Online Business Skills Training Courses
Which Business Skills course is right for you?
If you are confused about the levels of Business
Skills courses or unsure which course is right for you,
please call us on 01482 852292, email info@unityincommunity.org or send us
a message via social media.
GDPR
Dura%on: 1 Hour
This GDPR Training course aims to help businesses and services that handle personal data understand how
to comply with the General Data Protec%on Regula%ons. The course highlights the changes brought about
by the GDPR that businesses are required to adhere to since May 2018.
Data ProtecNon
Dura%on: 2 hours
This Data Protec%on training course aims to help learners understand what their responsibili%es are under
the UK's data protec%on law, including the GDPR. The course explains how to collect and process data
legally, obtain consent where required and ensure data security.
Equality and Diversity Training Course
Dura%on: 1-2 hours
This Equality and Diversity course helps learners recognise the role that they play in encouraging tolerance
and understanding in the workplace. The course explains what the law says, what is meant by
discrimina%on, harassment and vic%misa%on, and how learners can improve their own aMtude towards
equality and diversity.
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Leadership and Management Training
Dura%on: 6 hours
This course aims to help you adopt an eﬀec%ve leadership and management style, so you can get the most
out of yourself and your team. It discusses a variety of techniques that you should use to mo%vate, coach,
and support your team, as well as develop your own capabili%es.
Mental Health Awareness Training Course
Dura%on: 3 hours
This Mental Health Awareness training course has been designed to help employers, managers and
supervisors understand more about mental health, including the symptoms and eﬀects, so that more can be
done in the workplace to support someone with a mental health problem and promote a healthy, tolerant
working environment.
Customer Service Training Course
Dura%on: 2 hours
This training will beneﬁt anyone wishing to learn and develop customer service skills to assist in the
workplace. The course is ideal for those who deal directly with customers, and also those who manage
customer service in the business.
Online Cyber Security Course
Dura%on: 2 hours
This Introduc%on to Cyber Security course introduces learners to the risks to informa%on security that they
may encounter when online. It teaches them about the most common types of cyber aWacks, how they can
manage security threats and improve informa%on security.
Resilience Training
Dura%on: 2-3 hours
This course aims to teach learners how to gain a healthier mindset, which helps them bounce back from the
diﬃcul%es they face in life. In par%cular, it looks the ﬁve pillars of resilience, which you must focus on to
develop your resilience.
Minute Taking Training Course
Dura%on: 2 hours
This course aims to inform learners about what they are responsible for when taking minutes during
business mee%ngs, and how to successfully and conﬁdently carry out their job. It clearly outlines how
minute takers should prepare, and what to do during and aZer mee%ngs.
Unconscious Bias Training
Dura%on: 1-2 hours
This course teaches learners about the diﬀerent types of unconscious bias and how they present
themselves in everyday life and working environments. It explains how to recognise these biases and how
to overcome them.
Stress Awareness in the Workplace Training
Dura%on: 2-3 hours
This online Stress Awareness in the Workplace training course is designed to show how the causes of home
and workplace stress can be dealt with successfully, how you can beWer cope with stressful situa%ons, how
employers can adapt the workplace to improve employee welfare and how talking therapies can be used to
control the levels of stress experienced. The course introduces a range of prac%cal techniques that can be
used to deal with stress and reduce it to a manageable level.
InformaNon Governance Training
Dura%on: 2 hours
This Informa%on Governance course aims to help those who work in health and social care to understand
their data protec%on responsibili%es. The course explains how to keep sensi%ve data secure, how to share
data appropriately and safely, and how to follow good record keeping prac%ces.
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Conﬂict Management Training Course
Dura%on: 2 hours
This Conﬂict Management course teaches people how to eﬀec%vely prevent and handle conﬂicts in a
workplace. It explains what commonly causes conﬂicts and how to overcome these challenges so people
are able to eﬀec%vely work with colleagues and provide good customer service.
EﬀecNve Leadership Training Course
Dura%on: 3-4 hours
This Eﬀec%ve Leadership training course is designed to enrich leadership competencies. It focuses on
advancing leadership proﬁciencies such as strategic and opera%onal decision-making and leveraging them
for measurable, sustained impact in a range of business environments.
CommunicaNon Skills Training
Dura%on: 2-3 hours
This online Communica%on Skills training course has been designed by business professionals to help
managers and supervisors improve their communica%on skills at work. Covering everything from appraisals,
feedback, construc%ve cri%cism to coaching, mo%va%ng, and nego%a%on.
Employment Law
Dura%on: 2-3 hours
This Employment Law online training course is designed for HR staﬀ, employers, and managers who must
know the essen%al areas of employment law to avoid disputes and legal ac%on. The course takes learners
through an employment journey focusing on how to remain demonstrably fair throughout.
Performance Appraisal Training
Dura%on: 3-4 hours
This online course has been developed to help managers amp up their appraisal process. From ra%ng
performance to disciplinaries and calibra%on mee%ngs this course will help managers up their appraisal
game and reap the beneﬁts of a great appraisal system.
