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Academy of Learning is a leading provider of  
training and personal development solutions 

 
 
 
 
 
 
 
 
                                         Our clients choose us because … 
 
They can benefit from a comprehensive range of courses covering Management, Personal Development, 
Business Skills, Sales and Marketing and IT.  At your fingertips is our team of highly qualified professionals, 
who have amassed a wide breadth of technical expertise and the appropriate personal qualities required to 
maximise the benefits of your learning and development experience, whether you opt for classroom, work 
place, distance learning or a blended learning combination. 
   
We recognise that you, your employees and your organisation are all unique and, therefore, we specialise in 
delivering training that works in the context of your business to bring you the results that you are looking for.  
 
Your goals are vital and we aim to provide Management and Personal Development training that makes a 
difference to individuals, teams and businesses, dedicated to this aim we have made the Skills Pledge and 
are working towards Matrix accreditation to ensure quality in delivery and high standards at all levels. 
 
As a private training organisation we strive to ensure quality, building relationships and maximising the  
benefits for our clients from any course of learning being undertaken. 

 
Quality is vital and we are an Accredited Centre for the ILM, OCR & EDI Awarding bodies. 

 
If your organisation is to be successful you need to compete, and to compete you need to train and develop 

your employees to do this with maximum effect. 
 
COMPETITIVE PRICING & FUNDING OPPORTUNITIES 
 
Competitive Pricing 
Many of our programmes are bespoke, we will provide you with a costing based on your individual  
requirements. 
 
Funded Training Opportunities 
The aim of funded training is to ensure that people in England are better skilled and more competitive by  
planning and funding high quality vocational education and training for everyone. 
 
Through Academy of Learning you can apply for funded training, some funding also offers wage  
compensation to  companies with less than 50 employees where the funding is accessed via Train to Gain.. 
All funding is subject to eligibility criteria based on both the employer and the employee, we are able to assess 
the best route for each individual circumstance.  Funding cannot be guaranteed and subject to an application 
process. 
 
Our Training and Assessment Approach 
To gain an NVQ, learners must successfully demonstrate competence in a number of units and produce a 
portfolio of evidence.  We adhere to the ‘Assess—Train—Assess’ approach; we will assess what they can do, 
train in what they need to develop, and then assess again for the qualification.  All this takes place on your 
premises.  We are accredited training provider for both ILM and OCR Awarding Bodies. 
 
How long does it take? 
This is dependent upon the individual learner and the qualification being undertaken, as a rough guide a level 
2 NVQ usually takes about six months to complete, a Level 3 NVQ approximately 9 months, dependent upon 
the individual, the qualifications are flexible and take the form of discussion, guidance, observation and  
portfolio development, a guideline time commitment is 1 to 2 hours per week.  All times and dates are by  
mutual agreement and are maintained on Action Plans. 

Linda Johnston 
Managing Director 

Proven, Flexible, Enjoyable. 
An enjoyable learning experience that is  
invaluable. Your people will return to work keen, 
enthused and highly motivated.  
That’s the formula for high performance and 
higher profits. 



 

Please find details of our range of programmes on the following pages: 

 

(1) Corporate & Executive Coaching packages 

(2) NVQ Provision 

(3) VRQ Provision 

(4) Short Courses 

(5) E-Learning 

 
 
 
 
What are our skills/knowledge gaps? 
 
How will meeting these goals help us to become more effective? 
 
Which members of staff does this affect? 
 
How will their new skills and knowledge benefit the organisation? 
 
How soon do we need to take this forward? 

 
 

Name Department Training need Timescale 

    

    

    

Your training needs planner... 

Corporate and Executive Coaching packages  (Ref 015) 

 
One-to-One Corporate and Executive Coaching is used to develop skills and competencies, to improve 
leadership abilities and increase confidence and motivation - all within a confidential environment. 
True productivity is achieved when every individual is working for the good of the organisation and when 
they  
understand and truly share the aims and objectives of the company. Interpersonal disputes can be re-
solved, round holes can accept square pegs, levels of personal responsibility can be enhanced and recruit-
ment and retention costs can be slashed with positive cash savings. 

Areas of Work 
Academy of Learning Ltd.  work with organisations on an individual or team basis, in the following areas of 
coaching development:- 
 
Communication Skills 
Improving Interpersonal Skills   
Leadership and Management Skills 
Persuasion and influencing Skills 
Assertiveness 



 

NVQ Level 2 Customer Service (Ref 003) 
NVQ Level 3 Customer Service (Ref 004) 
 
Level 2 NVQ in Customer Service is primarily aimed at candidates who undertake a 
customer service role and recognises that employment in the customer service sector 
involves a diverse range of functions, tasks and activities that are constantly developing 
and changing.  It is suitable for candidates: who have particular customer service and 
administrative job roles, who are working in a customer service environment, whose role is 
to provide service to customers. 
 
