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Why join our short
courses?
CPD-Personal and professional development helps manage your own
learning and growth throughout your career. Continuous learning helps
open up new doors, keeps your skills and knowledge up to date and
ensures you practice safely and legally.

About our courses:
Video Content: we understand how online courses can be somewhat boring sometimes,
therefore we have made the initiative to make our courses more video based, making it more
effective for visual learners. E-Learning is an effective method in conveying large amounts of
information in short periods of time.
Exam: after completion of each course, you will sit a quick multiple choice test, to show what
you have learned.
Certificate: once you have completed the test, and depending on your score, you will receive a
CPD course completion certificate to download for FREE.
Each course equates to a credit of 1.
GLH: there are guided learning hours for every course. This will help you measure your
performance.
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Human Resources Training- HR for the
non HR manager

In today’s fast-moving world, many managers and supervisors are expected to deal with some
human resource issues. They may be asked to take part in developing job descriptions, take part in
interviews, or take responsibility for discipline. This three-day workshop will introduce those
managers to human resource concepts. We will walk you through the hiring process, from
performing a skills inventory to conducting the interview; discuss orientation; and cover some
issues that arise after the hiring (such as diversity issues, compensation, and discipline).

Identify current issues in the human
resource field and the changing role of
supervisors and managers in terms of HR
functions.
Write job specifications and identify core
competencies.
Apply methods of finding, selecting, and
keeping the best people using behavioural
description interviewing techniques.
Get new employees off to a good start.
Understand compensation and benefits.
Maintain healthy employee relations.
Make performance appraisals a cooperative
process.
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Business Leadership

This content is a tool for your leadership development. It is designed to help you create and accomplish your personal
best, and to help you lead others to get extraordinary things done.
At its core, leadership means setting goals, lighting a path, and persuading others to follow. But the responsibility
entails much more. Leaders must get their message out in a way that inspires, make the most of their limited time, and
build roads to precious resources. They must negotiate alliances, improve their colleagues, and align the ambitions of
the many with the needs of the organisation.
What makes for a great leader? Is it something to do with inward characteristics, such as confidence and focus? Is it
more about outward presence, including charm and compassion? Or is it about the ability to create a vision and get
others to commit to it?
The answer is all of the above. By accepting the challenge to lead, you come to realise that the only limits are those you
place on yourself.

Define your role as a manager and identify how that
role differs from other roles you have had.
Understand the management challenge and the new
functions of management.
Discover how you can prepare for and embrace the
forces of change.
Identify ways to get you and your workspace organised
and get a jump on the next crisis.
Identify your leadership profile and explore ways to use
this knowledge to improve your success as a manager.
Enhance your ability to communicate with others in
meetings and through presentations.
Create an action plan for managing your career success.
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CRM – An Introduction to Customer
Relationship Management

This content will help you introduce
the different facets of Customer
Relationship Management (CRM) to
participants. It will also help you
teach them how to identify who their
customers really are, analyse the key
components of CRM, and understand
how it integrates within an
organisation.

Demonstrate an understanding of the
terms and benefits of CRM on a
company’s bottom line
Analyse the different components of a
CRM plan
Develop a checklist for readiness and
success in CRM
Describe how CRM creates value for
organisations and customers
Consider developmental roles that have
the greatest impact on CRM
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Creating a Dynamite Job Portfolio
The job market continues to change, as does the way we look for work.
This content examines the value of presenting yourself as a complete
package by using a resume as an introduction to an employer and
backing it up with a portfolio presented at the interview.

Speak about themselves using descriptive
language
Apply the essential elements of cover letters
and resumes
Understand the need for pre-employment
testing and what to expect in their target
market
Design a personalised portfolio
Develop a plan that moves them to a new job
within 60 days
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Branding – Creating and Managing Your
Corporate Brand

Your brand is the vehicle that propels your product or service into your
customer’s lives, and into their hearts. A good brand is much more than
an attractive image combined with some witty type. Your brand must
reflect the heart and soul of your product and offer a promise that you
can live up to. This content will get you started on the road to creating a
perfect brand.

