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Continuing to develop  
the capabilities of  
our team members is  
critical to our 
business success

We are committed to supporting all team  
members to develop their skills, knowledge and 
expertise so they can be the best you can be

We value promoting from within and building the  
capabilities we need to achieve our strategy as a  
leader in our industry

All managers and team members are encouraged to 
have a quality career conversation at least once a year 
to identify strengths and development needs

Team members should own their development plan 
and commit to taking action to learn and grow new 
skills and capabilities

The business supports team members to develop new 
skills by investing in a whole range of training programs

This guide contains the details on the core development programs 
available for all employees in 2022. In line with COVID 19  
protocols, face to face workshops will adhere to social distancing 
guidelines and mask rules.

For other training needs please contact the OD team:
Tim Horman  0498 333 213, Sarah Falzon  0477 554 660 
Narelle Beurle 0467 551 313 

Nominations for courses can 
be made using this QR Code. 
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Our leadership courses are aligned to our five leadership  
behaviours and the competencies that are critical to  
successful leadership.

 
        Leadership behaviours

How our leadership courses align
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                 Future ready skills

Skill Overview Training sessions iLearn Central eBook

Analytical and 
critical thinking

• Breaking down complex information or data into fundamental parts 
or basic principles. 

• Carefully evaluating information and determining how to interpret in 
order to make sound judgments. 

Critical thinking and 
problem solving 
(page 36)

• The 5 whys
• Creative problem solving
• Becoming a critical thinker
• 8 roadblocks to critical thinking

• Predictably irrational: Dan Ariely
• Thinking, fast and slow: Daniel 

Kahneman

Creativity

• Generate ideas on new or improved processes, systems or 
solutions that will add value for the business and our customers.

• Learn to be creative by experimenting, exploring, questioning 
assumptions, using imagination and synthesizing information.

Developing creativity 
(page 37)

• Lateral thinking for creativity
• Igniting creativity series

• The innovators dilemma:  
Clayton Christensen

Digital 
literacy

• Being comfortable around technology and using digital platforms to 
enhance how you work.

• Continuously learning and embracing new  
technologies and the potential benefits for our business.

Emerging technologies 
information sessions 
(page 40)

• Using Office 365 - digital tools

• The second machine age:  
Andrew McAfee & Erik  
Brynjolfsson

• Article: Gartner top 10 strategic 
technology trends for 2021

Embrace 
change

• Embrace and celebrate change as an opportunity, be flexible and 
open to new ways of working.

• Rebound from setbacks and adversity when facing difficult 
situations.

Embracing change 
(page 39)

• Resilience
• 10 minutes dealing with 

change

• Our iceberg is melting: John 
Kotter

• Emotional agility: Susan David

Emotional 
intelligence

• Manage your own emotions and be aware of the emotions of 
others.

• Seek and act on feedback, admit mistakes and view criticism as 
helpful.

Building your emotional
intelligence 
(page 31)

• Understanding empathy
• Navigating the workplace with 

emotional intelligence
• Boosting emotional  

intelligence

• Emotional intelligence 2.0: Jean 
Greave & Travis Bradberry

• Discover your true north: Bill 
George & Peter Sims

Interpersonal 
communication

• Relate openly and comfortably with diverse groups of people – 
customers, other external stakeholders, senior leaders, peers and 
direct reports.

• Being respectful, authentic, honest and act with diplomacy and tact.

Storytelling with presence 
(page 55)
Advanced Communication
(page 28)

• Connecting & engaging - 
telling stories

• The DNA of a successful story

• How to win friends and influence 
people: Dale Carnegie

• Influence: the psychology of 
persuasion: Robert Cialdini

We’ve identified the following key skills required to stay ahead 
in this fast paced digital world

For best results search ebooks 
online through Amazon: Kindle or 
Booktopia: ebooks
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Programs PAGE KEY TALENT SMG
MID-LEVEL 
MANAGER

EXPERIENCED 
TEAM 

LEADER/  
PROJECT LEAD

NEW TEAM 
LEADER/ 
PROJECT 

LEAD
DEVELOPING 

LEADER

INDIVIDUAL 
CONTRIBU-

TOR

CONSTRUC-
TION

PROJECT
LEADER (CPL)

WORK SITE 
LEADER 

(WSL)

Entry-level leaders

Introduction to leadership 18

Leading at Beon, CitiPower and Powercor and 
United Energy (refreshed)

21

Leadership excellence (Diploma of Leadership & 
Management) (refreshed)

20

Mid-level leaders

Accelerated management program (refreshed) 14

Emerging leaders program (refreshed) 11

Senior leaders/executive programs

MBS Strategic leadership program (2023) 10

MBS Masterclasses (new topics) 12

Other core programs - suitable for all levels

Coaching to drive performance 15

Crucial conversations 16

Inclusion in action (new) 19

Holding each other accountable 17

Leading hybrid teams (new) 22

Multipliers (new) 23

Target audience2022 Core leadership programs
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Course outline: 

This program will equip senior leaders with 
techniques, skills and knowledge to enable 
them to lead with energy, confidence and 
the capabilities for a business world that 
is increasingly complex, ambiguous and 
unknown. 
 
This program provides an extended period 
of learning with multiple learning modes, 
including: 

• face to face workshops (some  
residential)

• individual leadership challenge
• one-on-one coaching
• a real business challenge with group  

work and mentoring
• group coaching on individual and 

business challenges 

   Who should attend: Nominated by GMs endorsed by CEO
   Vendor: Melbourne Business School
   Duration: 8 Month program (next program 2023, dates TBC)
   Cost: Funded by business unit

 Learning outcomes:

• lead in a complex  
business environment 

• develop strategic  
leadership capability  
and influence 

• create a customer- 
centred  leadership  
mindset 

• accelerate capability  
development of others 

• leverage collaborative  
capacity

 
           Emerging leaders program (refreshed)

Learning outcomes:  

• better lead in a complex 
business environment 

• build leadership capability 
and influence to drive 
greater business outcomes 

• network and develop cross-
business relationships to 
improve collaboration 

• identify capability gaps and 
develop an action plan to 
close the gaps

Course outline: 

This program will equip emerging leaders with 
skills to understand our business strategy, key 
value drivers, how to build high performing 
teams, engage stakeholders effectively, 
influence others and build futures thinking 
capabilities.

Participants work in cross business teams to 
analyse current real business challenges, and 
engage with senior leader SMEs to formulate 
recommendations that help move the business 
challenge forward.  Teams present back their 
recommendations.

The program provides multiple learning modes 
including:
• executive dialogue sessions
• skill building workshops
• a real business challenge with group work
• peer coaching
• leadership assessment
• follow up development group sessions

 
   Who should attend: Key talent at level 5/6 who are seen as emerging leaders,  

       endorsed by GM
   Vendor: Run by OD team with internal and external SMEs
   Duration: 3 days (May) plus 2 action learning days in Q3 and Q4
   Cost: Funded by corporate OD budget

 
         MBS Strategic leadership program (refreshed)
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   Who should attend: Key talent and senior leaders, endorsed by GMs
   Vendor: Internal and external subject matter experts (MBS)
   Duration: Half day virtual sessions through 2022
   Cost: Funded by corporate OD budget

2022 Topics

For further details on the masterclass topics and dates contact the OD Team.

Learning outcomes:  

• provide new tools and 
perspectives that can be 
put to work immediately 
to enable success in our 
rapidly shifting energy 
market

 
Course outline: 

These half day virtual thought provoking,  
interactive workshops aim to further 
challenge and develop our key  
leadership talent through short, sharp and 
value adding subjects that are  
topical, best practice and can be 
immediately applied to our business.

 Leadership versatility index (LVI)
The LVI is a 360 degree feedback tool based on a leadership model that offers a simple, 
compact framework that covers both the interpersonal aspects of leading as well as the 
business side of managing.

• online question format, takes 10-15 minutes to complete
• individualised report produced

Administered by the OD team with report, debrief and the identification of development 
areas that you take forward into your own plan.

