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Interview 
Tips
An interview can be exciting for some and 
daunting for others. But there’s some key 
techniques you can use to make sure your 
interview goes smoothly and you land that next 
job. This short module looks at how you
should answer interview questions 
and other key tips.

5
min

Career Development

Communication 
Skills
Improving your communication skills will help 
you in both your professional and your private 
life. It’s not just about the way you write or talk, 
there are several more steps you can take to 
improve your communication skills. In this short 
module we look at some key practical 
communication tips.

8
min

Dealing with 
Conflict
We often run for cover when the word 'con�ict' 
comes up, but sometimes you just can't avoid it. 
Con�ict isn’t “bad”, in fact it can lead to some 
great outputs if managed correctly. In this short 
module we’ll look at some practical tips to 
handle con�ict and turn it into positive solutions.

8
min

How to Deal 
with Anger

4
min

Keeping Your 
Cool in Debates
These three mini modules explain techniques to 
help control your emotions, particularly in the 
workplace.

4
min

How to Deal 
with Frustration

4
min

Identifying Your 
Daily Priorities
There's so much information coming your way 
that it's easy to get derailed. This module looks 
at how to identify your daily priorities to help 
you become more productive.

6
min

Influencing 
Skills
We all attempt to in�uence others on a daily basis. 
In fact our ability to do so relates to our ability to 
achieve results. In this short module we’ll look at 
several di�erent situations and the techniques 
that can be used to in�uence other people.

8
min



SMART Goal 
Setting
In this short module we’ll look at how to structure 
goals using the SMART formula.

6
min

Career Development

Preparing for 
Productive 
Meetings
With the right leader meetings can become a real 
boost to team performance and morale. These 
modules takes you through some key tips to help 
you lead and prepare for e�ective and e�cient 
meetings.

4
min

Managing 
Effective Meetings

4
min

Problem Solving 
Basics
We all have those annoying small problems that 
often crop up, but what if it’s a big work related 
problem? In this short module we walk through 
key steps in the problem solving process, from 
identifying the key cause 
to monitoring and tracking solutions.

5
min

Presentation 
Skills
Public speaking can feel pretty scary. But if 
you’re fully prepared and have a strategy when 
presenting, it can become a lot less daunting. In 
this short module we’ll look at some key tips 
and techniques to help you become a better
presenter in front of 1 or 100 people.

8
min

Time Management 
Tips
Always late? Never enough time in the day? This 
module looks at some key tips to help you feel 
better about your relationship with time.

8
min



Leadership Development

Delegation 
Made Easy
Delegation can feel scary, but it’s a vital part of 
being a great leader. This module explores a 
process for perfect delegation and how to 
support and give feedback to your team.

6
min

Employee 
Recognition Tips
Need some ideas for recognising the people 
on your team? You can put that dusty trophy 
aside as this module covers 16 unique ways 
to recognise and reward your team.

5
min

Is Your Team 
Engaged?
You’ve probably heard the term “employee 
engagement” a lot recently. But what does it 
mean and how can you tell if the employees in 
your team are engaged? This module covers 
everything you need to know.

4
min

Powerful Interview 
Questions
Hiring the right people for your team is one of 
the most important things a leader can do. Here 
we look at how you can use behavioural based 
questions to �nd people who are the perfect �t 
for your team.

5
min

Top Tips for 
New Managers
So you’ve just landed a new role and now you’re 
a manager for the �rst time. Where do you start? 
This module covers some key tips that every 
new manager should follow.

5
min

Scope

Milestones

Deadlines

Deliverables

Resources



Leadership Development

How to Give 
Feedback
Giving feedback to your direct reports isn’t 
always easy. It can feel uncomfortable and 
sometimes the message gets lost. Here we look 
at a 5 step process for giving feedback in an 
e�ective way.

5
min

Getting to Know 
Your New Team
Adapting to a new role is challenging, especially 
if you have a new team. Here we look at tips for 
managers with new teams.