Define what a brand is (particularly a strong brand)
and what branding is about
Define various types of brand architecture and brand
extension
Identify your brand’s products, the features of those
products, and their values
Write a mission, vision, and style statement for a
brand
Describe the basics of positioning a brand
Understand the basics of creating a visual identity,
including a brand name, slogan, and logo
Help your employees live the brand by empowering
them to be ambassadors and creating strong brand
touchpoints
Effectively plan an internal and external brand launch
Monitor and evaluate your brand, and understand
how to respond to the results
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Advanced Writing Skills

This is content for those who already are good writers. Our time will be
devoted to writing letters of recommendation, of persuasion, of
refusal, or of action, that reflect current word usage and up-to-date
formats. You can also learn some basics about writing business cases,
proposals, and reports.

Make their writing clear, complete,
concise, and correct.
Improve sentence construction and
paragraph development.
Deal with specific business
requests.
Create effective business cases,
proposals, and reports.
Thoroughly document sources that
they use in their writing.

06

Change Management – Change
and How to Deal With It

Change is something that excites people who love opportunities for growth, to see and learn about
new things, or who like to shift the status quo. Some changes, however, are harder to adjust to and
lead to expressions of resistance and anger. We can take concrete steps to make change more
palatable by understanding people’s hesitation, enlisting the help of others, setting up plans, and
managing stressors. These steps can also ensure that desired changes are implemented successfully.
In this content, you will learn how to manage and cope with change and how to help those around you
too.

Accept there are no normal or abnormal ways
of reacting to change, but that we must start
from where we are.
See change not as something to be feared and
resisted but as an essential element of the
world to be accepted.
Understand that adapting to change is not
technical but attitudinal. Change is not an
intellectual issue but one that strikes at who
you are.
Recognise that before we can embrace the way
things will be, we must go through a process of
grieving, and of letting go of the way things
used to be.
See change as an opportunity for selfmotivation and innovation.
Identify strategies for helping change be
accepted and implemented in the workplace.
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Time Management

Our online Time Management content enables users to prioritise
their work and manage it electronically, manage and plan their
time to achieve goals in a manner that reduces stress, identify and
eliminate time wasters and/or stealers and implement effective
planning.
Barriers to successful time
management
Managing answer phone
systems minimising checking
times
Establishing SMART goals &
understanding their benefits
Eliminate time-wasters
Developing action plans for
better time use
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Risk Management

Risk management has long been a key part of project management and it has also become an
increasingly important part of organisational best practices. Corporations have realised that
effective risk management can not only reduce the negative impact of crises; it can provide
real benefits and cost savings. The risk management framework provided in this content is
flexible enough for any organisation. You can apply it to a single project, a department, or
use it as a basis for an enterprise-wide risk management programme.
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Define risk and risk management
Describe the COSO ERM cube and ISO
31000
Establish a risk management context
Describe the 7 R’s and 4 T’s that form
the framework of risk management
activities
Design and complete a basic risk
assessment
Determine the appropriate response
to risks and create a plan for those
responses
Describe the key components of
reporting, monitoring, and evaluation
of a risk management programme

Project Management Training –
Understanding Project Management

Project management isn’t just for construction engineers and military logistics experts anymore. Today, in
addition to regular job duties, people are often expected to take on extra assignments and to get that
additional job done well, done under budget, and done on time. This content is not intended to take
participants from a supervisory or administrative position to that of a project manager. However, these three
days will familiarise them with the most common terms and the most current thinking about projects. In this
content, you will walk participants through the nuts and bolts of project management, from setting priorities
to controlling expenses and reporting on the results. They may still have to cope with the unexpected, but
they’ll be better prepared.

Understand what is meant by
a project.
Recognize what steps must be
taken to complete projects on
time and on budget.
Sell ideas and make
presentations.
Use simple techniques and
tools for planning and
tracking a project.
Use methods for keeping the
team focused and motivated.