  Cost: $500 USD per person

• Myers Briggs Type Indicator (MBTI)
• Genos emotional intelligence assessment
• DISC assessment
• Team management profile
• Five cohesive behaviours of a team

Personal and team effectiveness tools

(incorporated into development plans as required)

• Internal/external coach
• Mentor – refer mentee/mentor guides on Career Central 
• Refer to 70-20-10 development activity guide on Career Central
• Career conversation with OD 

Other development tools

If you are interested in any of the above, please contact Tim Horman or Susan Francis
 

 
             

           Our range of assessments/tools to assist with  
   development planning and team building

 
                       MBS Masterclasses (new topics)

We can custom design a session from 1 hour to 1 day (or longer)

Working with managers and team leaders, we can help identify specific development needs, 
design and deliver a session to meet those needs

Team building / team effectiveness
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Course outline: 

Mid level managers, are pivotal 
contributors to our business success. 
A vital link between frontline 
team members and the senior 
management group, the potential to 
influence and impact their teams is 
crucial to our business performance. 

The middle managers development 
program delivers a targeted 
development opportunity that 
contributes to both their personal  
development and the continued 
growth and success of the  
business.

   Who should attend: L4 & L5 managers looking to enhance their performance and 
       the value they contribute to the business

   Vendor: Internal – OD team
   Duration: 3 month learning journey (workshops and virtual) 
   Cost: Funded by corporate OD budget

Learning outcomes:  

• managing self – greater personal 
awareness and effectiveness, 
increased motivation and 
commitment 

• managing the business - greater 
business acumen, influence 
skills, stakeholder engagement, 
driving continuous improvement 
and change 

• leading others for high  
performance - increased skill in 
team building, culture  
development, high performance 
culture and feedback processes

 
                 Accelerated management program (refreshed)          Coaching to drive performance 

 
           

Course outline: 

This workshop has been designed for 
people to use coaching techniques to 
develop others in terms of deliverables  
and development. 

Participants will learn how to proactively 
plan and conduct coaching conversations 
with team members. Use feedback as 
a tool to assist with the development of 
capability. 

Recognise the importance of your role as 
a coach and the need to capitalise on all 
presented coaching moments. 

Believe in the importance of providing 
continuing development to team members 
so that they can realise their full potential.

   Who should attend:  Anyone looking to build or enhance their coaching skills 
   Vendor: Internal OD Team
   Duration:1 day workshop
   Cost: Funded by corporate OD budget

 Learning outcomes: 

• apply an expanded range of 
coaching skills as identified 
from your own coaching skills 
assessment 

• identify differences in team 
members learning styles, identify 
barriers to coaching and  
incorporate both into coaching 
plans 

• use feedback as a tool to assist 
with the development of  
capability 
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Course outline: 

Crucial conversations is a course that 
teaches skills for creating alignment 
and agreement by fostering open 
dialogue around high-stakes,  
emotional, or risky topics - at all levels 
of our organisation.  

By learning how to speak and be 
heard (and encouraging others to 
do the same), you’ll surface the best 
ideas, make the highest-quality  
decisions, and then act on your  
decisions with unity and commitment.

    Who should attend: Anyone looking to improve the outcomes of their difficult or 
       challenging conversations

    Vendor: Internal - OD team  
    Duration: 2 day workshop or 2 day virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• speak persuasively, not  
abrasively 

• foster teamwork and better  
decision making 

• build acceptance rather than 
resistance 

• resolve individual and group  
disagreements

 
      Crucial conversations              Holding each other accountable 

Course outline: 

To equip leaders with the skills, 
knowledge and tools to resolve the most 
challenging accountability issues which 
will ensure that individual, team and 
ultimately, business objectives are met.

Learning outcomes:  

• apply the path to ensuring  
accountability  

• develop engaged and  
accountable teams 

• hold self, individuals and the 
team accountable to deliver 
results 

• provide feedback on  
performance expectations and 
accountability

   Who should attend: Anyone who is looking to build or improve accountability in 
       teams

   Vendor: Internal – OD team
   Duration: 3 hour virtual
   Cost: Funded by corporate OD budget
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Course outline: 

Everyone has the ability to be a leader, 
but not everyone chooses to be one. 

The aim of this one day workshop is 
to get participants excited about their 
own leadership, interested to learn 
more and give them a handful of skills 
that can be immediately applied.

   Who should attend: Ideal for individuals or work site leaders who have an   
       interest in learning about the fundamentals of leadership and / or aspire to be in a    
       leadership role

   Vendor: Internal - OD team
   Duration: 3 hour virtual 
   Cost: Funded by corporate OD budget

Learning outcomes:  

• acknowledge the role the leader 
plays and how they can influence 
the performance and results of their 
team 

• gain insight into their own natural 
leadership style 

• value the key skills and  
characteristics of an effective leader 

• recognise the difference between 
different leadership approaches 
and the situations each should be 
used in

Course outline: 

This two hour workshop is for all 
people managers who need to play 
a key role in making our business a 
more inclusive and diverse workplace.

   Who should attend: All people leaders
   Vendor: Diversity Partners
   Duration: 2 hour workshop
   Cost: Funded by corporate OD budget

Learning outcomes:  

Provide people managers with the 
knowledge and tools to understand 
what actions they can take to be a 
more inclusive leader.

What is an inclusive workplace?
What does it feel like to be excluded?
What is culture fit and culture add?
What are the characteristics of inclusive leaders?
What is psychological safety and why is it important?
How to mitigate unconscious bias
What actions can leaders take to be a more inclusive leader?

 
           

 
                 Introduction to leadership             Inclusion in action (new)

Inclusion & Diversity Strategy 2021-24

We are striving to create an inclusive and 
diverse organisation where all our people feel 
valued, trusted, authentic and have high levels 
of psychological safety.
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Learning outcomes:  

• develop a stronger focus  
of attention 

• raise your emotional  
intelligence 

• improve work performance 

• develop a solid and  
trustworthy leadership  
presence 

• reduced level of workplace 
stress and anxiety 

• apply practical mindfulness 
tools and techniques

 

 
Course outline: 
 
Leadership excellence (Diploma 
of Leadership and Management) 
develops managers to cultivate 
positive professional relationships 
that engage and motivate team 
members, implement processes 
that minimise risk, provide effective 
decision making and deliver 
excellent results for our organisation.

The course is delivered over nine 
monthly one day workshops. 
Participants also form into groups 
and work on a real business project 
for the duration of the course.
 

 
   Who should attend: Frontline managers with a minimum of 12 months  

       experience who are looking to further develop their leadership skills
   Vendor: Australian Institute of Management
   Duration: 9 month program (workshops and virtual) 
   Cost: $4,500 (funded by participants business unit)

Learning outcomes: 

• communicate and behave with  
emotional intelligence 

• develop professional relationships 
and facilitate team cohesion 

• motivate and engage team 
members, identify and evaluate 
opportunities for business process 
improvement 

• implement performance and  
development plans effectively, lead 
teams to optimise performance 
and address issues of under 
performance

Course outline:
 
To equip frontline managers in 
the business with the core skills, 
knowledge and tools to engage, 
align and motivate their teams 
to higher levels of performance 
that leads to achievement of the 
required business results.

The course covered the  
fundamentals of front-line  
leadership and sets participants 
up for success in their first people 
management role.

    Who should attend: New frontline managers, existing frontline managers       
        with no previous formal development, individual contributors transitioning 
        to management, informal managers with no direct reports who are required to
        influence others behaviour eg project leads

    Vendor: Internal – OD team
    Duration: 6 month learning journey (workshops and virtual) 
    Cost: Funded by corporate OD budget

  Learning outcomes: 

• describe the role of a leader and explain 
how this can influence the performance 
and results of their team

• demonstrate our required leadership 
capabilities and behaviours

• build a more focused and productive 
team by taking a strategic approach 
to the setting of targets, performance 
expectations, providing motivation and 
feedback

• develop a change transition plan including 
buy-in and dealing with difficult reactions

• achieve improved results from team  
members by applying adaptive, effective, 
approaches to leadership

• develop individual and team capability 
which contributes to the development of a 
high performance culture

 
       Leadership excellence (refreshed)                   Leading at Beon, CitiPower, Powercor and United Energy              

(refreshed)
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Course outline:  

How the best leaders make everyone 
smarter. Are you a diminisher or multipli-
er?