4
min

What Makes 
a Strong Team?
How does a team become more than the sum 
of it’s parts? Find out in this short module where 
we explore how to create synergy within your team.

5
min

Qualities 
of Great Leaders
Great leaders can be found in many places, but 
what are the traits that they share? This module 
looks at the key attributes of great leaders and 
how you can adopt them.

5
min



Project Management

Agile Project 
Management: 
What is a Sprint?
Don’t worry there’s no running involved! This 
mini-module explains what a sprint is in an 
Agile project.

4
min

Problem Solving 
and Conflict Tips
Problems and con�icts often arise during 
projects, don't lose sleep, take this module!

5
min

Processes 
and Skills
This module explores the processes that project 
managers follow as well as looking at the ideal 
skills an e�ective project manager needs.

5
min

Project 
Communication Tips
Communication is not always a project 
manager's strength, but it should be!
Here's how to be a expert communicator.

4
minDealing with 

Project Changes
It’s one of the main issues that crops up during a 
project, here's how to deal with change 
requests and scope creep.

5
min

Meeting 
Management
Most projects have regular meetings, 
and there’s an art to making them 
run smoothly. This module looks 
at some key tips to make 
sure meetings are e�ective 
and e�cient.

MEETING
ROOM

4
min



Project 
Management Toolkit
Every project needs a project manager, and 
project managers need tools to deliver the 
expected results. This module gives a quick 
introduction to the main tools in a project 
manager's toolbox.

4
min

Goals 
and Objectives
All projects need to have clear goals and 
objectives. This short module looks at what 
they are and examples of each.

5
min

How do Projects 
Start?
Before diving into our other project  
management resources, let’s begin 
by exploring why projects start.

4
min

Introduction 
to Agile Project 
Management
You’ve probably heard the word Agile a lot 
recently. But what does it actually mean? 
This short module explores the basics 
of Agile project management.

5
min

Project Management

What Skills Does 
a Project Manager 
Need?
This module looks at what project 
managers do and the important 
skills they should have.

5
min



Personal Development

Personal Finance 
Explained

4
min

Fatigue Fighting 
Tips
Have you ever thought just how tiring work can 
be? Here are seven easy ways to �ght fatigue 
and boost brain power.

5
min

How to Build 
Resilience
This module explores key steps to help you 
build resilience in both your work 
and personal life.

4
min

Personal Finance 
Top Tips
If you want to manage your money and reduce 
your debt, there are key steps you can take. 
Here we look at these steps in detail.

4
min

Quick and Healthy 
Bites
You can create fast, healthy food that’s tasty and 
great for your brain, your body, and your 
waistline. Here we look at examples of quick 
and healthy bites.

5
min

Which Personality 
Style are You?
Outgoing, Ambitious, Analytical or Amicable? 
Only one way to �nd out – this short module 
explains the di�erent personality types and how 
you can tailor your communication to people 
with di�erent styles.

5
min

Stress Busting 
Tips
Our lives can be stressful, both inside and 
outside the workplace. Here we look at seven 
simple steps to turn chaos into calm.

5
min



Sales and Customer Service

ABC = Always 
Be Closing
A key to selling is to close the sale as soon as 
possible. This module explores this and other 
closing tips.

4
min

Sales Tips: 
Questioning and 
Listening
Asking good questions and listening rather than 
talking are two keys to sales success. This 
module explores this is more detail and shows 
how you can supercharge your sales technique.

4
min

Sales Tips: Selling 
on the Phone
Selling on the phone is becoming increasingly 
di�cult in today’s world. But by using the right 
approach it can still be one of the most e�ective 
ways to make sales and build your client base. 
This module explores some key tips
when selling on the phone.

4
min

The Art of Body 
Language
Our body language speaks volumes, especially 
when selling. Don't worry you don't need to do 
an interpretive dance, this module covers some 
key body language tips.

4
min

People Buy from 
People They Like
If you want to make a lot of sales you need to be 
likeable. But what are the key traits of likeable 
people? Here we explore some tips to boost 
your likeability and make more sales.

