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The Business Growth programme has been devised for SMEs. It’s for people who 
want to grow a profitable and sustainable business, specifically:

Hundreds of people like you have completed the Business Growth programme.

I have to know I’m going to get something 
really useful out of this

What you get from this programme:

The dilemma for most business owners or senior managers who, like you, are 
considering a management or development programme is whether the benefits of 
the training justify the mental energy and time out of the business. You need to know 
you’re going to learn something useful that will have a tangible effect on your business 
growth. To help solve the dilemma, this document spells out exactly what you will learn 
in each module of the Management Development Business Growth programme.

Company diagnostic: 
a 3-hour one-to-one bench-mark 

session with your coach
+

6 highly practical full-day 
workshops with other business 

owners and managers
+

6 hours of follow-on coaching focused 
on delivering results for your business

+
Access to the ActionCoach 

library of resources
+

Time out of your business to 
think about your business!

Each full-day workshop focuses on a 
specific area of business:

• Financial Planning
• Time Management

• Marketing
• Sales and Customer Service 
• Building a Successful Team

• Systems

The workshops also allow for 
peer-to-peer learning between 

owners/managers, facilitating the 
sharing of similar challenges and 

brainstorming solutions.

How it works The Workshop
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Get a Head Start

In advance of the commencement of the workshops, you will spend half a day with 
your coach. In order for you to gain maximum benefit from the programme, we need 
to establish your starting point. With your coach, you will complete a number of 
documents so as to capture the baseline performance of your business. We will then 
be able to quantify your progress and track success during the programme. You will 
complete the following baseline documents:

This provides an overview of the business, reviews current marketing methods, reviews 
sales, quantifies the business owner’s time spent in the business, conducts a high-level 
overview of the team and reviews the high-level change agenda.

A questionnaire of 100 questions which diagnoses the business’s issues across 
the following 13 areas:

The report also provides a graphical representation of the business, which clearly 
highlights its strengths and weaknesses to the business owner.

• SWOT: An analysis of strengths, weaknesses, opportunities and threats.
• Current Situation Analysis: Reviews the current financial performance of the 

business and identifies the top five business challenges and business successes. 
The Current Situation Analysis will also be completed at the end of the programme 
so that you can clearly see your progress. 

•	 Service
•	 Sales
•	 Marketing
•	 Team	(employees)
•	 Strategic	Plan

•	 Budgeting
•	 Finance
•	 Cash	Flow
•	 Productivity
•	 Profitability

•	 Leadership
•	 Direction
•	 Balance

Business Background Questionnaire

Business Diagnostic Report

Business Diagnostic and Goal-setting Session



Module 1

Financial Planning

Materials/Toolkit

Materials/Toolkit

Business Application & Learning Objectives

Business Application & Learning Objectives

The objective of the Financial Planning 
module is to give you confidence and 
competence to deal with the money side 
of the business so that you do not abdicate 
responsibility because of lack of know how 
– an all-too-common problem in SMEs. 
You will learn about the cash-flow cycle, 
how to read financial statements and how 
to do more than break even. You will be 
given the tools to work out your breakeven 
point on a weekly basis and to understand  
the margins you have on each product or 
service by team member. You will learn the 
value of setting key performance indicators 
(KPIs) for profit and sales targets. You 
will create a financial dashboard for your 
business, which will allow you to measure 
the five most important numbers that 
deliver business success.

The objective of the time-management 
module is to teach you how use your time 
most effectively and also to introduce time 
management concepts to your business.
We will help you understand your current 
use of time. We’ll encourage you to 
introduce a default diary for each team 
member and use the time management 
matrix, which teaches the importance
of prioritising the most important tasks 
for the business.

• Breakeven Calculator
• Financial Mastery Calculator
• Markup V Margin
• True cost of discounting
• Purchasing systems
• Stock management
• Pricing strategy

• Time study kit
• Keys to time management
• Time management matrix
• Fun/skills matrix
• Default diary system

• Work out your gross margin percentage
•  Work out your highest and lowest gross 

margin products/services
• Work out your break-even point
•    Work out your equity and 
   working capital
• Complete a monthly cash flow forecast
•  Complete a monthly sales target 
   and budget

•  Time audit for business owner and for 
each team member

•  Define essential daily, weekly and 
monthly tasks

•   Complete default diary for each 
   team member
•  Delegate non-essential tasks and 

manage team with use of KPIs

Module 2

Time Management



Module 3

Marketing

Materials/Toolkit

The objective of the sales and marketing 
module is for participants to learn 
ActionCOACH’s Five Ways to Increase Sales 
and Profits system and the importance of 
testing and measuring everything.
This is a powerful tool based on knowing 
the key numbers in business; number 
of leads, conversion rates, number of 
transactions, average euro sale and
profit margins. The numbers are identified 
through implementing a comprehensive test 
and measure programme. You will identify 
your own numbers and select the key 
strategies for your business on their basis.