To achieve scalable growth, you must stop 
being a genius and become a "genius 
maker". Learn to be a multiplier:

1. Shift from answers to the questions.

2. Create space for other's ideas and 
dispense your ideas in small doses.

3. Instead of jumping in and finishing the 
work of others, give it back and let them 
know what needs to be improved or com-
pleted. Ask your team to find solutions.

   Who should attend: All people leaders
   Vendor: Internal
   Duration: 1 day workshop and 1 hour follow up coaching conversation
   Cost: Funded by corporate OD budget

Learning outcomes: 

• access and use the untapped 
capabilities of your team

• rekindle energy and enthusiasm 
as your team achieves stronger 
result

• innovate by encouraging new 
and bold thinking

• breakthrough to new levels 
of performance by amplifying   
people’s intelligence

• deliver stronger results as    
people grow and teams excel

 
           

Course outline: 

Leading hybrid teams presents a whole host 
of new challenges and concerns for leaders.

Leading a team is difficult to begin with, 
now the prospect of accomplishing this in a 
new, more complex, more dynamic, COVID 
normal environment raises the challenge 
level and the stress. At the same time, it’s a 
time full of opportunity.

    Who should attend: All people leaders who have hybrid teams
    Vendor: Internal
    Duration: 4 hour workshop or 4 hour virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• identify what is new, different, 
and challenging about leading 
hybrid teams

• manage for outcomes not activity

• Identify leadership skills required 
for hybrid work teams

• designing a healthy and          
productive culture, building       
relationships, and working across 
a now hybrid organisationThis session can also be run with an 

intact team (leader and team members) 
which would allow completion of the 
practical activies to be done together.

Contact the OD team for more details.

 
        Leading hybrid teams (new)                Multipliers (new)
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Adaptive mindset to thrive through change 26

Adopting a personal growth mindset 27

Advanced communication 28

Applying strategic thinking 29/30

Building your emotional intelligence 31

Communicating more effectively with anyone 32

Communicating with impact 33

Contract management 34

Creating better e communication 35

Critical thinking and problem solving 36

Developing creativity 37

Developing your social styles versatility 38

Embracing change 39

Emerging technology information sessions (new topics) 40

Finance for non finance managers 41

Influencing external stakeholders 42

Influencing skills 43

Managing your time 44

2022 Business skills programs Managing difficult or aggressive customers and people 45

Mastering workplace conflict 46

Mental health awareness (refreshed) 47

Mental health training for people leaders (refreshed) 48

Mental toughness and resilience (refreshed) 49

Microsoft Office 365 including teams 50

Presentation skills 51

Project management fundamentals 52

SMEship (refreshed) 53

Storytelling with presence 55

Thrive: working in a hybrid way (new) 56

Virtual presence essentials 57

Technical or subject matter expert skills

We can assist sourcing vendors who offer development programs in these specialist 
skills areas, e.g.
• IT
• Finance
• Engineering

Contact a member of the OD team for assistance
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Course outline: 

Having a growth mindset explains why 
it’s not just our abilities and talents that 
bring us success but how we approach 
our goals. 
 
Mindsets refers to the beliefs that we 
hold, whether we think our abilities are 
set in stone or open to development.  

These mindsets have enormous  
implications for personal and  
professional development and success 
at work.

    Who should attend: Anyone looking to discover how a growth mindset can                             
        assist with their success at work

    Vendor: Internal - OD team
    Duration: 1 hour virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• explain the differences between  
growth & fixed mindset 

• spot your mindset 

• prime your brain for a growth 
mindset 

• discover how the growth 
mindset can help you  
succeed at work 

• learn how a growth  
mindset can help you raise and 
recover your well-being

 
      Adopting a personal growth mindset           
             

Course outline: 

People who can embrace change are 
the people who will be most productive 
during change.

This session will teach you how to have 
a really adaptive mindset to change, 
how to work with change and thrive in it, 
and behaviourally what to do to  
respond to change in the most  
productive manner.

    Who should attend: Anyone looking to develop an adaptive mindset to assist  
        with driving through change

    Vendor: Andrea Casabene
    Duration: 4 hours virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• recognise your personal stress 
and the effect it has on your 
behaviour 

• describe common reactions to 
adversity and recognise those 
patterns within yourself 

• develop your skills to increase 
your capacity to productively 
deal with stress, adapt to 
change and overcome the 
brain's natural ways of thinking

 
      Adaptive mindset to thrive through change         
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Course outline: 

The advanced communication short 
course empowers you with the critical 
thinking skills to build compelling 
arguments, engage others and present 
your ideas with influence and impact.

Learning outcomes:  

• analyse ideas for 
communication to others

• develop strategies for 
communicating often 
controversial ideas

• provoke response and reaction 
to your ideas using different 
techniques and taking risks in 
the process

• understand a framework to 
debate and discuss ideas

• present and argue substantiated 
positions on ideas with 
confidence

• reflect on and appraise others’ 
ideas, incorporating them with 
your own

 
      Advanced communication                                    Applying strategic thinking             

Course outline: 

The program provides participants with 
a wide range of practical tools and  
techniques that they can take back to 
their workplaces and use to help  
themselves and their teams be more 
strategic and develop more effective 
long-term strategies.

    Who should attend: Anyone looking to both strengthen their strategic thinking    
        abilities and to develop more strategic behaviours in the workplace

    Vendor: Australian Institute of Management
    Duration: 2 day workshop
    Cost: Funded by corporate OD budget

Learning outcomes:  

• define strategy and strategic 
thinking, including key principles 
and a structured approach 

• clarify outcomes and develop 
a better understanding of the 
current operating environment 

• undertake stakeholder / client 
analysis 

• manage blocks and barriers to 
strategic thinking 

• develop innovative strategy 
options and evaluate them to 
bring about change

   Who should attend: Anyone needing to communicate ideas in the workplace
   Vendor: Australian Institute of Management
   Duration: 1 day workshop
   Cost:  Funded by corporate OD budget
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Course outline: 

This virtual learning series provides  
participants with a wide range of  
practical tools and techniques that they 
can take back to their workplaces and 
use to help themselves and their teams 
be more strategic and develop more 
effective long-term strategies.

    Who should attend: Anyone looking to both strengthen their strategic thinking 
        abilities and to develop more strategic behaviours in the workplace

    Vendor: Australian Institute of Management
    Duration: 4 x 90 minute sessions over 2 days - virtual 
    Cost: Funded by corporate OD budget

Learning outcomes:  

• understand the role strategy 
plays in leadership 

• finding opportunities to be 
strategic 

• explore models of strategic 
thinking 

• practice applying practical 
strategic planning tools 

• explore practical techniques for 
developing and implementing 
innovative strategy options

 
      Applying strategic thinking (virtual)            
             

Course outline: 

This program emphasises the practical 
application of EI concepts. Through 
completion of a Genos Emotional 
Intelligence Assessment, participants 
are provided with the perspective and 
opportunity to deepen awareness of the 
aspects of their emotional intelligence 
areas for development.

Explore a series of practical techniques, 
where you will learn and practice the 
EI skills that are the core of achieving 
personal awareness, connecting with 
others, managing stress and exhibiting 
resilience and optimism.

Note: You will need to complete 
the Genos Emotional Intelligence 
Assessment at least 1 week prior to 
attending the workshop. This is to 
maximise the time in discussing results 
within the context of the workshop 
content.

