Choosing the right Management Qualification


Thank you for your interest in the management qualifications delivered via the Staff Training and Development Unit (STDU).

This guide provides an overview of the purpose and content of the qualification courses currently on offer. More detailed information can be provided on request.
The diagram below shows the options currently available:


[image: image1]
Each of the qualifications can stand alone as worthwhile in its own right though there is a logical progression from the ILM level 3 award to the level 3 certificate and units achieved at level 3 will be credited towards the full certificate.  

There is also a logical progression (in line with increase managerial responsibilities/experience/interest) upward from level 2, to level 3, to level 5 and then to level 7 qualifications.
ILM qualifications

The STDU is an accredited centre with the Institute of Leadership and Management (ILM) one of the main awarding bodies validating management qualifications within the UK (the other one is the Chartered Management Institute – CMI).

The ILM qualifications are delivered by STDU staff with optional units set and marked within the centre and the externally assessed component (usually) being a ‘work based assignment’ for the awards and a change management report for the full certificate.

The level 2 Award in Team Leading is specifically aimed at team leaders/supervisors in very practical jobs that prefer to concentrate on job task issues rather than management theory. There are just two short pieces of written work that need to be successfully completed in order to achieve the award.  The course programme has been designed to try to minimise any impact on day to day duties.

The ILM define team leaders as:

	· Team leaders are best perceived as being part of a team; first and foremost they are practitioners or operators working alongside other team members.   Being leaders of teams augments this role, but does not significantly affect their general responsibility to engage in the same or complementary job tasks as the other team members.  Given that teams are likely to contain relatively small numbers of people (probably in the range 6 – 12), the team leader’s span of control is quite small.

· The team leader role is distinct from that of the first line manager in its tendency to focus on the shorter term, on the day-to-day performance of the team and its members.  This means a responsibility for allocating tasks between team members, for ensuring that individuals are supported in the performance of their job role, and that output conforms to the requirements of the organisation and its customers.   Communication between the team and its managers is a significant part of the team leader role.
· Team leaders can be expected to be aware of the need to satisfy customer or supplier requirements as agreed by the organisation, and to be alert to these as they are notified to the team.  Team leaders are expected to encourage team members to respond appropriately to these requirements within the parameters laid down by the organisation.   They will have no power to amend standard practices but may have to decide on more complex decisions within tightly defined boundaries (e.g. whether a product meets the quality standards or a customer fits into a particular pricing category).  This decision-making primarily reflects the team leader’s perceived superior technical competence or experience rather than being a managerial quality.




Both the level 3 and level 5 awards are potentially of most value to:

· Team leaders/supervisors/managers under time pressure who want a relatively short course covering a focused range of management topics

· Team leaders/supervisors/managers who previously have not attended management development or qualification courses

· Team leaders/supervisors/managers who want to test the water in terms of their personal development before committing to the more extensive/intensive longer programmes such as the Professional Certificate in Management Studies (PCMS)

The key difference between the level 3 first line management award and the level 5 management award relates to the management role (and related work issues) of participants.  Level 3 is very much about focusing on first line management/supervision whilst level 5 looks at cases and issues more from a middle management perspective.

It is important to select the course at an appropriate level managerially.  Below are extracts from the official guidance from ILM for both Level 3 and Level 5 qualifications:

	The ILM Level 3 Award in First Line Management aims to give practising or potential first line managers the foundation for their formal development in this role. The qualification does this by developing basic management skills and assisting participants in gaining the basic knowledge required at this level. 

First Line Manager Profile

The following profile is provided to assist Centres in advising and recruiting participants on to programmes of an appropriate level.  ILM believes that first line managers:

· may engage in some of the tasks performed by their fellow team members, but this is not their primary function

· have to make decisions which have some resource implications

· have to initiate actions in relation to the employment of others (eg, be involved in, but not decide about recruitment, decisions or disciplinary matters)

· have to operate with less supervision and control by others

· plan work looking several weeks or months ahead

What distinguishes first line managers from middle managers is that they have very limited budgetary responsibility.   They may make decisions about resource utilisation but the budgetary accountability for these resources exists at a higher level.   They are also limited in the range of decisions they can make compared to middle managers, with all delegated decision making heavily circumscribed by rules or procedures.


	The ILM Level 5 Award in Management aims to give practising or potential managers the foundation for their formal development in this role.  The qualification does this by developing basic middle management skills and assisting participants in gaining the basic knowledge required at this level.   

