebreaker exercise;

· Presentation and talk – formal trainer input 

	 


15 minutes











	· Flipchart and marker;

· Note-taking materials for learners.
	· Be available to listen to the points made by learners during the discussion and answer any questions about the module if they arise.
	Learners should take notes

Learners will engage fully in the group discussion.  






	



	Unit 1 – Leading & Managing

Trainer presentation:
· The trainer shows selected slides asks learners to assess their performance when viewed from the perspective of an employee.
· After showing the roles managers and leaders have, the trainer will discuss the differences between them – Management – getting mandatory performance, Leadership – getting discretionary performance 
· The trainer asks learners in two groups to undertake ‘Is this managing or leading exercise. 

	· Presentation and formal trainer input.

· Group reflection and discussion.

· Small group activity.

· Class interaction.

	

30 minutes

	· Laptop, projector and screen;

· PowerPoint, slides;

· Pens and note-taking material for learners;

· Handout of Annex 1 – ‘Is this managing or leading‘ exercise

	· Be available to answer any questions which may arise throughout the presentation and group activity. 

· Avoid usual business abbreviations 

· Involve all learners in all activities.
	Learners should take notes to support their learning.

Learners will engage fully in the ‘Is this managing or leading’ exercise.

	Goffee R. and Jones G. (2000) Why should anyone be led by you, Harvard Business Press – www.whyshouldanyonebeledbyyou.com 

https://www.12manage.com/methods_blanchard_situational_leadership.html


	Unit 2- Business and performance management 

Trainer presentation:
· Using PPT, the trainer introduces learners to the topic of business and performance management and leads a short group discussion to answer the following:
· What is in your opinion business management? 
· What is in your opinion performance management?
· Using PPT, the trainer then introduces some common methods and models for performance management:
· The Performance Management Cycle;
· The 5 Step MBO Process;
· Graphic Scale Rating;
· Following these PPT slides, the trainer discusses the differences between the methods and models with all learners.
· Trainer then introduces learners to business management, again using PPT.

Video:
· Trainer presents a short video to introduce learners to Total Quality Management.

Trainer Presentation:
· Following the short video, the trainer presents the European Foundation for Quality Management model (EFQM) and will facilitate a short group discussion on how it can be applied to business.

EFQM Excellence Model Activity:
· The learners will get a copy of the EFQM Excellence Model and a copy of a company profile of the CCI sector – see Annex 2.
· Working in pairs of smaller groups, each group will assign the details of the company to the 9 criteria of EFQM (e.g. the product/ service and product process). 
· After the assignment, different groups will be asked to present their findings to the group and the trainer will discuss the results with the groups (e.g. similarities and differences). 

	· Presentation and talk- formal trainer input;

· Group reflection and discussion;

· Small group work activity;

· Video;

· Class interaction.




















	



30 minutes

































5 minutes





10 minutes











25 minutes
















	· Laptop, projector and screen;

· PowerPoint, slides 23-47;

· Pens and note-taking material for learners;

· Copy of PPT with EFQM content;

· Copy of the enterprise example in the CCI;

· Pens and note-taking materials for learners.









	· Be available to answer any questions which may arise throughout the presentation.
 
· Have a clear an logical conciseness

· Involve all learners in all activities;

· Test the link to the video before the face-to-face class;

· As there are a lot of PPT slides in this unit, be aware of learner’s body language and integrate an energizer activity if needed.

	Learners should take notes.

Learners will work in small groups to perform the EFQM task, and will present the findings of this task to the wider learner group.



	Performance Management http://www.investopedia.com/terms/p/performance-management.asp

Keeping the right people
http://hrcouncil.ca/hr-toolkit/keeping-people-performance-management.cfm

Communication Theory
http://communicationtheory.org/management-by-objectives-drucker/

TQM/ Total Quality Management Lecture/ Animation Video 
https://www.youtube.com/watch?v=gwHngq4Bw0w

EFQM Introduction

https://www.youtube.com/watch?v=IjfaQf_yogU 


	Unit 2 – Time and Project Management
Trainer presentation:
· Using PPT the trainer introduces learners to the importance of time management in the CCI sector, the benefits and consequences of good and bad time management, the tasks of entrepreneurship in the CCI, the priority matrix and the 80/20 rule for time management.
· Using PPT, the trainer then introduces learners to common tips and advice that will help them to be more efficient in work. 

