
January 2012 Dates 

DATE PASSPORT VENUE CONTACT 
JOB CENTRE 

LMS NUMBER 

Thurs, 5th Jan Teacher Training Wythenshawe 0161 972 4001 
DIF/31397 

MDD/18153 

Tue, 10th Jan 17th Edition and PAT Testing Sale 0161 972 4001 
DIF/31617 

 

Wed, 11th Jan Management Sale 0161 972 4001 
DIF/31618 

 

Mon, 16th Jan Contact Centre City Centre 0161 972 4001 
DIF/31409 

MDD/18150 

Tue, 17th Jan 
Introduction to Computerised 

Accounts 
Salford Quays 0161 972 4001 

DIF/31619 
 

Tue, 24th Jan Teacher Training  Sale 0161 972 4001 
DIF/31397 

MDD/18153 

Wed 25th Jan Win yourself a job Moss Side 0161 972 4001 DIF/31620 



Eligibility  Criteria 

       For the Skills Support for the Redundancy Contract individuals who are: 

 

Å  18 years of age and over 

Å  Living in the Greater Manchester area 

Å  Under consultation of redundancy, notice of redundancy, or expected to become         

redundant due to company downsizing or closure OR Newly unemployed  who have 

recently started  claiming Jobseeker's Allowance (JSA) or Employment and Support 

Allowance (ESA). 

 

 

 

 

         For the Skills Support for the Unemployed individuals who are:  

 

Å  18 years of age and over  

Å  Claiming Jobseeker's Allowance (JSA) or Employment and Support Allowance (ESA)   

Å  Living in the Greater Manchester area 

Å  Priority will be given to individuals who have not yet been referred to the Work 

Programme 
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Å   Copy of CV / Applications made recently 
Å   Any Certificate or Qualifications/Proof of Claiming Benefit 
Å   National Insurance Number 
Å   Clear reasons for undertaking the course 
Å   To dress appropriately as if attending a job interview 

Initial Assessment 
Back to top ŷ 

Learners will need to attend a one to one initial assessment 
interview  with one of our Training Advisors before enrolling onto 
the Passport to Work course. 
 
For this appointment learners need to prepare and bring:  



 
Edexcel Level 3 Award in Preparing to Teach in the 

Lifelong Sector (PTLLS) 

Understanding the Principles and Practices of 

Assessment 
 

Content 

Å   Understand own role, responsibilities and boundaries 

Å   Understand appropriate teaching & learning approaches 

Å   Demonstrate session planning skills 

Å   Understand how to motivate learners  

Å   Understand the use of different assessment methods 

Å   Use of assessment techniques 

Å   Career development 

Å   Improving your CV and applications 

Å   Interview strategies 

Å   Action learning sets 

Potential job roles 

Å   Further education teacher   

Å   Training officer 

Å Community training roles 

 

Vocational learning  

 
 
 

Call now on 
01619724001 

 
 
 
 
 
 
Starting date 
Thursday 5th January 
9.15 am – 4.45 pm 

 
Length of course 
Every Thursday for 10 
weeks 
 

Venue 
The Enterprise Centre 
34 Benchill Road 
Wythenshawe 
M22 8LF 
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Content  

Å   This is the latest 2382-12 course containing the latest 

     amendments to the 17th edition wiring regulations. This  

     course replaces the 2382-10 qualification 

Å   Improving your CV & applications 

Å   Interview strategies 

Potential job roles 

Å   Domestic electrical installer  

    and other allied professionals 

 

Vocational learning  

 
 
 

Call now on 
01619724001 

 
 
 
 
 
 
 
Course dates 
Tues 10th Jan & 17th Jan 
Sat 14th, 21st, 28th Jan & 
Sat 4th Feb 

 
Length of course 
6 Days 
 

Venue 
Metro House 
81 Dane Road 
Sale M33 7BP 
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The City & Guilds 2382-12 Qualification 

 

Eligibility 
 

The course is suitable for individuals who have been 

previously employed as electricians, domestic installers 

and other allied professionals. A prior knowledge in 

basic electrical science/installation is required 



 
BTEC Level 3 Award in Management 
 

Content 

Å  Know differences between leadership and management 

Å  Understand key issues of leadership 

Å  Understand the implications of delegating work to others 

Å  Understand the purpose of setting work objectives with  

   team members              

Å  Know the importance of promoting quality in the workplace 

Å  Career development 

Å  Improving your CV and applications 

Å  Interview strategies 

Å  Action learning sets 

Potential job roles 

Å  Team leader 

Å  Supervisor   

Å  Manager 

Next starting date 
Wednesday 11th January 
 

Length of course 
Wednesdays & 
Thursdays for 5 weeks 
9.15 am – 4.45pm 
 

Venue 
Metro House 
81 Dane Road 
Sale M33 7BP 

Accredited vocational learning  

 
 
