ILM Certificate in
Human Resource
Management and
Development
(Level 5 QQI)

Contents
Introduction
Why Choose South East College
Qualification Delivery and Fees
Qualification Outline
Who is ILM
How to Get Certified
Tutor Profile
South East College Clients

Introduction
Most managers and supervisors get promoted because they are
good at their job, they are hard-working, productive, loyal to the
organisation, and a good team player. Whilst this is a good start,
many other skills are needed to be effective at managing others.
Successful managers and supervisors today are more likely to be
good role models, coaches and motivators.
This qualification – ILM Certificate in Human Resource Management and Development
– provides a broader base of knowledge and skills. It is specifically designed for new and
existing HR administrators/officers, workplace trainers/coaches, team leaders or
supervisors that require upskilling in the art of team development and management of
individuals and teams.
This is a highly interactive qualification, delivered using blended learning methodologies,
which can include; virtual classroom, face to face workshops, self-directed distance
learning, case studies, role-plays, video presentations, and group discussions. Practical
workplace examples are used throughout the delivery to provide a fuller understanding for
the application of the learner’s new knowledge and skills.
Overleaf you will find a proposed qualification outline.
Our Tutor will also work with you before commencing, in order for them to tailor the
content to your specific business values and goals.

Chadwicks Group have a long-standing partnership with South East College in delivering our internal
people development programmes. The tailored accredited programs such as our Management
Development Programme and our Sales Academy Programme have been invaluable in developing and
retaining talented colleagues within the group. Graduates have progressed to fill various management
roles, as well as becoming invaluable members of our team. These programs are a strategic enabler
that adds value to Chadwicks, helping to future proof our organisation for the challenging times ahead.
Niall Carolan
Learning & Development Department, Chadwicks Group
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Why Choose South East College
South East College Ltd. (SEC) is a Private College of Further Education & Training that was
established in 2013 by Susan Madden (MSc). It evolved from Retail Training Consultancy
Ltd. (originally established in 1992). SEC is dedicated to the education and advancement
of management personnel at all levels of an organisation, through the delivery of
qualifications from level 5 to 7 on the National Framework of Qualifications (QQI).
SEC is an Institute of Leadership & Management (ILM) Centre of Educational Excellence.
SEC’s client companies include industry leaders, multi-industry award winners and various
sector representative bodies.

The Five Core Values of South East College
1.
2.
3.
4.
5.

Creativity & innovation – we are recognised by our clients and referrals
for producing creative solutions and innovative educational materials
Energy – we inject fun into every classroom!!
Passion – we personally connect with all our client / students, embracing
them as if they were our own!
Professionalism – we delight our clients through the provision of further
expert education, training and consultancy…making them look good!
Responsive – We think on our feet and see “change” as the only constant!

We have worked with Susan and the team at South East College for almost 13 years. Susan has
supported us in the areas of Strategic Planning, the design and delivery of extensive Management
Development programmes, along with HR support and consultancy. This work has had a significant
influence on the successful growth and development of our business. Susan works in true
professional partnership with organisations and provides very valuable insight, challenge and strategic
guidance while never losing sight of the commercial basics and practicalities!
Michelle Soden
HR Manager, Pelco

We own and operate our own secure Learner Management System (Moodle) called
eCollege. We run our live classroom sessions within Moodle, using BigBlueButton
Virtual Classroom. BigBlueButton allows for Breakout-rooms, Multi-user whiteboards,
Learning Materials Sharing & Downloading, Screen Sharing, Polling, Quizzes, PublicPrivate Chat amongst students and Web-Video & Audio Recording and Pausing.
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Qualification Delivery and Fees
Each Unit of learning is completed by the learner over four to six consecutive weeks.
Learners have 24-7-365 access to learning resources (books, handouts, case studies,
models, etc.) for the duration of their study, from our state-of-the-art LMS (Moodle),
providing for flexible and convenient learning. Learners are required to complete several
learning activities along with ILM Assignments. Learners have one-to-one tutor support to
complete the assignments.