Individual Activity: 
· Trainer will introduce the learners to creating a To-Do List.
· Trainer will distribute copies of the To-Do List template – Annex 3 – to all learners and allows them time to complete and review it. 

Group discussion:
· Trainer asks all learners to recap on the content from module 6 unit 3 which introduced project management by asking learners:
· How do you define a project?
· What are some key strategies for effective project management?
· The trainer takes note of the main points from the discussion and records them on a flipchart.

Small group activity
· Trainer then divides the group into pairs or small groups, and distributes copy of the ‘Start a Project Handout’ – Annex 4.
· Working in their groups, the learners are asked to review the handout, think of a project they would collaborate on, set their goal and complete the worksheet with a project plan by plotting the main steps in delivering the project.
· After 15 minutes, the trainer brings the whole group back together and asks them to reflect on the exercise. 

	· Presentation and formal trainer input.

· Group reflection and discussion.

· Class interaction.

· Individual activity.

· Small group activity.




	


20 minutes 



















15 minutes










5 minutes
















20 minutes










	· Laptop, projector and screen;

· PowerPoint, slides;

· Pens and note-taking material for learners;

· Flipchart and marker;

· Copies of Annex 3 – To-Do List and Annex 4 – Start a Project Handouts – for all learners.
	· Involve learners and encourage participation;

· Speak clearly and bridge one topic to the next;

· Encourage questions and provide feedback;

· Involve all learners in all activities.

	Learners should take notes from their group activities 

Learners will complete the To-Do List handout for their business.

Learners will complete the ‘Start a Project’ handout to develop a plan for a collaborative project.




	Project Planning a step by step guide
https://www.projectsmart.co.uk/project-planning-step-by-step.php

Writing and selling a masterful project plan
https://www.teamgantt.com/guide-to-project-management/how-to-plan-a-project

How to Manage Time With 10 Tips That Work
https://www.entrepreneur.com/article/219553


	Unit 4 - Introduction to business management tools and resources 

Trainer presentation:
· Using PPT slides, the trainer introduces the content of the unit and a short overview of the top 5 management tools.

Video:
· Trainer presents a short video which provides an overview of the strategic management process in business. 

Trainer Presentation:
· Using PPT slides, the trainer then introduces learners to the most common business management tools:
· Customer Relationship Management;
· Employee Engagement Surveys;
· Benchmarking;
· Balanced Scorecard;
· Business Resources.

	· Presentation and formal trainer input.

· Group reflection and discussion.

· Class interaction.
· 
· Video.

· Small Group Activity.

	



5 minutes






5 minutes







15 minutes
	· Laptop, project and screen;

· PowerPoint, slides;

· Internet connection for YouTube;

· Pens and note-taking material for learners.







	· Be available to listen to the criteria of the audience during the discussion and point their opinion out;

· Involve all learners in all activities;

· Have a clear an logical conciseness;

· Avoid usual business abbreviations.
	Learners should take notes from their group activities 

	The Top 5 Management Tools In The World
https://www.linkedin.com/pulse/20130729060735-64875646-shhh-the-top-5-management-tools-in-the-world

The Balanced Scorecard Approach
https://de.slideshare.net/timadams2323/balanced-scorecard-presentation-1068670





	Closing Session

Evaluation: 
· Trainer asks learners to evaluate the workshop by asking the following questions and seeking feedback: 
· What is your feedback about the content of this module? 
· Do you think there is any areas, which need improvement?

	· Class/trainer interaction

· Group discussion.
	

10 minutes
	· Flipchart and marker for verbal feedback session.
	· Be available to answer questions;

· Ensure all learners have the opportunity to contribute to the feedback session.
	· All learners will contribute to the feedback session







	N/A

	
	Total time:
	3.5 hours
	
	
	
	





Annex 1 – Handout – Is this Managing or Leading?

Is this managing or leading? - Exercise
This exercise is designed to get participants thinking about the different roles of managing and leading. A list of activities is issued to participants. They must decide which activities are managing and which are leading. There are a number of ways to facilitate this exercise. You can select the method that suits best for your group and depending on the time you have available. This should generate some useful discussion about the participants’ dual roles of leading and managing.

