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Welcome to THE COLLEGE OF CENTRAL LONDON

The College of Central London is a private college of further and higher education established some 37 years ago offering
a mix of courses in Accounting, Business and Marketing, Computing, International Trade & Shipping, Hospitality,
Management, Secretarial Studies and English as a Foreign language.

Lecturers are selected for their qualifications and practical experience to enable the college to offer good quality,
classroom-based education. We have a high success rate amongst those who complete a given course. Classes are small
enough to enable teachers to relate to students as individuals and large enough to create a vibrant atmosphere.

The College of Central London was first inspected by the British Accreditation Council for Independent Further and
Higher Education in October and December 2004. BAC’s inspectors reported on a satisfactory, good or excellent level of
provision in all areas assessed during the inspection. They considered the college to be well-managed and well-resourced.
There was a high standard of teaching and all staff showed good support for individual students and sensitivity to their
language needs. The College of Central London was awarded accreditation in January 2005.

As a private college we are able to control our own fee structure and it has always been our goal to offer students
quality education at affordable fees. By controlling our own fees we aim to give students value for money when selecting
us as their place of learning.

Students come from all over the world as well as from the UK. Overseas students make up the majority of the student
fraternity, adding to a rich and diverse student community.

The college is located just north of the financial hub of the City of London between Old Street and Liverpool Street
stations. We arrange guided tours to special places of interest such as Parliament, the Law Courts, the Stock Exchange,
Baltic Exchange and Lloyds Shipping. Excursions to other historic places such as Oxford, Cambridge, Stratford-upon-
Avon and Canterbury are organised in the summer.

Facilities at the college include areas where students can study or relax during their spare time and a cafeteria where
hot and cold meals, snacks and soft drinks are available. Students have access to computerised library facilities.
This system contains many of the latest educational CD titles and every copy of the Times and Sunday Times newspapers.
Lending-library facilities are also available and students may borrow books to study at home.

We are available to help students with problems that arise during their studies. We aim to build strong relationships
with and between our students to encourage and maintain a pleasant ambiance. Many of our students return the following
year to follow another course. Many more recommend their friends and relations to study with us.

I look forward to meeting you when you decide to study at the College of Central London.

Nicolas Kailides
Principal.
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STUDENT PROFILE

Below we have profiled a few of our students who have completed their studies with us.

Joesemar Ventura - from Brazil “... came to London searching for a postgraduate course
which would enable me to develop my self and could give me flexibility to explore all the
possibilities that a place like London has to offer. Now I’m finishing my PGDMS at the
college and I feel that I’ve made the right choice picking College of Central London because
I got some qualification and a high degree of self confidence to help me move forward.”

Mohammad Athar - from Pakistan, completed the HND in Business & Marketing with
Merits and Distinctions and has been awarded a place on the third year of the Business
(Marketing Management) degree at University of Kent.

Manesh & Rajesh Wadhwani – from India, both obtained a mix of Merits and
Distinctions on the HND in Computing and received commendation from BTEC for their
excellent programming projects. They both have places on the Software Engineering
Degree course at Westminster University. (SEE  STUDENTS ! focus)

STUDENT ! focus

Omosubomi Samuel Jaiyesimi MCMI - from Nigeria

“The decision to study in CCL is one that I feel very fulfilled and satisfied about.
From the onset, I was particularly impressed with the multi-cultural environment.
I began with City & Guilds Visual Basic Programming and proceeded to Website design.
What struck me most is the unprecedented & unparalled standard of teaching at the
college that helped release the academic potential in me. The professional & interactive
approach of the lecturers and management is absolutely impeccable! I did not only
pass my initial studies in flying colours, I was helped to realise & develop more hidden
potentials by studying BTEC OND Business & Finance. With the support and
encouragement of the members of staff, I went further for the BTEC Higher National
Diploma in Business & Finance - HND with distinctions which gave me the eligibility
to become a member of Chartered Management Institute (CMI). Upon finishing my studies
in June/July 2005, I was immediately offered an Assistant Manager position at
Welcome Break Limited. Today, I am very happy knowing that I made the right decision
to choose CCL. I am ever so grateful to the distinguished members of staff for helping
me discover my potentials, helping me develop & preparing me to deploy it in whatever
firm I choose to work. If you are considering coming to CCL, I’ve got three words for
you.... GO FOR IT! You will never regret it”.
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Rajesh Wadhwani - from India
“I was new to the College of Central London but wasn’t a
beginner in programming. I did 2 years in BTEC (HND)
and got the Diploma. All lecturers are professionally
qualified and always create a friendly environment.
The way the teaching is always a professional one which
updated my knowledge with the latest advanced features
in computing. Currently I am studying BSc (Hons) in
Software Engineering in University of Westminster.
I thank the college for providing me with the excellent qualification.”

Delun Bao - from China, studied English language for three years and is now
studying for a Masters in Computer Science at the University of Glasgow.

Manesh Wadhwani - from India
“After completing my A - levels in India, I decided to study in London to get
exposure to foreign education. I chose to study at the College of Central London
for various reasons. Not only is it situated in the heart of the capital, but also
offers specialist courses in various disciplines. I started towards a BTEC qualification
in computing studies. During the course, i met different and multi cultural
people from all walks of life. The facilities provided by the college were

of the highest standards. Lecturers were very helpful and
had detailed knowledge in their field. Their experience
helped me in gaining expert knowledge in my subjects.
I was chosen as a student representative for my course
|and being a student representative, I had formal and
informal communications link between staff and
students to help maintain the quality of the academic
program and the learning environment. I passed the
course successfully and got the diploma which is well
recognised worldwide. This diploma helped me in getting
a direct entry to 2nd year of BSc (Hons) Software

Engineering at University of Westminster and I know that my decision to study at
the College of Central London was right.”

Mukesh Banerjee - from India, completed a PGDMS course and is now studying for
a Masters in Human Resource Management at Westminster University.

Kashif Asif Mulla - from India, is now studying Marketing & International Relations
at London Metropolitan University.

Ibrahim Mulla - from India, completed a PGDMS course at the college and went on to
graduate from Westminster University with a Masters in International Banking and
Finance.

Kuminyanga Ashley Gomani - from Malawi, completed the International Diploma
in International Trade and Maritime Managment and is now studying for the Certificate
in Commercial Operations in Shipping at London Metropolitan University.

Jawad Jabbar Khan - from Riyadh, completed a one
year Degree Foundation course and is now reading
Electronics at the University of Westminster.

Jawad Jabbar Khan

Course - DFC

PROFILE OF THE COLLEGE

Our mission is to provide the necessary skills and
knowledge to help students achieve academic success
enabling them to seek employment opportunities with
good earnings potential. This applies to students from
both home and abroad. Our courses are based on practical
principles and relate to the requirements of employers.
They are also designed to qualify students for University,
for undergraduate and postgraduate studies. The college
offers a wide range of high status and professionally
recognised courses from elementary English to degree and
postgraduate level studies.

ABOUT THE COURSES WE OFFER

The appropriate professional and academic institutions
validate all courses. Edexcel, incorporating BTEC and
London University Examinations, validates several. We are
one of the few private colleges able to run such courses.
Our students not only get the best possible tuition, but
also the most widely recognised qualifications because
BTEC Certificates and Diplomas are accepted worldwide.

Other internationally recognised awards offered include those of City & Guilds, IMIS,
LCCI, and Pitman qualifications. Courses include training in the use of computers, one
of our strengths. English is an integral part of the college programme with students able
to supplement their studies with classes in English at all levels from Elementary to
Proficiency. Specialist LCCI courses in Business English are also available.

ABOUT OUR STAFF

Students will obtain a sound academic education and receive good practical teaching
from teachers and lecturers who are actively working in their areas of expertise. They
are able to communicate in the classroom the knowledge and experience they have gained
over many years in their related fields.

Dinesh Jangid is a qualified Chartered Accountant from India a number of years experience
in taxation and accounts. Dinesh is lecturer in Accounts and Finance who teaches on CIMA
and BTEC courses. He is also an accounts and tax consultant for a number of small and
medium sized businesses in London. Dinesh has designed and implemented accounting
control systems for companies.

Sumit Agarwal ACMA is a qualified Chartered Accountant from India and Certified Systems
Auditor. Sumit has great experience of setting up financial systems and identifying potential
risk. He has worked in industry and has moved over to set up his own Consultancy.
He lectures on CIMA courses and has much experience of financial control and taxation.

Barrie Jervis BA (Hons), FCII, FCIArb, DipICArb and Chartered Insurance Practitioner is a
vocational member of Lloyd’s. Barrie started work at Lloyd’s in 1961 adjusting marine and
aviation claims for a small Lloyd’s syndicate and was claims manager and deputy underwriter
for various syndicates from 1968 until 1988 when he became a director of a Lloyd’s
Underwriting Agency. He is a Fellow of the Chartered Institute of Arbitrators. He holds their

diploma in International Commercial Arbitration and acts as arbitrator and expert
witness for insurance and related cases. He lectures at London Metropolitan
University and on our postgraduate and Maritime courses. His latest book on marine
insurance (Reeds Marine Insurance published by Adlard Coles) was published in
September 2005.

Bartley Culverwell, Director of Studies, has a wide experience in management and
teaching at all levels. His last post was as Associate Head of the University of
Greenwich Business School. He is External Examiner for International Marketing
Management at Bournemouth University.

Jan Gustafsson PhD has many years experience as lecturer and consultant for
major international companies. He lectures in most areas of business and
management.

Lloyd Lushinga Dip. Educ, CCOS, MICS, MSc (int trade & transport). He lectures
in most areas of business and international trade. He is consultant and business
adviser to a number of aspiring businesses in the developing world.

INTERNATIONAL LINKS FRANCHISES AND SHORT COURSES

The College of Central London approves courses, sets examinations and issues
Diplomas to certain selected colleges overseas. This is done for English in Greece
and Computer Programming and Systems Analysis & Design courses in Pakistan.

New routes of study are currently being arranged to run computer courses in
India and China and International Trade courses in Brazil. Specialist short
courses on specific subjects for groups of students are periodically arranged.
We have organised banking practice courses for a group of bankers from Russia.
We have also organised Business English courses for a group of German
business people.

On frequent occasions the College of Central London has, in association with its
sister college, The School of Computer Technology and Automated Data Systems
International, organised British Council sponsored courses in Systems Analysis
& Design, Advanced Systems and SSADM.

WHAT’S IN IT FOR YOU?

♦ The best possible vocational training in Business, Finance, Computing,
Secretarial Studies, Marketing, Advertising, Management, International
Trade, shipping and expert teaching in English from an energetic teaching
team.

♦ Widely recognised Diplomas and Certificates in these areas.

♦ The ability to speak and write confidently in both Business and General
English.

♦ Highly professional staff to help you plan your future both academically
and in employment.

♦ The likelihood of acquiring a set of skills which will make you stand out in
whatever chosen careers path you take, which is the main reason why
students recommend their friends and relations to study here.

♦ The company of fellow students from all over the world, which will make
your stay really pleasurable especially as the college, aims to make learning
enjoyable as well as instructive.
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BTEC OND Business & Finance

BUSINESS STUDIES

The increased competitiveness of Industry and Commerce worldwide has led to Business
Studies emerging as one of the most dynamic areas of study.

The demand for knowledge, and the understanding of the complex and sophisticated
activities of a successful manager, has resulted in an ever-growing demand
for more educational courses. This has been emphasised by a shift in government
policy, in most countries of the world, towards further and higher Education, which
encourages vocational training.

The major organisation in Britain concerned with vocational education has
been BTEC established by the Department of Education (now DfES) to develop and
administer vocational courses. It has now merged with University of London
Examinations to form Edexcel.

BTEC courses at the college are suited for vocational training with the emphasis on
assignments, task work, individual and group presentations and project work. In this
way BTEC courses are work related and aim to assess the knowledge, understanding
and skills of students on a continuous assessment basis.

BTEC courses are highly regarded in Britain. The National Diploma in Business and
Finance is an entry qualification to degree courses at University, equivalent to three
GCE Advanced Level passes. The Higher National Diplomas and Certificates are
regarded as pass degree equivalent.

Professional Development courses in Marketing & Advertising, International Trade
and Maritime Management comprise degree level study in specialist areas, which can
be used for entry with advanced standing to postgraduate diploma courses. It also
provides exemption from many professional examinations in similar subject areas.

Alternatively the college offers professional courses examined by institutes in
specialised areas of Export, Management and Facilities Management.

Most business courses are full-time day courses, with a minimum of 15 hours tuition
a week and comply with current UK legislation governing immigration rules for
overseas students. However, there are exceptions, with part - time courses in Facilities
Management and in some computer courses.

Short courses can be specifically designed for individuals and small groups, which can
be organised, to run at selected times of the year.

BTEC NATIONAL DIPLOMA IN BUSINESS & FINANCE

This Diploma is an internationally recognised qualification and is
validated, administered and verified by BTEC.

The aim of the BTEC National Diploma is to provide students with a sound,
basic business education, suitable for those seeking a range of careers
in industry, commerce and public administration and thus enabling them to
be more successful when seeking employment. It is a well-regarded qualification
for entry to Higher Education and advanced professional studies.

The Diploma offered by the College is unique since it is based on an International
context and this, together with the learning methods utilised, enable students
to take an active part in their own learning. Course tutors help to generate
motivation and self-reliance, which stimulates interest amongst students as
they develop into active groups using their skills.

Students will be assessed on their assignments during the course.
Equal importance will be attached to the grades obtained in each subject area.
Grades are awarded by the college and approved by the BTEC External Verifier.

A BTEC Programmes Manager will be available to guide students through the
course and to help them understand the principles of BTEC.

It is, above all, a course based on practical principles and designed to develop
the skills of students to enable them to solve problems, which are likely to arise
in daily work. In addition, it enables students to continue their studies since it
gives entry, and in some cases exemption, to a whole range of recognised
Diploma and Degree courses. It is also possible to obtain subject for subject
exemptions in other diploma and professional qualifications.

Options to be taken by all students are as follows:

1. Information Systems
2. International Marketing Systems
3. Accounting Procedures
4. Quantitative Methods
5. Behaviour at Work and either
6-8. Small Business Computer Systems

or
6. Advertising
7. International Trade
8. Personnel Policies and Practice or Business Law

Entry Qualifications

♦ Students should normally be aged 16 years or over.

♦ They must possess four GCSE’s or their equivalent qualification, or a BTEC first
Diploma, plus a reasonable knowledge of the English language. Mature students
may be exempt from this requirement on grounds of experience.

♦ Exceptional entry will be given to students who lack the necessary qualifications
but have taken and passed the Certificate in International Trade.

Duration of the Course

♦ The course normally lasts for two academic years, a total of approximately
64 weeks.

♦ Well-qualified students with relevant qualifications may be allowed
to complete the course in one year.

♦ There is normally only one intake of students per year, in September with the
first academic year commencing in late September and ending in June the
following year. This pattern is the same for the second academic year.

♦ The course is structured around formal classes, seminars, tutorials and individual
tuition. In addition, students will be expected to undertake private study.
Students will have to prepare assessed assignments in each subject throughout
the academic year.

Those seeking courses at degree level on completion of their BTEC National Diploma
course will need to apply to UCAS by the end of the first term of the second year.
The College will be required to complete a detailed reference on the performance
of the candidate.

Syllabus

The course consists of eight core modules and eight option modules,
 spread over two years. There is also a Common Skills element.

The eight core modules are as follows:

1. Business Structure and Goals
2. Business Environment
3. Marketing Process
4. Physical Resources
5. Financial Resources
6. Human Resources
7. Administrative Systems
8. Innovation and Change

The common skills, which will be developed throughout the course, are as follows:

1. Managing and developing self
2. Working with and relating to others
3. Communicating
4. Managing tasks and solving problems
5. Applying numeracy
6. Applying technology
7. Applying design and creativity

These common skills will be developed throughout the course and in particular through
a programme of assignments.

On successful completion of the course students will be awarded a BTEC National
Diploma issued by Edexcel.
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BTEC HIGHER NATIONAL DIPLOMA/CERTIFICATE IN BUSINESS

These courses are regarded as the equivalent to a pass degree or the first two years
of an Honours Degree programme at a British University. Successful completion
and sufficiently high standards can lead to graduate status employment, direct
entry to DMS & MBA Programmes or direct entry to the final year of a related
Honours Degree.

Entry qualifications

♦ Students should normally be aged 18 years or over.

♦ They must possess five GCSE’s, at least one GCE (‘A’ level) Or a BTEC National
Certificate/Diploma or an equivalent qualification eg. the International
Baccalaureate.

♦ A sound knowledge of the English language both written and spoken to
Upper Intermediate/ First Certificate Level.

Mature candidates (over 21 years of age) may be considered for concessional entry
on the basis of experience and/or other approved prior learning and may,
exceptionally, be granted exemption from certain modules.

Duration of the course

These are two-year full-time programmes, normally commencing in September
of each year. However, it may be possible to arrange part-time day programmes
for individual candidates.

Syllabus

The courses extend over two years of full-time study and comprise the following
syllabus.

All students take SIX CORE MODULES:

1. Marketing
2. Managing Financial Resources
3. Organisations and Behaviour
4. Organisations, Competition and Environment
5. Quantitative Techniques for Business
6. Legal and Regulatory Framework

These common skills will be developed through the core modules, and in particular,
through a programme of assignments. On successful completion of the course students
will be awarded the BTEC Higher National Diploma or Certificate.

To achieve Higher National Certificate level, students must gain a further four option
modules from either of the available pathways:

Business & Marketing or Business
 7 Marketing Intelligence
8. Advertising and Promotion
9. Marketing Planning
10. Sales Planning and Operations

To achieve Higher National Diploma level, students must achieve a further Eight option
modules from either of the pathways:

Business & Marketing or Business
7 Marketing Intelligence
8. Advertising and Promotion
9. Marketing Planning
10. Sales Planning and Operations
11. Quality Management
12. Small Business Management
13. Environmental Management
14. European Business

The common skills, which will be developed throughout the course, are as follows:

1. Managing and developing self
2. Working with and relating to others
3. Communicating
4. Managing tasks and solving

problems

5. Applying Numeracy
6. Applying Technology
7. Applying design and creativity

Unit 12 : Supply Chain Management
Unit 13 : The Creative Manager
Unit 14 : Managing Finance for Strateg.ic Managers
Unit 15 : Managing Virtual Organisations
Unit 16 : Managing Human Resources Policy
Unit 17 : Strategic Marketing Management
Unit 18 : Developing a Communication Strategy
Unit 19 : Quality and Systems Management

Unit 1: ADVANCED PROFESSIONAL DEVELOPMENT

Description of unit
This unit is designed to enable learners to take responsibility for their learning
and development needs to meet personal, professional and organisational goals
and objectives. This will be achieved through analysing current skills and preparing
and implementing personal development plans. This unit highlights the importance
of seeking feedback from others to improve performance continuously reviewing
learning needs as these skills will equip the learner for future demanding responsibilities
and career progression.

Content

1. Methods to improve personal and professional skills:
Professional skills: counselling and mentoring to support staff with their own learning
and development requirements, coaching skills, multitasking, leadership skills,
theories of leadership eg. Adair; management styles, leadership styles, continuing
self-development to meet requirements for industry sector professional bodies,
leading and chairing meetings, delivering effective presentations.

2. Personal skills audit:
Skills audit: personal profile using appropriate self-assessment tools, psychometric
testing, personal SWOT analysis (listing Strengths, Weakness, identifying  opportunities
for improvement or career progression, identifying Threats to such progress),
assessment against relevant management competence standards.

3. Personal development plan:
Personal development plan: strategy for developing a plan, importance of having a
plan — to provide a systematic or structured approach to decisions about what is needed
to learn and how to plan to learn it; setting objectives for life and career planning.

BTEC ADVANCED PROFESSIONAL DIPLOMA IN MANAGEMENT
STUDIES
Guidance and units
The Edexcel Level 7 BTEC Advanced Professional Diploma in
Management Studies

This qualification has three core units supported by six specialist units chosen from
a wide range of available specialists units. This qualification broadens and deepens
the learners’ management skills and knowledge.

This is an engaging programme for higher education and adult learners who are
clear about the area of employment they wish to enter or to which they wish to
progress within existing employment. It also provides a suitable qualification for
those wishing to change career or move into employment in management following
a career break.

Professional body recognition

Level 7 BTEC Advanced Professional Qualifications in Management Studies have
been developed with career progression and recognition by professional bodies
in mind. It is essential that learners gain the maximum benefit from their
programme of study.

Entry qualifications:

Students are likely to benefit mostly from the programme if they have at least one
of the following:
♦ Experience of working in a strategic management position
♦ First Degree (eg. in Hospitality, Travel & Tourism or Business Studies disciplines)
♦ A BTEC Higher National Certificate or Diploma (eg. in Business Studies

disciplines

PROGRAMME STRUCTURE:

Core units – there are three core units,
including unit 3: Management Research

Option units - there are sixteen units from which students must choose six units
for the BTEC Advanced Professional Diploma.

Core units
Unit 1 : Advanced Professional Development
Unit 2 : Managing Change in Organisations
Unit 3 : Management Research — Project and Presentation

Specialist units
Unit 4 : Strategic Planning and Implementation
Unit 5 : Managing Financial Principles and Techniques
Unit 6 : Human Resources Planning and Development
Unit 7 : Management in the Wider Environment
Unit 8 : Leadership of Your Organisation
Unit 9 : Culture Climate Values
Unit 10 : Management Research Methods
Unit 11 : Strategic Review
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2. Necessary resources
Resources: economy, efficiency and effectiveness, cost dimensions — labour, training
and development, materials, supplies, their sources, equipment hire, accommodation
or space, delivery, accessing funds, overheads, administration, budgeting and
cash flow, cost margins, sources and evaluation of training and development,
workforce planning, cost benefit analysis, contingency factors.

3. Implementation of the product, service or process and the measures
for monitoring and evaluating success
Implementation: market or pilot testing, leadership, delegation and motivation,
teambuilding, stages breakdown, developing specifications, Gantt chart, PERT/CPA
modelling, quality control and analysis, total quality management, quality chain,
milestone charting, auditing, integration and negotiation roles.

UNIT 4: STRATEGIC PLANNING AND IMPLEMENTATION

Description of unit

This unit together with Unit 11: Strategic Review, recognises the importance
of effective forecasting and planning in the current global economy. Organisations
need to be proactive, with their direction determined by logical analysis. It is not
always possible to calculate accurately future events but without any sense of
progression it is easy to lose competitiveness, market position and customer loyalty.
It is more appropriate to start with this unit before tackling Unit 11.

Content

1. Management strategy
Management strategy: reviewing options; attractiveness to stakeholders; stakeholder
participation; criteria for judging options; feasibility studies; risk assessment;
reviewing additional recent material; cost benefit analysis; consistency with
organisational values; effects on market position and share; costs and investments;
opportunity costs; scenario planning.