    Who should attend: Anyone looking for an introduction to the tools you need 
        to be emotionally intelligent in the workplace

    Vendor: Internal - OD team
    Duration: 2 hour virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• explain the theory of emotional 
intelligence and skill areas

• recognise the relationship  
between emotional  
intelligence and success

• demonstrate greater self-
awareness

• demonstrate greater  
behavioural agility and  
understanding of others

• manage emotions and build 
personal resilience

• build more effective  
relationships with people at 
work and at home

• develop strategies for  
enhancing your emotional 
intelligence capabilities

 
      Building your emotional intelligence                     
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Course outline: 

Have you ever noticed that some people 
are more challenging to communicate and 
work with than others, then this program is 
for you.

When you understand social styles and 
how to adapt your style, you will find that 
communication is more effective and 
difficulties are reduced.

   Who should attend:  Anyone looking to improve their communication and  
       persuasion skills

   Vendor: Andrea Casabene
   Duration: 2 hour virtual
   Cost: Funded by corporate OD budget

Learning outcomes: 

• comprehend Dr David Merrill's 
social styles model 

• learn your communication 
style preferences and how this 
comes across to others 

• learn how to identify other 
peoples style 

• learn how to adapt your style 
performance

Course outline: 

This workshop takes a fresh look at  
utilising PowerPoint to enhance and 
support your communications to 
ensure that they are impactful, convey 
the right messages and to assist with 
making sure the right messages are 
received.

   Who should attend: Anyone who needs to present using PowerPoint to  
       achieve successful outcomes, impactful results, commitments to or decisions on 
       recommendations. In particular if presenting to senior teams, stakeholders or the  
       executive team

   Vendor: Andrea Casabene
   Duration: 3.5 hours virtual
   Cost: Funded by corporate OD budget

Learning outcomes: 

• learn how to create a  
compelling presentation 

• developing a strong narrative  
(storytelling) structure 

• communicating robust  
supporting logic 

• creating clear well designed 
slides, including graphics 

• delivering an engaging  
message, clearly expressed

 
           

 
                    Communicating more effectively with anyone                 Communicating with impact               
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         Contract management                                               Creating better e communication 

    Who should attend: This course is ideal if your current role involves managing  
         contracts with external suppliers of goods and services on a regular basis

    Vendor: Australian Institute of Management
    Duration: 2 day workshop
    Cost: Funded by corporate OD budget

Learning outcomes:  

• apply fundamental concepts and 
techniques within the tendering and 
selection process of new suppliers for  
your business or organisation 

• manage the implementation and 
monitoring of contracts, including 
the process of ongoing negotiation, 
managing any risks and the 
administration of contracts 

• build relationships with suppliers 
while also monitoring and reviewing 
their performance on a regular basis 
and resolving any disagreements that 
arise 

• manage contract variations between 
our business and its external 
suppliers of goods and services

Course outline: 

This short course offers a practical  
guide to managing contracts. Explore  
the contract lifecycle, from tendering  
and negotiating to managing risk  
and administering contracts.  

Foster sustainable relationships with  
suppliers through better management 
of the tendering and selection process,  
monitoring the performance of  
suppliers, managing risk and resolving 
disagreements more effectively.

Course outline: 

In this age of fast changing 
technology, email is the preferred 
and often most efficient form of 
business communication.  

Yet we often overlook the etiquette 
framework that should be in place 
when using this very important 
business communications tool.

 

    Who should attend: Anyone looking to improve email commuincation skills             
    Vendor: Internal OD Team
    Duration: 1 hour virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• understand the “why and how” 
electronic communication can work for 
or against you 

• identify the “electronic language” you 
use, and how it can be perceived 

• structure emails following best practice 
methods 

• use email functions correctly (fit for 
purpose)
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  Critical thinking and problem solving               Developing creativity                 

Course outline: 

If you want to become more adept 
at solving everyday problems in 
the workplace, this one-day course 
offers a range of proven tools and 
techniques you can use to identify 
challenges and respond to them in a 
structured and considered manner.

You’ll receive practical guidance 
on how to implement these skills 
in the workplace, in order that you 
can make better decisions that are 
aligned to business goals.
 

    Who should attend: This course is designed for anyone who’d like to improve             
        their abilities in solving the everyday problems that all of us face at some    
        stage in our working lives

    Vendor: Australian Institute of Management
    Duration: 1 day workshop
    Cost: Funded by corporate OD budget

Learning outcomes:  

• apply a range of models for critical 
thinking in making decisions that 
improve business results 

• develop your capability for solving 
everyday problems by using trusted 
techniques for meeting challenges 
head-on with a clear and well thought 
out approach 

• better define the causes of problems 
before they occur and learn to leverage 
creativity in assisting with problem 
solving 

• leverage the ability to continuously 
appraise your decision making process 
to allow room for new knowledge and 
tools

Course outline: 

Step through a 4-month innovation 
project in a 3-hour experiential case 
study. 

Employing a highly advanced algorithm 
that provides real-time feedback based 
on your different choices, you’ll tackle a 
realistic design challenge in a low-risk  
simulated environment. 

Learn to identify extreme users,  
ideate more effectively and 
communicate insights powerfully while 
applying the three phases of design 
thinking. Culminates in presentations 
with one team being awarded the 
coveted Experience Innovation trophy.

    Who should attend: Anyone looking to innovate and solve complex problems  
        but may be constrained by stale thinking, lack of creativity and a mindset that 
        prioritises conventional wisdom

    Vendor: Phuel
    Duration: 3 hour virtual
    Cost: $175 (funded by participants business unit)

Learning outcomes:  

• develop a common  
language for innovation 

• put customers at the centre of 
design efforts 

• grow initial ideas into powerful 
solutions 

• integrate design thinking into 
your work culture 

• develop innovation skill  
building at scale
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Course outline: 

If you have attended ‘communicating 
more effectively with anyone’, then this 
is the perfect ‘what’s next’.

Versatility is the secret to success. While 
style is relatively fixed versatility is a 
choice. Learn practical tips for improving 
your style versatility.

    Who should attend: Anyone looking to improve their social styles versatility
    Prerequisite: Participants must have attended our ‘communicating more effectively  

        with anyone’ virtual session
    Vendor: Andrea Casabene
    Duration: 2 hour virtual
    Cost: Funded by corporate OD budget

Learning outcomes:  

• explore in more detail what 
versatility is and why it is so 
important for success 

• learn the four sources of  
versatility – image,  
presentation, competence and 
feedback 

• identify what high and low  
versatility looks like 

• walk away with actionable steps 
to developing your versatility 
with anyone 

Course outline: 

ExperienceChange™ is an expert-
guided change management simulation 
that teaches a best-practice model for 
successfully navigating change. 

Participants experience a 1.5 year 
change journey in the space of 2 x 3 
hour sessions endeavouring to maintain 
high buy-in levels from all relevant 
stakeholders. The computer based 
simulation responds instantly with 
feedback that mirrors the impact of real-
world decisions. 

You’ll immediately see the financial 
and relational impact of making difficult 
but necessary decisions like whether 
or not to sell the CEO’s expensive art 
collection or install another suggestion 
box!

    Who should attend: Anyone looking to learn a best-practice model for successfully 
        navigating change and building resilience 

    Vendor: Phuel
    Duration: 1 day virtual
    Cost: $275 (funded by participants business unit)

Learning outcomes:  

• better meet organisational needs 
and operational efficiencies 

• integrate change best practice 
into your work culture 

• learn which activities foster 
change awareness and desire 

• become aware of unproductive 
habits and foster better 
replacement behaviours 

• apply new strategies to embed 
change knowledge and ability

 
    Developing your social styles versatility                    Embracing change                   
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         Emerging technology information sessions (new topics)        Finance for non finance managers

   Who should attend: Anyone with an interest in finding out about emerging     
       technologies being employed both within and outside of our business

   Vendor: Internal and external subject matter experts
   Duration: 1 hour virtual
   Cost: Funded by corporate OD budget 

Course outline: 

These one hour information sessions 
aim to provide short, sharp and value 
adding content that is current, topical 
and best practice. You will hear from 
key people across the business to 
learn what we are doing in these 
areas.