10

Meeting Management – The Art
of Making Meetings Work

Understand the value of
meetings as a management
tool
Recognize the critical planning
step that makes meeting time
more effective
Identify process tools that can
help create an open and safe
forum for discussion
Develop and practice
techniques for handling
counterproductive behaviours
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Stress Management

Today’s workforce is experiencing job burnout and stress in epidemic
proportions. Workers at all levels feel stressed out, insecure, and misunderstood.
Many people feel the demands of the workplace, combined with the demands of
home, have become too much to handle. This one-day workshop explores the
causes of such stress and suggests general and specific stress management
strategies that people can use every day.

Understand that stress is an
unavoidable part of everybody’s life
Recognise the symptoms that tell you
when you have chronic stress
overload
Change the situations and actions
that can be changed
Deal better with situations and
actions that can’t be changed
Create an action plan for work, home,
and play to help reduce and manage
stress
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Crisis
Management

Viable organisations need to be ready for emergencies because they are a fact of doing business.
The worst plan is not to have any kind of plan at all, and the best plans are tested and adjusted
so that they work over time. Fortunately, you do not need separate plans for fire, weather
disasters, and all the different kinds of crises that can occur. One solid plan will help you to
prevent, respond, and recover from all crises. This content will help you ensure your
organisation is ready to manage any kind of crisis.
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Assign people to an
appropriate crisis team role
Conduct a crisis audit
Establish the means for
business continuity
Determine how to manage
incidents
Help teams recover from a
crisis
Apply the crisis management
process

Inventory Management – The
Nuts and Bolts

No business can survive very long without an effective programme of controls over the parts and
materials that are used in producing or distributing goods and services of the firm. Like many other things
that depend on human interpretation, “control” means different things to different individuals. This is an
introductory content for you, the warehouse or stockroom manager, the person in charge of what comes
in and goes out of your company. You want a smooth and cost-effective operation, with enough products
on hand to satisfy needs without stockpiling too much. This content will discuss all aspects of inventory
management, including common terms, the inventory cycle, how to maintain inventory accuracy, and
what some of the latest trends are.

Understand terms that are frequently
used in warehouse management
Identify the goals and objectives of
inventory management and measure
your process against these goals
Calculate safety stock, reorder points,
and order quantities
Evaluate inventory management
systems
Identify the parts of the inventory
cycle
Better maintain inventory accuracy
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E-Commerce Management

No business can survive very long without an effective programme of controls over the parts and
materials that are used in producing or distributing goods and services of the firm. Like many other
things that depend on human interpretation, “control” means different things to different individuals.
This is an introductory content for you, the warehouse or stockroom manager, the person in charge of
what comes in and goes out of your company. You want a smooth and cost-effective operation, with
enough products on hand to satisfy needs without stockpiling too much. This content will discuss all
aspects of inventory management, including common terms, the inventory cycle, how to maintain
inventory accuracy, and what some of the latest trends are.
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Understand terms that are frequently
used in warehouse management
Identify the goals and objectives of
inventory management and measure
your process against these goals
Calculate safety stock, reorder points,
and order quantities
Evaluate inventory management
systems
Identify the parts of the inventory
cycle
Better maintain inventory accuracy

Business Process
Management

Business process management helps organisations leverage processes to achieve their goals and
be successful. Once processes are implemented, they must be monitored, evaluated, and
optimised to make sure they are still meeting the goals that they were designed to accomplish. A
business that can successfully manage its processes is able to maintain a competitive edge, while
increasing productivity and efficiency and decreasing costs. This content will introduce
participants to business process management. Students will learn how business processes can
help improve their company’s bottom line by providing a higher level of quality and consistency
for customers.
Define business process management and related
concepts
Recognise the vital role processes play in a
business
Appreciate the role of technology in process
management
Develop a vision to guide process improvement
Understand how to design or enhance an existing
process using the business process life cycle
Construct a process map
Perform what-if analysis
Implement and monitor process changes
Identify how Lean and Six Sigma methods can
assist in managing and improving processes
Use a variety of tools and techniques to eliminate
waste and redundancies
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Conference and Event Management

Although it does take plenty of creativity to design an event that is memorable and
meaningful, it also takes careful attention to detail, adaptability, effective delegating, and a
lot of work. This two-day content will walk you through the process of event management,
from the beginning stages of planning, to the final touches (like decorations, food, and
music). While this content is specifically for corporate event planning, the elements here
can also be applied to more personal event planning like anniversaries, special birthday
gatherings, weddings, and more. Essentially, we’re creating an effective and well-planned
design that is ready for implementation and can be used over and over again.