Middle Manager Profile

The following profile is provided to assist Centres in advising and recruiting participants on to programmes of an appropriate level.    ILM believes that . . .

· Middle managers can be distinguished from the first line managers below them by their wider span of control, counted in the tens and possibly extending to a few hundreds. A tier of team leaders or first line managers will frequently mediate their links with the people for whom they have responsibility. This means that they will have a similar or even smaller number of people reporting directly to them as managers nearer the front line, but will be accountable for the performance of all those over whom they have control, direct or indirect.

· Characteristic of their role will be a responsibility for allocating resources with some autonomy within defined boundaries, reflected in financial accountability for their area of activity. Managers will normally be budget-holders but with limited ability to vire funds between budget headings and can authorise recurrent expenditure and expenditure on small capital items within defined, budgeted, limits. This resource responsibility will also include responsibility for recruiting, promoting and disciplining people, within defined parameters and often with the agreement of HR specialists or senior managers. This may extend to sole responsibility for recruiting the most junior people in their area of responsibility.

· Middle managers are also likely to engage in project leadership where such projects are designed to bring about changes in products, services, resources or systems. However, they will operate within defined boundaries and report progress and budgetary performance to more senior managers on a regular basis.  Managers are more likely than first line managers to have a specialist management role which may extend to a technical specialism but which is primarily managerial in its focus.  That means that they will be responsible for establishing, maintaining and improving systems (eg quality, marketing, sales, energy, health and safety, etc) as well as/rather than operating them.

· Unlike the senior managers (both operational and strategic) above them, middle managers have clearly defined limits on their freedom to act or take decisions, and are expected to report regularly on their performance. They may propose changes to systems and will be responsible for ensuring that those systems are operated effectively, but they may only change those minor systems operated wholly within their own areas of responsibility without approval from others.




Overview of the levels 2, 3 and 5 qualification structure

The shaded units have been selected to be covered on the Level 2 award course:
	Ref
	Unit Title
	Glh

Mid pt
	Glh range*
	Notional Credit Value
	Award
	Certificate

	M2.01
	Developing yourself as a team leader
	6
	5 - 7
	1
	M
	M

	M2.02
	Motivating the work team to perform
	6
	5 - 7
	1
	
	M

	M2.03
	Planning and monitoring work
	8
	7 - 9
	2
	
	M

	M2.04
	Developing the work team
	6
	5 - 7
	1
	
	

	M2.05
	Induction and coaching in the workplace 
	8
	7 - 9
	2
	
	

	M2.06
	Leading the work team lawfully
	6
	5 - 7
	1
	
	

	M2.07
	Fulfilling customer requirements
	9
	8 - 10
	2
	
	

	M2.08
	Providing quality to customers
	6
	5 - 7
	1
	
	

	M2.09
	Using information to solve problems
	5
	4 - 6
	1
	
	

	M2.10
	Dealing with change in the workplace 
	8
	7 - 9
	2
	
	

	M2.11
	Maintaining a healthy and safe work environment
	9
	8 - 10
	2
	
	

	M2.12
	Diversity in the workplace
	6
	5 - 7
	1
	
	

	M2.13
	Using resources efficiently in the workplace
	7
	6 - 8
	1
	
	

	M2.14
	Communicating with people outside the work team
	6
	5 - 7
	1
	
	

	M2.15
	Briefing the work team 
	6
	5 - 7
	1
	
	

	M2.16
	Workplace communication 
	5
	4 - 6
	1
	
	

	M2.17
	Workplace information systems
	6
	5 - 7
	1
	
	

	M2.18
	Business improvement techniques
	12
	11 - 13
	2
	
	

	M2.19
	Leading your work team
	8
	7 - 9
	2
	
	

	M2.20
	Managing yourself 
	5
	4 - 6
	1
	
	

	M2.21
	Enterprise awareness
	24
	21 - 27
	3
	
	

	M2.22
	Dealing with customers lawfully
	4
	3 - 5
	1
	
	


M= Mandatory unit
* This is the recommended range of guided learning hours for delivery of this unit.  