2. Vision, mission, objectives and measures
Vision vs mission: core organisational values eg. ethical, cultural, environmental, social
and business; growth, profit, customer orientation, workforce expectation,
management style Objectives and measures: SMART(ER) objectives; business ethics;
raising awareness; promoting good practice; role modelling; stakeholder involvement;
managing diversity; spiritual and cultural issues; environmental considerations

3. Implementation of the strategy
Planning: gaining general organisational agreement, organisational development,
timetable for implementation, business process re-engineering, management by
objectives, action planning, performance appraisal, structure and strategic
fit, developing policy, communication systems, guidelines, focus and realignment,
contingency planning, monitoring and evaluation control systems, dissemination
and cascading processes.

Unit 2: MANAGING CHANGE IN ORGANISATIONS

Description of unit
Alvin Toffler’s famous comment ‘There is only one constant today and that is change’
was made some decades ago, but now change itself is changing at a fast rate.
With such change comes uncertainty and insecurity. No longer can organisations,
even in the public sector, where ‘steady state’ was ever the watchword, sit back.
All are being increasingly challenged by change. As a result, organisations can
either progress or perish.

Content

1. Background to change
Factors: bureaucracy, hierarchy, mechanistic versus organic, scientific
management, human relations school, Fordism; knowledge age, environmental
turbulence, planned and emergent change, organisational life-cycle and
development, strategy-structure fit, formal versus informal organisation.

2. Systems for understanding and involving others in the process of
change
Systems: stakeholder analysis, systems modelling, systems and sub-systems,
input transformation- output modelling, multiple cause diagrams, ‘tropics’
factors, configuration.

3. Implement models for ensuring ongoing change
Models: organisational development, business process re-engineering,
learning organisation, Kaizen, delayering and right-sizing, matrix organisations,
network organisations, adhocracy, virtual organisation, push and pull strategies,
conflict handling, transformational leadership, empowerment, contextual
planning, contingency planning

Unit 3: MANAGEMENT RESEARCH
— Project and Presentation Description of unit

The purpose of this unit is to provide learners with an opportunity to integrate
all the learning from the whole programme. This unit, together with Unit 10:
Management Research Methods, recognises the importance of effective project
management in today’s economy. The fact that there are two units on the subject
recognises the scale of work that is required to develop and implement a sound
project. Learners can take either unit without the other, but may find it
necessary to start with Unit 10 before tackling this unit if they have no experience
of research methodology.

Content

1. The development of a new product, service or process
Development: defining the product, service or process, developing a business case,
case justification, primary and secondary sources, official sources, tacit knowledge,
project lifecycle, added value, market and customer expectations, profit margins
and vulnerability, market analysis.

UNIT 5: MANAGING FINANCIAL PRINCIPLES AND TECHNIQUES

Description of unit
This unit is the first of two that provide learners with a foundation in financial principles
and techniques relevant to the strategic management process. In this unit, the focus
is on the management of costs through the use of forecasting, appraisal and financial
reporting procedures. The main objective is to provide learners with the tools
and confidence to apply, analyse and evaluate financial information. This will enhance
their decision-making skills through the use and validation of forecasting techniques,
and the consideration of financial statements.

Content

1. Forecasting
Forecasting: forecasting costs, cash flow forecasts, forecasting techniques of
scattergraph, time series, linear regression, forecasting and price movements, using
indices, limitations of index numbers, forecasting problems, recommendations.
Funds: sources, supporting proposals for obtaining funds internally and externally,
gearing ratios, effect of different types of funding on shareholder and market perception,
selecting appropriate sources of funds for different projects, comparison of costs.

2. Financial appraisal techniques
Investment: definition, capital and revenue expenditure, types and interaction with risk,
sensitivity analysis Investment appraisal: accounting rate of return; payback period
and cash flows, discounted cash flow — net present value and internal rate of
return, time value of money and allowance for inflation in money and real rates
of discount, taxation and project appraisal, post audit. Public sector capital
budgeting: social and ethical costs and benefits and the use of cost benefit analysis.

3. Financial statements
Statements: estimates and assumptions relating to the profit and loss account, balance
sheet and cash flow statement, use of spreadsheets in financial planning, financial
resources audits and the use of balanced scorecards — Kaplan and Norton.
Financial ratios: employment of financial ratios internally and externally,
financial profiles of businesses, calculation of key relationships reflecting business
liquidity, efficiency and profitability.

UNIT 6: HUMAN RESOURCES PLANNING AND DEVELOPMENT

Description of unit
This unit will enable learners to focus on the knowledge, understanding and skills
necessary for the planning and development of an organisation’s human resources (HR).
Learners will research the role of the HR function, analyse HR planning and development
methods and how they contribute to organisational objectives and requirements,
and analyse performance enhancements.

Content

1. Human Resources Management (HRM)
Human resource management: definition, characteristics of HRM approach, models
of HRM eg. contingency model, best practice model, Harvard Framework,
Guest, Patterson; key HRM activities, HRM and personnel management, HR

consultancy Human resource (HR) function: the role of the HR practitioner,
models of HR management roles eg. Legge, Tyson and Fell; activities eg. guidance,
advice, service provision, redeployment and outplacement, redundancy processes
and procedures, organisational and legal constraints, integration to different
organisational objectives, evaluating the HR function.

2. HR planning and development
Human resource planning: functions and roles of HR planning, recruitment
and selection processes and methods eg. defining requirements, advertising
approaches, selection methods, interviewing, evaluating the effectiveness of
recruitment and selection processes, legislation relating to recruitment and selection.

3. Performance
Performance: performance — monitoring methods eg. performance appraisal,
appraisal procedures and techniques, enhancement processes, reward management
eg. job evaluation purpose and methods, factors determining pay; motivation
and job satisfaction, strategies for addressing under-performance eg. discipline
and grievance procedures.

UNIT 7: MANAGEMENT IN THE WIDER ENVIRONMENT

Description of unit
The increase in information and communication technology, the consequent
globalisation of markets and competition and the need to respect today’s more diverse
society means that organisations have to ensure they are more aware of the wider
environment. Managers need to be much more concerned with the cultural, moral,
ethical, spiritual and environmental effects of their activities, to ensure that these
do not cause conflict within their sphere of operations. In addition, managers need
to be aware of current and developing national and European legislation.

Content

1. The wider implications and effects of European and global integration
on organisations
European and global integration: corporate social responsibility, human rights,
corporate values, international institutions — World Bank, IMFR, GATT, WTO,
OECD, cultural imperialism and hegemony, sovereignty, intensification
and ‘interpenetration’, deregulation, technological determinism, enmeshment
and marginalisation, foreign direct investment, MNCs and TNCs, core and
periphery economies, corporate governance.
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3. Proposals for the development of leadership
Proposals for development of leadership: different methods of developing
leaders: training courses, coaching, mentoring, companies’ own universities, action
learning, partnerships with key academics, changing methodology in leadership
development programmes, developing leaders versus recruiting as needed; model for
assessing future leadership requirements such as CEML Best Practice Guide
for Organisations and accompanying toolkit

UNIT 9: CULTURE CLIMATE VALUES

Description of unit
This unit focuses on the crucial importance of understanding culture and climate
in a globalised, diverse and repeatedly restructured working environment. The unit
explores cultural issues at national and organisational levels and the differences
between culture, climate and values. The unit also explores how a manager can interact
effectively in different cultural settings and influence the development of a
desired organisational culture.

Content

1. National and organisational cultures and the achievement of
organisational objectives
Culture: culture as shared values, practices and customs, definitions of organisational
and national cultures, culture at ascending levels, sub-cultures, professional cultures,
organisational culture, industry culture, national and supra-national culture;
models of culture eg. Trompenaars’ Implicit-Explicit factors, Schein’s three levels.

2. Communicating effectively with stakeholders
Communicating effectively: strategies, developing self-awareness of own and
organisational culture, benefits of diverse workforce, acculturation programmes,
intercultural communication skills.
Stakeholders: customers, consumers, employees, shareholders, governments,
communities, business partnerships and alliances — the increasing need to co-operate
with people from different cultural groupings (including beliefs, values, customs
and language)

3. Organisational values
Values: values or core values as a part of organisational culture, crisis of ethics in
business and the new emphasis on value leadership — framework for developing and
supporting strong corporate core values.
Climate: how climate is defined, difference between climate and culture, key aspects
of organisational climate eg. flexibility, responsibility, standards, rewards, clarity,
team commitment, impact of management practices on climate.

2. The range and effects of environmental legislation, directives and
guidance and the processes organisations need to adopt
Environmental legislation: European legislation, European Social Fund,
employment mobility legislation, education and training provision, Investors
in People, LSEs Processes: green debate, biodiversity, environment degradation,
decentralised management, ecological controlling and accounting, ecological
modernisation theory, externalities.

3. The socio-cultural, ethical and moral issues that affect organisations
in the current economic environment to establish and implement good
practice
Social, cultural, ethical and moral issues and implementing good practice:
managing diversity, workforce profiling, equal opportunities, equal opportunity
legislation, dignity in the workplace, multi-culturalism, racism, harassment,
bullying and whistle-blowing, privacy, confidentiality, contracts of employment
and implied terms, stereotyping and labelling, political correctness, prejudice,
ethnicity, disability, direct and indirect discrimination, ‘glass ceiling’, institutional
racism, positive action, civil rights, Citizen’s Charter, moral imperatives, value
rigidity, empowerment, stress, management style, balanced lifestyles, childcare
provision, vocational education and training standards, worker participation,
retirement policies.

UNIT 8: LEADERSHIP OF YOUR ORGANISATION

Description of unit
This unit gives learners an insight into current thinking on leadership from the
perspective of the organisation. In a rapidly changing working environment the
emphasis is on the studies of the last ten years rather than traditional leadership
models. Learners will consider the range of competences and styles of successful
leaders, the importance of the context in which leadership exists and how
organisations can plan to meet their current and future requirements for leadership.
Although the unit takes the perspective of the organisation, it provides insights
that can contribute to the learners’ development of their own leadership skills. The
unit also offers the opportunity to develop analytical and long-term planning skills.

Content

1. Current theories and models of leadership and their applicability to
different subdivisions, organisations, industries and sectors
Theories, models and styles: universal theories such as Transformational
Leadership, Transactional Leadership (Bennis, Bass), Charismatic Leadership
(Conger and Kanungo, Shamir, House and Arthur, 1994), Level 7 Leadership
(Collins, 2001) Situational theories: eg. Tri-dimensional Leadership Theory
(Yukl, 2004).

2. Current and future requirements
Current and future requirements of leadership: generic challenges eg. information
age, virtual organisations, diversity, new careers — generation X.

Content

1. Short- and long-term environmental factors
Environmental factors: the needs and expectations of customer groups,
shareholders, suppliers and sub-contractors, the workforce and the community
as a whole, review the success and direction of competitors and the market sector as
a whole, effects of potential changes likely to happen in the longer term — in politics
and legislation, in technology, in product design, in trends and expectations, use
of external surveys and statistics, use of appropriate tools, SWOT analysis,
STEEP analysis, market research, primary and secondary information, customer
complaints and feedback, feasibility.

2.  Existing business strategies, policies and plans
Business strategies: use of appropriate tools — value chain analysis, Porter’s five forces,
Boston growth-share matrix etc, internal surveys and statistics, product life, strategic
drift, market share, measures for monitoring and evaluating, unrealised and emergent
strategy, life cycle analysis, effects of globalisation, sustainable competitive
advantage, pricing strategies, resources analysis, economies of scale  and scope,
core skills and competences, organisational culture analysis, market equilibrium,
experience curves, comparative analysis.

3. Options for strategic planning
Strateg.ic planning: Ansoff strategies, vertical, backwards and forwards integration,
horizontal integration, differentiation, cost leadership, Mintzberg’s strategies
emergent, leadership and differentiation, strategic alliance, merger, acquisition,
competitive strategies, value-based strategy, contingency strategy, market niche,
market segmentation, adding value, market share.

UNIT 12: SUPPLY CHAIN MANAGEMENT

Description of unit
The aim of this unit is to provide an understanding of the strategies, systems, policies,
procedures and techniques involved with managing the supply chain. The unit
will help learners to understand the evolution of supply chain management and the
strategies organisations develop to maintain effective supplier relationships. The unit
gives learners the opportunity to evaluate its increasing contribution to business
objectives. The unit also considers how e-supply chain business solutions help
to integrate the supply chain for competitive advantage.

Content

1. Evolution of supply chain management (SCM)
Development: physical distribution management, materials management, logistics
management and SCM (upstream and downstream).
Concepts: demand and supply management, push and pull models, enterprise resource
planning (ERP), vendor managed inventory (VMI), efficient  consumer response
(ECR), value chains, lean supply, global SCM, contribution to business objectives.

UNIT 10: MANAGEMENT RESEARCH METHODS

Description of unit
This unit is designed to introduce learners to the techniques and methods
required when carrying out formal research. The unit addresses a variety of
research methodologies and offers the opportunity to carry out interventionist
or action research. Learners will be required to produce a project proposal
based on independent research into an area of professional business practice
that interests them and will add to their professional development. Where
appropriate learners can link the outcomes of this unit with those from
units that deal with project implementation.

Content

1.  Research proposal
Research methodologies: intervention, non-intervention, action research
Hypothesis: definition, suitability, skills and knowledge to be gained, aims,
objectives, terms of reference, duration, ethical issues.
Action plan: rationale for research question or hypothesis, task dates, review dates,
monitoring/reviewing process, strategy.

2. Research
Primary: questionnaires — type, layout, distribution, original research data gathered
by the learner; interviews, selecting interviewees, bias, verification of data,
time, place, style; interviews — preparation, format, style, recording.
Secondary: eg. books, journals, library search, use of IT, internet, media.
Qualitative data analysis: interpreting transcripts and records, coding techniques,
categorisation, relationships, trends, processes, use of computers; presentation
of data and information.
Quantitative data analysis: coding/values, manual/electronic methods, specialist
software; presentation of data, eg. bar/pie charts, graphs, statistical tables;
comparison of variables, trends, forecasting.

3. Present and evaluate
Presentation: eg. formal written format, by viva voce or oral presentation,
diagrammatic or graphical figures.
Methodology: presentation, eg. IT, audio, visual aids, time, pace; delivery critique
of the methods used in the study, recommendations, eg. using the findings,
recommendations for the future, areas for future research.
Evaluation: planning, objectives, focus, benefits, difficulties.
Criteria: purpose, editing, format, sequencing success, critical analysis, discussion
of evidence and findings.

UNIT 11: STRATEGIC REVIEW

Description of unit
This unit together with Unit 4: Strategic Planning and Implementation helps
learners to recognise the importance of effective forecasting and planning in
the current global economy. Organisations need to be proactive with their direction
determined by logical analysis. It is not always possible to calculate future
events but without any sense of progression it is easy to lose competitiveness,
market position and customer loyalty.10
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4. Obstacles and barriers to innovation
Obstacles and barriers to innovation: political, bureaucratic and resource
barriers techniques for addressing them; conflict resolution; the politics of working
relationships; theory and practice of reward management; techniques and their
applications in managing expectations; theory and application of the change/
performance curve.

UNIT 14: MANAGING FINANCE FOR STRATEGIC MANAGERS

Description of unit
This unit is the second of two that provide learners with a foundation in financial
principles and techniques relevant to the strategic management process. To enable
learners to use appropriate decision-making skills in their own organisations, this
unit it encourages them to explore the nature of cost-based financial data
and information, the impact of the budgeting process upon the organisation, and
the development of cost reduction and management procedures and processes.

Content

1. Cost concepts and their application
Concepts and systems: classifications in terms of object, function, product (service)
and behaviour, opportunity cost, recording and analysing costs, job costing,
batch costing, process costing, contract costing.
Responsibility and control: cost centres, profit centres, investment centres,
accountable management, planning and control methods.

2. Budgetary process
Process: importance to management, brief coverage of the steps in the process
from functional to master budget, relationship to cost and quality control, resource
utilisation and profitability, computer-assisted processes.
Budgets: types, flexible and fixed budgets, zero-based budgeting.

3. Cost reduction and management
Cost reduction: purpose compared with cost control (standard costing and
budgetary control), value analysis and value engineering, difficulties with introducing
cost reduction programmes, quality and value, total quality management (TQM),
measuring the costs of quality.
Cost management: development of activity-based costing (ABC), use in calculating
costs and pricing policy, activity-based budgeting, merits and limitations of
these systems.

2. Strategies used to develop and maintain effective supplier
relationships
Different types of relationship: eg. adversarial, developmental, collaborative
and strategic alliances, supplier development, e-tailing, business to business,
business to consumer, intermediation and disintermediation.
Networks: supplier associations, supplier tiering, organisational networks,
personal networks, auctions.

3. How web-based applications contribute to the full integration of the
supply chain
Individual elements: the use of intranets and extranets in building value chains
for organisations linked in the supply chain, order processing, web-based EDI,
tracking systems.

4. Systems, policies and processes
Differing applications for cost reductions and customer service: time compression,
demand fulfilment, total cost of ownership reduction.

UNIT 13: THE CREATIVE MANAGER

Description of unit
This unit is concerned with creativity and innovation. Innovative people
generally challenge the status quo and seek a variety of options, displaying
a curiosity to learn and try out new things and generating and recognising
imaginative solutions. Innovators take calculated and managed risks, having
learnt from experience and reflected on experiences, using them to inform future
actions. They set demanding but achievable objectives and respond positively
and creatively to setbacks. Importantly, they anticipate likely scenarios based
upon realistic analysis of trends and developments and they seek out and act
on new opportunities. Innovators are imaginative and are creative. The unit seeks
to provide learners with the knowledge and skills to be effective innovators.

Content

1. Current ways of working and current services and products
Methods of unlocking own creativity and the creativity of others: current
and emerging political, economic, social, technological, environmental and legal
developments; the importance of customer expectations and perceptions
and  how to monitor and visualise future trends; the importance of competitors
and identifying trends and changes in their behaviour.

2. Creative and innovative solutions
Creative and innovative solutions: theory and application of lateral thinking,
visioning and problem-solving techniques; theory and use of analytical tools —
SWOT and PESTLE techniques; the use of cost/benefit analysis; decision-
making processes and styles; risk analysis and risk-management techniques.

3. Cases for innovation
Cases for innovation: main models and methods for effecting change management
and their relative strengths and weaknesses; relationship between transformational
and transactional change; leadership styles and behaviours.

Content

1. HR policy requirements
HR policy: definition of HR policies compared with procedures, importance of
HR policies, policy areas eg. quality of working life, working conditions, equity.
Types of policy: employee development, promotion, work-life balance,  quality of
employees, age and employment, redundancy, ethnic monitoring, discipline,
grievance, whistleblowing, bullying, smoking, harassment, reward, equal
opportunities, employee relations, health and safety.

2. Structure and culture
Structure: theories of organisation structure eg. Weber, Mintzberg, Handy, different
forms of structure and design and how these impact on HR eg. functional,
product-based, geographical, divisionalised, matrix; centralisation, decentralisation.
Culture: what is organisation culture, inter relationships between culture and
other aspects of the organisation, eg. purpose and goals, rules and procedures,
organisation policies; how culture impacts on the HR function, theoretical models
of culture eg. Handy, Hofstede, Schein.

3. HR policy in a given organisation
Evaluate: analyse existing HR policies and guidance notes, examine a wide range
of external influences eg. employment legislation, codes of practice, ACAS; identify
areas which need improvement or revision, consult and agree with line management
and employees to determine views on policies.

UNIT 17: STRATEGIC MARKETING MANAGEMENT

Description of unit
This unit introduces marketing strategy to learners who are not professional
marketeers but would like to understand how to support the strategic marketing
process. This unit introduces learners to the principles of marketing strategies.
It develops learners’ knowledge and understanding of the formulation of a marketing
plan, allows them to investigate the current marketing environment and helps
them to consider how all managers in an organisation can contribute towards
the achievement of marketing objectives. Learners will learn about the
theoretical concepts associated with a marketing strategy and the marketing
planning process and its application to different market situations.

Content

1. Planning principles and range of tools and techniques
Principles: concepts, systematic approach, sequencing and scheduling of activities,
integration of activities, resource requirements, timescaling, monitoring and control
elements.
Processes: strategic marketing planning processes (eg. Peter Doyle, Malcolm
McDonald) including strategic marketing analysis, marketing strategy objective
setting, option evaluation, choice, formulation, implementation and control.
Strategic marketing: key definitions of strateg.ic marketing from the Chartered
Institute of Marketing and key authors, (eg. Hugh Davidson; Peter Doyle; Philip
Kotler; Malcolm McDonald), the nature of strategy and marketing links to corporate
strategy (eg. Michael Porter), role and importance of strategic marketing in an
organisation.

UNIT 15: MANAGING VIRTUAL ORGANISATIONS

Description of unit
Rapid developments in information communication and technology in
the last decade or so have enabled greater interaction between organisations on
a global scale, not only in trade and through trans/multinational organisations,
but also via partnerships and joint ventures. This means that links and networks
can, and are being formed, not only between the more advanced industrial
economies of ‘the West’ and the developing economies of ‘the South’, but also,
following recent reforms, with more recently with the new transitional economies
of the former Soviet Union, the Soviet Block and China. The increase in size of the
European Union adds a further dimension to this growth and the opportunity to
outsource activities. As a result, increasing numbers of managers are working
in business activities that are no longer bounded by geographic limitations and
they operate in what is termed ‘virtual organisations’.

Content

1. Cultural differences
Globalisation theory: globalizers, traditionalists, transformers, managing across
cultures, opportunities and threats.
Cultural hegemony and imperialism: nation states and national culture and
business practice, differences between culture and ethnicity, avoiding xenophobic
practice, observing cultural practice and impact on management practice, exploring
local understanding.

2. Alternative organisational structures and communication systems
Virtual organisation theory: ‘boundaryless organisations’, organisational
structures, matrix structures, management bureaucracy, organic and mechanistic
structures, global structures, networking, business process re-engineering,
organisational development, open and closed organisations.

3. Appropriate virtual teams and networks
Virtual teams and networks: business relationship building and maintaining,
informal and formal relationships, global network, teams vs groups, interactive
communications, body language, team development theory, information exchange,
team role theory, leadership theories, management style, decision making and
taking.

UNIT 16: MANAGING HUMAN RESOURCES POLICY

Description of unit
This unit is designed to enable learners to critically examine human resources (HR)
policies in their own organisations and compare them with other organisations
to identify good practice. Learners will have the opportunity to research relevant
legislation and make appropriate recommendations on how to improve policy
in their own work environments.
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THE LCCI DIPLOMA IN MARKETING, ADVERTISING
& PUBLIC RELATIONS

This course enables students to obtain a good knowledge of Marketing,
Advertising, Public Relations and Selling & Sales Management.
It is most suitable for either those “who wish to suitable for either
those” who wish to pursue a career in Marketing, Advertising or Public
Relations or those currently working in this field and who wish to
obtain a recognised formal qualification.

The London Chamber of Commerce and Industry will award successful
students a third level group diploma covering these subjects, for which
there are several examination options as shown.

Entry Qualifications

♦ Students should be over 21 years of age and possess 4 GCSE’s or their
equivalent.