4
min

Sales and Customer 
Service Essentials
Here's some essentials to help you delight your 
customers and make more sales.

4
min

Retail Top Tips

In retail you don't just sell products, you sell an 
experience. This module explores some key 
techniques to help create the best customer 
experience and make more sales.

4
min



What is Digital 
Transformation?
I'm sure you've heard the term Digital 
Transformation recently, but what exactly is it? 
This module explains what Digital Transformation 
is and looks at some key examples.

4
min

Excel & Digital Transformation

Top Excel Tips 
and Tricks
New to Excel or just want some tips to help rest 
those precious typing �ngers? You’ve come to 
the right place.

4
min

VLOOKUP 
Made Easy
You may have heard of VLOOKUP but not know 
exactly what it is. Here we take a quick look at 
what VLOOKUP does and take you through an
example of how it can be used.

4
min

Digital 
Transformation: 
Buzzwords Explained
There are a lot of "buzzwords" associated with 
Digital Transformation, but what do they 
really mean and how can they help your 
organisation?

5
min

4 Super Useful 
Functions
There’s a huge amount of helpful built-in 
functions in Microsoft Excel that can help you 
save time and avoid frustration. Here we look 
at 4 of the best.

5
min

Leading Digital 
Transformation
How can organisations embrace Digital 
Transformation? Well it all starts with leadership. 
This module looks at the key things a leader 
should do to embrace and encourage Digital 
Transformation in their team.

5
min



Job Readiness

Building Your 
Career Brand 
Through LinkedIn
Linkedin is one of the best tools for developing 
your career brand. Here we look at some key 
tips to for using it to meet new business 
connections and �nd new roles.

4
min

Building Your 
Career Brand 
Through Networking
We all know it's easier to get a new role or 
promotion if you "know someone", here are 
some tips to build your network and boost your 
career.

8
min

CV & 
Resume Tips
A CV/Resume should be an irresistible 
teaser which makes hiring managers want to 
interview you. Here's some quick tips to turn 
your CV or Resume into pure gold.

8
min

What is Your 
Career Brand?
A strong career brand can give your career a 
huge boost, but what is a career brand? This 
module looks at how you can de�ne your own 
career brand no matter where you are in your 
career.

5
min

ProblemSolver

Team
Player

Stra
tegic

Leader



Mindfulness

What 
is Mindfulness?
The word Mindfulness is everywhere...but what 
is it? and how can it help you? You’ve come to 
the right place.

5
min

Meditation 
Explained
Meditation is a way to calm the mind and body 
and reduce stress. Here we look at what it is and 
how you can get started.

4
min

The Importance 
of Breathing
We breathe all day long without thinking about 
it. When we're mindful of our breath we can 
reduce stress and feel more relaxed. This 
module looks at this in more detail.

4
min



New Releases 

Introduction to Python Programming

Equality and Diversity
.  Introduction to Diversity, Inclusion and Equity

.  First Steps Towards a Diverse, Inclusive and 

Equitable Workplace

.  Women in Leadership

Compliance
.  Data Protection (GDPR) Explained

.  Fraud, Bribery and Corruption Awareness

.  Information Security Essentials

Coming Soon

Lean Six Sigma

11 module series covering the basics of Python Programming, all the way up to building a web-scraper.

Mind Channel Minutes

. Lean Six Sigma in Business

. Lean 101

. Six Sigma 101 

. Kaizen Events- Rapid Improvements for Continuous Improvement

Leadership - Employee Empowerment vs Delegation

Self Development Ideas

More Self Development Ideas

Building Rapport

Powerful Storytelling

Leadership - What Motivates your Team?

Leadership - Aligning with Motivation Styles

Organizing your Workspace

Organizing your Paperwork

Organizing your Electronic Devices

Getting Rid of Desk Clutter

E�ective Email Writing

 Writing Longer Emails

O�ce Communication

Introducing Mind Channel Minutes - super short bursts of learning for the busiest people.