Learning outcomes:  

• understand the range of 
emerging technologies we are 
leveraging across the business 
and gather tips on how you can 
enhance your own work

2022 Topics 

• Distribution system operator (DSO) - what does this mean for our business?
• Sustainability and climate change
• Cyber security
• Power outages, escalations and major events

For further details on the topics and dates contact the OD Team.

Course outline: 

The finance for non finance managers 
short course provides a practical 
guide to analysing financial data and 
understanding the implications of 
financial performance.

It introduces all aspects of financial 
management from planning through to 
budget review and reporting on financial 
outcomes.

Learning outcomes:  

• analyse financial statements  
to understand performance 

• implement cash management 
practices 

• understand capital investment 
decision making 

• plan, develop, implement  
and control budgets 

• apply knowledge gained to both 
personal and business financial 
situations

   Who should attend: Any person with responsibility for planning, managing and    
       reporting on budgets and financial indicators, or who may wish to deepen their 
       knowledge of business finance

    Vendor: Australian Institute of Management
    Duration: 2 day workshop
    Cost: Funded by corporate OD budget
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Course outline: 

The influencing skills program 
will teach participants how to 
influence stakeholders more 
effectively to embrace ideas, accept 
recommendations and support 
initiatives.

This program combines role plays,  
communication exercises and  
internationally proven material to 
enable you to plan, prepare and 
influence with maximum  
effectiveness.

   Who should attend: Anyone needing skills in influencing, especially without  
       being in an authoritative position

   Vendor: Andrea Casabene
   Duration: 2 day workshop or 2 day virtual
   Cost: Funded by corporate OD budget

  Learning outcomes:  

• understanding decision making  
processes and the motivation  
to act 

• face-to-face persuasive 
communication skills 

• creating and delivering compelling 
messages through making a good 
impression, building credibility and 
improving perceptions 

• dealing with stakeholder responses 
and objections 

• benchmarking and enhancing  
individual influencing skills and styles

 

Course outline: 

This training session has been  
specifically developed for our business. 

The intention is to build understanding 
of community and stakeholder 
engagement and the session includes 
an introduction to the impacts of 
emotion, outrage and the hazards 
that can present in our projects and 
operations. 

A key aim is to build a common  
understanding throughout our business 
about engagement with stakeholders. 

   Who should attend: Anyone involved in engaging with our external stakeholders 
       or the community

   Vendor: Internal
   Duration: 2 hour virtual
   Cost: Funded by the corporate OD budget

 Learning outcomes:  

• outline the value and benefits of 
stakeholder engagement to you and 
the business 

• align with the pillar in our business 
strategy to ‘improve stakeholder 
engagement’  

• provide practical opportunities  
to apply the stakeholder  
engagement handbook and 
framework 

 

 
           

 
                  Influencing external stakeholders                    Influencing skills 
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Course outline: 

No matter what your current role is, if you 
find yourself juggling competing priorities 
and you need the skills to effectively 
manage your time, this course is essential.

   Who should attend:  Anyone looking to manage their time better 
   Vendor: Internal OD Team
   Duration:1 hour virtual
   Cost: Funded by corporate OD budget

 Learning outcomes:  

• time management and its 
relationship to motivation and 
wellbeing 

• identify major time wasters and 
learn to control them 

• set up and use the time 
management tools that work for 
you 

• apply tools and techniques to 
overcome procrastination

 
                   Managing your time                                                                         Managing difficult or aggressive customers and people

Course outline: 

Through participating in this program, you 
will gain the necessary skills and thereby 
confidence to deal with a range of  
situations involving low, medium and at 
times high level conflict. At times, we may 
be required to deal with unpredictable  
individuals or challenging situations either 
in person or over the telephone.

   Who should attend: Anyone who finds themselves in situations where they need 
       to manage conflict with others, particularly the type of conflict with the potential to  
       become violent

   Vendor: Edge Consulting
   Duration: 2 hour virtual
   Cost:  Funded by corporate OD budget

Learning outcomes: 

• appreciate the role participants 
play in the escalation of conflict  

• provide participants with a 
range of verbal and non-verbal 
de-escalation techniques 
that can maximise safety at a 
physical and emotional level  

• provide participants with 
a range of skills to ensure 
wellbeing when dealing with 
challenging and aggressive 
interactions 
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Course outline: 

Even in the best teams, there are times 
when tensions rise and conflict occurs. 
Some times conflict arises as a result of
fundamental work issues but whatever 
the initial cause, clashes in interpersonal 
behaviours may cause a potential conflict 
to grow into something much larger.

 Learning outcomes: 

• provide an understanding of 
how our habitual interpersonal 
behaviours (social styles) cause 
tension and escalate conflict 

• teach you how to look for the 
signs of tension 

• develop strategies to shift your 
interpersonal behaviours so you 
can lower tensions and reduce 
conflict 

 
                   Mastering workplace conflict                                                                         Mental health awareness (refreshed)                

Course outline: 

Learn strategies to recognise the signs 
and symptoms of common mental health 
conditions, engage confidently and 
respectfully with team members about their 
wellbeing and contribute to removing the 
stigma around mental health challenges in 
our workplace.

Learning outcomes: 

• recognise the symptoms of 
common mental health  
conditions 

• break down barriers and 
destigmatise mental health 

• confidently engage team mem-
bers in respectful  
conversations about their  
mental wellbeing 

• explore and recommend a 
range of support options

• contribute to a psychologically 
safe work environment

   Who should attend:  Anyone looking to better manage conflict in the workplace 
   Prerequisite: Participants must have attended our 'communicating more effectively 

       with anyone' virtual session
   Vendor: Andrea Casabene
   Duration:2 hour virtual
   Cost: Funded by corporate OD budget

   Who should attend:  All team members
   Vendor: Internal OD Team
   Duration:1 hour virtual
   Cost: Funded by corporate OD budget
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Course outline: 

Learn strategies to recognise the signs 
and symptoms of common mental health 
conditions, engage confidently
and respectfully with team members about 
their wellbeing and contribute to removing 
the stigma around mental health challenges 
in our workplace.

 Learning outcomes: 

• recognise the symptoms of  
common mental health  
conditions 

• break down barriers and  
destigmatise mental health 

• confidently engage team  
members in respectful  
conversations about their mental 
wellbeing 

• respond to team members who 
express that they may be/are 
dealing with a mental health 
issue 

• explore and recommend a range 
of support options

• create and maintain a  
psychologically safe work  
environment

 
                   Mental health training for people leaders (refreshed)                       Mental toughness and resilience (refreshed)                       

Course outline: 

Navigating today’s unprecedented and 
volatile business environment requires 
deep reservoirs of tenacity, optimism and 
hardiness.  

This highly engaging, application-rich 
session will equip you to fundamentally and 
permanently strengthen how you relate to 
adversity. 

Note: You will need to complete the Mental 
Toughness Questionnaire at least 1 week 
prior to attending the workshop. This is to 
maximise the time in discussing results 
within the context of the workshop content.

Learning outcomes: 

• explore the current context and 
background to mental  
toughness  

• defining mental touchness 

• gain a detailed understanding 
of the 4C’s  

• explore what are the  
behaviours, thoughts and  
feelings and the associated  
upsides and downsides to  
having high/low mental  
toughness

   Who should attend:  All people leaders
   Vendor: Internal OD Team
   Duration:1.5 hour virtual
   Cost: Funded by corporate OD budget

   Who should attend:  Anyone looking to build mental toughness and resilience to  
       help cope with this period of disruption and change

   Vendor: Phuel
   Duration:3.5 hour virtual
   Cost: $160 (funded by participants business unit)
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   Who should attend: Anyone who is new to Office 365 and would like to learn 
       how to use it more effectively to achieve better results 

   Vendor: Internal - OD team 
   Duration: 1.5 hour virtual
   Cost: Funded by corporate OD budget

Course outline: 

The two day program combines data, 
exercises and practice to give each 
participant an understanding of why 
certain presentations and techniques 
work better than others and knowledge 
of how to present persuasively to 
achieve predetermined goals. 