♦ Students may be admitted without formal qualifications providing
they have relevant work experience and provided that their written and
spoken English is at least Upper Intermediate/ First Certificate Level.

Duration of the course

The course lasts for six months, starting in late September with examinations
in April the following year. There is an option to take examinations in June.

Syllabus

1. Marketing 3. Public Relations
2. Advertising 4. Selling and Sales Management

Students may obtain ONE of four Third Level Group Diplomas in the following
main subject areas:

Main Subject Area Compulsory Subjects Options

Minimum of one of
the following subjects:

A. Advertising 1. Advertising 3. Public Relations
2. Marketing 4. Selling & Sales

Management
B. Public Relations 1. Public Relations 3. Advertising

2. Marketing 4. Selling & Sales
Management

C. Selling & Sales 1. Selling & Sales 3. Advertising
Management Management 4. Public Relations

Minimum of one of the
following subjects:

D . Marketing 1. Marketing 2. Advertising
3 . Public Relations
4. Selling & Sales

Management

Alternatively, students may take single subject examinations in all topics in
order to obtain an LCCI Third Level Certificate.

Marketing strategy: setting marketing objectives and marketing strategy,
segmenting, targeting and positioning, marketing activity strategies for product/
service, pricing, distribution, promotion (advertising, sales promotion, personal
selling, direct marketing.
Tools and techniques: organisation, industry and market environment situation
analysis tools and techniques (Porter’s Five Forces model; structure, conduct and
performance model; SWOT analysis, STEEPLE analysis, marketing audit), portfolio
analysis techniques (eg. BCG matrix, Product Life Cycle model).

2. Marketing strategy options
Options: Porter’s generic strategies (focus, cost leadership and differentiation),
core competences (G Johnson and K Scholes, G Hamel and C K Prahalad),
competitive advantage (H Davidson, M Porter), investment opportunity evaluation
(D F Abell and J S Hammond), General Electric model, Shell directional
policy matrix.

3. Implications of changes in the marketing environment
Changes in the marketing environment: shift from supply to demand environment,
fashionisation of markets, micro-markets, rising expectations, technological change,
competition, globalisation, importance of service, commoditisation, erosion
of brands, new constraints.

UNIT 18: DEVELOPING A COMMUNICATION STRATEGY

Description of unit
Communication is crucial to organisational effectiveness as the basis for
maintaining pace and of ensuring that change can happen at all levels of the
organisation. It is through the management of sound and co-ordinated systems of
communication that an organisation can integrate its various parts to ensure
workforce harmonisation to achieve awareness and performance. Organisations
today need to plan their communication systems to ensure up-to-date information,
knowledge and awareness are always available to all who need them.

Content

1. The strengths and weaknesses of the current internal communication
processes
Internal communication processes: efficient and effective, integrated and
coordinated systems, communication channels and flows, the grapevine,
networking, conferences, newsletters and company magazines, video conferencing,
email and websites, roadshows, seminars, training and appraisals, team meetings,
team briefing processes, updating systems, vertical teams, action sets, lateral,
downward and upward communication systems.

2. The strengths and weaknesses of the current external communication
processes
External communication processes: efficient and effective, integrated and
coordinated systems, networking, conferences, partnerships, joint ventures,
customer and business forums, action sets, stakeholder inclusiveness and
integration, communication channels and flows, developing relationships of trust,
creating synergy.
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3. Implementation, integration and evaluation of a strategy for effective
communications
Strategy for effective communications: communications as infrastructure,
strategic objectives, strategic implementation, planned and emergent strategies,
strategic drift, monitoring versus evaluation, feedback processes, setting and
measuring outcomes, action planning, agreeing timescales, cost-benefit analysis,
feedback systems, control loop.

UNIT 19: QUALITY AND SYSTEMS MANAGEMENT

Dscription of unit
This unit focuses on the effective and efficient strategic planning and control
of operational systems to improve their effectiveness and efficiency. Learners will
develop an understanding of the design and monitoring of systems and processes and
how they can be monitored and improved.
This unit enables learners to study the development and evolution of quality and
quality models and how they relate to management. Learners will be able to focus
on important quality aspects within their own organisation and on improving
organisational performance. As a result of studying this unit, learners will be able
to contribute to business excellence within their own organisation.

Content

1. The strategic objectives of operations management
Strategic objectives: the importance of effective operations management;
role of operations; operations strategy; strategic objectives; quality; timing;
reliability; flexibility; cost; strategic decisions.

2. Appropriate systems
Quality: definitions, quality gurus, evolution of quality, product quality and service
quality, five quality gaps, benchmarking, best practice, self-assessment, vision,
continuous improvement.
Designing systems: process, objectives, systems and operations, layout and flow
of processes, the impact of technology on operations and systems, total
quality management (TQM) philosophy, principles, methods and techniques.
Monitoring systems: quality systems, quality circles, ISO9000/EN29000,
TQM, managing and monitoring quality.
Models: development, eg. Japanese, USA, European, Deming, Baldridge, European
Foundation of Quality Management, ‘6 Sigma’, current focus, future trends.

3. Organisational performance
Action plan: purpose, aims/objectives, eg. specific, measurable, achievable,
realistic, time constrained (SMART), resources, targets.
Initiatives: eg. mission statement, business plans, quality audits/checks,
service standards, people development, health and safety, energy efficiency, risk
assessment, Investors in People (IiP), Hazard Analysis Critical Control Path (HACCP),
ISO9000, synergy of business improvement.

BTEC PROFESSIONAL DEVELOPMENT CERTIFICATE IN MARKETING
& ADVERTISING

A graduate level qualification in a specialist field for mature candidates
validated and awarded by BTEC.

Its aim is to provide a one-year vocational course in marketing and advertising
for students who have or wish to have a career in marketing, advertising or
public relations. It aims to provide students with vocational and personal skills
to enable them to apply what they have learned to solving marketing, public
relations and advertising problems, and, if they wish, to continue their studies to
an  advanced professional level.

Entry Qualifications

♦ Students should be over 21 years of age and possess 4 GCSE’s or equivalent.
♦ Students may be admitted without formal qualifications providing they

have relevant work experience and provided that their written and spoken
English is at least Upper Intermediate/ First Certificate Level.

Duration of the course

♦ The course lasts for one academic year.
♦ There is normally only one intake of students per year, commencing in late

September and ending in June the following year.

The course is structured around formal classes, seminars, tutorials and
individual tuition.

Syllabus
There are six modules:
1. Marketing 4. Sales production
2. International Marketing & Advertising 5. Public Relations
3. Advertising 6. Information Technology

An overall assessment will be made in each module at the end of the course and
will be based on both continuous assessment and two campaign assignments.
Success or failure will depend on the overall grade awarded for all the student’s
work. The campaign assignments involve all six modules in which students will
plan an international campaign based on the marketing of a chosen product.

Edexcel and the College will award BTEC Certificates to successful students.

NB: Successful completion of all ten BTEC Professional Development Modules
will meet the entry criteria for a postgraduate Diploma in Management Studies
(DMS) leading to a Masters in Business Administration (MBA).

Exemptions from CAM Certificate

Successful students in this BTEC one year course will be granted exemptions
from the Marketing, Advertising and Public Relations subjects in the CAM
Certificate examinations. BTEC Certificates will be awarded to successful
students by Edexcel and the College.



INTERNATIONAL TRADE - IMPORT/EXPORT
BTEC PROFESSIONAL DEVELOPMENT AWARD & ADVANCED
CERTIFICATE IN INTERNATIONAL TRADE ISSUED BY INSTITUTE OF
EXPORT

This course is specially designed for students from overseas who wish to
learn how international trade operates and how increased exports can
help to contribute to the prosperity of their own countries. The course
will also outline clearly how imports and exports may be handled in a
practical way.

This is the second selected course of three that make up the series for the group diploma
entitled the International Diploma in International Trade and Maritime Studies.

Entry Qualifications

♦ Students must have a good knowledge of the English Language. No other formal
qualifications are required.

♦ Entry will be given to students who have completed a course leading to the
Certificate in International Trade.

Duration of the course

The duration of the course is 24 weeks. There is normally only one intake of students
per year, commencing in late September and ending in March the following year.

Syllabus

There are five subjects:
1. The Business Environment
2. Finance of International Trade
3. International Marketing
4. International Pyscial Distribution
5. Information Technology

Students will be continually assessed on course work, assignments (both written
and oral) and a final integrated project based on an international theme covering
all five areas of study.

Success in this course will enable students to obtain a BTEC Professional
Development Award.

College Diplomas will be awarded to successful students, showing the subjects taken,
and the degree of achievement attained - Pass, Merit or Distinction.

The ACIT version of this course is also available on a part-time basis.

INTERNATIONAL TRADE - PRACTICE

This course provides the solid foundation necessary for students to
understand the demanding world of International Trade and is
designed and administered by the Institute of Export. Success in the
examinations will enable students to become student members of the
Institute.

THE CERTIFICATE IN INTERNATIONAL TRADE (CIT)

This is a course based on practical principles, designed especially for those who
wish to start or develop a career in International Trade, including import,
export and international shipping of goods.

This is the first selected course of three that make up the series for the group
diploma entitled the International Diploma in International Trade and Maritime
Management.

Entry qualifications

♦ No formal qualifications necessary though students are required to have
a good knowledge of the English Language.

Duration of the course

The duration of the course is 12 weeks. There are normally two intakes  of students
per year, in January and finishing in March or in July and  finishing in September.

Syllabus

1. Fundamentals of International Principles
2. Introduction to International Trade Management
3. The Global Marketplace
4. International Transport and Documentation
5. English for Business

Internally set and externally moderated, examinations are held at the end
of each course. Successful students will be awarded the Certificate of Practice in
International Trade by the Institute of Export. They will also be given a college
certificate. Students, who have passed the LCCI English for Business examinations
at Levels 2 or 3 or have obtained GCSE grades A-C in English Language or
equivalent, will be granted exemption from the examination in English for Business.

Note: Certification from the Institute of Export will depend on a minimum of six
students attending the course.
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THE BTEC PROFESSIONAL DEVELOPMENT CERTIFICATE IN
MARITIME MANAGEMENT

The college has devised a shipping course, which provides students with
an in-depth knowledge of the international environment of maritime
industry and its interface with associate industries particularly seaports.
The course takes account fully of new legislation and the changing pattern
of maritime industry.

The course is at degree level standard in this highly specialised area. This is the
third selected course of  three that make up the series for the group diploma
 entitled the International Diploma in International Trade and Maritime Management.

Entry Qualifications

♦ The Diploma in International Trade.
♦ Certificate in International Trade (CIT)
♦ Mature students with relevant experience.

Duration of the Course

The duration of the course is 12 weeks. There is only one intake of students per
year in April and finishing in July.

Syllabus

1. Ship Management 4. Marine Insurance
2. Shipping Practice 5. International Shipping Law
3. Maritime Marketing

Success in this course will enable students to obtain certification from
BTEC as well as the College.

Note: Students who have passed CIT and the Certificate in Maritime Management
will be awarded the Diploma in Export and Maritime Management. Those students
who have also passed CIT and the Diploma in International Trade will qualify for
the International Diploma in International Trade and Maritime Management.
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INTERNATIONAL DIPLOMA IN INTERNATIONAL TRADE
AND MARITIME MANAGEMENT

To meet the demands of the commercial world the college has devised a series
of courses to enable students to qualify in all aspects of International Trade,
Importing, Exporting, and Shipping. By combining these areas of expertise a student
can obtain a group diploma entitled the International Diploma in International
Trade and Maritime Management. In addition, students will obtain certification
for each of the three courses taken.

The objectives of these courses is to enable a student to become qualified in areas
which will enable them to seek employment in Import/Export and Shipping
companies.

Entry Qualifications

♦ Students do not need formal qualifications provided that their written and
spoken English is at least Upper Intermediate/ First Certificate Level.

Duration of the Course

The International Diploma in International Trade and Maritime Management is
made up of three selected courses and students may  join when a selected course
commences. Ideally it is advantageous to start with COPIT and end with Maritime
Management.

Selected Courses

1. Certificate in International Trade (CIT) - Institute of Export

2. Diploma in International Trade – Professional Development Certificate in
International Trade (BTEC)

3. Certificate in Maritime Management – Professional Development Certificate
in Maritime Management (BTEC)

There are 15 subjects in total and students need to pass all of them to qualify for
the award.

Students who successfully pass the Certificate of Practice in International Trade
and the Certificate in Maritime Studies will qualify for the Diploma in Export and
Maritime Studies.

Holders of the International Diploma in International Trade and Maritime
Management may  gain entry to postgraduate courses in Maritime  Studies leading
to a Masters Degree in the same subject. In addition  the Institute of Export will
grant exemptions from the ACIT course  enabling students to gain direct entry
to the Institutes DIT course.
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A FULL PROFESSIONAL ACCOUNTANCY QUALIFICATION

CIMA STRATEGIC LEVEL

Chartered Management Accountants are involved at every level in
organisations throughout the world. They are crucial members of the
management team, making decisions and supplying information vital
to the running of organisations in both the public and private sectors.

As Chartered Management Accountant students will be qualified to work in a
variety of businesses from large-scale corporations to management consultancy
Practises. Members are employed by organisations such as Procter & Gamble,
ICI, Cadbury Schweppes, IBM, British Airways and CoopersLybrandDeloitte,
CIMA is the leading financial qualification for business today.

Entry Qualifications - Strategic Level

Completion of all subjects at Managerial level. All Students need to register as
members of the Institute at the following address:
Chartered Institute of Management Accountants (CIMA)
26 Chapter Street
London SW1P 4NP
Tel:+44 (0) 20 7663 5441

Duration of course - Strategic Level

This level consists of 3 subjects comprising 3 learning pillars: Management
Accounting pillar, Business Management pillar and Financial Management
pillar. It is quite normal practice to spend two semesters on all three subjects
in order to be confident in passing the examinations. CIMA insist on candidates
taking the examinations in one sitting.

MANAGEMENT ACCOUNTING RISK AND CONTROL STRATEGY P3
A – MANAGEMENT CONTROL SYSTEMS - 15%

Syllabus content
♦ The ways in which systems are used to achieve control within the framework

of the organisation (eg. contracts of employment, policies and procedures,
discipline and reward, reporting structures, performance appraisal and feedback).

♦ The application of control systems and related theory to the design of management
accounting control systems and information systems in general (i.e. control
system components, primary and secondary feedback, positive and negative
feedback, open- and closed-loop control).

♦ Structure and operation of management accounting control systems
(eg. identification of appropriate responsibility and control centres within the
organisation, performance target setting, avoiding unintended behavioural
consequences of using management accounting controls).

♦ Variation in control needs and systems dependent on organisational
structure (eg. extent of centralisation versus divisionalisation, management
through strategic business units).

♦ Assessing how lean the management accounting system is (eg. extent of the
need for detailed costing, overhead allocation and budgeting, identification
of non-value adding activities in the accounting function).

♦ Cost of quality applied to the management accounting function and “getting things
right first time”.18

MODULE 3:

Section A: MANAGING THE WORKING ENVIRONMENT
Environmental Issues
Space Management

Section B: MANAGING SERVICES
Managing Building
Managing Support Services
Project Management
Managing Customer Services

Each module will be assessed by a 3-hour paper examination paper.
Module 3 will be a case study paper. Students will be advised to sit all examinations
in June. This course is run on an evening basis.  A schedule is attached overleaf.

NOTE : All students must register with:

British Institute of Facilities Management
67 High Street ,  Saffron Walden,  Essex,
CB10 7AA Tel No  (01799) 508608  www.bifm.org.uk

Please apply to BIFM at their address quoted above for membership details and
a full information pack.

FACILITIES  MANAGEMENT

The British Institute of Facilities Management (BIFM) is a professional body
formed by the merger of the Association of Facilities Managers and the Institute
of Facilities Management. The BIFM specialises in both facilities and general
management theories and practice.

Entry Qualifications

♦ One GCE ‘A’ level or equivalent.

♦ Students should normally be over 18 years old with a minimum of one-year
relevant work  experience.

♦ Students over the age of 25 can gain exceptional entry as mature students.

New Syllabus

This consists of three modules comprising five subject headings and a case study as
follows:

MODULE 1:

Section A: UNDERSTANDING BUSINESS ORGANISATION
Understanding the Structure and Behaviour of Organisations.
Understanding Business and Organisational Strategy
Developing FM Strategy

Section B: MANAGING PEOPLE
People Management
Communication
Working with Suppliers and Specialists

MODULE 2:

Section A: MANAGING PREMISES
Property Portfolio Management
Understanding Building Design
Building Fabric Maintenance

Section B: MANAGING RESOURCES
Procurement
Risk Management
Financial Management
Quality Management
Information Management

B – RISK AND INTERNAL CONTROL – 20%

Syllabus content
♦ Types and sources of risk for business organisations: financial, commodity price,

business (eg. fraud, employee malfeasance, loss of product reputation),
technological, external (eg. economic and political), and corporate reputation
(eg. from environmental and social performance) risks.

♦ Risks associated with international operations (eg. from cultural variations
and litigation risk, to loss of goods in transit and enhanced credit risk).
(Note: No specific real country will be tested).

♦ Quantification of risk exposures (impact if an adverse event occurs) and their
expected values, taking account of likelihood.

♦ Minimising the risk of fraud (eg. fraud policy statements, effective recruitment
policies and good internal controls, such as approval procedures and separation
of functions, especially over procurement and cash).

♦ Fraud related to sources of finance (eg. advance fee fraud and pyramid schemes).
♦ Minimising political risk (eg. by gaining government funding, joint ventures,

local finance).
♦ The principle of diversifying risk. (Note: Numerical questions will not be set.)
♦ Purposes of internal control (eg. safeguarding of shareholders’ investment

and company assets, facilitation of operational effectiveness and efficiency,
contribution to the reliability of reporting).

♦ Issues to be addressed in defining management’s risk policy.
♦ Elements in internal control systems (eg. control activities, information and

communication processes, processes for ensuring continued effectiveness etc.).
♦ Operational features of internal control systems (eg. embedding in company’s

operations, responsiveness to evolving risks, timely reporting to management).
♦ The pervasive nature of internal control and the need for employee training.
♦ Costs and benefits of maintaining the internal control system.
♦ The principles of good corporate governance for listed companies (the Combined

Code) (eg. separation of chairman and CEO roles, appointment of non-executive
directors, transparency of directors’ remuneration policy, relations with
shareholders, the audit committee). Examples of recommended good practice
may include The King Report on Corporate Governance for South Africa,
Sarbanes-Oxley Act in the USA, The Smith and Higgs Reports in the UK, etc).

♦ Recommendations for internal control (eg. The Turnbull Report).

C – REVIEW AND AUDIT OF CONTROL SYSTEMS – 15%

Syllabus content
♦ The process of review (eg. regular reporting to management on the effectiveness

of internal controls over significant risks) and audit of internal controls.
♦ Major tools available to assist with such a process (eg. audit planning,

documenting systems, internal control questionnaires, sampling and testing).
♦ Detection and investigation of fraud.
♦ Role of the internal auditor and relationship of the internal audit to the external

audit.
♦ Operation of internal audit, the assessment of audit risk and the process

of analytical review, including different types of benchmarking, their use and
limitations.

Lecturer KEN LONG
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MANAGEMENT ACCOUNTING FINANCIAL STRATEGY - P9

A.  FORMULATION OF FINANCIAL STRATEGY - 20%

Syllabus content
♦ The financial and non-financial objectives of different organisations (eg. value for

money, maximising shareholder wealth, providing a surplus).
♦ The three key decisions of financial management (by which we mean investment,

financing, dividend) and their links.
♦ Benefits of matching characteristics of investment and financing, eg. in cross-

border investment.
♦ Identifying the financial objectives of an organisation and the economic forces

affecting its financial plans, eg. interest, inflation and exchange rates.
♦ Assessing attainment of financial objectives.
♦ Developing financial strategy in the context of regulatory requirements

(eg. price and service controls exercised by industry regulators) and international
operations.

♦ Modelling and forecasting cash flows and financial statements based on
expected values for economic variables (eg. interest rates) and business variables
(eg. volume and margins) over a number of years.

♦ Analysis of sensitivity to changes in expected values in the above models
and forecasts.

♦ Identifying financing requirements (both in respect of domestic and international
operations) and the impacts of different types of finance on the above models and
forecasts.

♦ Assessing the implications for shareholder value of alternative financial strategies,
including dividend policy. Note: Modigliani and Miller’s theory of dividend
irrelevancy will be tested in broad terms. The mathematical proof of the model
will not be required, but some understanding of the graphical method is expected.

♦ Current and emerging issues in financial reporting (eg. proposals to amend
or introduce new accounting standards) and in other forms of external reporting
(eg. environmental accounting).

B.  FINANCIAL MANAGEMENT - 30%

Syllabus content
♦ Working capital management strategies. (Note: No detailed testing of cash

and stock management models will be set since these are covered at the
Managerial level.)

♦ Types and features of domestic and international long-term finance: share capital
(ordinary and preference shares, warrants), long-term debt (bank borrowing
and forms of securitised debt, eg. convertibles) and finance leases, and methods
of issuing securities.

♦ The lender’s assessment of creditworthiness.
♦ The lease or buy decision (with both operating and finance leases).
♦ The operation of stock exchanges (eg. how share prices are determined,

what causes share prices to rise or fall, and the efficient market hypothesis).
(Note: No detailed knowledge of any specific country’s stock exchange will
be tested.)
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♦ The arguments for and against outsourcing.
♦ The criteria for selecting outsourcing/Facilities Management partners and for

managing ongoing relationships, service level agreements, discontinuation/change
of supplier, hand-over considerations.

♦ Methods for securing systems and data back-up in case of systems failure
and/or data loss.

♦ Minimising the risk of computer-based fraud (eg. access restriction, password
protection, access logging and automatic generation of audit trail).

♦ Risks in IS/IT systems: erroneous input, unauthorised usage, imported virus
infection, unlicensed use of software, theft, corruption of software.

♦ Risks and benefits of Internet and Intranet use by an organisation.
♦ Controls which can be designed into an information system, particularly one using

information technology (eg. security, integrity and contingency controls).
♦ Control and audit of systems development and implementation.
♦ Techniques available to assist audit in a computerised environment

(computer-assisted audit techniques eg. audit interrogation software).

MANAGEMENT ACCOUNTING BUSINESS STRATEGY - P6

A. ASSESSING THE COMPETITIVE ENVIRONMENT - 20%

Syllabus content
♦ PEST analysis.
♦ SWOT analysis.
♦ Interacting with stakeholders and the use of stakeholder mapping.
♦ Regulation in major markets (WTO, EU, NAFTA, Asia-Pacific).
♦ Country analysis and political risk.
♦ Porter’s Diamond and its use for assessing the competitive advantage of nations.
♦ Porter’s Five Forces model and its use for assessing the external environment.
♦ Qualitative approaches to competitive analysis.
♦ Competitor analysis and competitive strategies (both qualitative and quantitative

tools of competitor analysis will be used).
♦ Sources, availability and quality of data for environmental analysis.

