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Session Agenda Date
Session 1: * Personal course objectives Thursday 7"
Teamwork and building trust September 2017

* Agree NORMS

Objectives:
*  Window Pane Exercise

e To describe the stages of
group development and Stages of group
how to develop trust

within the team .

development

Team Typing

* Tounderstand how to e Action Plan
progress teams through

the stages

* To establish your Belbin
Team Type

* To agree group NORMS for
the programme

¢ Action Plan

Delivery style will be interactive, informative

. . Teamwork and Youwilfocus an:
and relevant to the context of managing serviced | T TS - Gaingaercticl st
team
apartments. Purpose: Howto - [EEER i lis
bUilda high stages of team developmen
: . erformin
Tutor input, role plays, case studies and group e S
. . . . = Getting to know you activities to
work will provide variety and enhance learning o Buile s within our team

= Stages of team development

for all participants. asap - selbinteam Roes
= Characteristics of high performing
the asseciation of feams
serviced apartment providers
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Session Agenda Date
Session 2: Myers Briggs and *  Complete MBTI profile Thursday 5%
Making Every Conversation Count October

* Self-assessment
Objective: To gain insight into

Myers Briggs: * Ascertain ‘Best Fit

. i ?
«  Where you get your energy What does this mean?

«  How you take in * Change and Myers Briggs

information * Taking in the whole message
* How you make decisions +  Body language
* How you live your life «  Tone of voice

* To analyse what this means . Active listening

for you and the team

* Questions
* Tofocus and practice the

skills of effective * Action Plan
communication

Delivery style will be interactive, informative and

3 ) Myers Bn'ggs You will focus on
relevant to the context of managing serviced and Making Every [ ,
Conversation » g v
apartments. Count i ‘ %) %) o
Purpose: To gain e v iTY \
. i .ﬂSlghtimoMyefs We will cover: NAL i\
Tutor input, role plays, case studies and group Briggs profilingand  [EEREUCH PERSO .
. . . . how this can . i
work will provide variety and enhance learning influence your YR & e
. . conversations SIS  asachal
for all participants. e Ward
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* Togaininsight in to how to
work on a project using .
agreed tools and
techniques

* To commence work on a
group project.

Scope

e Stakeholders

*  Project controls: Finance,
scope and risk

*  Commence work on group
project

Session Agenda Date
Session 3: Leading a project * Recognised project Thursday 9t

framework November
Objective:

Delivery style will be interactive, informative and
relevant to the context of managing serviced
apartments.

Tutor input, role plays, case studies and group work
will provide variety and enhance learning for all
participants.

Tier Two Executive Leadership Academy 2017

Leading a
project

Purpose: Touse
project tools within

arecognised
framework to
improve how you
manage projects
lan Bannister and Janice Ward

the o

You will focus on:

* Working within a project
framework

« Exploring the role of
stakeholders

+ Scoping and contralling the
project

We will cover:

* Project framework - I
* Managing the stakeholders

* Scope and scope creep

+ Controls: Risk and Finance

* Launch your group project
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* Toreview the
characteristics of leading .
and managing

* Togain an insight into
different leadership styles

* To explore the Action
Centred Leadership Model,
(Adair)

* High performing Teams: 5
Dysfunctions of a team

*  To understand motivational
theory and how this works
in practice

(Tannenbaum and Schmidt)
Agility of leaders

Action Centred Leadership
(Adair)

5 Dysfunctions of a team
Motivational Theory
Motivation in practice
Skill/Will Model

Action Plan

Session Agenda Date

Session 4: Leading a Team * Leading and managing Thursday 7th
December

Objective: *  Continuum of leadership

Delivery style will be interactive, informative and
relevant to the context of managing serviced

apartments.

Tutor input, role plays, case studies and group work
will provide variety and enhance learning for all

participants.

Tier Two Executive Leadership Academy 2017

review theories of
leadership and

gain techniques
toimprove agility
and effectiveness
Janice Ward

You will focus on:

* Reviewing the characteristics of
leadershipand management
where s your focus?

* Exploring the concept of
dysfunctional teamsand how to
overcome them

* Reviewing motivationaltheory
and how to practically apply this
in worl

We will cover:
+ Leading and managing

+ Agility of leaders

+ Actiot

* Five dysfunctions of ateam

* Motivationin practice
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Session

Agenda

Date

Session 5: Personal
Organisation and
Effectiveness

Objectives:

* Tocreate a personal
vision

* To explore how to use a
personal vision to plan
and prioritise work

* To develop a sense of
urgency that requires
the team to delegate
and empower their
direct reports to take
ownership and
accountability

Create a personal vision

Assess long and short
term planning to achieve
vision

Personal organisation and
effectiveness

Be able to prioritise by
understanding what is
urgent and important

Delegation
Empowerment

Action Plan

Thursday 18" January
2018

Delivery style will be interactive, informative and
relevant to the context of managed serviced
apartments

Personal
Organisation
and

Effectiveness
Purpose: To gain

insight how to plan

Tutor input, roles plays, case studies and group work Yourtime and

organise your work,
that works for you

will provide variety and enhanced learning for all keord

the association of I

seryoed opaiment provders
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You will focus on:
+ Creating a personal vision
Setting long term goals

+ Exploring how to prioritise your
work and plan effectively

* Refining your delegation style
We will cover:

* Personal vision

« Goal setting

« Pprioritisation

* Procrastination

* Weekly planning

* Delegating

* Empowerment
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* Different methods of
Objectives: selection

e Overview of legislation that *  Preparation
impacts recruitment and

. e  Structure for an interview
selection

e Effectively plan, prepare *  Skills for interviewing

and conduct a structured «  Decision making

interview

*  Practice
e Demonstrate the skills to

conduct a selection
interview

Session Agenda Date
Session 5: Recruiting and * Legislation Thursday 8™
developing talent February

Delivery style will be interactive, informative and

relevant to the context of managed serviced Recruiting and
Developing
apartments Talent
Purpose: To focus
on how to select
Tutor input, role plays, case studies and group work great people for
your organisation
will provide variety and enhance learning for all kbt

participants.