Throughout the program, participants 
continually practice the skills they 
learn, and receive unbiased, open 
feedback from the facilitator and other 
participants. 

   Who should attend: Anyone who needs to confidently persuade audiences ranging   
       from small management teams, direct reports, employees, customers, suppliers        
       and goverment

   Vendor: Andrea Casabene
   Duration: 2 day workshop
   Cost: $800 per participant (funded by participants business unit)

 Learning outcomes:  

• acquire pragmatic tools to augment 
current presentation planning skills 

• have the ability to tailor the 
structure, content and delivery 
of presentations in the most 
persuasive manner for each 
audience, environment and 
presentation objective 

• an appreciation of the value of 
rehearsal including techniques to 
effectively rehearse before a  
high-stakes presentation 

• deliver your message with  
confidence  

 

 
         Microsoft office 365 including teams                           Presentation skills

Course outline: 

This course is aimed at users who wish 
to learn and understand the online tools 
and services provided as part of their 
Office 365 subscriptions. 

 Learning outcomes:  

• realise the components of Office 
365 and how they can be used 
together 

• access and share files with 
OneDrive 

• start co-authoring documents using 
Office Online 

• have a basic overview of using 
SharePoint to collaborate

 
• use Teams to facilitate 

communication 

• use Planner to plan, assign and 
track tasks 

• use Forms to create fast forms to 
collect data entry
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               Project management fundamentals                  SMEship (refreshed)    

Course outline: 

SMEship is a program that is  
specifically designed to help good 
subject matter experts become even 
better, adding enhanced professional 
value to our business.

Participants will complete a 180 degree 
survey prior to attending the program 
which will be debriefed on day 1. 

The program is based on three  
domains, knowledge, outcomes and 
engagement which research has 
indicated enhance subject matter 
experts contribution to the business. 

   Who should attend: Subject matter experts looking to master their  
       expertship e.g engineers, designers, IT professionals

   Vendor: Internal OD team
   Duration: 3 days – 1 per month over 3 months (workshops and virtual)
   Cost: Funded by corporate OD budget

Learning outcomes:  

• assess how SME’s are  
performing across a range of 
behaviours, not simply their 
technical domain behaviours 

• develop greater skills in the 
areas where there are gaps 

• greater contribution to the 
business through performance, 
impact and collaboration

Course outline: 

Project Management Fundamentals 
covers an end-to-end project lifecycle 
based on the application of the critical 
knowledge areas of the Project 
Management Body of Knowledge 
- PMBOK®. It’s designed to be a 
practical, up-to-date perspective of the 
basics of project management and how 
you can use them to manage a variety 
of common business (and life) projects. 

Learning outcomes:  

• brief introduction to various 
methodologies and guidelines 

• understand foundations for 
planning, justification and 
assessment 

• importance of the business case 

• define project scope and 
boundaries 

• planning effective project 
communications and reporting 

• set up and managing project 
schedules 

• controlling scope, budgets, quality 
and risk impact and collaboration

   Who should attend: This course is essential for managing the 80 percent of  
       projects that typically do not require a specific, formal project methodology or   
       standard

   Vendor: Australian Institute of Management
   Duration: 2 day workshop
   Cost: Funded by corporate OD budget
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Course outline: 

Learn the power of storytelling to 
captivate and inspire audiences. 
Cut through noise and capture heads 
and hearts by adding colour and 
shape to abstract concepts to aid 
comprehension and retention and 
make the message infinitely more 
memorable.
 

   Who should attend: Anyone needing to engage people emotionally, making them 
more receptive and open to the storyteller and their message 

   Vendor: Ariel
   Duration: 2 hour virtual
   Cost:  Funded by the corporate OD budget

 Learning outcomes:  

• be able to develop and tell stories

• make stories compelling

• prepare and build your story for 
greater impact

• improve the ability to tell stories in a 
captivating and relevant way

 

 

 
          Storytelling with presence    
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Course outline: 

In the ever-evolving way in which we 
work, hybrid working brings a whole new 
set of opportunities and challenges.

This session will help to compliment 
your specialist knowledge and technical 
skills by developing additional key skills 
to ensure that you thrive, working in a 
hybrid way.

   Who should attend: All team members who are working in a hybrid way
   Vendor: Internal
   Duration: 3 hour virtual
   Cost:  Funded by the corporate OD budget

 Learning outcomes:  

• identify your strengths and develop-
ment opportunities

• develop strategies for becoming 
more disciplined and personally 
effective

• learn how to maintain focus on 
goals and outcomes

• apply self awareness of your own 
traits and characteristics to working 
in a hybrid way

 

Course outline: 

Virtual presence essentials uses 
best-in-class virtual learning platforms 
and a unique methodology rooted in 
actor training to help leaders build 
relationships and connect with people 
in any virtual context.

 

   Who should attend: Anyone who would like to show up with a stronger virtual  
       presence 

   Vendor: Ariel
   Duration: 2 hour virtual
   Cost:  Funded by the corporate OD budget

 Learning outcomes:  

• engage remote audiences more 
effectively using a variety of tools 
and frameworks 

• have a stronger, more expressive 
vocal presence during virtual  
interaction 

• make virtual communications more 
concise, clear and aligned with  
their intentions

 

 

 
                 Thrive: working in a hybrid way  (new)                    Virtual presence essentials    
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2022 Business skills programs 
On demand

           Assertiveness techniques  

           Business partnering skills       
      

Course outline: 

The assertiveness techniques short 
course will provide you with personal 
insight into the ways in which you  
respond to different people, situations 
and events.

With a strong focus on communication 
and behaviour, it gives you tools and 
techniques to effectively manage your 
responses and effectively express your 
views and plans.

   Who should attend: Anyone looking to communicate more effectively in the workplace. 
       This course will give you the confidence to express your ideas while building better working 
       relationships with your colleagues

   Vendor: Australian Institute of Management
   Duration: 2 day workshop
   Cost:  $1,695 per participant. 

Learning outcomes:  
• leverage personal insights into the ways in 

which you respond to various workplace sce-
narios through a strong focus on  
communication and behaviour

• use proven techniques to effectively manage 
your responses and express your views more 
assertively with others

• express your ideas, opinions, wants and needs 
while improving your relationships

• recognise, monitor and control your  
behaviour while identifying when, why and how 
to respond assertively, and openly express 
how you feel

Course outline: 

The program equips support function 
professionals with the key skills  
necessary to move to a high value 
added business partner role.  

Participants build greater awareness 
of the core skills of becoming a trusted 
business partner and collaborator 
through practical, hands-on simulations 
to explore the tools and frameworks of 
an internal consultant to effectively build  
relationships with internal clients. 

   Who should attend: Anyone who partners with others (internal client groups) 
       who want to build improved working relationships as business partners

   Vendor: Internal
   Duration: 2 day workshop
   Cost:  Funded by the corporate OD budget

Learning outcomes:  
• adopt an internal consulting approach to 

business issues and stakeholders
• build and maintain internal relationships to 

become effective business partners
• develop credibility through effective business 

partnering to address business challenges
• understand the five phases of effective internal 

consulting
• learn how to overcome resistance and build 

solutions that stakeholders own
• leverage your expertise as an internal 

consultant and re-position your team as a 
value-adding business partner
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           Design thinking              Microsoft excel intermediate       
        

Course outline: 

Perform complex calculations, represent 
data as a chart and manipulate 
database lists on worksheet functions.

Participants will need to have attended 
or have a good working knowledge of 
all the topics covered in the Microsoft 
Introduction course.

