Trainer Information
Pack

LEARNING NEVER
EXHAUSTS THE MIND
Leonardo da Vinci
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BACKGROUND
The Institute of Enterprise and Entrepreneurs was founded in 2010 creating the first dedicated
professional learning institute specialising in business enterprise and business support, a
standing still enjoyed to this day within the UK.
The Institute’s programmes and qualifications are built on the extensive research that
underpins the SFEDI® National Occupational Standards and the expertise of the Institute
of Enterprise and Entrepreneurs, the UK’s only professional Institute dedicated to
enterprise.
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CALL FOR TRAINERS/FACILITATORS
The Institute of Enterprise and Entrepreneurs (IOEE) is looking to recruit a team of highly
skilled Trainer/Facilitators to deliver their training programmes across the UK.
Are you:
•

Dynamic and inspirational?

•

Energetic with a sense of humour?

•

Engaging and easy to talk to?

•

Organised and self reliant?

•

Open and honest with a real passion for helping people to realise their potential?

•

Appreciative of your personal competence and limits of expertise?

•

Professional and keen to ensure that your audience enjoys their learning experience?

Can you:
•

Make your audience feel comfortable and able to ask questions and seek clarification?

•

Present information in a way that helps your audience to understand the messages?

•

Facilitate group learning ensuring each member feels that both themselves and their
contribution is valued

•

Keep individuals motivated and involved in their learning activities

•

Use personal experiences to bring the session to life and to make the subject more
interesting and relevant
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Have you:
•

Run your own business or have you experienced firsthand the issues that face business
enterprises, particularly small and micro businesses?

•

Experience of delivering training/facilitation to diverse groups of individuals?

•

Personal experience of supporting others?

If you can answer yes to all of these questions we would love to hear from you. For more
information about the outline training programmes please refer to the Annexes attached.
Interested? Please HWWly here: http://ioee.uk/approved-trainer-application/
We look forward to hearing from you.
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THE ROLE OF THE IOEE RECOGNISED TRAINER
The role of the IOEE trainer includes:
•

Understanding the content of the training programme being delivered including workbook,
online resources and delivery processes

•

Making the audience feel comfortable and able to ask questions and seek clarification

•

Presenting information in a way that helps the audience understand the messages

•

Facilitating group learning ensuring each members of the group feels that both themselves
and their contribution is valued

•

Keeping individuals motivated and involved in their learning activities

•

Using personal experiences to bring the session to life and to make the subject more
interesting and relevant

•

Encouraging the participants involved in the training programme to express and discuss
their ideas, concerns and understanding of the knowledge and skills being developed

•

Signposting participants to other sources of information, advice or further support when
appropriate

•

Presenting a positive image of the IOEE and following the IOEE code of practice
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THE SKILLS OF THE IOEE RECOGNISED TRAINER
•

Excellent communication skills to include active listening and personal presentation skills

•

Effective time management

•

Relationship building and networking

•

Personal development

•

Influencing and negotiation

•

Dynamic and inspirational

•

Energetic with a sense of humour

•

Engaging and easy to talk to

•

Organised and self reliant

•

Open and honest with a real passion for helping people to realise their potential

•

Appreciative of own personal competence and limits of expertise

•

Professional and keen to ensure that the audience enjoys their learning experience

THE IOEE RECOGNISED TRAINER WILL
ALSO HAVE THE ABILITY TO:
•

Respect the participants needs

•

Listen and respond effectively and check understanding

•

Keep their promises

•

Empathise with a range of different feelings and experiences

•

Build and maintain an effective relationship with their participant
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Institute of Enterprise and Entrepreneurs

WORKSHOP OUTLINE
This one day workshop is designed to provide the skills and knowledge required in order to competently
deliver IOEE professional programmes.

AIM
To provide an introduction to IOEE professional enterprise programmes and to identify how the IOEE
can provide on going support to this new team of IOEE Recognised Trainers.

OBJECTIVES
•

Understand the programmes and materials available

•

Understand, discuss and feedback any additional needs you may have as a result of today

•

Participate in a current delivery model as a means to explore the ways the materials and approaches could
be delivered to your customers/learners

•

Review and evaluate learning

•

Understand next steps and contacts for on going support
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PROGRAMME
MORNING
•

Welcome, Housekeeping and Introductions

•

Explanation of the day and how it will run

•

Background to the programme

•

Breaking the Ice and Participant Objectives: exercise

•

Diving In – the workbooks and activities

AFTERNOON
•

The Workbook and activities continued

•

Delivery options

•

Additional resources and support including the IOEE site

•

Review and Evaluation – including identifying any additional needs –discussion and feedback

•

What next?
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