B. INTERACTING WITH THE COMPETITIVE ENVIRONMENT - 20%

Syllabus content
♦ Derivatives of PEST such as STEEP (social, technological, environmental, economic

and political factors) and PESTEL (political, economic, socio-cultural, technological
and legal factors)

♦ Approaches to business-government relations and with civil society (Braithwaite
and Drahos).

♦ Stakeholder management (stakeholders to include government and regulatory
agencies, non-governmental organisations and civil society, industry associations,
customers and suppliers).

♦ The customer portfolio: Customer analysis and behaviour, including the marketing
audit and customer profitability analysis as well as customer retention and loyalty.

♦ Negotiating with customers and suppliers and managing these relationships.

♦ The principles of good corporate governance for listed companies, for the
review of the internal control system and reporting on compliance.

♦ Relationship of the above to other forms of audit (eg. value-for-money audit,
management audit, social and environmental audit).

♦ Particular relevance of the fundamental principles in CIMA’s Ethical Guidelines
to the conduct of an impartial and effective review of internal controls.

♦ Application of CIMA’s Ethical Guidelines on the resolution of ethical conflicts
in the context of discoveries made in the course of internal review.

D. MANAGEMENT OF FINANCIAL RISK - 30%

Syllabus content
♦ Sources of financial risk, including those associated with international

operations (eg. hedging of foreign investment value) and trading
(eg. purchase prices and sales values).

♦ Transaction, translation, economic and political risk.
♦ Minimising political risk (eg. gaining government funding, joint ventures,

obtaining local finance).
♦ Quantification of risk exposures and their expected values.
♦ Operation and features of the more common instruments for managing

interest rate risk: swaps, forward rate agreements, futures and options.  (Note:
Numerical questions will not be set involving FRA’s, futures or options.
See the note below relating to the Black Scholes model.)

♦ Illustration and interpretation of simple graphs depicting cap, collar and floor
interest rate options.

♦ Theory and forecasting of exchange rates (eg. interest rate parity, purchasing
power parity and the Fisher effect).

♦ Operation and features of the more common instruments for managing currency
risk: swaps, forward contracts, money market hedges, futures and options.
(Note: The Black Scholes option pricing model will not be tested numerically,
however, an understanding of the variables which will influence the value
of an option should be appreciated.)

♦ Principles of valuation of financial instruments for management and financial
reporting purposes (IAS 39), and controls to ensure that the appropriate
accounting method is applied to a given instrument.

♦ Internal hedging techniques (eg. netting and matching).

E. RISK AND CONTROL IN INFORMATION SYSTEMS - 20%

Syllabus content
♦ The importance and characteristics of information for organisations and the

use of cost-benefit analysis to assess its value.
♦ The purpose and content of IM, IS and IT strategies, and their role in

performance management and internal control.
♦ Data collection and IT systems that deliver information to different levels

in the organisation (eg. transaction processing, decision support and
executive informative systems).

♦ The potential ways of organising the IT function (eg. the use of steering
committees, support centres for advice and help desk facilities, end user
participation).

♦ The impact of IT (including electronic commerce) on an industry (utilising
frameworks such as Porter’s Five Forces, the Value Chain) and how organisations
can use IT (including the Internet) to enhance competitive position.

♦ Competing through exploiting information (rather than technology), eg. use of
databases to identify potential customers or market segments, and the
management of data (warehousing and mining).

♦ The relationship between current and predicted strategic importance of IS/IT
(the applications portfolio).

♦ Implications of these interactions for Chartered Management Accountants and
the management accounting system.

C.  EVALUATION OF OPTIONS, PLANNING AND APPRAISAL - 30%

Syllabus content
♦ Mission statements and their use in orientating the organisation’s strategy.
♦ Forecasting and the various techniques used: trend analysis, system modelling,

in-depth consultation with experts (Delphi method).
♦ Scenario planning and long range planning as tools in strategic decision-making

(including gap analysis).
♦ Strategic options generation (eg. using Ansoff’s product/market matrix and

Porter’s generic strategies)
♦ Audit of resources and the analysis of this for use in strategic decision-making.
♦ Management of the product portfolio.
♦ Benchmarking performance with the best organisations.
♦ Value chain analysis.
♦ Acquisition and divestment strategies and their place in the strategic plan.
♦ The role of IT in innovation and Business Process Re-engineering.
♦ The role and responsibilities of directors in making strategic decisions (including

issues of due diligence, fiduciary responsibilities).

D.  IMPLEMENTATION OF STRATEGIC PLANS - 30%

Syllabus content
♦ Assessing strategic performance (i.e. the use and development of appropriate

measures that are sensitive to industry characteristics and environmental factors).
♦ Non-financial measures and their interaction with financial ones. (Note:

candidates will be expected to use both qualitative and quantitative techniques.)
♦ Multidimensional models of performance (eg. the balanced scorecard, the

results and determinants framework, the performance pyramid).
♦ Business unit performance and appraisal, including transfer pricing, reward

systems and incentives, and agency theory. (Note: Details of agency theory will
not be tested.)

♦ Project management: monitoring the implementation of plans.
♦ The implementation of lean systems across an organisation.
♦ Change management in a strategic context.
♦ Marketing in a strategic context.
♦ The purpose and contents of IM, IS and IT strategies, and the need for strategy

complementary to the corporate and individual business strategies.
♦ The concept of knowledge management and its role as a key element in an

organisation’s success.
♦ Critical success factors: links to performance indicators and corporate strategy,

and their use as a basis for defining an organisation’s information needs.
♦ The role of research and development in an organisation, particularly the need

to integrate product and process development.



Analytical skills and techniques: long term overview, holistic approach, assess, direct
and evaluate solutions, leadership and delegation, time management, change
management, project management, performance indicators/key business measures.

Organisation: eg. hotel, restaurant, bed and breakfast, café, on licensed outlet, club
contract caterer, leisure/recreation outlet, travel catering, educational establishment,
in store catering, fast food outlet.

2. Analyse Information

Information: quantitative, qualitative, sources (people within/outside the
organisation, internal information systems, published media, and specially
commissioned research)

Analysis: types (formal, informal, planned, ad doc), techniques and methods, eg.
meetings, desk work, IT systems, management and interpretation of
information, patters, trends, conclusions

Decision making, affecting operational performance, affecting organisational policy,
consistent with the organisations values, policies, guidelines and procedures, advice
and guidance, conflict, problem solving, awareness of issues for personnel,
multi-cultural issues, implications for operation

Advise and inform: stakeholders, eg. management, colleagues, employees,
shareholders, statutory authorities, impact on the wider community, clear, concise,
accurate communications, internal/external channels, involving and motivating
appropriate personnel, managing meetings, group dynamics, clear direction,
dangers of poor communications, eg. wrong assumptions, misinterpretations

3. Objectives and Strategies

Objectives planning, implementation, monitoring delivery, evaluating outcomes,
timescales, controlling deadlines.
Strategies long, medium, short term.
Present: communicating to appropriate audience, use of resources.
Formulate: measures and criteria, eg. performance against organisational objectives,
against performance indicators, against other organisations, consider alternative
proposals, consultation with colleagues and other stakeholders, possible failure
of proposal.
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D.  INVESTMENT DECISIONS AND PROJECT CONTROL - 25%

Syllabus content
♦ Identification of a project’s relevant costs (eg. infrastructure, marketing and

human resource development needs), benefits (including incremental effects
on other activities as well as direct cash flows) and risks (i.e. financial and
non-financial).

♦ Linking investments with customer requirements and product/service design
♦ Linking investment in IS/IT with strategic, operational and control needs

(particularly where risks and benefits are difficult to quantify).
♦ Calculation of a project’s net present value and internal rate of return,

including techniques for dealing with cash flows denominated in a foreign currency
and use of the weighted average cost of capital.

♦ The modified internal rate of return based on a project’s “terminal value” (reflecting
an assumed reinvestment rate).

♦ The effects of taxation (including foreign direct and withholding taxes),
potential changes in economic factors (inflation, interest and exchange rates) and
potential restrictions on remittances on these calculations.

♦ Recognising risk using the certainty equivalent method (when given a risk
free rate and certainty equivalent values).

♦ Adjusted present value. (Note: The two step method may be tested for debt
introduced permanently and debt in place for the duration of the project.)

♦ Capital investment real options (i.e. to make follow-on investment, abandon
or wait).

♦ Project implementation and control in the conceptual stage, the development stage,
the construction stage and initial manufacturing/operating stage.

♦ Post completion audit of investment projects.
♦ Single period for capital rationing for divisible and non-divisible projects.

(Note: Multi-period rationing will not be tested.)

LLOYD’S Visit

♦ The capital asset pricing model (CAPM): calculation of the cost of equity
using the dividend growth model (knowledge of methods of calculating and
estimating dividend growth will be expected), the ability to gear and ungear
betas and comparison to the arbitrage pricing model.

♦ The ideas of diversifiable risk (unsystematic risk) and systematic risk.
(Note: use of the two-asset portfolio formula will not be tested.)

♦ The cost of redeemable and irredeemable debt, including the tax shield on
debt (numerical questions on the cost of convertible debt will not be tested).

♦ The weighted average cost of capital (WACC): calculation, interpretation
and uses.

♦ Criteria for selecting sources of finance, including finance for international
investments.

♦ The effect of financing decisions on balance sheet structure and on ratios of
interest to investors and other financiers (gearing, earnings per share,
price-earnings ratio, dividend yield, dividend cover gearing, interest cover).

♦ Management of the finance function and relationships with professional
advisors (accounting, tax and legal), auditors and financial stakeholders
(investors and financiers).

♦ The role of the treasury function in terms of setting corporate objectives,
liquidity management, funding management, currency management.

♦ The advantages and disadvantages of establishing treasury departments as
profit centres or cost centres, and their control.

C.  BUSINESS VALUATIONS AND ACQUISITIONS - 25%

Syllabus content
♦ Valuation bases for assets (eg. historic cost, replacement cost and realisable

value), earnings (eg. price/earnings multiples and earnings yield) and cash flows
(eg. discounted cash flow, dividend yield and the dividend growth model).

♦ The strengths and weaknesses of each valuation method and when each
is most suitable.

♦ Recognition of the interests of different stakeholder groups in mergers,
acquisitions and company valuations.

♦ Application of the efficient market hypothesis to business valuations
♦ Selection of an appropriate cost of capital for use in valuation.
♦ The impact of changing capital structure on the market value of a company.

(Note: An understanding of Modigliani and Miller’s theory of gearing, with and
without taxes, will be expected, but proof of their theory will not be examined.)

♦ Forms of intellectual property and methods of valuation.
♦ The reasons for merger or acquisitions (eg. synergistic benefits).
♦ Forms of consideration and terms for acquisitions (eg. cash, shares, convertibles

and earn-out arrangements), and their financial effects.
♦ The post-merger or post-acquisition integration process (eg. management

transfer and merger of systems).
♦ The implications of regulation for business combinations. (Note: Detailed

knowledge of the City Code and EU competition rules will not be tested.)
♦ The function/role of management buy-outs, venture capitalists.
♦ Types of exit strategy and their implications.

STRATEGIC HOSPITALITY MANAGEMENT

This is a level 5 qualification and has been mapped against the National
Occupational standards for NVQ level 5. The course leads to a qualification
issued by EDEXCEL and is called the BTEC Advanced Professional Diploma in
Strategic Hospitality Management.

The qualification relates to a wide range of issues that are specific to the
hospitality industry and will lead to the development of applied knowledge, skills
and understanding.

The course has been designed to meet the demands of the target audience and
to give students access to current hospitality strategic management studies.

Entry qualifications

Students are likely to benefit mostly from the programme if they have at least
one of the following:

♦ Experience of working in a strategic management position
♦ An appropriate professional qualification (eg. HCIMA Certificate or

Diploma)
♦ First Degree (eg. in Hospitality, Travel & Tourism or Business Studies

disciplines)
♦ A BTEC Higher National Certificate or Diploma (eg. in Hospitality &

Catering, Travel and Tourism or Business Studies disciplines

Programme structure:

Core units – there are three core units, including unit 3: Management
Report, which is a double unit.

Option units - there are six units from which students must choose four units
for the BTEC Advanced Professional Diploma.

CONTENT

Core Unit- I : Hospitality Management Strategies

1. Strategic Issues and Trends

Strategic: definitions long term and broad to achieve missions, medium-term
and specific to provide operations, short term and specific to address threats to
opportunities.

Issues eg. shared vision/mission, competitors/collaborators, procurement
Financial accounting, fraud management and control, labour market, eg. staffing
skills, gap shortage, wages, contracted hours, the external operating environment,
political economic, legal geographical, impact on the organisation.

Trends eg. environmental internal/external), labour market, social, customer
demand/lifestyle, demographics global potential impact on the organisation,
management contracts.



Core Unit - III :  Management Report

1. Management Research

Management research: purposes of management research and consultancy,
overview of the management research process, the iterative nature of the research
process, the importance of theory, epistemologies and practices.

Research skills: literature and information technology skills, planning and
undertaking a literature search, use of CD ROM databases and internet, secondary
data sources for management research including organisational data, advantages
and disadvantages of different sources, issues of validity, reliability and generality,
referencing, writing critically.

Organisational contact: organisational policies, procedures, resource constraints.

2. Strategies

Research strategies: planning an enquiry, formulating and clarifying research
questions and objectives, negotiating access, costs, benefits, validity.

Ethical implications: ethical considerations and ethical codes, ways of gaining
access, trust and support, confidentiality of responses, conditions and guarantees
to participants, power relationships, organisational contexts.

Research proposal: presentation proof research proposals, differing requirements
of organisational and academic audiences, the need for critical evaluation, costs,
benefits, resources, timescales/milestones, risk factors, contingency plans.

3. Select and Utilise

Selection: data collection, methods, probability and non probability sampling, issues
of sample size and generality, observation techniques, focus groups, group and
individual interviews, semi-structured and in – depth interviews, questionnaires,
computer aided interviewing, internet surveys, pilot testing, designing data
collection methods for computational analysis, data referencing.

Utilisation: hypotheses, conclusions, recommendation.

4. Synthesise and Analyse

Synthesis: sufficiency, validity and reliability of information, organisational context,
values, policies, guidelines and procedures, advice regarding conflict of information,
sponsors’ role, constraints, confidentiality.

Analyse: preparing data for analysis, techniques, using analysis software (eg. Excel,
SPSS), descriptive and inferential statistics, responsible and intelligent use of
statistics, assumptions, validity, reliability and generality, presentation of results,
currency, differentiation between fact and opinion.
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Market analysis: measurement tools, eg. turnover, stability index, median length
of service, techniques, eg. qualitative.

Manpower planning: types of working arrangement, eg. permanent, fixed term,
type’s pf contract, eg. full time, part time, casual, strengths and weaknesses.

Organisations: eg. hotels, restaurants, cafes, bed and breakfasts, on-license outlets,
clubs. Contract caterers, leisure/recreation outlets, travel catering, educational
establishments, in store catering, fast food outlets.

2. Employee Resourcing Strategy

The organisation: needs, eg. skills, people quality initiatives, eg. Investors in People
(IiP), Hospitality Assured, Employer Excellence scheme, training strategies,
industrial relations, forms of employee representation.

Employment package: framework, wages, bonuses, performance-related pay PAYE
and National Insurance system, rewards and benefits, eg. stakeholders pension
schemes, health care schemes performance payments, incentive schemes, related
employment costs, eg. employee insurance, sickness/absence, uniforms,
accommodation/food, transport national and local training and development
framework, calculation of costs, cost implications for the organisation.

Recruitment and retention: policies, methods of selection, eg. recruitment process
types of interviewing, assessment centres, career planning, labour turnover, exit
interviews.

3. Leadership and Performance Management

Leadership: styles, motivation, measuring employee satisfaction, team leadership,
methods of communication.

Performance management: productivity measurement, management and
improvement, eg. use of flexible working, transferable skills, competency, cost of
labour, use of technology, building successful teams, employee involvement,
controlling absenteeism.

4. Legal Frameworks

Recruitment and employment: eg. discrimination, working time regulations,
employment relations, access to medical reports, employment of temporary
and casual workers, terms and conditions of employment, work permits for
international staff, current trends.

Statutory provisions: welfare pf people at work, human rights, health and safety
of employees, equal opportunities.

Codes of practice: eg. grievance, disciplinary, dismissal, implications for employer/
employee.

Organisation: applications and implications of legal framework, eg. National
Minimum Wage, working time directive, structural changes, eg. transfer of
undertakings, redundancy, laying off staff.

Core Unit- II : Strategic Customer Care in Hospitality

1. Customer Care Strategies

Customer’s types, characteristics, behaviour, expectations, needs, importance
of patterns, eg. repeat business, length of stay, the ‘virtual customer Care
strategies: types, purpose, eg. long term, medium term, short term, customer
care focus/culture, customer relations, identifying and responding to customer
needs eg. products, services, premises facilities, appreciation/complaint
handling, quality standards, understanding the markets, eg. internal/external
customers, levels of satisfaction, levels of authority for customer care staff,
empowerment, managing diverse markets, trends in provision, bench marking,
continuous improvement, impact on organisation.

Organisations: reg. hotels, restaurants, cafes, bed and breakfast, on licensed
outlets, clubs, contract caterers, fast food outlets.

2. Customer Feedback

Feedback range, purpose, costs, benefits, gathering feedback, eg. questionnaire,
interview, comment card, guest history, guest satisfaction tracker, mystery guest
audits, responding to feedback, eg. staff training, customer care course, sales
procedures, validating information, comparisons with other organisations,
benchmarking, quality models, eg. ISO9000, Excellence through people (British
Hospitality Association), Hospitality Assured (Hotel Catering and International
Management Association).

Impact on strategies establishing and interpreting customer needs, exceeding
expectations, guest history development, response to customer care situations,
modifying strategies based on feedback, attention to detail, response to
customers.

3. Propose and Evaluate Realistic Improvements

Propose: communications to appropriate audience, eg. management, staff, other
stakeholders, use of resources, eg. OHT’s presentation software/hardware.

Evaluate: measures and criteria, eg. performance against organisational
objectives, against performance indicators, against other organisations,
alternative proposals, possible failure of proposed indicators, against other
organisations, alternative proposals, and possible failure of proposed
improvements, consultation with colleagues and other stakeholders.

Realistic: manageable, controllable, cost effective.

Improvements: eg. to method of provision, to staff training, to feedback
methodology, monitoring delivery and implementation, evaluating outcomes,
disseminating information, timescales, continuous improvement, impact on the
organisation.

Unit - IV :  Strategic Marketing in Hospitality

1. Market Analysis

External: types of analysis, eg. Porter’s competitive forces, PESTEL (political,
environmental, social, technological, economic, legal) target markets, competitors,
global and European influences, environmental considerations, market
research, impact on the organisation.

Internal: customers, needs products/services portfolio, organisational factors
(eg. skills, resources, systems, roles, relationships), gap analysis (revenue/profit),
competitive position, SWOT (strengths, weaknesses, opportunities, threats), risk
analysis, customer/quality provision, forecasting techniques, contribution to
marketing function.

Organisations: eg. hotels, restaurants, cafes, bed and breakfasts, on-license
outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering,
educational establishments, in store catering, fast food outlets.

2. Marketing Strategy

Strategic issues: products/services, eg. food, drink, accommodation, business
services (meetings, conferences, work space), leisure provision, market share,
alternative mixes, customer relationship management, external environment,
feasibility study, resources, revenue generation, return on investment,
organisational implications, customer implications, service labels, publicity,
operational implications, technology, eg. e-commerce, internet, intranet,
ICT development, outsourcing, partnerships/consortia agencies.

Tools and techniques: market segmentation, marketing mix, pricing, marketing
communications, promotion, customer service/feedback.

3. Projected Outcomes

Projected outcomes: eg. improve income, develop range of products, expand
market share, create added value, and enhance service delivery, impact on
organisation.

Analysis: techniques and methods, eg. market research, meetings, desk work,
IT systems, management and interpretation of information, patterns, trends,
conclusions.

Unit - V : People Management & Development

1. Labour Market Strategy

Market factors: supply and quality of labour, growth of the industry, skills
shortages, transient workforce, national recruitment problems, overseas staffing,
demographics, population patterns, eg. age, gender, influence on organisations,
future labour market trends, work/life balance.
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Unit - VI : Managing Continuous Professional Development

1. Skills Audit

Audit: analysis of existing staff/organisational skills and needs, skills gap/
shortage, future plans, projected changes, skills requirements to meet business
objectives, impact on the organisation.

Sources of information: personnel records, appraisal information, feedback
from senior/line managers and staff, business plan and future development
plans, Hospitality Training Foundation skills forecasts, Chamber of Commerce.

Organisations: eg. hotels, restaurants, cafes, bed and breakfasts, on-license
outlets, clubs. Contract caterers, leisure/recreation outlets, travel catering,
educational establishments, in store catering, fast food outlets.

2. Strategy For Supporting Continuous Professional Development

Strategy: policy development, aim, purpose, outcomes, timing, eg. target
commencement and completion dates, resources, eg. locations, trainers, facilities,
equipment, cost, focus of development, methodologies (in-house or external,
eg. consultancy/online), responsibilities (senior/line managers, staff),
documentation and recording procedures, monitoring, feedback (trainer/trainee),
cost/benefits analysis, benchmarking to quality standards, eg. Investors in People
(IiP), Hospitality Assured, benefits to the organisation.

Objectives: long term and general to achieve mission, medium term and specific
to meet operations, eg. learning/performance targets, short term and specific to
address threats and opportunities.

Training and development framework: national and local context, government
initiatives, eg. new deal, modern apprentices, agencies, eg. National Training
Organisations, Learning Skills Councils, Local enterprise Companies, influence
on the organisation/individual, policy for planning, delivering and evaluation
training, cost of training and development, support from government agencies.

Constraints: eg. budget, time, human resources, staff resistance/turnover,
management commitment, commitment of staff, opportunity,  vailability of suitable
training.

Unit - VIII : Securing the Competitive Edge in Hospitality

1. Competitive Edge

Competitive edge: definition, purpose, variations between different organisations.
Organizations: eg. hotels, restaurants, cafes, bed and breakfast, on licensed
outlets, clubs, contract caterers, leisure/recreation outlets, travel catering,
educational establishments, in store catering, fast food outlets.

2. Business Performance

Performance: analysis techniques, eg. Porters five forces, Business Excellence
model, Boston Matrix, benchmarking, SWOT (strengths, weaknesses,
opportunities, threats), PESTEL (political, environmental, social, technological,
economic and legal), 7PS (product, price, promotion, place, process, political
environment and people) competitors and collaborators.

Impact: eg. financial, marketing, sales, diversification.

3. Internal and External Strategies

Internal strategies: defining values and policies to guide the work of
organisations eg. continuous improvement, business excellence model, Investors
in People, Total Quality Management, ISO9000, vertical integration, strategic
alliance, synergy, organisational culture, cost leadership and cost focus,
continuous professional development (CPD), training and development, profit
analysis, turnovers, cost benefits.