The Units currently covered within the University of Manchester Level 3 Award and Certificate are shaded.
	Ref
	Unit Title
	Glh

Mid pt
	Rec’d

Glh range
	Notional Credit Value
	Award
	Certificate
	Diploma

	M3.01
	Solving problems and making decisions
	11
	10 - 12
	2 
	M
	M
	M

	M3.02
	Understanding change in the workplace
	11
	10 - 12
	2
	
	M
	M

	M3.03
	Planning change in the workplace
	11
	10 - 12
	2
	
	M
	M

	M3.04
	Achieving objectives through time management
	7
	6 - 8
	1
	
	M
	M

	M3.05
	Writing for business
	6
	5 - 7
	1
	
	
	M

	M3.06
	Managing creativity and innovation in the workplace
	7
	6 - 8
	1
	
	
	M

	M3.07
	Obtaining information for effective management
	10
	9 -11
	2
	
	
	M

	M3.08
	Managing customer service
	7
	6 – 8
	1
	
	
	M

	M3.09
	Giving briefings and making presentations in the workplace
	6
	5 - 7
	1
	
	
	M

	M3.10
	Introduction to leadership
	6
	5 - 7
	2
	
	
	

	M3.11
	Building the team
	5
	4 – 6
	1
	
	
	

	M3.12
	Motivating to perform in the workplace
	10
	9 – 11
	2
	
	
	

	M3.13
	Developing yourself and others
	11
	10 – 12
	2
	
	
	

	M3.14
	Managing conflict in the workplace
	4
	3 - 5
	1
	
	
	

	M3.15
	Managing stress in the workplace
	8
	7 – 9
	1
	
	
	

	M3.16
	Managing the employment relationship
	7
	6 - 8
	2
	
	
	

	M3.17
	Recruiting, selecting and inducting new staff in the workplace
	10
	9 – 11
	3
	
	
	

	M3.18
	Coaching and training your work team
	7
	6 – 8
	2
	
	
	

	M3.19
	Providing quality to customers
	6
	5 - 7
	2
	
	
	

	M3.20
	Planning to work efficiently
	6
	5 - 7
	2
	
	
	

	M3.21
	Organising and delegating
	6
	5 - 7
	1
	
	
	

	M3.22
	Managing projects
	7
	6 – 8
	2
	
	
	

	M3.23
	Managing health and safety at work
	10
	9 – 11
	3
	
	
	

	M3.24
	Understanding organisations in their context
	13
	12 – 14
	2
	
	
	

	M3.25
	Understanding culture and ethics in organisations
	7
	 6 – 9
	2
	
	
	

	M3.26
	Managing performance
	6
	5 – 7
	1
	
	
	

	M3.27
	Working with costs and budgets
	7
	6 - 8
	1
	
	
	

	M3.28
	Managing the efficient use of materials
	6
	5 - 7
	1
	
	
	

	M3.29
	Managing the effective use of equipment
	6
	5 - 7
	1
	
	
	

	M3.30
	Understanding the communication process in the workplace
	6
	5 - 7
	1
	
	
	

	M3.31
	Influencing others at work
	6
	5 - 7
	1
	
	
	

	M3.32
	Communicating one-to-one at work
	9
	8 – 10
	1
	
	
	

	M3.33
	Effective meetings for managers
	4
	3 – 5
	2
	
	
	

	M3.34
	Understanding workplace information systems
	6
	5 - 7
	1
	
	
	

	M3.35
	Marketing for managers
	4
	3 - 5
	1
	
	
	


The level 3 certificate forms a natural progression from the level 3 award for those people who want to enhance and extend their supervisory knowledge and skills.  Credits will be given to participants who have successfully achieved the award for the units shown.  Supervisors/managers can opt to take directly the certificate, however all the appropriate units and assessments will need to be be covered.
STRUCTURE OF LEVEL 3 FIRST LINE MANAGEMENT QUALIFICATIONS

	Qualification
	Notional Credit(
	Unit details
	Notional Credit

	Award
	5
	M3.01  Solving problems and making decisions
	2

	
	
	OPTIONAL UNITS to the value of . . .
	3

	Certificate
	20
	M3.01  Solving problems and making decisions
	2

	
	
	M3.02  Understanding change in the workplace
	2

	
	
	M3.03  Planning change in the workplace
	2

	
	
	M3.04  Achieving objectives through time 
management
	1

	
	
	OPTIONAL UNITS to the value of . . .
	13


STRUCTURE OF LEVEL 5 MANAGEMENT QUALIFICATIONS

	Qualification
	Credit

Value
	Unit Details
	Credit

Value

	Award in Management
	10
	M4.01
Understanding the management role
	4

	
	