Description

Fees

Unit Fee (per Unit)

Available on Request

ILM Learner Registration Fee (per person)

Available on Request

Group size is flexible, but we would recommend a maximum of 14 people to allow for the
more interactive elements of the learning.
The fees above include the following:
• Classroom tuition (face-to-face or virtual)
• Learner materials, textbooks, handouts, tools, aids, etc.
• One-to-one Tutor support to complete the Assignment
• Grading of Assignment and certification from ILM
*The only requirement for the host company is to provide the venue and a light lunch for
learners where delivery is face-to-face classroom.

The Meagher’s Pharmacy Group has a long-standing relationship with Susan Madden, and
partnership with South East College. The Meagher’s Team and I have continued to work closely with
Susan and her colleagues on business development projects, further education of management and
upskilling of individual team members. Susan has continued to provide me with invaluable support,
advise and wise counsel over the years!
Oonagh O’Hagan
Managing Director, Meagher’s Pharmacy
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Qualification Outline
QUALIFICATION OVERVIEW
The ILM Certificate in Human Resource Management and Development consists of 7 Units:
Unit 1: Understanding the Communication Process in the Workplace
Unit 2: Understanding Recruitment and Selection of New Staff in the Workplace
Unit 3: Understanding Training and Coaching in the Workplace
Unit 4: Developing People in the Workplace
Unit 5: Understanding Discipline in the Workplace
Unit 6: Understanding Conflict Management in the Workplace
Unit 7: Diversity in the Workplace

MAIN QUALIFICATION AIMS
The main aims of each of the Units are:
•
•
•
•
•
•
•

To develop knowledge and understanding of the communication process in the workplace
To develop knowledge and understanding of recruitment and selection
To develop knowledge and understanding of training and coaching within the workplace
To be able to plan the personal development of individuals in the workplace
To develop knowledge and understanding of discipline in the workplace
To develop knowledge and understanding of managing conflict and supporting individuals
To develop an understanding of managing diversity and acting ethically in the workplace

Overleaf you will find a proposed qualification outline detailing all the Units covered.
In addition, we will consult with you before the programme commences to get your input. This
way we can be sure to address any specific requirements.
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UNIT 1: UNDERSTANDING THE COMMUNICATION
PROCESS IN THE WORKPLACE
Unit Content:
• Communication Process in the Workplace
• Methods of Communication
• Effectiveness of Communication

Unit Objectives
By the end of this Unit, students will be able to:
• Explain the importance of effective communication in the workplace
• Describe the stages in the communication cycle
• Identify possible barriers to communication in the workplace
• Explain how to overcome a potential barrier to communication
• Describe the main methods of written and oral communication in the workplace
and their uses
• Identify the main advantages and disadvantages of written methods of
communication
• Identify the main advantages and disadvantages of oral communication
• Explain how non-verbal communication can influence the effectiveness of oral
communication
• Explain the value of feedback in ensuring effective communication
• Assess own performance in a frequently used method of communication
• Outline actions to improve own performance in communication
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UNIT 2: UNDERSTANDING RECRUITMENT AND
SELECTION OF NEW STAFF IN THE WORKPLACE
Unit Content:
• Recruitment and the Law
• Recruitment in the Workplace
• Selection Techniques

Unit Objectives
By the end of this Unit, students will be able to:
• Identify an organisation’s policies and procedures that could guide the manager in
recruitment and selection
• Explain how to conduct a job analysis and prepare a job description and person
specification for an identified post
• Explain how a manager would prepare for selection interviews to ensure impartiality
and optimum decision making in selecting the most suitable applicant
• Explain a recognised selection technique that could be used during interviews
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UNIT 3:

UNDERSTANDING TRAINING AND COACHING IN
THE WORKPLACE

Unit Content:
• Learning & Training Methodologies
• Training & Assessment Design
• Training Delivery
• Managing Workplace Learners
• The Skills of Coaching
• Establishing Training & Coaching Needs Within The Workplace
• Training & Coaching Records/Systems

Unit Objectives
By the end of this Unit, students will be able to:
• Explain how to identify the training needs for individuals in the workplace
• Describe training techniques appropriate to the workplace
• Explain how knowledge of different learning styles can assist when training individuals
in the workplace
• Describe a method of evaluating the effectiveness of training
• Describe how to maintain training records in the workplace
• Explain how to identify the coaching needs for individuals in the workplace
• Explain how to plan the coaching for an individual in the workplace
• Explain the importance of feedback in coaching
• Describe a method of evaluating the effectiveness of coaching in the workplace
• Design and/or present a workplace training or coaching event for use within your
organization
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UNIT 4:

DEVELOPING PEOPLE IN THE WORKPLACE

Unit Content:
• Understanding the Importance of Promoting Personal Development
• Planning for an Individual’s Development

Unit Objectives
By the end of this Unit, students will be able to:
• Assess the potential benefits to the organisation of developing individuals
• Assess the benefits to the individual of personal development
• Assess how to manage an individual’s expectations in respect to personal
development.
• Evaluate development vehicles in the organisation appropriate to the development
needs of the individual
• Develop a plan to meet the identified development needs of an individual

UNIT 5:

UNDERSTANDING DISCIPLINE IN THE WORKPLACE

Unit Content:
• Legal Aspects and Organisational Policy Relating to Discipline in the Workplace
• Monitoring Discipline in the Workplace

Unit Objectives
By the end of this Unit, students will be able to:
• Briefly describe the legal aspects of the disciplinary process
• Identify an organisation’s employment policies and procedures that could guide the
manager in dealing with disciplinary issues
• Describe the purpose of disciplinary procedure
• Identify the interpersonal behaviour and support skills required by a manager to monitor
discipline in the workplace
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UNIT 6:

UNDERSTANDING CONFLICT MANAGEMENT IN THE
WORKPLACE

Unit Content:
• Workplace Conflict
• Resolving Workplace Conflict

Unit Objectives
By the end of this Unit, students will be able to:
• Identify causes of conflict at work
• Describe the stages in the development of conflict
• Explain the effects of conflict on individual and team performance at work
• Explain any recognised technique a manager could use to minimise and resolve conflict
in the workplace
• Describe how a manager could promote a positive atmosphere in order to minimise the
adverse effects of conflict

UNIT 7:

DIVERSITY IN THE WORKPLACE

Unit Content:
• An Introduction to Equality and Diversity
• Equality and Diversity; the Law
• Managing Equality and Diversity in the Workplace

Unit Objectives
By the end of this Unit, students will be able to:
• Outline the organisational policy on Equality and Diversity in the workplace
• Explain how a team leader can promote equality and diversity in the team
• Give an example of inappropriate behaviour in relation to equality and diversity in the
workplace and how it should be addressed
• State the organisation’s referral process for dealing with inappropriate behaviour that is
beyond the team leader’s authority
• Give an example of a situation where an individuals’ views may clash with organisational
expectations
• Explain the possible implications for a team leader in dealing with a clash between
individual values and organisational expectations
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Who is ILM
ILM is the Institute of Leadership & Management.
ILM is a leading provider of leadership, coaching and management
qualifications and training. ILM have been part of the City & Guilds
Group since November 2001. ILM operate across ten global regions;
Europe, UK, Africa, ASEAN (South East Asia), Caribbean and the
Americas, East Asia, India, the Middle East, the Pacific and South Asia
The ILM suite of qualifications are designed to develop managers and
leaders, enabling them to improve staff productivity and drive business
performance.