   Who should attend: Anyone looking to learn complex techniques when working with  
       Microsoft Excel

   Vendor: Odyssey Training
   Duration: 1 day workshop   
   Cost:  $390

Learning outcomes:  
• use a range of common worksheet functions
• utilise Absolute Referencing
• organise a database list by advanced filtering 

and subtotalling
• utilise Conditional Formatting to change cell 

appearance
• create and modify charts to create static 

dashboards

            Microsoft excel advanced  

Learning outcomes:  
• recognise how design thinking can be used to 

address many types of business issues and 
challenges

• learn how a designer’s skills and sensibilities 
help anyone look at business issues in a new 
way, by reframing problems, empathising 
with the end user, and thinking visually and 
abductively

• set the stage for a full-scale methodology 
campaign to focus on long-term and 
sustainable innovation

Course outline:  

Design thinking enables you to combine 
the traditional internal focus on your
organisation’s linear objectives and 
business metrics with an outward 
creative focus that challenges 
assumptions and redefines problems to 
deliver better business outcomes.

   Who should attend: Anyone looking to innovate or identify continuous improvement  
       opportunities in their role/team/business unit

   Vendor: Australian Institute of Management
   Duration: 2 x 1.5 hour virtual sessions
   Cost: $495

Course outline: 
This course exposes many advanced 
features of Excel including protecting 
your workbooks and restricting data  
entry, building calculations using 
advanced functions and how to import, 
clean up, and analyse data sets. 

Participants will need to have attended 
or have a good working knowledge of 
all the topics covered in the Microsoft 
Intermediate course.

   Who should attend: Anyone looking to learn complex techniques when working with  
       Microsoft Excel advanced

   Vendor: Odyssey Training
   Duration: 1 day workshop
   Cost:  $390

Learning outcomes:  
• build complex calculations with advanced 

functions
• link, export and consolidate data 
• limit data entry using data validation and 

restrict changes by protecting workbooks and 
worksheets

• analyse data with simple Tables, PivotTables 
and PivotCharts.
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            Powerful customer service       
     

Course outline: 

The aim of this workshop is to provide 
the skills, knowledge and tools to 
successfully and confidently manage 
customer interactions.
Our values and behaviours recognise 
that how we do things is just as 
important as what we do.
Be customer and community minded is 
one of these values and sets out how 
we will meet our customers’ needs in 
the most efficient and effective way we 
can, focusing on listening to what the 
customer really needs and keeping 
them informed.

   Who should attend: Anyone who delivers service to customers or other stakeholders
   Vendor: Internal
   Duration:  1.5 hour virtual 
   Cost:  Funded by the corporate OD budget

Learning outcomes:  
• value why powerful customer service is  

important 
• be able to define who their customers are
• be effective and confident in guiding   

customers through their entire journey
                 - talking to customers  
 - writing to customers
  - dealing with difficult customers,  
 - complaints and delivering bad news
 - handling escalations and handoffs

           Microsoft word advanced                             Report writing

Course outline: 

The report writing short course  
provides participants with techniques 
to create reports and informative 
documents that are well organised and 
clearly presented.

   Who should attend: Anyone who needs to improve their report writing skills
   Vendor: Australian Institute of Management
   Duration: 1 day workshop
   Cost:  $895

Learning outcomes:  
• plan the structure of a report to ensure    

correct information flow
• choose an appropriate writing style
• determine methods for gathering and 

organising information
• present information, issues and  

recommendations
• edit and review complex documents
 

           Microsoft word intermediate   

Course outline: 

Learn time-saving techniques in Word 
and use features such as styles, 
advanced tables and tracked changes

Participants are required to have 
attended or have working knowledge of 
the topics covered in the Microsoft Word 
Introduction course.

Course outline: 

Discover how to use the complex 
features of Word to work with long 
documents, create forms and use 
automation to limit repetitive tasks.

Participants will need to have attended 
or have a good working knowledge of 
all the topics covered in the Microsoft 
Intermediate course.

Learning outcomes:  
• manipulate tabs for display of columnar 

information 
• add a header and footer to a document
• use a more advanced range of editing 

functions to customise text, bullets and 
numbering, tables and pictures

• track multiple users and their edits with 
Tracked Changes

• create and use simple styles for consistency 
in document formatting

   Who should attend: Anyone looking to learn time saving techniques when working with  
       Microsoft Word

   Vendor: Odyssey Training
   Duration: 1 day workshop
   Cost:  $390

Learning outcomes:  
• referencing long documents using tables of 

contents, captions, citations, bibliographies 
and footnotes

• use advanced tracked changes and comparing 
of documents, including merging multiple sets 
of revisions

• use Mail Merge to create form letter mailouts
• create an index for a longer document
• create electronic forms
• automate documents and templates using 

macros
 

   Who should attend: Anyone looking to learn complex techniques when working with  
       Microsoft Word

   Vendor: Odyssey Training
   Duration: 1 day workshop
   Cost:  $390
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Course outline: 

The time management short course 
gives participants the tools and 
techniques to maximise their  
effectiveness, minimise wasted time  
and control their workload.

   Who should attend: Anyone who finds themselves juggling competing priorities and  
       need the skills to effectively manage their time

   Vendor: Australian Institute of Management
   Duration: 1 day workshop
   Cost:  $895

Learning outcomes:  
• recognise the effect of poor organisation and 

its relationship to stress
• identify major time wasters and learn to  

control them
• set up and use the time management system 

that’s right for you
• apply tools and techniques to overcome 

procrastination 

 
           Systems thinking       
         

           Tableau desktop 1 - fundamentals                Time management        
    

Course outline: 

   Who should attend: Anyone looking to build this ‘future ready’ capability to enhance  
        decision making

   Vendor: Melbourne business school
   Duration: 4 hour workshop
   Cost:  Funded by individual business unit. Check with the OD team for cost of a team session

Learning outcomes:  
• apply the concepts and principles of  

systems thinking through the appropriate  
blend of people, process and tools

• solve problems and realise opportunities in  
a new and  exciting way

• use common language and approaches to 
addressing complexity

• implement a number of systems tools in a 
systematic way to analyse complex  
 situations and address problems and  
opportunities in a logical evidence based  
way

Course outline: 

This is the official training course for 
Tableau Desktop Specialist Certification.

You'll learn important Tableau Desktop 
concepts, techniques for simple and 
complex visualisations and interactive 
dashboards in preparation for your 
exam.

   Who should attend: This course is for the beginning Tableau user
   Vendor: Tableau
   Duration: 2 day workshop
   Cost:  Funded by individual business unit. Check with the OD team for cost of a team session

Learning outcomes:  
• connect to your data
• edit and save a data source
• understand Tableau terminology
• use the Tableau interface/paradigm to 

effectively create powerful visualisations
• create basic calculations including basic 

arithmetic calculations, custom aggregations 
and ratios, date math and quick table 
calculations

• build dashboards to share visualistions

Systems thinking is the approach to  
handling complexity and risks associated 
with business problems and opportunities 
in the current environment in which we 
operate. 

The adoption of systems thinking  
provides a powerful framework for  
understanding complex situations and  
issues, leading ultimately to their  
resolution.

This workshop presents a methodology 
for systems thinking together with simple 
tools to enable ‘systems think’.
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           Introduction to projects               Project management practitioner 

Course outline: 

This one-day course offers an 
overview of the tools, techniques and 
resources you need to plan, develop 
and implement projects. Covering the 
phases of the project lifecycle, you’ll 
gain insight into project planning, budget  
preparation, stakeholder management, 
schedule management and project 
closure and review – everything you 
need to successfully contribute to 
workplace projects.

Learning outcomes:  
• define a project’s scope while clarifying the 

relationship to your organisation’s objectives    
as well as the links to available resources

• develop a project plan by leveraging appropriate 
project management tools and formulating risk 
management and contingency plans

• take action to ensure project team members are 
clear about their responsibilities while providing 
support to ensure quality outcomes and 
documented time lines are met

• review project outcomes and document any 
lessons learned

Course outline: 

Providing a broad exploration of project 
management best practice, this short 
course will give you a comprehensive 
understanding of all aspects of the 
project management lifecycle. From  
initiation and planning through to  
execution and closure, you’ll learn 
how to manage for successful project 
outcomes.