	OPTIONAL UNITS 

(ALL Optional Units must be at Level 5)
	6

	
	
	TOTAL
	10


Please note that the Unit selection for the (centrally provided0 level 5 award was reviewed in 2009 and are shown as shaded below (apart from M4.01 which is mandatory)
	Ref
	Unit title
	Level
	GLH

mid
	GLH Range
	CR
	Award
	Cert
	Dip

	M4.01
	Understanding the management role
	4
	15
	14-16
	4
	M
	M
	M

	M4.02
	Developing management skills
	4
	15
	14-16
	4
	
	
	

	M5.01
	Developing the reflective manager
	5
	18
	17-19
	4
	
	M
	M

	M5.02
	Managing improvement
	5
	14
	13-15
	3
	
	M
	M

	M5.03
	Making a financial case
	5
	14
	13-15
	3
	
	M 
	M

	M5.04
	Developing the manager as a critical thinker
	5
	18
	17-19
	4
	
	
	M

	M5.05
	Leading innovation and change
	5
	24
	22-26
	5
	
	
	M

	M5.06
	Becoming an effective leader
	5
	25
	23-27
	5
	
	
	

	M5.07
	Managing individual development
	5
	18
	17-19
	4
	
	
	

	M5.08
	Managing stress and conflict in the organisation
	5
	14
	13-15
	3
	
	
	

	M5.09
	Communication in management
	4
	18
	17-19
	4
	
	
	

	M5.10
	Understanding the organisational environment 
	5
	24
	22-26
	5
	
	
	

	M5.11
	Understanding organisational culture and ethics
	5
	14
	13-15
	3
	
	
	

	M5.12
	Managing customer relations
	5
	14
	13-15
	3
	
	
	

	M5.13
	Managing for efficiency and effectiveness
	5
	18
	17-19
	4
	
	
	

	M5.14
	Understanding financial management
	4
	18
	17-19
	2
	
	
	

	M5.15
	Managing projects in the organisation
	5
	18
	17-19
	4
	
	
	

	M5.16
	Managing a healthy and safe environment
	4
	9
	8-10
	2
	
	
	

	M5.17
	Managing resources
	5
	18
	17-19
	4
	
	
	

	M5.18
	Managing information
	5
	18
	17-19
	4
	
	
	

	M5.19
	Managing meetings
	4
	15
	14-16
	3
	
	
	

	M5.20
	Managing recruitment
	5
	24
	22-26
	5
	
	
	

	M5.21
	Managing marketing 
	4
	15
	14-16
	3
	
	
	

	M5.22
	Conducting work analysis
	5
	10
	9-11
	2
	
	
	

	M5.23
	Analysing and interpreting statistics to inform management decisions
	5
	10
	9-11
	2
	
	
	

	M5.24
	Conducting operations research
	6
	10
	9-11
	2
	
	
	

	M5.25
	Analysing and presenting data to inform management decisions
	4
	10
	9-11
	2
	
	
	

	M5.26
	Managing facilities
	5
	9
	8-10
	2
	
	
	

	M5.27
	Making professional presentations
	5
	9
	8-10
	2
	
	
	

	M5.28
	Leading teams
	5
	18
	17-19
	4
	
	
	


The Professional Certificate in Management Studies (PCMS –formerly CMS)

The Professional Certificate in Management Studies (Edexcel Level 5) is offered through STDU by Stockport College of Further and Higher Education. The course leads to a nationally recognised qualification in Management Studies and the award is accredited by EDEXCEL/BTEC.

The Professional Certificate in Management Studies is designed to provide an opportunity for staff to gain a recognised qualification in management studies. It is particularly suitable for practicing junior/middle managers or those who wish to make a career in management.

Aims and objectives

The qualification aims to:

· Develop the skills of practicing managers and those aspiring to management positions 

· Promote good practice in management 

· Provide a progression route to more advanced management qualifications 

· Provide staff with the basis for further development

Qualification or accreditation

The course leads to a nationally recognised qualification in Management Studies and the award is accredited by EDEXCEL/BTEC.