External strategies: eg. differentiation, niche marketing, innovation, technology,
quality, distribution and service, branding, hospitality industry benchmarking,
strategic alliances.

4. Projected Outcomes

Projected outcomes: eg. improve income, rationalise expenditure, expand product
portfolio, enhance service delivery, improve employee performance, create added
value and implement contingency planning.

Performance indicators: quantitative, eg. profit analysis, turnover analysis, cost-
benefit analysis, productivity analysis, customer spend/satisfaction, qualitative,
eg. customer feedback, management/employee feedback, repeat business.

Unit - IX : Strategic Financial Control in Hospitality

1. Financial Performance

Financial performance: profitability, growth, return on investment, ration
analysis, eg. liquidity, efficiency, investment, gearing, limitations of ratio analysis,
recommendations for improvement.

3. Evaluate and Present Proposals

Proposal: aim/objectives, planning, implementation. Monitoring, delivery,
evaluating outcomes, timetables controlling deadlines.

Evaluate: measures and criteria, eg. performance indicators, improvements to
knowledge/skills, staff retention, morale, motivation, wage percentages,
productivity, reduced absenteeism, repeat custom/increased sales, meeting
corporate objectives, Increased synergy, consider alternative proposals, consultation
with colleagues and other stakeholders, possible failure of proposal.

Present: format, style, communicating to appropriate audience, use of resources.

Unit- VII : Business Excellence in Hospitality

1. Quality Models

Quality: definitions, quality gurus, evolution of quality, product quality and service
quality, five quality gaps, benchmarking, best practice, self assessment, vision,
continuous improvement.

Models: development, eg. Japanese, USA, European, Deming, Baldridge, European
Foundation of Quality Management, ‘6 Sigma’, current focus, future trends.
Hospitality contexts: eg. small/large hotels, restaurants, pubs, bed & breakfast,
fast food, contract catering, leisure centres, facilities management, hospitals.

2. Business Health Check

Health check: characteristics (enablers, results, scope, deployment), leadership,
people management, processes, policy and strategy, resources, customer satisfaction,
people satisfaction, impact on society, business results.
Process: purpose, procedures, sources of information, analysis, outcomes.

3. Strategic action plans

Action plan: purpose, aims/objectives, eg. specific, measurable, achievable, realistic,
time constrained (SMART), resources, targets.
Initiatives: eg. mission statement, business plans, quality audits/checks, service
standards, people development, health and safety, energy efficiency, risk assessment,
Investors in People (IiP), Hazard Analysis Critical Path (HACCP), ISO9000,
synergy of business improvement.

Standards and procedures: relating to operational areas, eg. food and beverage,
front of house, customer care, information and communications technology
(ICT), health and safety, sales and marketing, financial analysis and application,
market/customer driven.

Control techniques: performance monitoring, eg. analysis of variances between
actual and budgeted results, target setting, involving department managers in
setting targets, projecting volume/sales mix/profit expectation, medium and
long term planning, capital budgets, project budgets.

Organisations: eg. hotels, restaurants, cafes, bed and breakfasts, on-license outlets,
clubs. Contract caterers, leisure/recreation outlets, travel catering, educational
establishments, in store catering, fast food outlets.

2. Risk Assessments

Procedures: data gathering, analysis, decision making.

Sources of finance: eg. short/medium/long term, equity finance, venture capital,
government funding, venture capital, overdrafts, hire purchase, leasing, sponsorship,
risk implications for the organisation.

Investment: time value money, appraisal methods, eg. payback, net present value,
internal rate of return, risk implications.

Business failure: recognising symptoms, eg. overtrading, insufficient capital,
lack of controls.

External environmental influences eg. changes in interest/exchange rates, stock
market fluctuations, labour law, environmental legislation, pressure groups, ethics,
and impact on the organisation.

3. Critical Decisions Relating To Financial Objectives

Critical decisions: obtain financial information needed to take critical decisions,
analyse financial information for financial decision making, take the critical
decisions, advise and inform others, eg. team members, colleagues, shareholders,
other stakeholders, impact on the wider community.

Financial objectives: long term and broad to achieve mission, medium-term and
specific to meet operational needs, short term and specific to address threats and
opportunities.



2(iii) Costing and accounting systems – 20%

♦ Job, batch, contract and process costing.
♦ Cost accounting statements for services and service industries.
♦ Marginal and absorption costing profit and loss accounts.
♦ Accounting entries for an integrated accounting system.
♦ Interlocking accounting.

2(iv) Marginal costing and decision-making – 15%

♦ Relevant cost concepts, including sunk costs, committed costs and
opportunity costs.

♦ Fixed, variable and semi-variable costs.
♦ Contribution concept.
♦ Break-even charts, profit/volume graphs, break-even point, profit target,

margin of safety, contribution/sales ratio.
♦ Limiting factor analysis.

2(v) Budgeting – 20%

♦ Budget theory.
♦ Budget preparation.
♦ IT and budgeting.
♦ Cost estimation and estimating techniques.
♦ Reporting of actual against budget.
♦ Fixed and flexible budgeting.

3A.  ECONOMICS FOR BUSINESS

Syllabus overview:
This syllabus is designed to enable students to acquire a knowledge and understanding
of the fundamental economic concepts necessary for the work of the Chartered
Management Accountant.

Syllabus content:
3a(i) The economy and the growth of economic welfare – 10 %

♦ The concept of economic welfare.
♦ Economic growth: trends in economic growth; factors in economic growth.
♦ Economic welfare and sustainable growth.
♦ Issues in economic growth and growth policy.

3a(ii) The market system and the competitive process – 40 %

The business environment and the structure of economic activity.
Business firms: legal, economic and organisational features; entrepreneurship
and profit.

Although the emphasis is on the basic methods and techniques of the subject,
students will be expected to develop a critical approach by asking why the methods and
techniques are used and in what circumstances they are appropriate.

This syllabus addresses the fundamentals of the subject and recognises that some terms
and definitions vary from one area of the world to another. As a result,
students can use accepted alternative names to those that appear in this syllabus and
be aware of alternative accounting formats. For example, International Accounting
Standard 1 (IAS 1) uses income statement instead of profit and loss account and non-
current assets instead of fixed assets. Others include inventories, receivables and
payables. All of these are acceptable for use in answers in this paper, but it will be
expected that they are applied consistently. Similarly, IAS 1 provides illustrations
of accounting formats that are used widely in published accounts and are
acceptable in this paper.

Syllabus content:
1 (I) CONCEPTUAL AND REGULATORY FRAMEWORK – 20%

♦ Users of accounts and the objectives of financial statements; functions of
financial and management accounts; purpose of accounting statements;
stewardship; the accounting equation.

♦ Fundamental accounting concepts, bases and policies; capital and revenue;
cash and profit; income, expenditure, assets and liabilities.

♦ Historical cost convention.
♦ Methods of asset valuation and their implications for profit measurement and

the balance sheet.
♦ The regulatory influence of company law and accounting standards; items in

formats for published accounts.

1 (II) ACCOUNTING SYSTEMS – 20%

♦ The accounting system and accounting records.
♦ Ledger accounts; double-entry bookkeeping.
♦ Preparation of accounts for cash and bank; bank reconciliations;  imprest system

for petty cash.
♦ Accounting for sales and purchases, including personal accounts  and control

accounts.
♦ Financial accounting codes and their uses.
♦ Nominal ledger accounting; journal entries.
♦ Trial balance.
♦ Accounting for indirect taxes (for example, VAT).
♦ Accounting for payroll.

1(III) CONTROL OF ACCOUNTING SYSTEMS – 15%

♦ The purpose of external audit and the meaning of true and fair view.
♦ Internal audit.
♦ Financial controls; audit checks on financial controls; audit trails.
♦ Errors or fraud.
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CHARTERED INSTITUTE OF MANAGEMENT ACCOUNTANTS
FOUNDATION LEVEL

Entry Qualifications

2 GCE A Levels or equivalent
Students over the age of 25 may be given exceptional entry as mature students.

Duration of course

The course consists of 3 levels. There are two semesters for each level, though the
Intermediate level will cover four semesters. Total duration will be two years.

NEW Award
Students who complete Foundation level will be awarded the CIMA Certificate in
Business Accounting.

Syllabus

CIMA FOUNDATION LEVEL

The Chartered Institute of Management Accountants - a full professional accountancy
qualification.

Chartered Institute of Management Accountants are involved at every level
in organisations throughout the world. They are crucial members of the
management team, making the decisions and supplying the information vital to
the running of organisations in both the public and private sectors.

1. FINANCIAL ACCOUNTING FUNDAMENTALS

Syllabus overview:
This is an introduction to financial accounting and assumes no prior knowledge
of the subject. It deals with the recording of accounting transactions and the
preparation of accounting statements for single entities. The basic concepts of
accounting are dealt with, and the student will be expected to understand the
limitations of financial accounts in attempting to meet the needs of all users.
An understanding of the different approaches to asset valuation and the resulting
influence on profit measurement is required.

There is an introduction to the regulatory framework that determines published
accounts requirements and a basic introduction to the role of accounting
standards. An awareness of published accounts is required, but students will not be
asked to prepare accounts in a published accounting format. No knowledge of
any specific accounting standard is required. There will be an introduction to
accounting systems and their control.

1(IV) PREPARATION OF ACCOUNTS – 45%

♦ Adjustments to the trial balance; accruals and prepayments.
♦ Bad debts and provision for doubtful debts.
♦ Accounting treatment for depreciation (straight line, reducing balance and

revaluation methods).
♦ Fixed asset register.
♦ Accounting for stocks (excluding long-term contract work in progress);

methods of stock valuation (FIFO, LIFO and average cost).
♦ Trading, profit and loss accounts and balance sheets from trial balance;

accounting for the appropriations of profit.
♦ Manufacturing accounts.
♦ Income and expenditure accounts.
♦ Production of accounting statements from incomplete data.
♦ Ratios: return on capital employed; gross and net profit margins;

asset turnover; debtors collection and creditors time to pay; current  and quick
ratios; stock turnover; gearing.

♦ Cash-flow statements.

2. MANAGEMENT ACCOUNTING FUNDAMENTALS

Syllabus overview:
Management Accounting Fundamentals is an introduction to management
accounting for students with limited knowledge or no knowledge of this
subject. While this paper focuses on the application of fundamental methods and
techniques, students are also expected to have an understanding of when and
when not to use them. Students must also appreciate the Syllabus content

Syllabus content:
2(i) Cost determination – 30%

♦ Classification of costs.
♦ Materials: accounting and control procedures.
♦ Labour: accounting and control procedures.
♦ Factory incentive schemes for individuals and groups.
♦ Overhead costs: allocation, apportionment, reappointment and absorption of

overhead costs. NB: the repeated distribution method only will be used for
reciprocal service department costs.

♦ Absorption costing.
♦ Marginal costing.
♦ Materials: reorder quantity, reorder level, maximum stock, minimum stock,

economic order quantity.

2(ii) Standard costing – 15%

♦ Principles of standard costing.
♦ Preparation of standard costs under absorption and marginal costing.
♦ Variances: materials; total, price and usage; labour: total, rate and efficiency;

variable overhead: total, expenditure and efficiency; fixed overhead:
total, expenditure and volume (absorption costing); fixed overhead:
expenditure (marginal costing); sales: total sales margin variance.



3c(iv) Contractual breakdown – 10%

♦ The remedies of specific performance, injunction, rescission, and requiring
a contract party to pay the agreed price.

♦ Causation and remoteness of damage.
♦ The quantification of damages.

3c(v) The law of employment – 10%

♦ The tests used to distinguish an employee from an independent contractor.
♦ The express and implied terms of a contract of employment.
♦ Unfair and wrongful dismissal.
♦ An outline of the main rules relating to health and safety at work, sanctions

on employers for non-compliance, and remedies for employees.

3c(vi) Company formation – 15%

♦ The essential characteristics of sole traderships/practitionerships, partnerships
and companies limited by shares.

♦ Corporate personality and its legal consequences.
♦ ‘Lifting the corporate veil’ both at common law and by statute.
♦ The distinction between public and private companies.
♦ The procedure for registering a company, the advantages of purchasing a

company ‘off the shelf’, and the purpose and content of the memorandum and
articles of association.

♦ Corporate capacity to contract.

3c(vii) Corporate administration – 10%

♦ Board meetings: when used and the procedure at the meeting.
♦ Annual and Extraordinary General Meetings: when used and the procedure at

the meeting.
♦ Company resolutions and the uses of each type of resolution.

3c(viii) Corporate finance – 10%

♦ The rights attaching to the different types of shares issued by companies.
♦ The procedure for issuing shares.
♦ The purposes for which shares may be issued.
♦ The maintenance of capital principle and the ability of a company to redeem,

purchase and provide financial assistance for the purchase of its own shares,
and the situations in which such powers are useful.

♦ The rules for the reduction and increase of share capital.
♦ The ability of a company to borrow money and the procedure to be followed.
♦ Unsecured loans, and the nature and effect of fixed and floating charges.

3c(ix) Corporate Management – 15%

♦ The appointment, retirement and removal of directors.
♦ Directors’ powers and duties.
♦ Fraudulent and wrongful trading, preferences and transactions at an undervalue.
♦ The division of powers between the board and the shareholders.
♦ The rights of majority and minority shareholders.
♦ The qualifications, powers and duties of the company secretary.

3b(ii) Summarising and analysing data – 25%

♦ Data and information.
♦ Primary and secondary data.
♦ Probability sampling (simple random sampling, stratified, systematic,

multi-stage, cluster) and non-profitability sampling (quota).
♦ Tabulation of data.
♦ Frequency distributions.
♦ Graphs and diagrams: bar charts, time series graphs (not Z charts),

scatter diagrams, histograms and ogives.
♦ Summary measures for both grouped and ungrouped data.
♦ Coefficient of variation.
♦ Index numbers.

3b(iii) Probability – 20%

♦ The relationship between probability, proportion and per cent.
♦ The addition and multiplication rules.
♦ Expected values.
♦ Normal distribution.

3b(iv) Financial mathematics – 20%

♦ Simple and compound interest.
♦ Discounting to find the present value.
♦ Annuities and perpetuities.
♦ Loans and mortgages.
♦ Sinking funds and savings funds.
♦ Simple investment appraisal.

3b(v) Forecasting – 25%

♦ Correlation.
♦ Simple linear regression.
♦ Time series analysis – graphical analysis.
♦ Calculation of trend using graphs, moving averages and linear regression.
♦ Seasonal variations – additive and multiplicative.
♦ Forecasting.
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♦ Business functions: production and costs, finance and marketing.
♦ The market process: supply and demand and their determinants.
♦ The price mechanism: the demand and supply model and its applications.
♦ Forms of market structure: competition and economic welfare; competition

policy; regulation and deregulation; the public sector and privatisation.
♦ Business and the environment; externalities and public policy.

3a(iii) The macroeconomic framework – 30%

♦ National income: its measurement and determination; the circular flow of income
and a simple aggregate demand and supply model; unemployment and the price level.

♦ The monetary environment: inflation and the money supply; the banking and
financial system; interest rates and monetary policy.

♦ The fiscal environment: taxation and public spending; the budget and
government borrowing; demand management and supply-side policy.

♦ Macroeconomic stability: economic fluctuations and their causes;
macroeconomic forecasting and stabilisation policy.

3a(iv) The open economy – 20%

♦ Patterns of international trade and trade policy; regional trading blocs; the
globalisation of production.

♦ International factor movements; international capital markets; international
investment flows; the movement of labour and technology; the nature and role
of transnational companies.

♦ The balance of payments; structure and determinants of the balance of payments;
foreign exchange markets and exchange rate regimes; European Monetary Union.

3B. BUSINESS MATHEMATICS

Syllabus overview:
This is a Foundation Level study in mathematical and statistical concepts and
techniques. The first two sections, Basic Mathematics and Summarising and Analysing
Data, include techniques which are fundamental to the work of the Chartered
Management Accountant. The third section covers basic probability and is needed
because Chartered Management Accountants need to be aware of and be able
to estimate the risk and uncertainty involved in the decisions they make. The fourth
section is an introduction to financial mathematics, a topic that is important to the
study of financial management. Finally, there is an introduction to the mathematical
techniques needed for forecasting, necessary in the area of business planning.

Syllabus content:
3b(i) Basic mathematics – 10%

♦ Use of formulae.
♦ Percentages and ratios.
♦ Rounding of numbers.
♦ Basic algebraic techniques and the solution of equations, including simultaneous

and quadratic equations.

3C.BUSINESS LAW

Syllabus overview:
The Business Law syllabus deals with those aspects of law which affect businesses
and which contribute towards establishing the competence of the Chartered
Management Accountant. By way of introduction, it covers fundamental elements
of The English legal system, and uses professional negligence as the vehicle for
demonstrating the system of judicial precedent.
The syllabus then proceeds to look at the essentials of establishing and performing
simple contracts and the remedies available in the event of a breach.

As an introduction to company law, the syllabus then proceeds to look at the
essential characteristics of the various forms of business organisation. Following
this introduction, the emphasis is placed upon the company limited by shares and
the rules relating to company formation, finance and management. Students may
be required to present their explanations in the form of a letter or memorandum.

Syllabus content:
3c(i) The English legal system – 10%

♦ The sources of English law.
♦ The system of judicial precedent.
♦ The essential elements of the tort of negligence, including duty, breach and

damage/loss/injury.
♦ The liability of professionals in respect of negligent advice.

3c(ii) Establishing contractual obligations – 10%

♦ The essential elements of a valid simple contract.
♦ The legal status of the various types of statements which may be made by

negotiating parties. Enforceable offers and acceptances, and the application
of the rules to standard form contracts and modern forms of communication.

♦ The meaning and importance of consideration.
♦ The principles for establishing that the parties intend their agreement to have

contractual force.
♦ How a contract is affected by misrepresentation.

3c(iii) Performing the contract – 10%

♦ Incorporation of express and implied terms.
♦ Conditions and warranties and the nature and effect of both types of terms.
♦ The main provisions of sale of goods and supply of services legislation.
♦ The manner in which the law controls the use of exclusion clauses and unfair

terms in consumer and non-consumer transactions.
♦ The level of performance sufficient to discharge contractual obligations.
♦ Valid reasons for non-performance by way of agreement, breach by the other

party and frustration.



Syllabus Content

A – Financial Information for Short-term Decision Making – 30%

Syllabus content:
♦ Relevant cash flows and their use in short-term decision, typically concerning

acceptance/rejection of contracts, pricing and cost/benefit comparisons.
♦ The importance of strategic, intangible and non-financial judgements in

decision-making.
♦ Pricing decisions for profit maximising in imperfect markets. (Note: Tabular

methods of solution are acceptable).
♦ Pricing strategies and the financial consequences of market skimming,

premium pricing, penetration pricing, loss leaders, product bundling/optional extras
and product differentiation to appeal to different market segments.

♦ The allocation of joint costs and decisions concerning process and product viability
based on relevant costs and revenues.

♦ Multi-product break-even analysis, including break-even and profit/volume charts,
contribution/sales ratio, margin of safety etc.

♦ Simple product mix analysis in situations where there are limitations on product/
service demand and one other production constraint.

♦ Linear programming for more complex situations involving multiple constraints.
Solution by graphical methods of two variable problems, together with
understanding of the mechanics of simplex solutions, shadow prices etc. (Note:
Questions requiring the full application of the simplex algorithm will not be
set although candidates should be able to formulate an initial tableau, interpret a
final simplex tableau and apply the information it contained in a final tableau.)

B – Financial Information for Long-term Decision Making – 25%

Syllabus content:
♦ The process of investment decision making, including origination of proposals,

creation of capital budgets, go/on go decisions on individual projects  (where
judgements on qualitative issues interact with financial analysis), and post audit
of completed projects.

♦ Generation of relevant project cash flows taking account of inflation, tax, and
‘final’ project value where appropriate.

♦ Activity-based costing to derive approximate ‘long-run’ costs appropriate for use
in strategic decision making.

♦ The techniques of investment appraisal; payback, discounted payback, accounting
rate of return, net present value and internal rate of return.

♦ Application of the techniques of investment appraisal to project cash flows
and evaluation of the strengths and weaknesses of the techniques.

♦ Sensitivity analysis to identify the input variables that most effect the chosen measure
of project worth (payback, ARR, NPV or IRR).

♦ Methods of dealing with particular problems: the use of annuities in comparing
projects with unequal lives and the profitability index in capital rationing situations.

♦ Activity-based costing as a potential system of profit reporting and stock valuation.
♦ The integration of standard costing with marginal cost accounting, absorption

cost accounting and throughput accounting.
♦ Process accounting including establishment of equivalent units in stock, work-in-

progress and abnormal loss accounts and the use of first-in-first-out, average cost
and standard cost methods of stock valuation.

♦ MRP and ERP systems for resource planning and the integration of accounting
functions with other systems, such as purchase ordering and production planning.

♦ Back-flush accounting in just-in-time production environments. The benefits of
just-in-time production, total quality management and theory of constraints and
the possible impacts of these methods on cost accounting and performance
measurement.

B – Standard Costing – 25%

Syllabus Content:
♦ Manufacturing standards for material, labour, variable overhead and fixed overhead.
♦ Price/rate and usage/efficiency variances for materials, labour and variable

overhead. Further subdivision of total usage/efficiency variances into mix and
yield components. (Note: The calculation of mix variances on both individual and
average valuation bases is required.)

♦ Fixed overhead expenditure and volume variances.(Note: the subdivision of fixed
overhead volume variance into capacity and efficiency elements will not be
examined.)

♦ Planning and operational variances.
♦ Standard and variances in service industries, (including the phenomenon of

“McDonaldization”), public services (eg. Health), (including the use of “diagnostic
related” or “reference” groups), and the professions (eg. labour mix variances in
audit work). Criticisms of standard costing in general and in advanced manufacturing
environments in particular.

♦ Sales price and sales revenue/margin volume variances (calculation of the latter on
a unit basis related to revenue, gross margin and contribution margin). Application
of these variances to all sectors, including professional services and retail analysis.

♦ Interpretation of variances: interrelationship, significance.
♦ Benchmarking
♦ Behavioural implications of setting standard costs.

C – Budgeting – 30%

Syllabus Content:
♦ Time series analysis including moving totals and averages, treatment of seasonality,

trend analysis using regression analysis and the application of these techniques
in forecasting product and service volumes.

♦ Fixed, variable, semi-variable and activity-based categorisations of cost and their
application in projecting financial results.
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CHARTERED INSTITUTE OF MANAGEMENT ACCOUNTANTS
MANAGERIAL LEVEL

Students who complete the Managerial level will be awarded the CIMA Advanced
Diploma in Management Accounting.

Entry Qualifications

• Completion of ALL Foundation Level subjects
• Students with good academic qualifications may be given exemption from

Foundation level provided subject-by-subject exemptions are confirmed by CIMA.

Duration of Course

This level consists of 6 subjects comprising 3 learning pillars: Management
Accounting pillar, Business Management pillar and Financial Management pillar.
CIMA will grant students a transfer credit under its transitional arrangements for
those who have passed subjects under the old syllabus. It is quite normal practice
to spend two semesters on one module in order to be confident in passing the
examinations. Tutors recommend that students do not sit more than three subjects
in any one sitting when taking the subject for the first time.
Note:  Students are requested to read the section at the back of the student handbook.

