New at Hillcroft for 2006-07

EMPLOYABILITY – Skills for Work and Community Participation Courses Exclusively for Women

Intensive residential courses offering transferable skills for women who want to find work or return to work after a break or who want to become involved in a voluntary organisation as a participant, volunteer or a paid worker. Some courses are also appropriate for women seeking formal recognition of their experience and skills.  
Benefits of our short residential courses
· Build a network while you learn

· Focus on your learning without distraction

· Gain a professional management qualification to enhance your career

· Work with like-minded women  and highly qualified, experienced staff

Whatever your starting point we have a course to help you progress.
STARTING OUT

Skills for Work Assessment weekends 8-10 September; 5-7 January; 27-29 July – 1 weekend
For women starting on the journey into or back to work after a break. It can also help women wanting to progress or boost work. 
learn about different work environments
· Assess your own skills and needs
· Identify the right course options for you

· Develop an individual plan. 
Jobready starts 19-21 January and runs over 6 weekends – 9-11 February; 9-11 March; 30 March- 1 April; 4-6 May and 8-10 June
For women who need help to get ready for the workplace. You will have a personal mentor to help you throughout the course. 

· Build confidence and life skills 
· Try a range of job search techniques 
· Learn CV writing 
· Practise interview skills 
· Open College Network London Region qualification at Level 1 or 2

Getting Ready for Work 29 May- 1 June - 1 week
For women who want to plan their way back to work. 
· Gain confidence

· Set goals 
· Discover what employers really what

· Take a fresh look at applying for jobs 
· Prepare a CV and practice interview skills 

Starting Your Business 6-8 October & 27-29 October & 10-12 November or 1-3 June & 29-31 June & 13-15 July – 3 weekends
For women who have an idea for a business or who have recently set up a business who need to understand the key factors for success. It will also help women who are working in Community Organisations who need to prepare business cases for support. 

· Define your business or programme idea
· Check your skills to run a business or community programme

· Analyse the viability of the business or project idea 
· Prepare a Business Plan
· Introductory Certificate in Business Start-Up (ILM Level 3)

BOOSTING MANAGEMENT SKILLS

Team Leading 16-20 October; 7-11 May – 1 week
For women who are new to the team leading or supervisor role. 
· Understand the role of team leader
· Recognise how teams are structured 
· Learn how to motivate others
· Introductory Certificate in Team Leading (ILM Level 2)

Understanding Management 6-8 October & 27-29 October & 1-3 December or 1-3 June & 29-31 June & 20-22 July – 3 weekends
For women who want to develop their knowledge of management processes and practices. The course will provide a basic understanding of the role of the first line manager, and insight into the skills to become a successful manager. 
· Develop problem solving skills

· Plan how to manage change
· Use information to make decisions

· Identify self development needs

· Understand basic budgeting and the financial environment 
· Introductory Certificate in First Line Management (ILM Level 3)
Introduction to Coaching & Mentoring 2-4 March and 13-15 April- 2 weekends For women who would like to develop coaching skills. 
· Identify good practice in coaching 

· Understand the impact of learning styles on coaching 

· Evaluate and plan use of resources in the coaching relationship

· Plan and agree client goals
· Identify effective communication skills in coaching.

· Certificate in Coaching for Team leaders & First Line Managers(ILM Level 3)
Project Management 6-10 November; 5-9 February; 28 May- 1 June- 1 week For women who are interested in managing projects at work, in the community or in everyday life. 
· Understand the principles associated with project management

· Explain the project life cycle

· Prepare a project plan

· Coordinate implementation of the project

· Evaluate the project and control the handover

· Certificate in Project Management (ASET Level 3)

Women into Management 2 starting points – 6-8 October or 19-21 January
For women working in business or the voluntary sector who wish to progress into management or gain recognition of their experience and skills. This is a part time course running over 12 modules through the year. It provides an in depth understanding of effective people management. 

· Managing individuals, groups and teams

· Planning, organising and controlling work 

· Controlling and designing information systems 

· Controlling costs and budgeting 

· Competencies in IT applications  and presentation and report writing 
· Certificate in First Line Management (ILM Level 3)

SPECIALIST SKILLS FOR THE VOLUNTARY & COMMUNITY SECTOR

Understanding the Legal Framework of Community Organisations – 10-12 November – 1 weekend
For women who are, or wish to be, involved in managing or setting up a Community Group. Learn about the legal context in which community organisations operate and the laws you need to understand. 

Managing Oneself – 15-17 December 1 weekend
For women with management responsibilities, either as a volunteer or a paid worker. 
· Assess your work style and approach to others.  
· Use a variety of tools to help you assess your strengths
· Learn how your approach may impact others.  
Project Funding and Networking Skills 19-21 January – 1 weekend
For women who have started fundraising or who need to set up a fundraising campaign. 
· Identify key stakeholders and funders
· Assess how to make contact with them; 
· Develop a plan to influence stakeholders 
Effective Communication 30 March - 1 April - 1 weekend
For women working in community organisations either as an employee or a volunteer. Discover a range of ways to achieve effective communication within and between teams and organisations including active listening, verbal and written communications, making presentations, briefings and report writing.
Managing Diversity 13-15 July - 1 weekend
For women working in community organisations either as an employee or a volunteer. 
· Explore the issues surrounding diversity 
· Learn about equal opportunities legislation 
· Understand the differences between diversity, equal opportunities and affirmative action
Developing Training Skills 20-22 July - 1 weekend
For women who wish to deliver training and pass on skills and knowledge within their organisation. 
· Can anyone be a trainer? 
· Do you have the qualities and enthusiasm to help others learn?  
· Understand different learning styles

· Plan, assess and evaluate

Women in Community Organisations 27-29 July - 1 weekend
For women who want to explore what it means to become involved in a Community or Voluntary group. 
· Meet women from community and voluntary groups
· Improve your teambuilding and networking skills
· Participate in workshops and interactive sessions on communication, confidence building and networking. 

Bespoke and Tailored courses for Community Groups and Employers
In addition to scheduled courses the college can adapt and tailor courses to meet particular needs and support group activities. Some activities may be delivered on an outreach basis.  All the courses described in this leaflet can be tailored for particular groups or organisations. If you would like us to provide tailor made training sessions, please contact Marketing on 020 8 399 2688 to discuss your particular needs. 
For more information about courses and student eligibility for grants and free tuition please contact

Hillcroft College Southbank Surbiton KT6 6DF  Tel 020 8399 2688

Email enquiry@hillcroft.ac.uk or visit our website www.hillcroft.ac.uk
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