Examination requirements

In order to achieve the Professional Certificate in Management Studies participants are required to complete the following six units:

Professional Development

· Explore the skills and techniques needed for effective time management 

· Examine the personal and professional skills needed to manage effectively 

· Carry out a personal skills audit and produce a personal development plan to review and maintain planned life and career goals

Communications at Work

· Investigate communications in an organisation 

· Examine effective interpersonal communications 

· Explore the management of internal and external workplace communications

Leadership

· Examine the impact of different leadership attributes and skills on work groups 

· Explore a range of current theories, models and principles of leadership and evaluate their applicability in a given organisational context 

· Investigate the development of leadership skills appropriate to specific situations

Managing Change

· Explore and define an issue requiring change 

· Develop plans to involve and lead stakeholders in planning the change 

· Plan the implementation and evaluation of the change process

Managing Projects

· Plan, prepare and undertake the development and management of a project 

· Undertake research for appropriate evidence and theory 

· Make sound recommendations for the implementation and evaluation of the project proposals

Managing Performance

· Set clear and sufficient detailed work objectives for colleagues 

· Monitor and evaluate work activities 

· Use appropriate methods to analyse and assess the performance of colleagues and give feedback

The Advanced Certificate in Management Studies (ACMS - formerly DMS)
The Advanced Certificate in Management Studies (Edexcel Level 7) is offered through STDU by Stockport College of Further and Higher Education. The course leads to a nationally recognised qualification in Management Studies and the award is accredited by ECEXCEL/BTEC. The Advanced Certificate in Management Studies is designed to provide professional qualification for staff who are senior managers or middle managers who are wishing to move into senior management positions.

Aims and objectives

Participants will have the opportunity:

· To develop the higher-level skills required for middle to senior management with decision-making responsibilities 

· To demonstrate self-direction 

· To develop the ability to act autonomously in planning and implementing tasks 

· To show originality in tackling and solving problems 

· To acquire a comprehensive understanding of management techniques and the ability to apply these to complex issues

Prerequisites

Before being offered a place on the course, applicants will be offered a brief interview with a course tutor. This will ensure that the course is appropriate for applicants and will offer further guidance and support if required.

Participants are required to negotiate attendance with their manager. It is important that managers and operational units are aware of the long-term commitment involved.

Registration and attendance require the same commitment as with any similar programme funded through the STDU's Further Education Programme and are subject to the same conditions.

Typical applicants for the Advanced Certificate are likely to satisfy the following criteria:

· Be in, or aspiring to be in, a senior management position. Particularly those positions requiring an input into the strategic decision-making process 

· Be 19 years old or above 

· Have an appropriate level of work experience

Applicants may also have:

· A degree, or BTEC Higher National certificate or Diploma in Business, Management or related subject 

· Other relevant professional qualification

Participants must have a high level of literacy and numeracy.

Accredited programme

ECEXCEL/BTEC 

Qualification or accreditation

The course leads to a nationally recognised qualification in Management Studies and the award is accredited by ECEXCEL/BTEC. 

Examination requirements

In order to achieve the Advanced Certificate in Management Studies participants are required to complete the following six units:

· Advanced Professional Development: Enables learners to take responsibility for their learning and development needs 

· Managing Change in Organisations: Examines reasons for change and alternative models for its management 

· Strategic Planning and Implementing: Plan and develop the implementation of a management strategy 

· Human Resource Planning and Development: Focus on knowledge, understanding and skills necessary for the planning and development of an organisation's human resources 

· Leadership of Your Organisation: Provides an insight into current thinking on leadership from the perspective of the organisation 

· The Creative Manager: Provides knowledge and skills necessary to become effective innovators

Team Leader/supervisor – responsible for specific day to day activities; small groups of staff alongside whom you work and meeting set objectives and procedures





ILM level 3 certificate – 20 days study time





Senior Manager – 


division, departmental responsibility – large staff and budget





Masters Degree e.g. MBA, MSc, MA 





Advanced Professional Certificate in Management - ACPMS (Level 7)


(previously DMS)





Professional Certificate in Management - PCMS


(Level 5)


(previously the CMS)





ILM level 5 award-


8+ days study time





ILM Level 3 award – 6+ days study time





Middle manager –


Responsible for two or more teams/services or for a significant organisational project. Significant budgetary responsibility and able to take many operational decisions with reference to higher manager





First Line Manager – responsible for a specific team, service or operational project; limited budgetary responsibility and regular need for authorisation of decisions by more senior manager





Long course of up to 30+ days study time up to 2 years





ILM level 2 award – 4+ days study time





Short course of up to 10 days study time within 1 year
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