Workshop 3: Professional skills necessary to work in the Third Sector, 9am – 5pm 

Aim of the workshop
The aim of the workshop is to enhance learners understanding and ability in the professional skills needed to work in the Third Sector. 
Learning Objectives 
By the end of this session, learners will:
· Be aware of the skills needed to manage a project 
· Know different management and reporting structures
· Explore time management skills
· Be aware of the contents of a specific short report 
· Explore different multi agency working arrangements
· Be aware of the needs of different target groups
· Have considered how to engage with a wide variety of target groups and vulnerable groups. 



	Time allowed
	Session Content
	Methods/Activities
Tasks
	Media/Learning Aids/Resources
	Trainer notes
	Assessment/evidence of achieving learning outcomes

	Introductions and learning expectations 

	5 mins
	Introduction to overall programme
	Presentation - Introduce participants to the programme   
	PP slide 1 Workshop 3
PP slide 2 Overview of Module 3
	Tutor to welcome participants to the of the programme, using PP slides 
	Participation

	10 mins
	Icebreaker
	Ice-breaker 

	Trainer tool -
Choose from the list of icebreakers
	Icebreaker – choose an icebreaker from the list and facilitate the exercise 

10 minutes
 
	Participation 

	5 mins
	Introduction to the workshop 
	Presentation 

	PP slide 3 Learning objectives

	Present the workshop learning objectives by showing slide 3 Learning objectives 
Take any questions 
	Participation

	15 mins
	Introduction to expectations and personal learning objectives
	Self-reflection










Round robin
	PP Slide 4 Expectations and personal learning objectives







What do I want to learn during Workshop 3? 

	Show Slide 4 Expectations and personal learning objectives. Ask participants to reflect on their expectations of the workshop, their personal learning objectives and their current professional experience. 


Q1: What do I want to learn during Workshop 3? 


Go around the room asking each person to share their expectations and current professional experience - 10 mins

Any questions 
	Completion of Q1 

	
Project Management Skills

	10 mins
	Setting the scene
	Presentation 
	P4P slide 6 The role of the Board – setting direction and slide 6 Planning triangle

	Explain that project management skills are a key skill area for those working in the Third Sector. We will start this session off by looking briefly at Project management, to build up our knowledge, before moving on to Skills. Explain that managing projects is one way of managing services and products in the Third Sector. Project management skills can support us in all of our work. 
Present slides 6 The role of the Board – setting direction & 7 Planning triangle to set the scene for projects. The Board sets direction for the organisation. The planning triangle sets out how an organisation’s work is decided on, including projects. Explain to participants that ‘values’ are an important part of Third Sector organisations – they set the scene and give a framework for our work in the Third Sector.
10 mins
	Participation/Questions

	30 mins











	A quick overview of project management

	Group task and feedback












Presentation
	PP slide 8 Project management 












PP slide 9 Projects

PP slide 10 Project Initiation Document 
Template PID 2













PP slide 11 Simple project cycle
	Show slide 8 Project management - ask people to work in groups of 3 to discuss what words do you think of when you think of the words Project management? 10 mins
Facilitate the feedback session - ask each group for their ideas – taking two ideas at a time from each group 10 mins 
10 mins for next section 

Show slide 9 Projects - describing a project then...  
Show slide 10 Project Initiation Document (PID) - introduce the idea of a PID. Explain many organisations will have their own version of a PID as part of their project management methods. However, we will send out this template as it might be useful for you if your organisation does not have its own PID. 

We will return to the PID in the Webinar – so please read it before the webinar.

And…show slide 11 Simple project cycle – take participants through each section and answer any questions. Emphasise the importance of all 4 sections. 
	Participation in group task















Participation and Questions

	15 mins
	Understanding the external environment – to help you plan a project
	Presentation 






































Self-reflection 
	PP slide 12 Understanding the external environment
Handout PESTLE 






















PP slide 15 Programme logic model









Glossary

	Show slide 12 Understanding the external environment - introduce the concept of scanning the environment and being aware of any external influences on our organisations. 

Show slide 13/14 PESTLE
PESTLE is one model you can use. By looking at the external environment we can explore the Opportunities that could exist as well as the challenges organisations may face. Take questions. 5 mins 
Share PESTLE Handout with everyone to give further detail on the 6 elements. Being able to scan the environment is an important part of project management skills.

Show slide 15 Programme logic model explaining each definition –emphasise the importance of Third Sector projects being Outcomes driven and that we need to be clear about the differences we are trying to make happen through our work.
5 mins 

Refer participants to the Glossary for further useful definitions – suggest they might want to read through the Glossary before the webinar and workshop 4. 