Tier Two Executive Leadership Academy 2017
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Session

Agenda

Date

Session 7: Coaching for
Performance

e To understand your
default style of
leadership

e To build the skill base
and expertise to coach
with confidence

e To develop the concept
of speed coaching

e Toensure a productive
environment by
developing the skills of
giving effective
feedback

Spectrums of leadership
What is coaching?

Skills for coaching
GROW Model for
coaching

Speed Coaching

Giving effective and
timely feedback
Practice

Thursday 8" March

Delivery style will be interactive, informative and

relevant to the context of managed serviced apartments

Tutor input, role plays, case studies and group work will
provide variety and enhance learning for all participants.

Tier Two Executive Leadership Academy 2017

Yo wil focus on.

We will cover
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Session Agenda Date

Session 7: Managing e Manging within the law | Thursday 12" April
Performance and tough e Skills and Will issues

conversations e Structure for an

S informal performance
e Togaininsight into .
I ¢ law conversation
employmen
ploy e Recording the

e How to manage within .
conversation

the law
) ) e The funnel technique
e Carrying out informal )
) e Manging performance

performance meetings )
conversation role plays

e To become familiar with . .
with the assistance of

the funnel technique i
p[professional actors

e Developing others

e Explore and practice
how to utilise these
skills and to manage an

measure performance

Delivery style will be interactive, informative and

relevant to the context of managed serviced You will focus o

+ Increasing your knowledge of

Managing employment law

apartments performuance S — =
and tough We will cover:
H . conversations + Employment Law
Tutor input, role plays, case studies and group work Smmon | e
will provide variety and enhance learning for all comersations performanes comrations

* Practice

participants.

Tier Two Executive Leadership Academy 2017
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Session

Agenda

Date

Session 8: Engaging others .
through leadership
presentation skills

Objectives:

* Develop a structure upon
which to build an effective
presentation

* Gain confidence to engage
your audience

* Design professional and
appropriate support
materials

Structure of a presentation

Developing appropriate
content for your audience

Communicate with
confidence

Making nerves work for you

Preparing and using your
notes

Handling a challenging
audience

Write and deliver a
presentation

Thursday 10" May

Delivery style will be interactive, informative and
relevant to the context of managed serviced apartments

Tutor input, role plays, case studies and group work will
provide variety and enhance learning for all participants

Tier Two Executive Leadership Academy 2017

We will cover

You will focus on:
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What our clients say about us.......

the servicec
apartrent
COMmpany

Stephen Hanton: CEO Commercial:

| have worked with Janice both as her direct manager and as a user of her customised training
programmes. In both, and all, Janice has been excellent for my operating businesses.

As a Consultant delivering training programmes | have used Janice at the three businesses that | have
run (Hyde Park Residence, a 5* Serviced Apartment block on Park Lane, London), BridgeSteet (a US
based Serviced Apartment company operating +1500 units in the UK) and more recently, SACO, a rapid
growth Serviced Apartment business owned by Oaktree Capital Management.

| have worked with Janice to deliver Junior and Senior management training on core management
competencies . Janice is currently running our Aspire Management Development Programme, a
bespoke modular programme developing skills and team spirit of 12 managers. We are now on our
second programme and the feedback has been excellent, with many specific cases of learning turned
into practice.

We are now also using Janice for team coaching sessions with select managers and on very specific, one-
to-one coaching at Executive level.

Janice is experienced, qualified, energetic, engaging, considered, practical and adaptable.

. - 2 o | -
e, 6. et el A
\‘\\";‘—'-' esa integrated & telecommunications applications Wl

European Space Agency

On behalf of my team | wish to thank you all for your great management dedication and performance
during our event.

The first impression and feedback | received from the whole team was very positive!

| wish to have this "team event" process continued and | plan to have a dedicated evaluation session in
our next department meeting in September.

It will be very useful to have your report, and view as "experienced outsider" | will indeed appreciate that.
Kind regards

Amnon

Tier Two Executive Leadership Academy 2017


http://www.sacoapartments.com/

the association of l

serviced apartment providers

Amnon Ginati, Prof.Head of Integrated & Telecommunications related Applications Department
Directorate of Telecommunications & Integrated Applications, European Space Agency

o

Microsoft

Our Interns are all safe and sound and in their respective destinations before they attend their 15 MACH
event — Winter School in February ©

| would like to THANK YOU for the partnership, professionalism and dedication towards this program. |
must add that you have gone out of your way and beyond timelines to help support us and all our
interns professionally and personally. You took time out for our new additions and brought them up to
speed with the entire batch on all occasions. Our interns have definitely gained a lot and will continue to
be in touch as you have greatly inspired them.

Regards

Pooja Shemar and The MEA Internship Team

The heart of
student living

First Level Leadership gives aspiring managers or very new managers the foundation that they need to
be an effective first manager or supervisor. Forward create an environment that provides the right
balance of challenge and support for a delegate to feel safe to step out of their comfort zone with the
confidence to try working in different ways.” Penny Cooke, Group Learning and Development Manager

babcock

trusted to deliver™

Tier Two Executive Leadership Academy 2017
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Janice uses her professionalism, experience and insight to tailor and deliver development and coaching
solutions for groups and individuals at all levels within organisations. She ensures that people enabling
people learn and apply pragmatic behavioural solutions for their own benefit and that of their business.

Anne Lewis, Learning and Development Specialist

Tier Two Executive Leadership Academy 2017