Syllabus

THE CORE SYLLABUS – MANAGERIAL LEVEL

This section sets out the specific syllabus for each of the six papers within the three
learning pillars at the Managerial Level. However, it is implicit in each case, that
material included in the syllabus for any of the papers within the CIMA Certificate
in Business Accounting qualification, may also be relevant for the purpose of
assessment, in related subjects. The syllabus for the CIMA Certificate in Business
Accounting qualification can be viewed on the CIMA website.

PAPER P1 : MANAGEMENT ACCOUNTING PERFORMANCE
EVALUATION

Syllabus outline

Topic and Study Weighting
A. Cost Accounting Systems 25%
B. Standard Costing 25%
C. Budgeting 30%
D. Control and Performance Measurement of Responsibility Centres 20%

Syllabus Content

A – Cost Accounting Systems – 25%

Syllabus Content:
♦ Marginal (or variable) costing as a system of profit reporting and stock valuation.
♦ Absorption costing as a system of profit reporting and stock valuation.
♦ Throughput accounting as a system of profit reporting and stock valuation.

♦ What-if analysis based on alternative projections of volumes, prices and cost
structures and the use of spreadsheets in facilitating these analyses.

♦ The purpose of budgets and conflicts that can arise (eg. between budgets for
realistic planning and budgets based on ‘hard to achieve’ targets for motivation).

♦ The creation of budgets including incremental approaches, zero-based budgeting
and activity-based budgets.

♦ The use of budgets for control: controllable costs and variances based on ‘fixed’
and ‘flexed’ budgets. The conceptual link between standard costing and
budget flexing.

♦ Behavioural issues in budgeting: participation in budgeting and its possible
beneficial consequences for ownership and motivation, participation in
budgeting and its possible adverse consequences for ‘budget padding’ and
manipulation; setting budget targets for motivation etc.

♦ Criticisms of budgeting and the recommendations of the advocates of the
balanced scorecard and ‘beyond budgeting’.

D – Control and Performance Measurement of
Responsibility Centres – 20%

Syllabus Content:
♦ Organisation structure and its implications for responsibility accounting.
♦ Presentation of financial information including issues of controllable/

uncontrollable costs, variable/fixed costs and tracing revenues and costs to
particular cost objects.

♦ Return on investment and its deficiencies, the emergence of residual income
and economic value added to address these.

♦ Behavioural issues in the application of performance measures in cost profit and
investment centres.

♦ The theory of transfer pricing, including perfect, imperfect and no market for
the intermediate good.

♦ Use of negotiated, market, cost-plus and variable cost based transfer prices.
‘Dual’ transfer prices and lump sum payments as means of addressing some
of the issues that arise.

♦ The interaction of transfer pricing and tax liabilities in international operations
and implications for currency management and possible distortion of internal
company operations in order to comply with Tax Authority directives.

PAPER P2 : MANAGEMENT ACCOUNTING DECISION MANAGEMENT

Syllabus Outline

The syllabus comprises:

Topic and Study Weighting

A. Financial Information for Short-term Decision Making 30%
B. Financial Information for Long-term Decision Making 25%
C. The Treatment of Uncertainty in Decision Making 15%
D. Cost Planning and Analysis for Competitive Advantages 30%



♦ Practices of continuous improvement (eg. Quality circles, Kaizen, 5S, 6 Sigma).
♦ The use of benchmarking in quality measurement and improvement.
♦ Different methods of quality measurement (i.e. operational, financial and

customer measures).
♦ The characteristics of lean production, flexible, workforce practices,

high-commitment human resource policies and commitment to continuous
improvement. Criticisms and limitations of lean production.

♦ Systems used in operations management: Manufacturing Resource Planning
(MRP), Optimised Production Technologies (OPT), Just-in-Time (JIT)
and Enterprise Resource Planning (ERP).

♦ Approaches to quality management, including Total Quality Management (TQM),
various British Standard (BS) and European Union (EU) systems as well
as statistical methods of quality control.

♦ External quality standards (eg. the various ISO standards appropriate to
products and organisations).

♦ Use of the intranet in information management (eg. meeting customer
support needs).

♦ Contemporary developments in quality management.
♦ The role of the supply chain and supply networks in gaining competitive

advantage, including the use of sourcing strategies (eg. single, multiple, delegated
and parallel).

♦ Supply chain management as a strategic process (eg. Reck and Long’s strategic
positioning tool, Cousins’ strategic supply wheel).

♦ Developing and maintaining relationships with suppliers.

D – Marketing – 20%

Syllabus Content:
♦ Introduction to the marketing concept as a business philosophy.
♦ An overview of the marketing environment, including societal, economic,

technological, physical and legal factors affecting marketing.
♦ Understanding consumer behaviour, such as factors affecting buying decision,

types of buying behaviour and stages in the buying process.
♦ Marketing research, including data gathering techniques and methods of analysis.
♦ Marketing Decision Support System (MDSS) and their relationship to

market research.
♦ How business-to-business (B2B) marketing differs from business to consumer

(B2C) marketing.
♦ Segmentation and targeting of markets, and positioning of products within

markets.
♦ The differences and similarities in the marketing of products and services.
♦ Devising and implementing of pricing strategy.
♦ Marketing communications (i.e. mass, direct, interactive).
♦ Distribution channels and methods for marketing campaigns.
♦ The role of marketing in the strategic plan of the organisation.

A – Information Systems – 20%

Syllabus Content:
♦ Introduction to hardware and software in common use in organisations.
♦ Hardware and applications architectures (i.e. centralised, distributed, client server)

and the IT required to run them (PCs, servers, networks and peripherals).
♦ General Systems Theory and its application to IT (i.e. system definition,

system components, system behaviour, system classification, entropy, requisite
variety, coupling and decouping).

♦ Recording and documenting tools used during the analysis and design of systems
(i.e. entity-relationship model, logical data structure, entity life history, dataflow
diagram, and decision table).

♦ Databases and database management systems. (Note: Knowledge of database
structures will not be required).

♦ The problems associated with the management of in-house and vendor solutions
and how they can be avoided or solved.

♦ IT-enabled transformation (i.e. the use of information systems to assist in change
management).

♦ System changeover methods (i.e. direct, parallel, pilot and phased).
♦ IS implementation (i.e. methods of implementation, avoiding problems of

non-usage and resistance).
♦ The benefits of IT systems.
♦ IS evaluation, including the relationship of sub-systems to each other and testing.
♦ IS outsourcing
♦ Maintenance of systems (i.e. corrective, adaptive, preventative).

B – Change Management – 10%

Syllabus Content:
♦ External and internal change triggers (eg. environmental factors, mergers and

acquisitions, re-organisation and rationalisation).
♦ The stages in the change process.
♦ Approaches to change management (eg. Beer and Nohria, Kanter, Lewin and

Peters, Senge et al.).
♦ The importance of managing critical periods of change through the life cycle

of the firm.

C – Operations Management – 20%

Syllabus Content:
♦ An overview of operations strategy and its importance to the firm.
♦ Design of products/services and processes and how this relates to operations and supply.
♦ Methods for managing inventory, including continuous inventory systems

(eg. Economic Order Quantity, EOQ), periodic inventory systems and the ABC
system (Note: ABC is not an acronym. A refers to high value, B to medium and C to
low value inventory).

♦ Strategies for balancing capacity and demand including level capacity, chase
and demand management strategies.

♦ Methods of performance measurement and improvement, particularly the
contrast between benchmarking and Business Process Re-engineering (BPR).
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♦ Use of the Internet (eg. in terms of data collection, marketing activity and providing
enhanced value to customers and suppliers) and potential drawbacks (eg. security
issues).

♦ Market forecasting methods for estimating current (eg. Total Market Potential,
Area Market Potential and Industry Sales and Market Shares) and future (eg. Survey
of Buyers’ Intentions, Composite of Sales Force Opinions, Expert Opinion,
Past-Sales Analysis and Market-Test Method) demand for products and services.

♦ Internal marketing as the process of training and motivating employees so as
to support the firm’s external marketing activities.

♦ Social responsibility in a marketing context.

E – Managing Human Capital – 30%

Syllabus Content:
♦ The relationship of the employee to other elements of the business plan.
♦ Determinants and content of a human resource (HR) plan (eg. organisational growth

rate, skills, training, development, strategy, technologies and natural wastage).
♦ Problems in implementing an HR plan and ways to manage this.
♦ The process of recruitment and selection of staff using different recruitment channels

(i.e. interviews, assessment centres, intelligence tests, aptitude tests, psychometric tests).
♦ Issues relating to fair and legal employment practices (eg. recruitment, dismissal,

redundancy, and ways of managing these).
♦ Issues in the design of reward systems (eg. the role of incentives, the utility of

performance-related pay, arrangements for knowledge workers, flexible work
arrangements).

♦ The importance of negotiation during the offer and acceptance of a job.
♦ The process of induction and its importance.
♦ Theories of Human Resource Management (eg. Taylor, Schein, McGregor,

Maslow, Herzberg, Handy, Lawrence and Lorsch).
♦ High performance work arrangements.
♦ The distinction between development and training and the tools available to develop

and train staff.
♦ The importance of appraisals, their conduct and their relationship to the reward

system.
♦ HR in different organisational forms (eg. project-based firms, virtual or

networked firms).
♦ Personal business ethics and the CIMA Ethical Guidelines.

C- The Treatment of Uncertainty in Decision Making – 15%

Syllabus content:
♦ The nature of risk and uncertainty.
♦ Sensitivity analysis in decision modelling and the use of computer software

for “what if” analysis.
♦ Assignment of probabilities to key variables in decision models.
♦ Analysis of probabilistic models and interpretation of distributions of project

outcomes.
♦ Expected value tables and the value of information.
♦ Decision trees for multi-stage decision problems.

D – Cost Planning and Analysis for Competitive Advantage – 30%

Syllabus content:
♦ Value analysis and quality function deployment.
♦ The benefits of just-in-time production, total quality management and theory

of constraints and the implications of these methods for decision-making in the
“new manufacturing environment”.

♦ Kaizen costing, continuous improvement and cost of quality reporting.
♦ Learning curves and their use in predicting product/service costs, including

derivation of the learning rate and the learning index.
♦ Activity-based management in the analysis of overhead and its use in improving

the efficiency of repetitive overhead activities.
♦ Target costing.
♦ Life cycle costing and implications for marketing strategies.
♦ The value chain and supply chain management, including the trend to outsource

manufacturing operations to Eastern Europe and the Far East.
♦ Gain sharing arrangements in situations where, because of the size of the project,

a limited number of contractors or security issues (eg. in defence work), normal
competitive pressures do not apply.

♦ The use of direct and activity-based cost methods in tracing costs to ‘cost objects’,
such as customers or distribution channels, and the comparison of such costs
with appropriate revenues to establish ‘tiered’ contribution levels, as in the
activity-based cost hierarchy.

♦ Pareto analysis.

PAPER P4 : ORGANISATION MANAGEMENT AND INFORMATION
SYSTEMS

Syllabus Outline

The syllabus comprises:
Topic and Studying Weighting
A. Information Systems 20%
B. Change Management 10%
C. Operations Management 20%
D. Marketing 20%
E. Managing Human Capital 30%



♦♦♦♦♦ Employee taxation:
- The employee as a separate taxable person subject to a personal income tax regime.
- Use of employer reporting and withholding to ensure compliance and assist tax

collection.
- The need for record-keeping and record retention that may be additional to

that required for financial accounting purposes.
- The need for deadlines for reporting (filing returns) and tax payments.

♦♦♦♦♦ Types of powers of tax authorities to ensure with tax rules:
- Power of review and query filed returns,
- Power to request special reports or returns,
- Power to examine records (generally extending back some years),
- Powers of entry and search,
- Exchange of information with tax authorities in other jurisdictions.

♦♦♦♦♦ International taxation:
- The concept of corporate residence and the variation in rules for its determination

across jurisdiction (eg. place of incorporation versus place of management),
- Types of payments on which withholding tax may be required (especially

interest, dividends, royalties and capital gains accruing to non-residents),
- Means of establishing a taxable presence in another country (local company

and branch),
- The effect of double tax treaties (based on the OECD Model Convention) on the

above (eg. reduction of withholding tax rates, provisions for defining a permanent
establishment),

- Principles of relief for foreign taxes by exemption, deduction and credit.
- The distinction between tax avoidance and tax evasion, and how these vary among

jurisdictions (including the difference between the use of statutory general
anti-avoidance provisions and case law regimes).

- Accounting treatment of taxation and disclosure requirements under IAS 12.

Note: Examples of general principles should be drawn from a ‘benchmark’ tax
regime (eg. the UK, USA, etc.) or an appropriate local tax regime. Details of any
specific tax regime will NOT be examined.

B – Principles of Regulation of Financial Reporting – 10%

Syllabus Content:
♦ The need for regulation of accounts.
♦ Elements in a regulatory framework for published accounts (eg. company law,

local GAAP, review of accounts by public bodies).
♦ GAAP based on prescriptive versus principles-based standards.
♦ The role and structure of the IASB and IOSCO.
♦ The IASB’s Framework for the Presentation and Preparation of Financial Statements.
♦ The process leading to the promulgation of a standard practice.
♦ Ways in which IAS’s are used: adoption as local GAAP, model for local GAAP,

persuasive influence in formulating local GAAP.
♦ The powers and duties of the external auditors, the audit report and its qualification

for accounting statements no in accordance with best practice.

PAPER P5 : INTEGRATED MANAGEMENT

Syllabus Outline

The syllabus comprises:
Topic and Study Weighting
A. The Basis of Strategic Management 30%
B. Project Management 40%
C. The Management of Relationships 30%

Syllabus Content

A – The Basis of Strategic Management – 30%

Syllabus Content:
♦ The process of strategy formulation.
♦ The relationship between strategy and organisational structure.
♦ The reasons for conflict between the objectives of an organisation, or between

the objectives of an organisation and its stakeholders, and the ways to manage
this conflict.

♦ Strategic decision making processes.
♦ Approaches to strategic (eg. rational, adaptive, emergent, evolutionary or

system-based views based on Porter, Mintzberg, Bartlett and Ghoshal).
♦ Transaction cost view of the firm (eg. Coase, Williamson) and its implication for

organisational structure.
♦ Resource-based views of the firm and implications for strategy development.
♦ Ecology perspective on the firm.
♦ The determinants, importance and role of organisational cultures and ways to

improve the effectiveness of an organisation.
♦ Introduction to corporate governance, including stakeholders and the role of

government.
♦ Translating strategy into business (eg. formation of strategic business units,

encouragement of entrepreneurship inside organisations).
♦ Contemporary issues in business management (eg. alliances, demergers, virtual

organisations, corporate social responsibility and business ethics).

B – Project Management – 40%

Syllabus Content:
♦ The definition of a project, project management, and the contrast with

repetitive operations and line management.
♦ 4-D and 7-5 models to provide an overview of the project process, and the nine

key process areas (PM) to show what happens during each part of the process.
♦ Stakeholders (both process and outcome) and their needs.
♦ Roles of project sponsors, boards, champions, managers and clients.
♦ Key tools for project managers (eg. Work Breakdown Structure, network diagrams

(Critical Path Analysis), Gantt charts, resource histograms, establishment of gates
and milestones).

♦ Evaluation of plans for projects.
♦ The key processes of PRINCE2 and their implications for project staff.
♦ The role of determining trade-offs between key project objectives of time, cost

and quality.36 37

♦ Managing scope at the outset of a project and providing systems for configuration
management/change control.

♦ The production of basic plans for time, cost and quality.
♦ Scenario planning and buffering to make provision for uncertainty in projects,

and the interface with the risk management process.
♦ Organisational structures, including the role of the project and matrix organisations,

and their impact on project achievement.
♦ Teamwork, including recognising the life-cycle of teams, team/groups behaviour

and selection.
♦ Control of time, cost and quality through performance and conformance

management systems.
♦ Project completion documentation, stakeholder marketing, completion reports

and system close-down.
♦ The use of post-completion audit and review activities and the justification

of their costs.

C – Management of Relationships – 30%

Syllabus Content:
♦ The concepts of power, authority, bureaucracy, leadership, responsibility

and delegation and their application to relationship within an organisation and
outside it.

♦ The characteristics of leaders, managers and entrepreneurs.
♦ Management-style theories (eg. likert, Tannenbaurn and Schmidt, Blake

and Mouton).
♦ The use of systems of control within the organisation (eg. employment contracts,

performance appraisal, reporting structures).
♦ Theories of control within firms and types of organisational structure (eg. matrix,

divisional, network).
♦ The advantages and disadvantages of different styles of management.
♦ Managing different countries and cultures.
♦ Contingency approaches to management style (eg. Adair, Fiedler).
♦ Theories of group development, behaviour and roles (eg. Tuckman, Belbin).
♦ Disciplinary procedures and their operation, including the form and process

of formal disciplinary action and dismissal (eg. industrial tribunals, arbitration
and conciliation).

♦ Personal time management.
♦ The nature and effect of legal issues affecting work and employment, including the

principles of employment law (i.e. relating to health, safety, discrimination, fair
treatment, childcare, contracts of employment and working time).

♦ The sources of conflict in organisations and the ways in which conflict can be
managed to ensure that working relationships are productive and effective.

♦ Communication skills (i.e. types of communication tools and their use, as well
as the utility and conduct of meetings) and ways of managing communication
problems.

♦ Negotiation skills.
♦ Creativity and idea generation.
♦ Information gathering techniques (eg. interviews, questionnaires).
♦ Introduction to compare governance, including business ethics and the role,

obligations and expectations of a manager.

PAPER P7 : FINANCIAL ACCOUNTING AND TAX PRINCIPLES

Syllabus Outline

The syllabus comprises:

Topic and Study Weighting
A. Principles of Business Taxation 20%
B. Principles of Regulation of Financial Reporting 10%
C. Single Company Financial Accounts 45%
D. Managing short Term Finance 25%

Syllabus Content

A – Principle of Business Taxation – 20%

Syllabus Content:
♦ Concepts of direct versus indirect taxes, taxable person and competent

jurisdiction.

♦ Sources of tax rules (eg. domestic primary legislation and court rulings,
practice of the relevant taxing authority, supranational bodies, such as the EU
in the case of value added/sales tax, and international tax treaties).

♦♦♦♦♦ Direct taxes on company profits and gains:
- The principles of non-deductibility of dividends and systems of taxation defined

according to the treatment of dividends in the hands of the shareholder
(eg. classical, partial imputation and imputation),

- The distinction between accounting and taxable profits in absolute terms
(eg. disallowable expenditure on revenue account, such as entertaining, and on
capital account, such as formation and acquisition costs) and in terms of timing
(eg. deduction on a paid basis, tax depreciation substituted for book depreciation),

- The nature of rules recharacterising interest payments as dividends,
- Potential for variation in rules for calculating the tax base dependent on the

nature or source of the income (scheduler systems),
- The need for rules dealing with the relief of losses,
- The concept of tax consolidation (eg. relief of losses and deferral of capital

gains on asset transfers within a group).

♦♦♦♦♦ Indirect taxes collected by the company:
- In the context of indirect taxes, the distinction between unit taxes (eg. exercise

duties based on physical measures) and advalorem taxes (eg. sales tax
based on value),

- The mechanism of value added/sales taxes, in which businesses are liable for tax
on their outputs less credit for tax paid on their inputs, including the concepts of
exemption and variation in tax rates depending on the type of output and
disallowance of input credits for exempt outputs.



B – The Measurement of Income and Capital – 20%

Syllabus Content:
♦ The problems of profit measurement and the effect of alternative approaches

to asset valuation; current cost and current purchasing power bases and  the
real terms system; accounting for changing prices (IAS 15) and hyper
inflation (IAS 29).

♦ The principles of substance over form (IAS 1) and its influence in dealing
with transactions such as sale and repurchase agreements, consignment
stock, debt factoring, securitised assets, loan transfers and public and
private sector financial collaboration.

♦ Financial instruments classified as liabilities or shareholders funds and the
allocation of finance costs over the term of the borrowing (IAS 32 & 39).

♦ The measurement and disclosure of financial instruments (IAS 39).
♦ Retirement benefits, including pension schemes – defined benefit schemes

and defined contribution schemes, actuarial deficits and surpluses (IAS 19).

C – Analysis and Interpretation of Financial Accounts – 35%

Syllabus Content:
♦ Ratios in the areas of performance, profitability, financial adaptability, liquidity,

activity, shareholder investment and financing, and their interpretation.
♦ Calculation of Earnings per Share under IAS 33, to include the effect of bonus

issues, rights issues and convertible stock.
♦ Interpretation of financial statements via the analysis of the accounts

and corporate reports.
♦ Reporting the results of analysis.
♦ Limitations of ratio analysis (eg. comparability of businesses and

accounting policies).
♦ The identification of information required to assess financial performance

and the extent to which financial statements fail to provide such information.
♦ Segment analysis: inter-firm and international comparison (IAS 14).
♦ Interpretation of financial obligations included in financial accounts

(eg. redeemable debt, earn-out arrangements, contingent liabilities.
♦ The effect of short-term debt on the measurement of gearing.
♦ The need to be aware of aggressive or unusual accounting policies “creative

accounting”, (eg. in the areas of cost capitalisation and revenue recognition).

D – Developments in External Reporting – 10%

Syllabus Content:
♦ Increasing stakeholder demands for information that goes beyond historical

financial information and the model for an expanded Operating and Financial
Review (OFR) proposed by the UK government.

♦ Environmental and social accounting issues, differentiating between
environmental measures and environmental losses, capitalisation of
environmental expenditure, and the recognition of future environmental costs
by means of provisions.

C – Single Company Financial Accounts – 45%

Syllabus Content:
♦ Preparation of the financial statements of a single company, including the

statement of changes in equity (IAS 1).
♦ Preparation of cash flow statements (IAS 7).
♦ Reporting performance: recognition of revenue, measurement of profit or loss,

extraordinary items, prior period items, discontinuing operations and segment
reporting (IAS 1, 8, 14, 18, & 35).

♦ Property, Plant and Equipment (IAS 16): the calculation of depreciation and
the effect of revaluations, charges to economic useful life, repairs, improvements
and disposals.

♦ Inventories (IAS 2).
♦ Issue and redemption of shares, including treatment of share issue and

redemption costs (IAS 32 and IAS 39), the share premium account, the accounting
for maintenance of capital arising from the purchase by a company of its own shares.

♦ The disclosure of related parties to a business (IAS 24).
♦ Construction contracts and related financing costs (IAS 11 & 23): determined

of cost, net realisable value, the inclusion of overheads and the measurement of
profit on uncompleted contracts.

♦ Research and development costs (IAS 38): criteria for capitalisation.
♦ Intangible Assets (IAS 38) and goodwill (excluding that arising on consolidation);

recognition, valuation and amortisation.
♦ Impairment of Assets (IAS 36) and its effect on the above.
♦ Post-balance sheet events (IAS 10).
♦ Provisions and contingencies (IAS 37).
♦ Leases (IAS 17) – Operating and finance leases in the books of the lessee.