The OCR Level 3 NVQ in Customer Service is aimed at candidates who will be delivering 
and 
managing service and will be accountable in the area of practice. Candidates will be 
working 
without direct supervision or on their own, such as in a commercial customer service 
environment. 
It is suitable for candidates who: 
• can influence what happens at work 
• use the organisation’s rules and systems flexibly to deliver good service 
• question the way things are done and suggest improvements 
• have good communication skills and a wide knowledge of what to do, who to see and 
where to go to get things done for the customer 

Business Administration NVQ Level 2 (Ref 001)  
Business Administration NVQ Level 3 (Ref 002)  
 
Business and Administration NVQs are aimed at staff working in 
administration across all occupations and sectors of employment. 
The level 2 qualification is intended for individuals whose role 
involves carrying out a broad range of administrative activities, 
requiring a limited amount of supervision and working with some 
autonomy. The individual will be working as part of a team ensuring 
the provision of information and resources to others. The individual's 
work situation will provide the opportunity to be involved in a range 
of administration activities. For example: managing customer 
relations, managing diary systems, organising business travel and 
accommodation, organising and supporting meetings, using various 
software, preparing text from a variety of sources.   
 
 The Level 3 Qualification covers administrative duties which also 
include some supervisory and administrative management roles. 

NVQ provision available through Academy of Learning 

NVQ Level 2 & Level 3 Health and Social 
Care 
 
This qualification at Level 2 is aimed at Care 
Workers.  It gives the learner a clearer 
understanding of their responsibilities within 
their company.  It gives basic knowledge of 
the skills they need and use. 
This qualification at Level 3 is aimed at the 
Team Leader/Senior Carer role.  It gives a 
deeper knowledge and insight into existing 
skills and performance and the role of 
supporting other team members. 



 

NVQ Level 2 Retail (Ref 009) 

 

This qualification comprises units which are based on the new 

National Occupational Standards developed by  

Skillsmart Retail. It will be appropriate for candidates who are: 

already competent in basic retail skills and require recognition 

for a wider range of abilities in retailing; progressing from the 

Level 1 NVQ in Retail Skills; wishing to demonstrate  

competence gained previously in retailing or associated  

industries. 

 

NVQ Level 2 Team Leader   (Ref 010) 
 
This qualification is intended for individuals who have a 
responsibility for the work of others, as they lead a team. It is 
suitable for people who are entering management, or who have 
the ability and the opportunity to demonstrate recognisable 
management and leadership skills, for example, providing 
leadership for your team, encouraging innovation, allocating and 
checking work. 

NVQ Level 3 Management   (Ref 007) 
NVQ Level 4 Management (Ref 008) 
The Management level 3 qualification is broadly aimed at 
those who are responsible for the control of activities and 
work output of a team who have the ability and the 
opportunity to demonstrate recognisable management and 
leadership skills, for example, providing leadership, planning 
and implementing change, managing a budget, managing a 
project.   
The Level 4 in Management has been specifically designed 
for middle managers with a wide span of control and 
accountability for performance, who are responsible for 
determining resource allocation and operational methods in 
their department or organisation. 

VRQ’s delivered by Academy of Learning 

The ILM Level 2 qualifications in Team Leading are specially designed to give practising or aspiring team leaders 

a solid foundation in their formal development as a leader. 

The Award in Team Leading is a concise qualification designed to give learners a basic knowledge of the various 

roles, functions and responsibilities of a team leader and the limits of their authority and accountability. The     

mandatory unit in ‘Developing yourself as a team leader’ is a good starting point for team/cell leaders who are 

new to their roles or for aspiring leaders who wish to gain a solid understanding of the principles and practicalities 

of team leading. (Ref 011)  

The Certificate in Team Leading builds and broadens the skills and knowledge gained in the Award. Here,     

practical techniques in motivating teams, plus planning and monitoring their work are explored within the addi-

tional mandatory units. 

All learners are able to choose from a range of optional units to build their qualification; this high level of flexibility 
allows individuals or their employers to custom build a qualification that focuses on the key areas most relevant to 
their role, industry or organisation.  (Ref 012)   



 

The ILM Level 3 qualifications in First Line Management have been specially designed to give  

practising or aspiring first line managers a solid foundation in their formal development as a manager. 