In advance make separate cards or post-it notes for each word / phrase, which can be given to a group or team (teams of 3-6). Then ask the participants to identify the items that are associated with managing, and those that are associated with leading. Each team must have their own space to organise their answers on a flip chart as shown below. Different teams can be given different items to work with or a whole set for each team. Manage the quantities and scale according to the situation and time. If shortening the list, ensure you keep a balance between management and leadership items. When using a flip chart, you can ask participants to place the items closer to the left or right or overlapping in the centre depending on whether they think an activity is clearly leading or managing or a bit of both. In addition, importance can be illustrated by how high up on the chart an item is placed. The review discussion should investigate reasons and examples for why items are positioned, which can entail items being moved around to each team's or whole group's satisfaction and agreement. You can add tasks, duties, responsibilities and behaviours to the list, and/or invite team members to add to the list with ideas or specific examples, before the exercise. To shorten and simplify the exercise remove items for which similar terms exist, and combine other similar items, for example reporting and monitoring.




[image: ]					
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	Leading
	Managing

	









	






The list sorted into suggested categories is shown on the next page. This can be copied to give to participants as a ‘debrief’ to the exercise following the discussions.

The answers are not absolute as context and style can affect category. There is certainly a justification for some of the 'managing' activities to appear in the 'leading' category if the style of performing them is explained as such, for instance 'reporting the performance of the team in a way that attributes praise and credit to the team' would be an activity associated with leadership, whereas 'reporting' is a basic management duty.


Suggested answers to Leading or Managing Quiz (for Trainer only)
	Leading
	Managing

	Team-building
Taking responsibility
Identifying the need for action
Having courage
Consulting with team
Giving responsibility to others
Determining direction
Explaining decisions
Making painful decisions
Defining aims and objectives
Being honest with people
Developing strategy
Keeping promises
Working alongside team members
Sharing a vision with team members
Motivating others
Doing the right thing
Taking people with you
Developing successors
Inspiring others
Resolving conflict
Allowing the team to make mistakes
Taking responsibility for mistakes
Nurturing and growing people
Giving praise
Thanking people
Giving constructive feedback
Accepting criticism and suggestions
Being determined
Acting with integrity
Listening
	Reporting
Monitoring
Budgeting
Measuring
Applying rules and policies
Discipline
Running meetings
Interviewing
Recruiting
Counselling
Coaching
Problem-solving
Decision-making
Mentoring
Negotiating
Selling and persuading
Doing things right
Using systems
Communicating instructions
Assessing performance
Appraising people
Getting people to do things
Formal team briefing
Responding to emails
Planning schedules
Delegating
Reacting to requests
Reviewing performance
Time management
Organising resources
Implementing tactics


Annex 2 – Handout – EFQM Model Task  
Please read the company profile of “Exceptional” and consider in a small group of 2/3 persons, which facts of the company fit to the 9 criteria of the EFQM Excellence Model. 
[image: ]












For example: Consider what is the product or service and product process of the company?
Here are some of the important facts about “Exceptional”:
· Established: 2016 (in Berlin)
· Buying and creating of the notebooks via their website exeptional.com
· A cooperation partner of Leipzig printed the notebooks
· The customer receives it’s article via post
· A designed notebook costs 4,00 €
· A self-designed notebooks costs 10,00 €
· The enterprise consists of two employees: The young designers and founders Sophia L. and Tim J.
· The cover ideas are created by the founders
· Exceptional thinks green, therefore they use only sustainable colours and paper
[image: ]









	Leadership
	



	People
	




	Strategy
	




	Partnerships and Resources
	




	Processes, Product & Services
	




	People Results
	




	Customer Results
	




	Society Results
	




	Business Results
	





Annex 3 – Handout – To Do List
Create a first To-Do-List for your next week!
Have a closer look and prioritize your activities and tasks. Write a number behind your tasks:
Key: 1 for very urgent, 2 for urgent 3, normal, 4 for not that urgent and 5 no time pressure
Use the note field in order to manage distractions. 
	Things To Do


	Monday 
 
	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 




	Tuesday

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 









	Wednesday

	· 

	· 

	· 

	· 

	· 

	· 

	· 



	Thursday 

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	










	Friday 

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 



	Saturday

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	












	Sunday

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 



	Notes 

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	· 

	














Annex 4 – Handout – Start a Project
Now it is up to you! Define a project which you will start soon! Write down one main goal! Write down five aims, which have to be reached to achieve the goal. Describe the main steps to do to achieve your main goal. 

[image: ]
	Main goal:
	

	








	5 Aims to reach: 
	

	1. Aim:


2. Aim:


3. Aim :


4. Aim:


5. Aim:





	Main steps to achieve your main goal
	

	
1. Main step:


2. Main step:


3. Main step:


4. Main step:


5. Main step:
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