D – Managing Short Term Finance – 25%

Syllabus Content:
♦ Working capital ratios (eg. debtor days, stock days, creditor days, current

ratio, quick ratio) and the working capital cycle.
♦ Working capital characteristics of different businesses (eg. supermarkets

being heavily funded by creditors) and the importance of industry comparisons.
♦ Cash-flow forecasts, use of spreadsheets to assist in this in terms of changing

variables (eg. interest rates, inflation) and in consolidating in a forecast.
♦ Variables that are most easily changed, delayed or brought forward in a forecast.
♦ The link between cash, profit and the balance sheet.
♦ The Baumol and Miller-Orr cash management models.
♦ The credit cycle from receipt of customer order to cash receipt.
♦ Evaluation of payment terms and settlement discounts.
♦ Preparation and interpretation of age analyse of debtors and creditors.
♦ Establishing collection targets on an appropriate basis (eg. motivational issues

in managing credit control).
♦ The payment cycle form agreeing the order to making payments.
♦ Centralised versus decentralised purchasing.
♦ The relationship between purchasing and stock control.
♦ Principles of the economic order quantity (EOQ) model and criticisms thereof.
♦ Types and features of short-term finance: trade creditors, overdrafts, short-term

loans and debt factoring.
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♦ Use and abuse of trade creditors as a source of finance.
♦ The principles of investing short term (i.e. maturity, return, security, liquidity

and diversification).
♦ Types of investments (eg. interest-bearing bank accounts, negotiable instruments

including certificates of deposit, short-term treasury bills and securities).
♦ The difference between the coupon on debt and the yield to maturity.
♦ Export finance (eg. documentary credits, bills of exchange, export factoring,

forfeiting).

PAPER P8: FINANCIAL ANALYSIS

Syllabus Outline

The syllabus comprises:
Topic and Studying Weighting
A. Group Financial Statements 35%
B. The Measurement of Income and Capital 20%
C. Analysis and Interpretation of Financial Accounts 35%
D. Developments in External Reporting 10%

Syllabus Content

A – Group Financial Statements - 35%

Syllabus Content:
♦ Relationships between investors and investees, and the exclusion of subsidiaries

form consolidation with reference to dominant influence, participating interest,
management on a unified basis and significant influence.

♦ The preparation of consolidated financial statements (including the group cash
flow statement) involving one or more subsidiaries, sub-subsidiaries and associates,
under the acquisition and pooling of interests methods (IAS 7, 22 & 27).

♦ The treatment in consolidation financial statements of minority interests, pre and
post acquisition reserves, goodwill (including its impairment), fair value
adjustments, intra-group transactions and dividends, piece-meal and mid-year
acquisitions, and disposals to include sub-subsidiaries and mixed groups.

♦ The accounting treatment of associate and joint ventures (IAS 28 & 31) using
the equity method and proportional consolidation method.

♦ The accounting entries for mergers, demergers and capital reconstruction schemes.
♦ Foreign currency translation (IAS 21) to include overseas transactions and

investments in overseas subsidiaries.

♦ The Global Reporting Initiative: non-financial measures of environmental impact.
♦ Human resource accounting.
♦ The influence of different cultures on financial reporting.
♦ Pressures for improved quality of financial reporting following large scale corporate

collapses in the US and UK, and implications for corporate governance and
external audit.

♦ Major differences between IAS’s and US GAAP.



Unit 5: Networking Concepts - core
Unit 6: Personal Skills Development - core
Unit 8: Information Systems Project - compulsory unit
Unit 12: Networking Technology - specialist unit
Unit 13: Data Analysis and Deign - specialist unit
Unit 16: Information Systems - compulsory unit
Unit 17: MS Office Solution Development - specialist unit
Unit 18: Multimedia Design and Authoring - specialist unit
Unit 19: Website Designing - specialist unit
Unit 20: Internet Server Manager - specialist unit
Unit 23: Project Management - specialist unit
Unit 42: Visual Programming - specialist unit

UNIT 1: COMPUTER PLATFORMS – core unit

Description of unit
This unit is aimed at IT practitioners who need sufficient knowledge of computer
architecture rational and commercial decisions on the selection and specification
of systems. Learners will learn how to evaluate operating systems in order  to create
their own operating environment Many IT practitioners communicate with specialist
technical support staff during the specification and planning of systems
implementation. This unit aims to give learners  the confidence to communicate with
technical an non-technical specialists and non-technical specialist to justify
their recommendations.

It is expected that centres will use current personal computer and networking resources.
Learners should be encouraged to read current journals to investigate and evaluate
new hardware and software developments.

1. Computer systems
Processor: description of components (Von-Newman architecture), terminology
(eg. bits, bytes, kilobytes etc), identification of factors affecting performance
(eg. millions of instructions  per second (MIPS), floating point operations per second)
FLOPS, clock speed, computed performance indexes, bus architectures, pipelining).

2. Operating systems
Operating system functions: overview of functions (eg. user interface, machine and
peripheral management etc), comparison between functions of different types of
operating system (personal computer, network, mainframe etc).

3. Design a computer system
Selection: processor:  (eg. speed, special characteristics) memory, storage devices,
display, peripherals, specialised   components (eg. sound cards, video cards, datalogging
interfaces), bus system, network readiness/adaptability.

4. Test your computer system
Test plan: software testing (eg.: black box, white box), hardware testing methodologies
documentation, heath and safety issues (eg. compliance).

2. Modularisation
Use of functions/procedures: the learner should use/create functions/procedures both
pre-defined and user-defined, map structured design onto a program using functions/
procedures.

3. Documentation
Presentation of documentation: software applications (word processor or graphics),
analysis, design and implementation documentation, professional standards, needs
of industry.

4. Test schedules
Error types: semantic, syntax and run-time Test data and schedule: eg. black box,
white box, dry testing, data collection Error detection techniques: compiler and linker
error messages, debugging tools and structure walk-through.

UNIT 4: DATABASE DESIGN CONCEPTS – core unit

Description of unit
Database play an integral part in both academic and commercial domains, they provide
users with a tool in which to store, model and retrieve data. Database development is
fundamental to the area of computing and ICT as it offers so many links to other areas
such as programming, systems analysis, HCI as well as embracing issues of
compatibility and end user interfacing.

This core unit introduces learners to the practical aspects of designing a database.
Learners will be expected to use applications software to a prescribed level
in order to design, use basic tools, develop and demonstrate a database that is fully
functional.

1. Database Environments
Database environment: examination of the database environment and
it’s relationship compatibility DBMS: the emergence of the DBMS, what it is, how it is
structured, how it works.

2. Manipulate database software
Database software: use appropriate applications software eg. Microsoft Access or
database tools and functions as part of an integrated software applications tool.
Tools and techniques: tables, forms, dropdown lists, check boxes etc, reports, queries,
macros, validation techniques.

3. Design a database
Normalisation: normalise a data set to third normal form prior to building a database.
Methodology: adopt a framework for the database design. Ensure that the design
meets the given requirements of the specific user criteria.
Documentation: user manual providing a step-by-step guide on how to use the
database or part of the database, draft designs, test logs, evaluations.

4. Demonstrate the database
Format: in a formal and professional environment demonstrate the database design
giving clear explanations and justifications as to the overall structure.
Documentation: instruction manuals to support the designs, printed screen shots to
further clarify certain design decisions made, printed examples of reports.
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UNIT 2: SYSTEMS ANALYSIS – core unit

Description of unit
This unit will provide learners with a detailed insight into the systems analysis
life cycle, modelling tools and techniques, testing procedures and the need for
systems evaluation. This unit will examine the requirements of analysis for both
commercial and technical applications. It will also introduce the data and functional
modelling techniques which learners can be expected to use.

1. Systems analysis life cycle
Systems lifecycle: the stages of a chosen cycle (eg. feasibility, analysis, specification,
design, detailed design, code and unit test, integrate and test, maintenance), the
purpose of each stage, differentiation between validation and verification. Evaluation
of other lifecycle models: comparison of a chosen model with other models)
eg. prototyping, dynamic systems development, waterfall, spiral, rapid applications
design).

2. Systems analysis tools and techniques
Tools: using a variety  of modelling tools, for example context diagrams, data flow
diagrams and entity relationship diagrams.
Techniques: using systems analysis documentation – requirements and user
catalogue preparing BSOS (business systems options) and TSOS (technical
systems options).

3. Systems investigation
Fact-finding techniques: interview, observation, investigation, questionnaire.
Fact-recording methods and standards: current computer and paper-based fact-
recording methods such as grid charts, flow diagrams, standard documentation
technique.

4. Functional and data modelling
Functional modelling: identification of systems processes and functions, data flow
diagrams and process modelling techniques. Data modelling: top down
techniques, entity relationship modelling.

Unit 3: PROGRAMMING CONCEPTS – core unit

Description of unit
An understanding of the general principles and concepts and concepts of
programming should underpin some of the basic knowledge that learners need.
Learners will develop programs and although the content could be delivered from
a range of languages, compilers or platforms, the unit should aim to deliver
skills and knowledge that will easily transfer to other areas of the qualification
life cycle. This unit will design programs using industry techniques in order that
learners will adopt good practice.

1.  Structured programming
Storage: the concepts of data storage within a computer program, using variables,
constants and literals. For a third generation language, the pre-defined data, integers,
floating-point, character, Boolean (logical), strings, ID and 2D arrays of simple
types, and simple file, consequences of using these types, and the available  operators
within the supplied language.

BTEC NATIONAL DIPLOMA IN COMPUTER STUDIES

This Diploma is an internationally recognised qualification and is
validated, administered and verified by BTEC.

The purpose of the BTEC National Diploma in Computer Studies is to equip
students with the necessary skills to find employment as computer practitioners.
It is appropriate to the work of staff in the fields of programming, computer systems
maintenance, systems analysis and design, and operations. It is a valued alternative
entry qualification to a wide range of advanced professional and higher educational
courses.

Duration of the Course  There is normally only one intake of students a year,
in September with the first academic year commencing in late September and ending
in June the following year.
The course is structured around formal classes, seminars, tutorials and individual
tuition. In addition, students will be expected to undertake private study. Students
will have to prepare at least two assignments per subject  per term, plus two integrated
assignments. Those seeking courses at degree level on completion of their BTEC
National diploma course, will need to apply to UCAS by the end of the first term of
the second year.

Syllabus
1st year : Introduction to programming, Computer Systems, Information Systems,
Quantitative Methods, Communication Skills, Accounting and Auditing.

2nd year : Programming, Programming Project, Information Systems,
Small Business Computer – Systems, Concepts and Practice.

THE BTEC HIGHER NATIONAL DIPLOMA (HND)

This Diploma is  equivalent to the first two years of an Honours Degree
programme at a British University.  These qualifications are designed
to equip students with the knowledge, understanding and skills required
for success in current and future employment in the computer sector.

The qualification enables to students to apply for the third year of a related business
degree at university.

Duration of course: Two years full-time study.
The Higher National Diploma in Computing comprises 6 core units plus
2 compulsory specialist units and 8 specialist units:

The Higher National Certificate in Business comprises 4 core units 2 compulsory
specialist units and 4 specialist units:
Unit 1: Computer Platform - core
Unit 2: Systems Analysis - core
Unit 3: Programming Concepts - core
Unit 4: Database Design Concepts - core



This unit can be taught traditionally or integrated within other units on the
programme. The rationale behind this unit is to unable learners to have exposure to
softer skills that are critical in the work place and higher education.  This unit attempts
to encapsulate a range of key and common skills and deliver this information in a
dynamic learning environment.

1. Demonstrating and deliver a range of transferable skills
Transferable skills: ability to communicate to users at all levels (non-technical
to technical). Evidence of producing documents to meet a range of user needs.

2. Working and contributing to a group situation
Contributing: providing input (suggestions, proposals, recommendations,
overview, analysis) and feedback (written or verbal) within a group environment.
Group dynamics: evidence to support participation in a group dynamics process i.e.
stages of group formation and development (forming, norming, storming, performing).

3. Identify a given problem and provide feasible solutions
Stages: steps for problem solving i.e. recognition of problem, research, analysis,
solution & recommendations.
Methodology: adopt a framework for solving the problem using informal or formal
methods.

4. Monitor and review own learning experience
Documentation: evidence to support evaluation of both a qualitative & quantitative
nature could be in a written or verbal format. Examples to include action plans,
progress report, diary observation sheets, schedules etc.

UNIT 2: SYSTEMS ANALYSIS – core unit

Description of unit
This unit will provide learners with a detailed insight into the systems analysis
life cycle, modelling tools and techniques, testing procedures and the need for
systems evaluation. This unit will examine the requirements of analysis for both
commercial and technical applications. It will also introduce the data and functional
modelling techniques which learners can be expected to use.

1. Systems analysis life cycle
Systems lifecycle: the stages of a chosen cycle (eg. feasibility, analysis, specification,
design, detailed design, code and unit test, integrate and test, maintenance),
the purpose of each stage, differentiation between validation and verification.
Evaluation of other lifecycle models: comparison of a chosen model with other models)
eg. prototyping, dynamic systems development, waterfall, spiral, rapid applications
design).

2. Systems analysis tools and techniques
Tools: using a variety  of modelling tools, for example context diagrams, data flow
diagrams and entity relationship diagrams.
Techniques: using systems analysis documentation – requirements and user catalogue
preparing BSOS (business systems options) and TSOS (technical systems options).

This core unit introduces learners to the practical aspects of designing a database.
Learners will be expected to use applications software to a prescribed level in order to
design, use basic tools, develop and demonstrate a database that is fully functional.

1. Database Environments
Database environment: examination of the database environment and it’s relationship
compatibility DBMS: the emergence of the DBMS, what it is, how it is structured,
how it works.

2. Manipulate database software
Database software: use appropriate applications software eg. Microsoft
Access or database tools and functions as part of an integrated software
applications tool.
Tools and techniques: tables, forms, dropdown lists, check boxes etc, reports, queries,
macros, validation techniques.

3. Design a database
Normalisation: normalise a data set to third normal form prior to building a database.
Methodology: adopt a framework for the database design. Ensure that the design
meets the given requirements of the specific user criteria.
Documentation: user manual providing a step-by-step guide on how to use the
database or part of the database, draft designs, test logs, evaluations.

4. Demonstrate the database
Format: in a formal and professional environment demonstrate the database design
giving clear explanations and justifications as to the overall structure.
Documentation: instruction manuals to support the designs, printed screen shots to
further clarify certain design decisions made, printed examples of reports.
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UNIT 5: NETWORKING CONCEPTS – core unit

Description of unit
The importance of networked solutions in the business world grows year on
year. The increasingly sophisticated technologies and widening user base mean
a fundamental understanding of networks is essential for many. The aim of this
unit is to provide a rigorous introduction.

This is a major piece of work that should demonstrate the performance expected
at an HN Computing/ software Engineering level.
The problem may be work-based, college –based, or a student interest but it must
be developed in accordance with the unit’s framework and constraints.

1. Benefit of networks
LAN’s (local area networks), WAN’s (wide area networks)’ and MAN’s (metropolitan
area networks), networked applications, overview of cost/benefits of network use.

2. Design/evaluation networks
Functions of a network card, differences between peer to peer and server based
networks, description of main protocols, ie Ethernet, ATM, token ring, IPX, SPX,
and their relationship with the 7-layer model, the principles and resources
required to connect LANs to WANs, TCP/IP as a WAN protocol, TCP/IP addressing
and how routing works.

3. Network software
User factors: design and definition of users and groups, the definition of directory
structures on the file server, file and directory attributes, trustee rights,
IRM (inherited rights management), and setting up security.
Login scripts: definition of the user environment, menu systems.

4. Network Management
Management responsibilities: the problem of creating large numbers of accounts
on a network and keeping it up-to-date, management of users, workgroup managers,
network security and virus protection (elements of good practice).

UNIT 6: PERSONAL SKILLS DEVELOPMENT – core unit

Description of unit
Personal skills development implies the professional and personal growth in
knowledge and skills. Personal skills development embraces a whole range of
practical and transferable skills that can be applied within higher education and
the workplace.

This unit examines a range of skills that are deemed necessary to aid learners
through various scenarios which are not necessarily implicit within the content of
more theoretical or academically orientated units within the HN programme.
Learners will be able to improve their own learning, be involved with team work
and be more capable of problem solving through the  use of case studies, role play
and real-life activities.

3. Systems investigation
Fact-finding techniques: interview, observation, investigation, questionnaire.
Fact-recording methods and standards: current computer and paper-based
fact-recording methods such as grid charts, flow diagrams, standard documentation
technique.

4. Functional and data modelling
Functional modelling: identification of systems processes and functions, data flow
diagrams and process modelling techniques. Data modelling: top down techniques,
entity relationship modelling.

Unit 3: PROGRAMMING CONCEPTS – core unit

Description of unit
An understanding of the general principles and concepts and concepts of
programming should underpin some of the basic knowledge that learners
need. Learners will develop programs and although the content could be delivered
from a range of languages, compilers or platforms, the unit should aim to
deliver skills and knowledge that will easily transfer to other areas of the
qualification life cycle. This unit will design programs using industry techniques
in order that learners will adopt good practice.

1. Structured programming
Storage: the concepts of data storage within a computer program, using variables,
constants and literals. For a third generation language, the pre-defined data,
integers, floating-point, character, Boolean (logical), strings, ID and 2D arrays
of simple types, and simple file, consequences of using these types, and the available
operators within the supplied language.

2. Modularisation
Use of functions/procedures:  the learner should use/create functions/procedures
both pre-defined and user-defined, map structured design onto a program using
functions/procedures.

3. Documentation
Presentation of documentation: software applications (word processor or graphics),
analysis, design and implementation documentation, professional standards,
needs of industry.

4. Test schedules
Error types: semantic, syntax and run-time Test data and schedule: eg. black box,
white box, dry testing, data collection Error detection techniques: compiler and
linker error messages, debugging tools and structure walk-through.

UNIT 4: DATABASE DESIGN CONCEPTS – core unit

Description of unit
Database play an integral part in both academic and commercial domains, they
provide users with a tool in which to store, model and retrieve data. Database
development is fundamental to the area of computing and ICT as it offers so many
links to other areas such as programming, systems analysis, HCI as well as
embracing issues of compatibility and end user interfacing.



3. Connection of network components
Cabling: types, specifications, connectors, terminators, industry standards.
Signal transmission: broadband, baseband, bandwidth, analogue, digital.
Network Interface Cards: role, installation, configuration (NOS tools, configuration
parameters eg. IRQ number, I/O port, memory address, setting protocols), selection,
performance factors (eg. DMA, onboard RAM, system RAM, bus mastering,
RAM buffering, processor model), types (eg. wireless, fibre optic, remote boot).

4. Open systems Interconnection (OSI) model and common network
architectures
Model: outline of network communications, function of layers, services of layers.
Architectures: Local Area Network, OSI 802 modifications (logical link control, media
access control), access methods and features, comparison, IEEE 802 definitions:
Ethernet, Token Ring, Apple Talk, ArcNet (components, features, cabling, selection).

5. Data transmission and network protocols
Data packets: role, structure, components, origin and formation (OSI layers),
sending, receiving, examples.
Protocols: definition, purpose, stacks and OSI layers, binding, types
(application, transport, network), standards.

UNIT 13: DATA ANALYSIS AND DESIGN

Description of the unit
An understanding of databases is fundamental to the development of any significant
information system. Database systems are predominant in the world of IT and
continue to demand more complex data structures as applications get increasingly
sophisticated. The aim of the unit is to provide an essential knowledge of database
systems including design principles, practical implementation and development
skills for both system designer and software engineer.

The importance of structured query languages should be stressed and once created;
databases will be used or demonstrated for a variety of tasks including querying and
report writing.

1. Data models and database technology
Models: identify a range of data models and explain their structure
and contribution to past, current and future database developments. Examine
why certain models have become obsolete and been superseded by newer models.
Types: hierarchical, network (CODASYL), relational.
Technology: look at “file based approach systems and DBMS (database management
systems) and the contribution they have made to database technology.

2. Design a relational database
Designs: select suitable data types, entity and referential constraints, convert logical
database design to physical implementation using appropriate visual tools and
structured query languages.
Relational requirements: database must be fully relational with evidence of linked
tables that are accurate and appropriate to the context of data within the design.
Application links: database applications, identification and use of data sources
and access via 4GL programs.

3. Manipulation and query tools and techniques
Data manipulation: use of query languages and visual tools for database
maintenance, inserts, updates and amendments of data.
Query and reporting: query languages and query by example (QBE) to
extract meaningful data, including formatting and use of functions/formulae, report
writing tools, links to stored queries, design and format of reports, including
graphical output.

4. Implement and test
Data analysis: identification of data requirements from different user perspectives,
comparison of top-down and bottom-up approaches to data analysis, their strengths
and weaknesses.

UNIT 16: INFORMATION SYSTEMS

Description of unit
Organisations have always depended on information to ensure success.
Over the years organisations have changed their information systems from dealing
purely with data processing to strategic and decision support. Managers need
information to plan successfully in the short, medium and long term, it is also
recognised nowadays that information is required at all levels in an organisation
and that information itself can have many sources. The importance of valid
information in gaining competitive advantage needs to be stressed. Learners will
gain an understanding of the ways in which data can be processed and the
applications that support organisations. They will also be asked to evaluate the
capacity of an information system to satisfy the needs of the user.

1. Information needs within different functional areas.
Functional areas of an organisation: finance, personnel, accounts,
stock control, logistics and supply chain management, sales, marketing.

2. Range of information systems
Information systems: business information systems, decision support systems,
management information systems, data warehouse systems. outputs (payroll,
invoicing, ordering, bookings, stock control, personnel records, goods tracking)

3. Tools available for information processing
Tools: current tools (text processors, client –server, databases, artificial intelligence,
expert systems, data warehousing, data mining), description of the use of
telecommunications (internet, email etc).

4. Information systems within an organisation
Evaluation techniques: criteria (accuracy, suitability, timeliness, benefits,
costs, confidence); professional, legal, ethical and social issues of usage.

UNIT 17: MS OFFICE SOLUTION DEVELOPMENT

Description of unit
This unit focuses on the use of Visual Basic for Applications to extend the capability
of Microsoft Office in the development of solutions that automate
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UNIT 8: INFORMATION SYSTEMS PROJECT

Description of unit
Organisations have always depended on information to ensure success.
Over the years organisations have changed their information systems from dealing
purely with data processing to strategic and decision support. Managers need
information to plan successfully in the short, medium and long term, it is also
recognised nowadays that information is required at all levels in an organisation
and that information itself can have many sources. The importance of valid
information in gaining competitive advantage needs to be stressed. Learners will
gain an understanding of the ways in which data can be processed and the
applications that support organisations. They will also be asked to evaluate the
capacity of an information system to satisfy the needs of the user.

1. Develop a project plan
Project selection: research and review IS (information systems) areas of
interest, selection of project, design of structure and production of aims for the
project, estimation and list of required resources for chosen project.

