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Academy 8-Week Programme

	Week
	Module Number
	Module Title

	Week 1, Day 1
	M1
	Induction and The Workplace

	Week 1, Day 2
	M2
	Behaviour in the workplace

	Week 2, Day 1
	M3
	Team Work and Dealing with Change

	Week 2, Day 2
	M4
	Problem Solving and Time Management

	Week 3, Day 1
	M5
	Relating Effectively and Professional Communication

	Week 3, Day 2
	M6
	Personal Development and Confidence Building

	Week 4, Day 1
	M7
	Health and Safety and Equality and Diversity

	Week 4, Day 2
	M8
	Telephone Techniques

	Week 5, Day 1
	M9
	Communicating in Writing, Administration Tasks and Dealing with Information

	Week 5, Day 2
	M10
	How to give presentations and ICT Functional Skills Session 1 – Setting up your own Business

	Week 6, Day 1
	M11
	Customer Service Principles and Customer Service Theory

	Week 6, Day 2
	M12
	Minutes, Meetings and Dealing with Stress in the Work Environment 

	Week 7, Day 1
	M13
	Advisory Organisations and ICT Functional Skills Session 2 – Exam Preparation

	Week 7, Day 2
	M14
	Sales and Promotion

	Week 8, Day 1
	M15
	Organise and Plan for an Event

	Week 8, Day 2
	FINAL DAY 
	Graduation and Awards Ceremony
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