 

Call now on 
01619724001 



Content 
 

Å   Roles and skills required in a Contact Centre 

Å   Linking up with employers, getting that interview 

Å   Your first role as an Agent 

Å   Active listening skills 

Å   Questioning Techniques 

Å   Meeting customer expectations 

Å   Recognising buying skills 

Å   Being successful at interview 

 

Eligibility 
 

Applicants  will need to have good  

spoken English and be confident in  

communicating over the telephone 

 

 Potential job roles 
 

Inward and outbound jobs available now 

with major companies such as Virgin, 

Aegis, RAC, Ticketmaster and RBS  

Starting date 
Monday 16th January 
9.15am – 4.45pm 

 
Length of course 
Mondays & Tuesdays 
for 4 weeks 

 
Venue 
Manchester Employer  
Suite, London Scottish 
House 
24 Mount Street 
Manchester -  M2 3NN 

 
Institute of Customer Management  (ICM) Award:- 

Introduction to the Contact Centre Sector                        

 
 
 

Call now on 
01619724001 

Vocational learning  
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Content 
 

Å   A tour around Sage 50 Professional 

Å   Sales order and purchase order processing 

Å   Understanding VAT Codes and how to use them 

Å   The nominal structure and corresponding codes 

Å   Understanding basic Profit & Loss and Balance Sheet  

    reports 

Å   Sales Ledger and Purchase Ledger 

Å   Customer services and communication  

Å   Professional office etiquette 

Å   CV writing, application form completion 

 
 

 Potential job roles 

 
Å Administrator 

Å Bookkeeper 

Å Accounts Assistant 

Å Payroll Clerk 

 
 

 

Starting date 
Tuesday 17th January 
9.15am – 4.45pm 

 
Length of course 
Tuesdays & Thursdays 
for 6 weeks 

Venue 
COS Bookkeeping 
Waters Edge Business 
Park 
29 Modwen Road 
Salford Quays 
M5 3EZ 
 

 

 

 
 
 

Call now on 
01619724001 

Vocational learning 
 

The Fundamentals of Sage 50 Accounts 
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Introduction to Computerised Accounts Passport  



 
Edexcel Level 3 Award in Preparing to Teach in the 

Lifelong Sector (PTLLS) 

Understanding the Principles and Practices of 

Assessment 
 

Content 

Å   Understand own role, responsibilities and boundaries 

Å   Understand appropriate teaching & learning approaches 

Å   Demonstrate session planning skills 

Å   Understand how to motivate learners  

Å   Understand the use of different assessment methods 

Å   Use of assessment techniques 

Å   Career development 

Å   Improving your CV and applications 

Å   Interview strategies 

Å   Action learning sets 

Potential job roles 

Å   Further education teacher   

Å   Training officer 

Å Community training roles 

 

Vocational learning  

 
 
 

Call now on 
01619724001 

 
 
 
 
 
 
Starting date 
Tuesday 24th January 
9.15 am – 4.45 pm 

 
Length of course 
Every Tuesday for 10 
weeks 
 

Venue 
Metro House 
81 Dane Road 
Sale  
M33 7BP 
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BTEC Level 2 Award in Employability Skills 
 

Content 

Å  CV writing and how to market yourself 

Å    Researching for jobs 

Å    Self worth and confidence 

Å    Providing an Excellent Customer Service 

Å    Work protocols and business etiquette 

Å    Working as a Team 

Å    Time management and Goal setting 

Å    Presentation Skills and Interview techniques 

Å    Apprenticeships and Career Development 

Å    Pitching to employers 

Å    Producing a video CV 
 

Eligibility 
  

 

Starting date 
Wed 25th January 
9.15am – 4.45pm 

 
Length of course 
Wednesdays & 
Thursdays for 6 weeks 

 
Venue 
The Works 
130 Alexandra Road 
Moss Side 
Manchester 
M16 7WD 

Vocational learning  

 
 
 

Call now on 
01619724001 

The course  is specifically designed 

for 18-24 year olds who are 

motivated to find work but lack the 

confidence and experience to 

secure employment 
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