The Award in First Line Management is a concise qualification which gives an introduction to the basic 

skills, knowledge, and understanding required by today’s first line manager. The mandatory unit in ‘Solving 

Problems and Making Decisions’ is designed to develop practical techniques for tackling managerial prob-

lems and decisions from gathering and interpreting information through to the effective communication of 

outcomes.  (Ref 013) 

The Certificate in First Line Management builds and broadens the skills and knowledge gained in the 

Award. Here organisational change is explored along with the crucial skill of time management is also ex-

plored in three additional mandatory units. The Diploma in First Line Management develops a very compre-

hensive range of management skills, providing learners with the broad body of knowledge  

required by a first line manager. Additional mandatory units cover business communication, creativity and 

innovation for the workplace as well as information gathering and analysis, and managing  

customer service. All learners are able to choose from a range of optional units to build their 

qualification; this high level of flexibility allows individuals or their employers to  

custom build a qualification that focuses on the key areas most relevant to their role, industry 

or organisation.  (Ref 014) 

Effective Time Management 

• Managing yourself and your time 

effectively 

• How do you currently manage your time 

and that of others? 

• What is the importance of good time 

management? 

• Understand how to balance work and 

personal commitments 

Customer Service 

• Define your customers requirements  

• Identify who your internal/external customers 

are 

• Define what constitutes good customer service 

and whether your organisation is supplying this 

• Understand how you can deal with customer 

complaints effectively. 

Communication Skills 

• Recognise and overcome barriers to 

communication 

• Use the most effective means of 

communication in a range of situations 

• Realise and utilise the ten ways of 

communication. 

Leading and Motivating others 

• Encourage staff to offer ideas 

• Provide feedback to staff , motivate and 

gain improved performance 

• Discover what makes you and others 

tick!  

• Identify how appraisal processes can 

aid motivation and be a motivational 

tool to aid performance 

• Understand how good leadership pro-

duces motivated staff. 

Presentation Skills 

•  Recognise the main aims of 

 presentations 

•  Overcome your nerves & build up 

 your confidence 

•  Use your voice more effectively & 

 realise the skills of non-verbal 

 communication 

•  Get the structure and content spot 

 on. 

Understanding what we want and 

how to get it 

• Define how assertive behaviour 

can be used to influence different 

situations 

• Understand the steps to successful 

negotiation  

• Define some tactics for negotiating 

• Understand the difference between 

win/win & win/lose situations. 

Sample of short courses delivered by Academy of Learning 



 

 
A1 Assessors Award (Ref 017) 
 
Achievement of the A1 Assessors Award will enable you to assess candidates against agreed 
standards of competence using a range of assessment methods in job roles in which you have 
occupational competence.  You will be able to give candidates feedback on your assessment 
decisions and contribute to internal quality  
assurance processes. 

 
 

EDI Level 2 Door Supervisor (Ref 18) 
 
The EDI Level 2 Certificate for Door Supervisors is a  
programme designed to meet the needs of learners who require a qualifi-
cation which will enable them to  
apply for a Security Industry Authority (SIA) license for door supervising.
  
The qualification is based on the SIA specification for core competency 
training for Door Supervisors, which covers the necessary  
understanding and skills required by individuals who work to provide  
a more secure leisure environment. 

Level 2 NVQ ITQ (Ref 20) 
 

The key purposes of this qualification is to: 

 

Recognise individual learners’ skills and knowledge across a range of IT and their   

application in the workplace 

 

Recognise achievement of individuals’ skills of specific IT components (units) at the 

required level relevant to their jobs.  

 

The qualification covers competence in a wide range of software applications. 

NVQ in Providing Security Services Level 2 (Ref 021) 
 
The EDI Level 2 NVQ in Providing Security Services is based 
on the standards developed by Skills for Security and are in-
tended for people who are employed in the security industry, 
involved in security and loss  
prevention.  



 

COMPLIANCE COURSES: 
 
Academy of Learning are able to deliver a range of compliance courses for groups of 10 
people or more, including: 
 
Award in Health & Safety in the Workplace 
Award in Food Safety 
Certificate in First Aid 
Award in the Principles of Risk Assessment 
Award in the Principles of COSHH 
Award in the Principles of Manual Handling 
 

E—LEARNING 
 
We are able to offer a wide range of E-Learning for Food Safety qualifications, these meet 
the requirements that all food handlers must receive appropriate supervision, instruction 
and/or training in food hygiene: 

Who Needs Training Qualification Solution 

New employees with minimal or no prior 
food safety knowledge, employees han-
dling low-risk or wrapped food or those 
who work front of house. 