Plan a complete corporate event, including an
agenda, budget, goals, venue, audience, food, and
whatever else your client needs
Keep your event on budget
Design an advertising and marketing plan that
includes a comprehensive use of media, take-aways,
and/or swag bags
Determine whether partners, sponsors, and
volunteers can help to make your event
unforgettable
Create an atmosphere of service that delegates will
remember
Select speakers and a master of ceremonies to add
impact to your event
Create a diversity plan
Evaluate the process once it’s all wrapped up
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Critical Thinking

In today’s society, many people experience information overload. We are bombarded with
messages to believe various ideas, purchase things, support causes, and lead our lifestyle in a
particular way. How do you know what to believe? How do you separate the truth from the
myths?

The answer lies in critical thinking skills. The ability to clearly reason through problems and to
present arguments in a logical, compelling way has become a key skill for survival in today’s
world. This content will give you some practical tools and hands-on experience with critical
thinking and problem solving.

Define critical and non-critical thinking
Identify your critical thinking style(s), including
areas of strength and improvement
Describe other thinking styles, including left/right
brain thinking and whole-brain thinking
Work through the critical thinking process to build
or analyse arguments
Develop and evaluate explanations
Improve key critical thinking skills, including active
listening and questioning
More details can be found at our website...
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Writing a Business Plan

This content is designed for business owners and entrepreneurs who
are ready to create a business plan. All the essential steps are covered,
including drafting the original document; identifying the audience;
gathering information; researching; describing product plans; and
marketing, sales, and accounting terms. Students will come away from
the content energised and prepared to write their business plan.

Research and analyse the individual components
needed for a business plan
Apply skills to create a business plan for different
audiences, including investors, banks, and other
stakeholders
Explain the purpose and future of their business in
easy to understand terms
Use accounting terms to describe the future for their
business
Describe their marketing, sales, and planning
strategies
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Equality, Diversity and Human Rights Promoting Understanding

Develop a more detailed understanding of the protected
characteristics and apply that knowledge in the healthcare
environment.
This course looks in detail at the key issues surrounding equality and
diversity. Each session looks at one of the key protected
characteristics and is followed by its own assessment.

Improved ability to empathise
with colleagues and patients
from diverse backgrounds
Ability to contribute to ensuring
that access and services are
appropriate to individuals’
needs.
A greater understanding of the
seven key protected
characteristics.
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Creating a Positive Work Environment

Not all of us have had the opportunity to work in a truly positive work environment. A
positive work environment is important for the productivity of a company, but it is also
important to us personally. Our emotional and physical health can be improved by
working in a positive work environment.

Recognise what a positive workplace looks like
Know and understand the key elements necessary to create
and maintain a positive work environment
Understand as an employee what you can to do personally to
create and maintain a positive work environment
Understand as a leader the responsibility you have to create
and maintain a positive work environment
Discover what type of team player you are and how that
relates to your functioning in the team
Know the importance of effective workplace relationships in
creating and maintaining a positive work environment
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Customer
Service Training

While many companies promise to deliver an
incredible customer experience, some are better
at delivering than others. This content is designed
around six critical elements of customer service
that, when the company lives them, bring
customers back to experience service that
outdoes the competition.

Improved ability to empathise with
colleagues and patients from diverse
backgrounds
Ability to contribute to ensuring that
access and services are appropriate to
individuals’ needs.
A greater understanding of the seven
key protected characteristics.
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We have more academic and
vocational courses!
These are:
GCSE -online
IGCSE-online
A-LEVEL-online
Diploma courses (Including health and
social care)

We also recruit students
from overseas

About us
https://oxfordce.co.uk/about_oce.php
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https://www.instagram.com/number1cpd/
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