ILM Qualifications
There are 5 levels of ILM qualifications. These start from Level 2 (ideal for team leaders) up
to Level 7 (more suited to senior management professionals such as Senior Managers and
CEOs). ILM qualifications are available in 3 formats:
• Awards: the shortest and most concise qualifications
• Certificates: providing a broader base of knowledge and skills
• Diplomas: more comprehensive qualifications

Why ILM is Different
The ILM leadership, management and coaching qualifications stand out from competition
for several reasons:
• Wide choice
• Highly flexible
• Focus on work-based learning
• Quality assured
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How To Get Certified
Develop the skills, knowledge and personal abilities you need to succeed!
Our approach to assignment completion is supportive and accommodating. It is tailored to
the individual learner to ensure learners achieve their deserved Qualification.
Complete the Certificate in Human Resource Management
and Development Units
Individual Units range from 7 to 14 hours of face-to-face or virtual classroom
(virtual classroom sessions are recorded for learners to access at a later
date or in different time zones or where unable to attend)
Complete Self-Directed Learning and Unit Assignments
One-to-one tutor support is provided

Submit your Assignment(s)
Learners have six weeks to successfully complete each Assignment

Achieve Your Qualification
Learners will receive their ILM Qualification approximately 3 to 4 months after
having submitted their final Assignment

South East College has delivered ‘Platinum’ training over the years. Learners are blown away by
South East Colleges’ professionalism, flexibility and adaptability. They invoke total engagement from
their learners and provide the learner with the ability to apply what they have learned to their job
function.”
Susan McManus,
Training and HR Manager, Irish Pharmacy Union
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Tutor Profile
Susan’s distinctive approach to training design
and learning delivery has led to the many
successful national assignments, such as the
development of various QQI Common Award
Modules at levels 3, 4, 5 and 6 on the National
Framework of Qualifications (NFQ).

Susan Madden
PRINCIPAL & TUTOR
Susan Madden holds an MSc in Human
Resource Development and Performance
Management from Leicester University and
Strategic Planning, and a Retail Management
Programme with the Babson School of
Executive Education (USA). Susan is a regular
guest speaker and contributor at various
industry forums in Ireland and the UK.

Education & Associations
• MSc in Training and Performance
Management from Leicester University
• Graduate of Strategic Planning and Retail
Management Programme with the Babson
School of Executive Education & Trinity
Institute
• Graduate of Strategic Business Planning
& Management Programme with the Irish
Management Institute (IMI)
• Awarded an Advanced Diploma in Applied
Employment Law with the Honourable
Society of Kings Inn
• Member of CIPD and IBEC (SFA)

Susan has worked with a number of Irish and
International retail companies on bespoke
consultancy-based projects, including the
development of Performance Management
Systems and Standard Operating Procedures.
Susan participated in the making of the Feargal
Quinn Retail Therapy series of TV programmes
from 2010 to 2012.
Susan specialises in the education and
advancement of management personnel at all
levels of an organisation through the delivery of
Leadership & Management Qualifications aimed
at equipping managers, supervisors and team
leaders with essential business and people
management knowledge and skills.

Delivery Style
Susan’s delivery style is interactive and
professional. Susan encourages participation,
challenges belief systems to help with learning and
invokes total engagement from participants. Susan
makes the subject matter relevant to the learners
needs and experience, allowing them the ability to
apply what they have learnt to their role.

Susan and South East College brought my proposed
agenda to a level best described as first class! Susan is
without doubt the best trainer / facilitator I have encountered
in my 16-year career in business development … I would
highly recommend Susan and the team at South East
College for any training and facilitation needs.
Caroline McKenna
Sales Productivity Manager,
CDE Global Ltd
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South East College Clients
We train organisations of all shapes and sizes, from small businesses up to global
enterprises. But we never forget that every individual matters, and we make sure that every
learner gets what they need to reach their potential.
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HIGHEST LEVEL
QUALIFICATIONS

South East College
Melwood House
Hollyfort, Gorey,
Co. Wexford

Phone: 053 9428773
Email: susan.madden@southeastcollege.ie
Web: www.southeastcollege.ie

