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Leadership & Management - Level 3   
Course Outline 

 
The course has been developed to meet the growing needs of the business industry to help 
develop leadership and management skills. It is designed to facilitate a deeper level of thinking 
and knowledge around leadership and management, and its effect on the business. The course 
is aimed at individuals in any management position. 
 
Course Overview 
After this four-day workshop the participants will be able to :- 

• Demonstrate analytical and practical skills in employee motivation and performance 
management.  

• Lead their team members to complete tasks. 

• Monitor and control business performance. 

• Demonstrate knowledge in communication and interpersonal skills. 
 

Pre-Assignment Review 
To begin the course, participants will review their pre-assignment, which asked them to consider 
where they currently are as a leader and where they want to go. 
 
Introduction to Leadership and Management 
The trainer will take a look at an introductory case study with the participants to identify what is 
leadership and what is management. 
 
Company Mission and Organisational Goals 
This session looks at an introduction to setting your mission and goals in line with the Companies 
existing goals. 
 
Performance Management Systems 
 This session looks at the five steps of performance management systems. Helps the managers to  
identify why performance management is important to the business, why performance 
management is important to their staff and help Managers to embrace their right to manage 
performance, with techniques and understanding of the main priorities that benefit of 
Performance Management. 
 
Setting Staff Performance Standards 
The participants will learn the objectives of Performance Appraisals and methods of how best to 
carry them out. 
 
Employee Motivation 
This session will explain why and how Employee motivation and productivity can be enhanced 
and improved by creating a work environment that maximises the factors that affect 
performance.  These factors are simple to understand, easy to measure, and can add 
tremendous value to any organisation that is willing to implement them.   



 

Kalahari Training Institute. 2016. Updated 2018. All rights reserved.                                                        A BQA Accredited ETP 

2 

 
Enhancing Employee Involvement 
Employee involvement is creating an environment in which people have an impact on decisions  
and actions that affect their jobs. This session will enthesis that Employee involvement is not the 
goal nor is it a tool, it must be a management and leadership philosophy about how people are 
most enabled to contribute. The participants will learn how to create and nurture these high-
performance teams. 
 
Coaching & Counselling Styles 
Coaching is about unlocking a person’s potential to maximise their own performance. This 
session will teach the meaning of “coaching” and what personality traits are required to be a 
successful coach. The participant will also learn tolls and the coaching process so that they 
understand the benefits of coaching and counselling of staff. 
 
Delegation 
What is meant by “delegation”? This session will ensure that the participants fully understand 
what delegation is and the factors that prevent people from delegating. They will learn the 
benefits of delegating and how to delegate successfully. 
 
Business Performance Indicators 
Within Business Performance Management understanding of what is meant by “Business 
Performance Indicators” is vital. This session will teach what factors should be included as 
performance indicators, the importance of having a performance tracking system in place and 
understanding how to implement a business performance system. 
 
Problems Relating to Business Performance 
Poor leadership, weak strategy selection, superficial planning, business management issues and 
lack of organisation to solve them. Identifying these as problems may not be as easy. In this 
session the participants will gain an understanding of different business-related problems, how 
these problems can be masked by other factors and the types of problems in different areas of a 
business. 
 
Budgeting/Finance 
During this session the participants will gain an understanding the different finance-related 
management roles and about financial controls. They will learn the basics of budgeting and 
cash-flow management, as well as some basic management accounts knowledge. 
 
Reducing Business Losses 
Increasing profits through reducing costs and cost cutting must be based on the concept of an 
organised, planned program. This session will teach an understanding of the benefits of cost 
cutting, how to effectively reduce business expenses, what alternatives to cost cutting could be 
and how to analyse if cost cutting is required. 
 
Understanding Behaviour In The Workplace 
This session will teach a good overall understanding different working styles within the 
workplace. Everyone has different personalities types therefore we work in different ways. The 
participants will learn about different personality types, how to put together a dream team and 
how the varying personality types impact we have on others.  
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Dealing With Stress In The Workplace 
Stress is normal.  Everyone feels stress related to work, family, decisions, your future, and more. 
Stress is both physical and mental. It is caused by all sorts of major life events. This session looks 
at the important stress causing issues in the workplace and the characteristics and traits that 
come with them. Also skills to help you identify what affects your coping with stress are looked 
at.  
 
Workshop Wrap-Up 
At the end of the course, students will have an opportunity to ask questions, fill out an action 
plan and a course evaluation form. 
 
Certification  
On the successful completion of the course, the participant will be provided a certificate of 
achievement.  
 