   Who should attend:  Those who have some experience in managing projects and are looking         
       to transition to a project manager role

   Vendor: Australian Institute of Management
   Duration: 3 day workshop
   Cost: $3,025

Learning outcomes:  
• contribute to project’s scope by identifying 

objectives, constraints and outcomes
• identify and address stakeholder needs
• contribute to project estimation and the 

development of the project management plan
• contribute to identifying, establishing and 

managing human resources
• contribute to planning and implementing 

project communication processes
• apply a project schedule and budget
• plan for, control and review any risks 

associated with the project

Course outline: 
This five-day course offers project 
managers an invaluable step up by 
teaching them how to approach the 
stages of project management with 
strong leadership, governance and 
project integration. Learn vital skills 
to pull together a project with a range 
of proven strategies to help you 
develop and implement projects, while 
simultaneously managing project teams 
effectively.

Learning outcomes:  
• manage project scope while managing time in 

terms of implementing the project schedule and 
assessing time management 
outcomes

• manage quality within projects byimplementing 
quality control and assurance processes, while 
reviewing to make quality improvements in 
current and future projects

• identify, analyse and refine project costs, 
budgets and procurement while planning for 
human resources, implementing personnel 
training and managing the project team

   Who should attend: Those who are either an experienced or aspiring manager, or are a 
       project team member looking to learn more about project management

   Vendor: Australian Institute of Management
   Duration: 1 day workshop
   Cost: $895

   Who should attend: This course is ideal for project managers looking to undertake  
       formal training or are preparing to transition to a program management role

   Vendor: Australian Institute of Management
   Duration: 5 day workshop
   Cost: $5,042

Course outline: 

This introductory Agile course teaches 
participants about the Agile mindset, 
values, principles, and foundational 
concepts. The content works toward 
achieving organisational agility without  
specific focus on any single Agile 
methodology or framework (i.e. Scrum, 
Kanban, XP, DSDM, SAFe, etc).

   Who should attend: Anyone wanting to take the first step on their agile journey by  
       learning about the agile mindset, values, principles, and foundational concepts that 
       can be applied in a world that is constantly shifting in complexity and change

   Vendor: Australian Institute of Management
   Duration: 1 day workshop
   Cost:  $895

           Agile fundamentals              Applied project management       
      

Learning outcomes:  
• define the origins of Agile and its values,  

principles and mindset
• identify the key success factors for agile 

projects
• explain Agile team roles and responsibilities
• facilitate collaborative approaches to define 

project vision and identify customer needs
• apply Agile project planning and adaptation 

techniques
• monitor Agile projects and manage  

value-driven delivery
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       iLearn Central

iLearn Central is our cloud based learning content portal with over 75,000 learning 
items to support team members develop their skills anywhere, anytime.

You can access iLearn Central via Quick Links on The Wire homepages or via 
mobile devices. 

The following categories of learning items can be found on iLearn Central: 

• Inclustion and diversity  
• Working from home
• Customer service
• Health and safety
• Health and wellbeing

and much more

            Cert IV in Project management practice  

            Diploma of project management      
      

Units of competency:

BSBPMG409 Apply project scope management techniques 
BSBPMG410 Apply project time management techniques 
BSBPMG411 Apply project quality management techniques 
BSBPMG412 Apply project cost management techniques 
BSBPMG413 Apply project human resources management approaches 
BSBPMG414 Apply project information management and communications techniques 
BSBPMG415 Apply project risk management techniques 
BSBPMG416 Apply project procurement procedures 
BSBPMG418 Apply project stakeholder engagement techniques 

Units of competency:

BSBPMG511 Manage project scope 
BSBPMG512 Manage project time 
BSBPMG513 Manage project quality 
BSBPMG514 Manage project cost 
BSBPMG515 Manage project human resources 
BSBPMG516 Manage project information and communication 
BSBPMG517 Manage project risk 
BSBPMG518 Manage project procurement 
BSBPMG519 Manage project stakeholder engagement.
BSBPMG520 Manage project governance 
BSBPMG521 Manage project integration 
BSBMGT516 Facilitate continuous improvement 

   Who should attend: This qualification will prepare anyone to become more involved in work  
       place projects by teaching how to apply a recognised project management methodology

   Vendor: Australian Institute of Management
   Duration: 12 weeks
   Cost: $3,950

   Who should attend: Especially suited to those who want to build capability as a project 
       manager

   Vendor: Australian Institute of Management
   Duration: 12 months
   Cost: $6,700

• Team building
• IT software skills
• Management and leadership
• Personal development
• Project management
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Business skills

Communicating in a diverse world Listening skills

Communicating vision to your employees Non-verbal communication skills

Communicating key messages Polishing your feedback skills

Communication techniques for  
web-based presentations

Preparing for a customer service call

Effective business communication Presenting with confidence

Interviewing basics More courses available and regularly 
added

Business ethics Moving forward with change planning

Business planning Performance metrics

Business statistics Six Sigma techniques

Creating a roadmap Strategic product and service  
management

Inventory management Team basics, roles and responsibilities

Management of value More courses available and regularly added

Communication skills

Customer service

Balancing conflicting customer priorities Keeping customers informed

Building rapport Meeting customer needs

Customer success and growth Quality customer service skills

Handling customer complaints The quality customer service process

Interact with customers Work effectively in customer engagement

Internal customer service More courses available and regularly 
added

Health and safety

Building resilience Maintaining work/life balance

Coping with stress and anxiety Mental health

Dealing with stress Ten minutes showing empathy

Establishing a positive work environment Wellbeing in the workplace

Happiness at work What is mindfulness

Healthy living More courses available and regularly 
added

Eye safety Monitoring procedures and equipment

Fire prevention Occupational health and safety  
fundamentals

First aid principles Office ergonomics

From risk assessment to accident  
investigation

Slips and trips hazard guide

General evacuation training Work health and safety legislation

Manual tasks More courses available and regularly added

Health and wellbeing

Human resources

Building employee skills Performance review

Conducting professional interviews Succession planning

Creating a strong team culture Supporting employees

Dealing with workplace conflict Work life balance for the team

Grievance procedures Working with a diverse team

Monitoring team performance More courses available and regularly 
added
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IT Software skills

Accelerating goal achievement Inform and inspire your team

Assessing your own leadership performance Keeping top performers challenged

Building trust with employees Managing diverse teams

Communicating vision to your employees Managing remote teams

Effective decision making One on ones with your boss

How to manage difficult conversations More courses available and regularly 
added

Data presentation strategies Microsoft Visio (variety)

Microsoft Excel (variety) Microsoft Word (variety)

Microsoft Outlook (variety) Office 365

Microsoft Powerpoint (variety) Organising your email

Microsoft Project (variety) Programming for beginners

Microsoft Sharepoint (variety) More courses available and regularly added

Management and leadership skills

Personal development

Advancing your career Increasing productivity and efficiency

Building relationships with colleagues Networking

Building skills and capabilities Presentation skills

Create a career plan Time management

Giving positive and constructive feedback Working in a team

Identify your skill gaps More courses available and regularly 
added

Project management

Agile project planning Putting together the team

Ethics and project management Setting project goals

PMBOK guide Six Sigma techniques

PRINCE2 project management SWOT analysis

Project closure Using lessons learned for continuous  
improvement

Project management for non-project 
managers

More courses available and regularly added

Women in power network

Happiness Hunter - planning for your future Self-care: 6 simple self-care tips and 5  
self-care tips for the busy female

How to position yourself for promotion and 
stand out in an interview

Networking: The 5 "L's" and professional  
networking resource

Domestic awareness videos for men and 
women

Working From Home Tips & Women Support-
ing Each Other: Ted Talk and interactive video

10 Ways to make your LinkedIn profile stand 
out & how to create a linkedin profile

More courses available and regularly added
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NOTES NOTES