• Test and Measure Kit
•  ActionCOACH’s 5 Ways Chart and 

Strategy Picker
• Sales scripts examples

Business Application & Learning Objectives

•  Start testing and measuring using the 
handout in the Test and Measure Kit

• Define USP and guarantee

Module 4

Sales & Customer Service

Materials/Toolkit

Business Application & Learning Objectives

The objective of the customer service 
module is to focus on client fulfilment. In 
this module you will learn how to develop 
customer loyalty so your customers keep 
coming back, time after time.
You will be introduced to key service 
concepts which improve delivery and client 
fulfilment and ensure you are optimizing 
both these factors in your business.
We will show you how to recognise the value 
of really knowing your clients and how best 
to ensure they become loyal customers and 
raving fans.

•   Consistency, Easy to Buy and the 
   WOW factor in your business
•  Categorise your customers: 
   A, B, C and D
• Create a members kit
•  Define moments of truth for your 

business and make sure you are 
delivering them

• Sales scripts examples

•  Mystery shop assessment
•  Create your list of questions for your 

sales funnel
•  Develop a purpose statement for you 

and your sales team
• Begin creating your sales kit
• Implement the telephone sales script
•  Define the benefits of your product 
   or service



Module 6Module 5

Building a Successful Team Systems

Materials/Toolkit

Materials/Toolkit

Business Application & Learning Objectives

Business Application & Learning Objectives

The objective of the team module is to teach 
you how to build a highly motivated and 
effective team which will look after your 
customers and build the business.
This module introduces you to the basics of 
effective team and people management. 

You will:

• Learn how to become a great leader and 
to inspire your team each and every day

• Learn how to recruit great people and 
lead them to run the business so that 
you can focus on working on the business 
rather than working in the business

The objective of the systems module is to 
show you the importance of having systems 
in place to run your business effectively.
By this stage in the process, you have a 
business plan, a great team and a sales 
and marketing strategy. Now it’s time to 
implement powerful systems to drive your 
business forward. This module introduces 
you to business structures and systems
concepts. We introduce the concept of using 
systems for routine tasks in the business, 
which will free up time you to focus on 
management and planning. 

Such systems include:
•  Team or people systems including 

systems for recruitment, training and 
running appraisals

•  Technology systems including 
IT solutions: database, CRM and 
e-marketing solutions

•  Operations systems: creating and using 
process charts and manuals to deliver the 
product or service of the business so that 
there is high quality and consistency of 
delivery; right first time, on time and all 

   of the time

• Running successful team meetings
•  Improve communication using the 

WIFLE concept
• 6 Keys to a Winning Team model
• The art of delegation

• 4 Ways Strategy Selector
•   How to get started systemising 
   the business
• Systems checklist
• Organisation chart template

• 6 Keys to a Winning Team
• Organisation chart now and future
• Hold regular effective team meetings
• Introduce WIFLE concept
•  Ensure each employee has clear Key 

Performance Indicators to hold them 
accountable

• Complete organisation chart
• Define all routines and tasks
•  Develop systems manuals and 
   process maps



We don’t just abandon you. You will receive a series of follow up materials; 
newsletters, information, videos, and e-books from ActionCOACH to help the 
programme learning bed in.

Post-Programme

Measurement Metrics

One of the best things about the Management Development programmes is the 
integration of one-to-one coaching and mentoring. On the Business Growth 
programme, you get an hours personal coaching in the weeks following each 
group workshop.

The objectives of the coaching sessions are as follows:

•  Check you’ve understood what was 
covered in the previous workshop

• Clarify any areas needing attention
•  Review any business/personal goals that 

were set and evaluate your progress
•  Review team performance and support 

the identification of solutions for 
   any issues
•  Encourage you to embrace critical 

thinking on strategic elements of 
   your business
• Challenge the status quo

Individual Business Coaching

We understand that you need to see how the programme impacts on your bottom line. 
The effectiveness of the programme will be measured in a number of ways:

Business Success: We compare your key metrics at the start and the end of the 
programme, and compile a full report taking into account business successes outside 
of these numbers. Typically, the key numbers we measure are:

Direct Feedback: You will be asked to fill out an evaluation form at the end of each 
module. Your feedback goes to the Management Development programme team for 
review. It is important that we stay close to how you, the participant, are finding the 
experience so that we can make improvements.

      Sales
      Profits
      New jobs created

Jobs saved
Impact of the programme on you, the 
whole team and business in general



Programme Fee

Act Now

The highly subsidised programme is available for only €333 per month for six months. 
Your total investment over six months is €2,000. This includes all training, coaching, 
course materials, lunches and refreshments.

Management Development is an initiative of 
Skillnet Ireland funded by member companies and 
Skillnet Ireland from the National Training Fund 
through the Department of Education and Skills. 

Skillnet Ireland - Brian Colleran
E brian.colleran@skillnetireland.ie
T +353 (0)87 292 8900

ActionCOACH - Fiona McGinn
E fionamcginn@actioncoach.ie
T +353 (0)1 842 7186

Contact us today to secure your place on the Business Growth programme. 
Places are limited to the first 12 applicants. 

The Business Growth programme has 
acted as a catalyst to move my business 
forward in a structured fashion with a 
focus on growth in terms of both sales 
and profitability. It has helped me 
refresh on the theory I had forgotten 
and has taught me lots of things I will 
never forget.

Enda Ruxton
Owner Manager, Greentherm