2. Develop a solution
Objectives: to improve speed of a given task, to incorporate standardisation
 allow wider access, save money and resources.

3. Implementing solution
Implementation: use chosen applications software to implement project to
agreed specification. Monitor development against agreed plan and take appropriate
action if the project does not go to plan for unforeseen reasons.

UNIT 12: NETWORKING TECHNOLOGY

Description of unit
Understanding of the underlying principles of networking is a vital importance
to all IT practitioners in today’s increasingly sophisticated world. The aim of this
unit is to provide a background to the basic components of networked
systems from which all networking operations derive. It is also includes the
evaluation of networks and network applications.

1. Networks and networking approaches
Networks: introduction, role, purpose, benefits, resource implications.
Approaches: pee-to-peer client-server computing (model, functions, client role,
front-end tools, advantages), centralised computing.Server: role, types, purpose.

2. Hardware components and the role of network operating system
(NOS) software
Components: workstation, servers, cabling, hubs, and repeaters.
Software: control, connect, manage, secure.

business processes access data and publish information to an intranet or the internet.
The unit develops Visual Basic skills for use in Office and looks at building solutions
in Excel, Word, PowerPoint, Access and Outlook. The unit also looks at the use of
FrontPage 2000 to design, create and publish Office solutions to the internet and intranets.
The unit requires a thorough knowledge of Microsoft Office suite together with
an intermediate level of skill issuing Visual Basic such as gained from studying
unit 39: Visual programming fundamentals.

This unit presents opportunities to demonstrate key skills in problem solving, information
technology and improving own learning and performance.

1. Visual Basic Skills
Visual Basic editor: macros, procedures, writing and running code, setting properties,
environment options.
Debugging and error handling: types of errors. Break mode. Debugging techniques,
break points, step through, Watch expressions, Locals window, Call stack, use of
immediate window. Error handlers.
Variables and constants: declaration and use of variables. Scope of variables. Data types
(String, Integer, Long, Single, Double, Currency, Boolean, Variant). Conversion between
data types. Use of pr-defined constants.
Control flow structures: If…Then…Else, Select Case, Do…Loop, For…Next, For…Each.
Working with forms: forms, toolbox, controls, events, menus, command bars, toolbars.
Communication with users: MsgBox, InputBox functions, Validation.
Object models: objects, properties, methods, Office Object models, type libraries,
Object Browser.

2. Understanding design issues
Office solutions: Office, programmability, designing solutions.
Deploying solutions: packaging and deployment wizard, setup files, exe files, custom
templates, security.
Principles of user interface design: user control, modal interactions, simplicity,
consistency, personalisation, feedback, user assistance.

3. Build solutions
Excel: Excel Object Model, workbooks, worksheets, ranges, charts, pivot tables,
publishing as html.
Word: Word object Model, documents, templates, ranges, selections, autotext,
table objects.
PowerPoint: PowerPoint Object Model, presentation object.
Office Assistant: the Office Assistant Object Model, balloons.
Access: the Access Object Model, databases, reports, web reports, ADO Object Model,
connections, commands, record sets, navigating, filtering OLE DB. Querying data using
Access Query Wizard, SQL. Handling errors.
Outlook: the Outlook Object Model, items, events, messages.
COM addins: designing, creating registering.

4. Publish Office solutions
FrontPage: FrontPage webs, server extensions, page editor, publishing.
Managing a Website: reports and tasks, categ.ories.
FrontPage solutions: FrontPage Object Model, Web Object Model, Page Object Model.



1. Design and functionality
Design: rules and heuristics for good website design, protection and  infringement
of copyright, review of proprietary examples, evaluating functionality of design
(timings, navigation, ease of use, effort, user satisfaction), design tools and software
for evaluating applications), conformity with software standards (i.e. TickIT).
Environment: review of current internet browser software and introduction of
features-URLs, HTML, Javascript, Java applets, and CGIs for incorporation into
individual sites, differing browser treatment of CSS ( cascading style sheets), scripting
languages

2. Web authoring tools
Mark-up and scripting languages: relationship between different mark-up languages
(SGML, XML, HTML, DHTML), structure of ML, ML tags and their documentation,
current ML features (tables, frames etc), current changes to ML standards, use of
CSS (cascading Style Sheets) and scripting languages.
Development: selection of software, design of solution, development of application.
Software: evaluation of suitability of a range of commercial web development software:
Macromedia products (Dreamweaver, Flash Fireworks), Adobe products (GoLive,
PhotoShop, Acrobat) and other  products (eg. HoTMetal). Awareness of e-commerce
solution providers.

3. Web pages/frames
Page elements: development of skills in the use of mark-up language (eg. HTML etc)
– headings, rules, frames, buttons, text and list boxes, hyperlinks/anchors,
graphical images, clickable images, maps etc

4. Interactive applications
Server side interaction: accepting data from users responding with appropriate actions
and responses based using the CGI (common gateway interface) or equivalent, cookies.
Database connectivity: the common methods of using/accessing databases from
CGI applications eg. ODBC, JDBC, SQL.

UNIT 20: INTERNET SERVER MANAGEMENT

Description of unit
As more organisations adopt internet-aware software there is an increasing need to
understand the implications of internet technologies. In addition many organisations
are now creating their own internet and Intranet sites and therefore the successful
management of sites and servers is becoming fundamental to network managers.
The aim of this unit is to provide an introduction to internet server management within
the context of a network operating system topics such as administration, security and
networking concepts, with particular emphasis on the TCP/IP  protocol stack.

Learners will be able to identify the necessary network infrastructure that must be in
place, the administrative tasks required and security implications and possible
solutions to hosting a secure internet side. The unit focuses on an appropriate network
operating system, such as Microsoft Windows.

Content
1. Project management principles
Project management: principles of engineering projects, project management and
the role of the project manager (eg. management of change, understanding of
project management system).

2. Organization and people
Organizational structure: functional, project and matrix organizational structures
(eg. consideration of cultural and environmental influences, organizational evolution
during the project lifecycle).

3. Processes and procedures.
Project management plans: the way, what, how, when, where and by whom of project
management (eg. contract terms, document distribution schedules, procurement,
establishing the base line for the project).

UNIT 42 : VISUAL PROGRAMMING

Description of unit
The development of visual environments has dramatically increased over the last decade.
Most people are now familiar with graphical based operating systems and programs.
These graphical interfaces have made the life of the end user much easier.
The aim of this is to enable learners to develop these graphical interfaces in the form
of visual applications. The learners will learn how to develop a user interface and the
build code into that environment to create an application.

Content
1. Visual objects
Object types: some examples of the project types are as follows: Buttons, text boxes,
windows, frames, data controls, option buttons, timers, drive list boxes etc.
Object structure: attributes, methods, properties, order of events etc.
Creating objects: placing objects on a screen and customizing attributes as appropriate.
Linking objects: enabling different objects to interact using programming or scripting.

2. Visual applications
Design strategies: state transition diagrams, storyboarding, event modeling,
prototyping, layout of forms including details of design and properties of the objects.
Design: using design strategies.

3. Visual development environment
Identification of features: investigation of current advanced tools and development methods.
Employment of features: use of advanced features to satisfy the requirements of an
application. Features available will vary greatly between different development
environments, but typical examples might be use of drag and drop, simple animation,
linking to databases, internet development, Active X.

4. Testing
Testing methods: testing at various stages of development, test data plans, methods for
analysing variable values through code sections (eg. trace tables).
Testing tools: build-in applications for debugging and testing program code, system
debugger with appropriate trace facilities and inspection techniques for the analysis
of variables and associated data structures The obvious tools are: step, watch,
breakpoints, and error trapping.46 47

UNIT 18: MULTIMEDIA DESIGN AND AUTHORING

Description of unit
Through this unit learners will learn to design and evaluate a prototype
multimedia system using an iterative approach. Through research and practice
learners will identify user’s needs and content. Learners will design the structure,
interaction and components of the interface, a psychological understanding
will be encouraged to give learners a broad understanding of the use of
colour, metaphors and navigational systems. Prototypes will be designed
through exploration of software prototyping tools and techniques.

1. Task analysis
Research: literature, publications, journals, electronic data, observation,
questionnaire, interview, survey.
Users needs: content, existing systems or methods, other similar systems,
environmental issues, location, social context, tasks, constraints of a system, delivery
platform, input, output devices.

2. Interaction and interface design
Screen design: quantity of information presented, grouping and prioritising
of information, highlighting techniques, standardisation of screen
display, presentation of text, use of typography, use of graphics, use of colour
for highlighting, prioritising and drawing attention. Screen metaphors,
navigation systems, video, guides or agents, animation, visual feedback,
language and dynamics of screen design, innovation and creativity.

3. Multimedia prototype
Plan structure: system diagram, flow chart, storyboard animation sequences,
video sound track, screen design, interaction, navigation system, flow chart of
the system, to indicate depth and breadth of system, linking of screens, of
information, information flow indicating input elements and output elements.

4. Develop and present prototype
Evaluate with: target users, computer users and non-computer literate users.
Evaluate for: cross-platform file compatibility using Macintosh file formats, using
windows file formats, browser friendly palettes, file size, file economy, file quality,
and file compression techniques, frames (Java), internet browsers friendly palettes,
file size, file economy, file quality, and file compression techniques, frames (Java),
internet browsers (Debabeliser), assessing, evaluating, checking, requirements,
usability, accuracy.

UNIT 19: WEBSITE MANAGEMENT

Description of unit
The unit facilitate  the development of an awareness  and understanding of the
technical and creative skills required to design, construct and manage an effective
e-business website interface. Learners will  evaluate existing e-business sites, in
the context  of cross-platforms and range of browsers. They will analyse a range of
commercially available web authoring software and be required to create a viable,
interactive website interface, which meets contemporary web design principles.

1. Administrative tasks
Administration of a computer network: workgroups (peer to peer) and domains.
The benefits of networks, the role of servers, domain controllers and workstations,
features of a network operating systems, features and benefits of a domain, the
role and benefits of directory services (Active Directory), logging on and the user
authentication process, introduction to routine administrative tasks such as users,
groups, printers, security, network events, resources, integrity, backup and restore,
and discs, the available administrative tools.

2. Design/evaluation of networks
Examining the network: scope of networks (LAN and WAN), network topologies
eg. bus, star, ring, mesh and hybrid, network technologies, eg. Ethernet, Token
Ring, ATM, FDDI and Frame relay, Ethernet frame structure and the role of MAC
addresses, connectivity devices and technologies i.e. network interface cards,
cabling, repeaters, hubs, bridges, switches, routers, gateways, remote access
(dial-up and VPN), PSTN, ISDN, X.25 and ADSL.

3. Security
Managing data by  using NTFS; an outline of FAT (and FAT32) as linear  lookup
tables as opposed to NTFS as a tree structure, inability to assign permissions to
individual files on a FAT/FAT32 volume, NTFS security i.e. file and folder
permission, inheritance, allowing and denying of permissions, comparison of NTFS
4 with NTFS 5 and the need for service packs in an NT4/Windows 2000 dual booted
system, access control lists (ACL) and access control entries (ACE), combining
multiple NTFS permissions of copying and moving files.

4. Configure an internet server
Examining internet services: the role of TCP/IP on the internet, the need for public
IP address, review of mail, the worldwide web, chat programmes, internet news,
FTP and Telnet, intranets for internal use, extranets to connect intranets, the
function of DNS, browsers, URLs, internet information services (IIS). directories,
assigning default documents, using IIS to remotely manage server.

UNIT 23: PROJECT MANAGEMENT

Description of unit
The unit aims to a basic knowledge of project management principles,
methodologies, tools and techniques that may be used in any industry, the
professions and the public sector. Organisational and human resource factors are
also included.

Learners will develop an understanding of what constitutes a project and
the role of a project manager. They will be able to analyse and plan the activities
needed to carry out the project, including how to set up a project, how to control
and execute a project, and ho to carry out project reviews. They will also understand
how the project fitsd into the company or other organisational environment. it is
intended that this unit will support the knowledge and understanding requirements
for the NVQ in Project Management at level 4.



1. TYPEWRITING

Typewriting examinations are available at three levels Elementary, Intermediate
and Advanced. The course will prepare students for all these levels with Elementary
held in December, Intermediate in March and Advanced in June each year. Students
will be required to demonstrate that they can type and display letters, manuscripts,
memoranda, altered typescripts, forms, display material, statistics, invoices, statements
and reports.

Pitman: Elementary 25wpm

Intermediate 35wpm

Advanced 50wpm

To obtain a First Class Pass students will need in accuracy of 98% and above.

The course module will develop the student’s ability to produce a variety
of business documents from dictated material using any form of note taking
by hand, typewriter or word processor.

Pitman offers Certificates in each of these areas at all these levels.

Typewriting

Pitman: Elementary 25wpm

Intermediate 35wpm

Advanced 50wpm

2. OFFICE PROCEDURES

1. The office - Administration Services,
Staff, Health & Safety

2. Communications - Oral and written
Telecommunications

3. Systems Procedures - Mail Handling Stationary stock
Purchase and sale of goods, Petty cash

4. Filing & Indexing - Methods of classification Rules
Equipment and Storage

5. Office Support and Equipment- Text production Reprography
Mail Room equipment,

IT applications.

SECRETARIAL STUDIES

The Secretarial Studies course offered at The College of Central London
is designed to teach students how to handle the requirements of
the most modern commercial offices. Students will be taking
examinations with Pitman for the core secretarial subjects, the Institute
of Export for Global market place and International Business Principles
LCCI for Public Relations and BTEC for Administrative Systems.

EXECUTIVE PR COURSE

The combination of the subjects listed below will enable students to qualify for
a Diploma in Secretarial Studies and PR.

In the workplace Personal Assistants are increasingly taking greater responsibility.
The role of IT in business has enabled the modern secretary to become more
efficient and extend their role well beyond its traditional limitations. This is why
it is increasingly important for secretaries to acquire the additional skills
available in business subjects to qualify them for these enhanced opportunities.

Entry Qualifications

A reasonable standard of English. No other formal qualifications are necessary.
Course duration
The main intake of students is in September with other intakes in January and April.

There are four CORE subjects and three additional OPTION modules.

Core subjects
1. Typewriting
2. Office Procedures
3. Business English
4. Office Technology & Information Processing

OPTION SUBJECTS:

A. Public Relations
1. Public Relations
2. Administrative Systems

B. International Business
1. Global Market Place
2. International Business Principles

C. Desktop Publishing
1. PowerPoint
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DEPARTMENT OF ENGLISH

The college offers a wide range of English Courses for students wishing 
to improve their English. There are courses in General English and Business 
English and Examination courses. All classes take place in a relaxed and friendly 
atmosphere. Students come from all over the world and classes are of mixed 
nationalities.

The prime objective of all our courses is to teach students how to communicate 
effectively in English, whatever their level.

All our teachers are fully qualified and experienced, and the English 
Department has an excellent exam record.

GENERAL ENGLISH 
Courses run throughout the year at all levels, from Beginners to Advanced, 
and applicants may start on any Monday. Students are tested on arrival 
and placed in a class at their correct level. Homework is set regularly and 
students are encouraged to complete it.

Contents of the course 
All lessons contain a good balance between the four language areas of 
speaking, listening, reading and writing. Students follow a main course 
book, supplemented with extra materials to give further practice in, 
for example, grammar, pronunciation, vocabulary, etc. Progress tests are 
held regularly to monitor progress and students are encouraged to enter 
for one or more of the public examinations.

OPTION MODULES

PUBLIC RELATIONS

♦ Introduction to Public Relations, The Media, Researching and Writing material 
for the Media

♦ Developing and Managing Public Relations Campaigns, Running a Public 
Relations Organisation (Consultancy/In-House)

♦ Public Relations in Commercial/Industrial Organisations, Public Relations as 
a Marketing Tool

♦ Public Relations in the Marketing and Promotional Mix (with reference 
to multimedia campaigns)

♦ Special Events (such as press conferences, seminars, exhibitions and 
trade fairs), Promotion in Export Markets, Presentation (for students to put 
over themselves and their ideas effectively),

♦ Public Relations in a crisis (handling communications in a disaster), 
How to get into Public Relations as a career.

DESKTOP PUBLISHING

The aim is to test students to produce multi-page, multi-column documents and 
use the design features of the software in a systematic and professional manner. 
The software package used is MS PowerPoint.

♦ Prepare and save multi-page documents, Use headers and footers, Import Graphics 
♦ Observe typing conventions, Display to the best effect.

Note: 
The syllabus for the additional 
modules Global Market Place and 
International Business Principles 
can be referred to on under the 
contents of the CIT syllabus 
in the Business section.
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3. ENGLISH FOR BUSINESS

Level 1 &2

This subject prepares students to write simple business correspondence in English. 
Reading comprehension, memos, internal written telephone messages, writing 
skills, write simple courtesy letters, simple memos, draft fax communications.

In addition to the above, students will need to demonstrate achievement in:

♦ Reading comprehension - extract information from business 
documents i.e. paraphrasing

♦ Writing skills – eg. draft and short information report.

4.  OFFICE TECHNOLOGY & INFORMATION PROCESSING

The programme for this module will be developed through practically based 
activities with a clear business context and focus and should encourage the view of 
information technology as a tool for the achievement of business objectives rather 
than an end in itself.

♦ Practical Word Processing - create documents, edit documents, 
amend layout, complete standard document, proof reading and correcting, 
printing

♦ Word Processing - prepare system, create documents, Edit documents, set/ 
amend layout, assemble and/or complete standard documents, 
proof read documents and correct, save work, print documents.

♦ Practical spreadsheet processing - intermediate-construct spreadsheet and 
design it in such a way to produce accurate answers, manipulate the 
spreadsheet using features of the package, print and correct spreadsheet in 
response to specific requests.

♦ Disk Management -computer system, Access and security, Printer 
use, Disk and file management

♦ Understanding computers - Terminology, computing concepts, 
operating systems

♦ Information Systems - recording, manipulation, and retrieval techniques.

EXAMINATION COURSES

Our main examination courses prepare students for all levels of the 
Cambridge exams:

♦ Cambridge Preliminary English Test

♦ Cambridge First Certificate

♦ Cambridge Advanced Certificate

♦ Cambridge Proficiency

These exams are held twice a year in June and December. Students wishing 
to obtain high grades are advised to complete an initial three-month course 
before entering the intensive twelve-week exam preparation course.

The initial three months cover the basic exam syllabus. This gives students time 
to understand the exact requirements for the exam, check that they know all the 
grammar, develop their vocabulary, and, most importantly, improve their writing 
ability. During the intensive twelve weeks leading to the examination, students 
complete the exam course and practise the exam skills and strategies necessary 
for the different examinations.



ENGLISH FOR BUSINESS

This course is designed to give students the confidence to use English in a business
or work environment. To enter the course, students should have reached an
Upper Intermediate/First Certificate level.

The course aims to provide students with the opportunity to practise the basic
English skills and vocabulary essential to business. Using reading, listening and writing
tasks, discussions, problem-solving and role play, students cover a wide range of
business situations.

Contents of the course:

♦ Writing essays on business related subjects.
♦ Use of vocabulary in commerce, banking, import, export, finance and administration.
♦ Writing letters and memos to communicate between business organisations.
♦ Setting out and writing letters and memos based on specific information.
♦ Writing summaries of articles and reports.
♦ Producing reports based on raw data, eg. graphs, charts, tables, etc.
♦ Comprehension of articles and reports on business subjects.
♦ Grammar, spoken work and aural comprehension, both general and specific

to a business situation.

Students are prepared for the London Chamber of Commerce and Industry
(LCCI) Examinations in English for Business. Examinations are held four times per year
at the end of each term in November, March, April and June. There are three levels:
Level 1 (First Certificate), Level 2 (Advanced) and Level 3 (Proficiency).

TOEFL

TEST OF ENGLISH AS A FOREIGN LANGUAGE (TOEFL)

The purpose of the TOEFL test is to evaluate the English proficiency of people whose
native language is not English. The test uses a multiple-choice format to measure the
ability to understand North American English.

The test consists of three sections:

♦ Listening Comprehension - Measures ability to understand English as it is spoken in
North America.

♦ Structure and Written Expression - Measures ability to recognise language that is
appropriate for standard written English.

♦ Reading Comprehension - Measures ability to understand non-technical reading
matter.

COMPLETION OF COURSES

At the end of their studies, students are issued with a Certificate of Completion,
which states the type of course, level, and date of enrolment. All students who take public
examinations will receive the appropriate certificate if they are successful.
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FACULTY

FIRST NAME SURNAME QUALIFICATION

NICOLAS  KAILIDES BSc (Hons)

BARTLEY CULVERWELL BSc (Hons), MSc, MBA, FRAI

PETER MATTINGLY BSc, MSc

GERALD RICKARD BSc

LINDA FAWTHROP BA (Hons)

LINDSAY BRANSBURY cam Dip., LCCI Examiner

JAN GUSTAFSSON PhD (B Com, MBA, MPhil, PhD)

LLOYD LUSHINGA Dip. Educ, Cert HH in Shipping

KENNETH LONG BSc, F.I.C.S, F.N.I, M.C.I.T

TONY GILBY MPhil, Dip Proj Man (FRICS)

MIKE HOWSON F.C.A

BARRIE JERVIS BA (Hons), FCII, FCIArb, DipICArb

DINESH R JANGID BCom, ACA (ICAI)

SUMIT AGARWAL ACA India, ACMA, CISA

KHALID MATATA LL.B (Hons), LL.M in International Law

ZAINAB ATTA BA (Hons), FFA, FAIA,MBA

SHWE ZIN HLA SHWE (MBA, IHDCS,BSc)

ANTHONY GEORGIOU MBA, MBIM, LL.M

APPROVAL

Validation of The College of Central London and its courses

The Colleg.e of Central London was first inspected by the British
Accreditation Council for Independent Further and Higher
Education in October and December 2004. BAC’s inspectors
reported on a satisfactory, good or excellent level of provision in
all areas assessed during the inspection. They considered the
college to be well-managed and well-resourced. There was a high
standard of teaching and all staff showed good support for
individual students and sensitivity to their language needs.
Help with finding accommodation and general assistance in
adapting to living in the UK was very thorough.

The College of Central London was awarded accreditation in
January 2005.

Students or education authorities requiring information regarding the
status of the College and its courses are invited to refer to the bodies
listed below for which the College has approval:

� EdExcel (Incorporating BTEC and LONDON UNIVERSITY
Examinations)

� The London Chamber of Commerce and Industry (LCCI)

� The Associated Examining Board (AEB)

� The Joint Matriculation Board (JMB)

� The CAM Foundation (CAM)

� The Institute of Export (IoE)

� The British Institute of Facilities Management (BIFM)

� The Royal Society of Arts (RSA)

� Pitman Examination Institute (PEI)

� The Institute for the Management of Information Systems (IMIS)

� University of Cambridge Local Examinations Syndicate

� The Association of Accounting Technicians (AAT)

� The Chartered Institute of Management Accounting (CIMA)

� City & Guilds Pitman Qualifications

� City & Guilds.
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