Take any questions
	Participation and Questions


	10 min
	Break
	
	PP slide 16 break
	Break for 10 mins
	

	30 mins
	Project management skills
	Presentation 






Group work 

	PP slide 17 Project management skills and 18 Reflection



















PP Slide 18 Reflection
Reflection and development plan

	Remind participants that before the break we covered a brief overview of Project management. Tell them we are going to move on to Project management skills. 

Show slide 17 Project Management Skills. Ask participants to look at the list and individually write them down in order of importance – ask them for their feedback and facilitate a discussion especially where there are differences of opinion. Ask them for their ideas of skills that are missing from the list. 15 mins


Remind participants that we are going through Time management and Report writing in more detail later in this workshop. We will cover the communications skills side of Project Management in Workshop 4.

Show slide 18 Reflection - ask participants to identify three strengths they have and three areas for improvement, using the Learning Log and Development Plan handout.
Then work in small groups to explore and discuss their Project Management strengths and weaknesses. 

One person from each group will feedback to the whole group.

 15 mins

Take any questions and feedback
	Individual reflective exercise and participation in discussion 



















Reflection and Development Plan

	Time management

	70 mins
	Time management
	Introduction to the subject








Activity







Discussion 





Group work











Presentation 












Presentation 
	PP slide 20 Time management 








PP slide 21 Managing your time 











PP slide 22 Great time management









PP slide 23 Main robbers of time


Handout – Managing your time













Handout Action Planning Chart



PP slide 24 Managing multiple priorities

	Show slide 20 Time management. Introduce participants to the subject of Time management. Facilitate a short discussion around time management, using the questions in the slide to generate conversation, 5 mins  

Show slide 21 Managing your time and ask participants to complete the first task about how you utilise your time, using the Managing your Time handout, up to 5 mins. 

Ask participants to share their answers, highlight where words may be positive or negative, 10 mins 

Show slide 22 Great time management – ask participants to work in groups to discuss questions share their ideas and write down their individual answers to the three questions. 15 mins
Ask one participant from each group to feedback to whole group

Explore the main robbers of time by showing slide 22 Main robbers of time. 

Ask people to read Handout – Managing your time if they would like more information. 

Take any questions and encourage discussion of the issues covered, 10 mins. 

If you would rather – you can lead a presentation by talking participants through the main parts of the handout. 


Refer participants to the Action Planning Chart – as a way of managing a simple project and allocating time.

Introduce the Managing multiple priorities in slide 24 – explain that the Eisenhower Matrix is a way of identifying how you currently use your time and how you might want to re-prioritise and make changes to the way we use our time, 10 mins
	Participation in group discussion 








Participation in activity













Participation in group discussion and task



























	40 mins
	Lunch break
	Lunch and networking
	PP slide 25 Lunch break
	Break for lunch. 
	

	Target Groups and Vulnerable Groups

	65 mins
	Engaging with target groups and vulnerable groups


	Presentation 







Group discussion




Feedback and discussion 









Presentation 





Group work

















Feedback and discussion








Presentation







	PP slide 27 Engaging with target groups 





PP slide 28 Discussion - Vulnerable groups 











PP slide 29 Vulnerable groups 




PP slide 30 Engaging with vulnerable groups 














Engaging with vulnerable people








PP 31 Slide Engaging with your target audience

PP32 Slide Who are Our Stakeholders
and
PP33 Stakeholder Analysis 







Optional Task
Checklist and Action Plan Planning effective engagement
	Welcome participants back from lunch. Display slide 27 Engaging with target groups - explain the principles we must consider when working with target groups, 5 mins

In your groups, discuss, from your work experience, who you would describe as ‘vulnerable’ and why 10 mins

Ask each group to feedback to the main group, so that you gather a list of what participants consider to be vulnerable groups. Highlight any common thoughts and differences 5 mins. 

Show PP slide 29 Vulnerable groups as a list of the vulnerable groups Third Sector organisations engage with and provide services to 5 mins


Show slide 30 Engaging with vulnerable groups - ask participants to work in groups to discuss best practices when engaging with vulnerable groups. 15 mins

· What barriers might prevent these people and groups from engaging with the service or project?
· How will you ensure effective engagement?

See Handout Engaging with Vulnerable Groups for more information. 