Level 1 Award in Food Safety 

Food Handlers working in catering, manu-
facturing or retail needing basic food  
hygiene knowledge 

Level 2 Award in Food Safety 

For anyone working at supervisory level in 
any catering, manufacturing or retail  
Business. 

Level 3 Award in Supervising Food Safety 

Managers in catering and manufacturing 
businesses needing an advanced, practical 
qualification. 

Level 4 Award in Managing Food Safety 

Supervisors and managers in catering and 
retail businesses needing to supervise the 
implementation of HACCP based systems 

Level 3 Award in Supervising Food Safety 
Management Procedures. 

Senior members of a HACCP team need-
ing to supervise the implementation of 
HACCP based systems in food manufac-
turing businesses. 

Level 3 Award in HACCP for Food  
Manufacturing. 

Managers, senior hygiene personnel and 
auditors in the food and drink manufactur-
ing industry who establish, implement and 
manage HACCP systems. 

Level 4 Award in HACCP  
Management for Food Manufacturing 

Learners can access training and development on-line or 
we can arrange for classroom based training and  
assessment on-line. 



 

ENQUIRY FORM 
Please fax back to 01279 877903 or scan and email to 

sally@academyoflearning.co.uk 

 

 

 
 
     
How would you like to receive the information? 
 

Email               
Post 
Fax 
Telephone  
Meeting 
 

Do you require information in an alternative format?  If so, please detail your  

requirements below. 

 

ORGANISATION NAME   
NAME OF CONTACT   

POSITION   

TELEPHONE NO.   

FAX NUMBER:   

EMAIL ADDRESS   
FULL ADDRESS &  

POSTCODE 

 

 

 

 

 

COURSE TITLE/S OF INTEREST: 

 

 

 

 

Please tick on the relevant  

summary boxes on page 10 and 

return with this form. 

NOTES/COMMENTS YOU WOULD LIKE TO 

ADD: 

 

 

 

  
  
  



 

Please complete and return this form for further information... 

Course title Ref Send me more  
information please 

NVQ 2 Business Administration 001  

NVQ 3 Business Administration 002  

NVQ 2 Customer Service 003  

NVQ 3 Customer Service 004  

NVQ 2 Health & Social Care 005  

NVQ 3 Health & Social Care 006  

NVQ 3 Management 007  

NVQ 4 Management 008  

NVQ 2 Retail 009  

NVQ 2 Team Leader 010  

NVQ Level 2 ITQ 020  

Half day/full day soft skills courses 
Time Management 
Presentation Skills 
Team Development 
Change Management 
Communication Skills 
Other—please state any specific 
need:_________________________________________ 
 

 
SS 

 
 

ILM Award in Team Leading 011  

ILM Certificate in Team Leading 012  

ILM Award in First Line Management 013  

ILM Certificate in First Line Management 014  

Management Coaching  015  

Compliance Courses:  First Aid, Health & Safety, Manual Han-
dling, Risk Assessment—please detail:______________________ 

CC  

Level 2 Door Supervisor 018  

NVQ 2 Providing Security Services 021  

A1 Assessors Award 017  

E Learning 
 
Level 1 Award in Food Safety 
Level 2 Award in Food Safety 
Level 3 Award in Supervising Food Safety 
Level 3 Award in Supervising Food Safety Management  
Procedures 
Level 3 Award in HACCP for Food Manufacturing 
Level 4 Award in HACCP Management for Food Manufacturing 
Level 4 Award in Managing Food Safety 
 

 
 

022 
023 
024 
 

025 
026 
027 
027 
 

 

`making our passion your passion’                        
Academy of Learning are an equal opportunities training provider, your information will be maintained in accordance 

with the Data Protection Act.  If you would like this information in another format  
please let us know your requirements. 



 

What our clients say about us: 

“Academy of Learning Ltd has provided several training courses for the hotel and it 
is a pleasure working together as Academy of Learning has proven to be efficient, 
reliable and extremely committed in continuing to assist to meet our training needs. 
All attendants were very positive about the delivering of the courses and have 
benefited from attending.”  
- Radisson SAS Hotel 

“The Academy of Learning quickly interfaced with the needs of our business for the pur-
poses of personal development, succession planning and promotion development. They 
have had a very positive impact on our management development structure and formulate a 
permanent feature of our training and development strategy, as an external partner. The 
quality and efficiency of the programmes and supporting work as always met our               
expectations and that of our employees. Communication and response to localisation of any 
programme has always been completed with the utmost professionalism and business     
consideration.”  
- Port of Tilbury London Ltd  

Some of our previous clients: 

 

New funding to cover the cost of qualifications at  Level 2 may 
be available in April.    

Please contact us to register your interest…. 