Feedback the main ideas for effective engagement. Encourage discussion and shared learning across different organisations. 10 mins

Show Slide 31 Engaging with your target audience



Show Slide Who are Our Stakeholders
and Stakeholder Analysis 



PP34 Direct to handout Engaging with your target audience for more information


If you have time ask people to do the Activity on identifying and analysing their stakeholders. In the handout

Refer participants to Checklist and Action Plan Planning effective engagement 

	Participation in group discussion 

	Multi-agency Working 

	30 mins
	Multi agency working arrangements
	Presentation 






Discussion 




Full group activity 

	PP slide 36 Levels of partnership working 




Handout – Multi-agency working arrangements


PP slide 37 Different types of multi-agency working







PP slide 38 Multi-agency working







PP slide 39 Benefits
	Show PP slide 36 Levels of partnership working - introduce the idea of Partnership working and the different levels that exist 5 mins  

Refer to Handout – Multi-agency working arrangements.


Show slide 37 Different types of multi-agency working this gives examples of different types of multi-agency working. Ask if there are other examples that could be added to the list. Ask participants for their experiences of the different types, 10 mins discussion. 

Show slide 38 Multi-agency working - As a full group ask participants, what are the benefits and challenges of multi-agency working? Gather the feedback and expand on any key themes, 10 mins. 

Show slide 39 Benefits as a summary of the benefits of multi-agency working and take questions 5 mins
	Participation in discussion 

	10 mins
	Break
	
	PP slide 40 break
	Break for 10 mins
	

	20 mins
	Partnership working
	Presentation and discussion













Self- reflection 
	PP slide 41 Criteria for effective partnership working 


PP slide 42 Skills for partnership and multi-agency working 




Handout Multi-agency working arrangements 

	Use slide 41 Criteria for effective partnership working to generate discussion around effective partnership working 5 mins 


Highlight the personal skills we need for effective partnership and multi-agency working using slide 42 Skills for partnership and multi-agency working 


Ask participants to read Handout – Multi-agency working arrangements 
10 mins

	Participation 














Participation

	40 mins
	Reporting and management structures
	Presentation














Self-reflection 







Task in threes






Feedback and discussion








Self-reflection 
 
	PP slide 43 Management and reporting structures











Handout: Understanding organisations’ management and reporting structures


PP slides 44 Reporting structures
Handout: Activity Sheet reporting structures 













Learning log and development plan

	Introduce the session – relating it back to Project management and working with other agencies. Present slide 43 Management and reporting structures - there are different types of organisational structures, and these are determined by a number of factors. Each structure has its pros and cons and the structure will affect decision making and reporting. 5 mins

Ask participants to read Handout: Understanding organisations’ management and reporting structures, 5 mins



Show slide 44 Reporting structures – ask participants to work in threes to complete the Activity sheet Reporting structures. Ask them to feedback their findings to the main group, 15 mins  

Facilitate the feedback session on pros and cons of different reporting structures – the aim of the feedback is to give participants ideas that they can use back in their own organisation on how to effectively meet the expectations of their reporting arrangements 10 mins

Ask participants to record their ideas and learning in the Learning log and development plan 5 mins
	Participation and completion of Activity sheet







 
























Completion of Learning Log and Development Plan

	30 mins
	How to write a report
	Presentation 
	PP slide 46 Writing reports 





PP slide 47 Good reports



PP slides 48 Purpose and objectives of a report
PP slide 49 Ask yourself
PP slide 50 Key stages in report writing 
PP slide 51 Terms of reference 

PP slide 52 Typical structure of a report
PP slide 53 Title
PP slide 54 Executive summary
PP slide 54 Tips

Handout Report writing 
	Ask participants for an idea of their experience of report writing. Introduce the session on Report writing, using slide 46, Writing reports 5 mins

PP Slide 47 Good reports - What make a GOOD report? - facilitate a calling out exercise, 5 mins

Present the PP slides 48-51 and take questions, 10 mins









Present PP slides, 52-54, 10mins 	







Refer to Handout Report Writing – point out the section - Making a case in your report 
	Participation in discussion 

	10 mins
	Summary of the learning
	Reflection and action plan
	PP slide 56 Personal Action Plan Learning Log 
	PP slide 56 Personal Action Plan – ask participants to complete their Learning log 
	Completion of Learning Log 

	5 mins
	Webinar 3 
	Presentation 
	PP slide 57 Webinar 1
	Show slide 57 Webinar 1 - give a short introduction to what we will cover in Webinar 3. During the pre-recorded webinar we will give a reminder of key learning points from this workshop. You will then be asked to write a short report between the recorded webinar and the live webinar – you'll have 5 days (TBC). You will be given written guidance on what to include in your short report and advice during the pre-recorded webinar. 

Ask if there are any questions.
	

	
	Close
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