Project Management Training
Dura%on: 3-4 hours
Using %ps, guidance and downloadable worksheets, this Project Management training course aims to
provide learners with an understanding of the basics of project management so that they can successfully
and conﬁdently bring their own project through from ini%a%on to comple%on.
Time Management Training Course
Dura%on: 3 hours
This course teaches learners about various techniques that help them manage their %me more eﬃciently. It
gives them the knowledge they need to analyse how they're currently working and make meaningful
changes to the way they use their %me - both at work and at home.
Disability Awareness for Employers Training
Dura%on: 2 hours
This Disability Awareness for Employers training course aims to help those at management level understand
more about the diﬀerent types of disabili%es, how these may impact a person's work, how to ensure the
recruitment process is accessible to everyone, and how to promote an inclusive and equal working
environment.
Sexual Harassment Training For Employees
Dura%on: 1-2 hours
The Sexual Harassment Training for Employees course outlines what sexual harassment is and signs that
may indicate its occurrence. It also explains how to make complaints and external support agencies that can
help if they are vic%ms.
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Sexual Harassment Training For Managers & Supervisors
Dura%on: 2 hours
This course outlines what sexual harassment is and signs that you, as a manager or supervisor, should look
out for. It also explains how to develop and implement an an%-harassment policy and how you should
handle complaints.
Disciplinary & Grievance Procedures Training
Dura%on: 1-2 hours
This Disciplinary Procedures training course aims to help managers and employers understand how to
establish an eﬀec%ve disciplinary procedure in the workplace, from inves%ga%ng allega%ons through to
holding disciplinary hearings and enforcing the appropriate penal%es.
Complaint Handling Training
Dura%on: 2 hours
This Complaint Handling course is designed to train people who are in a customer service or speciﬁc
complaint handling role to properly deal with complaints that their business may receive.
Online Bookkeeping Course
Dura%on: 4 hours
This course helps small businesses to develop an eﬀec%ve bookkeeping system, explaining which records to
keep and how to record them, plus informa%on on cashﬂow, peWy cash and invoicing procedures.
Cellar Management Course
Dura%on: 2 hours
This Cellar Management course has been designed to provide learners with an understanding of the various
types and styles of beer, how to maintain high hygiene standards across the establishment and how to
properly store, prepare and serve beers to produce high-quality pints.
Licensing Law Awareness Training Course
Dura%on: 3 hours
This Licensing Law course aims to raise awareness of your responsibili%es under the Licensing Act 2003. The
course is suitable for premises that sell or supply alcohol in England and Wales, and explains the key
objec%ves of the law that are in place to ensure premises sell alcohol responsibly.
PA and Secretarial Skills
Dura%on: 4-5 hours
This PA and Secretarial Skills training course has been designed to help assistants understand their role
further so that they can perform more eﬃciently and conﬁdently at work. Being a great assistant is much
more than just being able to answer the phone and this course aims to help provide the skills needed to
learn how to communicate and write beWer, manage rela%onships, be more organised and ensure mee%ngs
and minutes can be prepared eﬀec%vely.
PaNent Customer Service Course
Dura%on: 2 hours
This online Pa%ent Customer Service Skills course is designed to help those who work in the health and
social care sectors improve their pa%ent care skills, including listening, body language and communica%on,
in order to give pa%ents the best possible service every %me. The course also looks at the NHS standards
and compassion drive to ensure learners always exceed their pa%ents’ expecta%ons.
Business WriNng Skills Training Course
Dura%on: 1-2 hours
This Business Wri%ng Skills Training course aims to enrich wri%ng abili%es for professional contexts. The
course focuses on developing edi%ng, presenta%on, and wri%ng skills for a range of business purposes, such
as email, reports, social media, blog posts, and more.
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Retail Customer Service Course
Dura%on: 2 hours
This Retail Customer Service course will help learners develop strategies to eﬀec%vely handle complaints as
well as understand
Interviewing Skills
Dura%on: 3 hours
This Interviewing Skills training course has been designed to help all employees involved in the recruitment
process to comply with their legal responsibili%es. It also outlines how to write a job descrip%on, tailor job
adver%sements, and develop insighdul interview ques%ons.
Health and Wellbeing
Dura%on: 3-4 hours
This Health and Wellbeing training course is designed to help managers and supervisors understand what
comprises an eﬀec%ve workplace wellbeing strategy. The course provides prac%cal %ps and ideas that
managers can use to improve the overall health, safety and wellbeing of employees.
StarNng a Business Course
Dura%on: 4 hours
This Star%ng a Business course familiarises learners with the process required to start a successful business.
It covers how to write a comprehensive business plan, how to set up the business in good standing with the
law, and ways to access professional advice or funding.
Restaurant Hospitality Training
Dura%on: 2-3 hours
This Restaurant Hospitality course teaches front of house staﬀ how to deliver good service to guests that
visit their restaurant. It explains how to make a good impression, what to do during service, the importance
of knowing the food and drinks menus, and how to comply with the law.
PresentaNon Skills Training
Dura%on: 1-2 hours
This course aims to help learners develop good presenta%on skills. It guides learners through the various
stages of a presenta%on, from wri%ng to prac%sing and presen%ng, in order to give learners the skills
needed to present concisely and eﬀec%vely.
Bullying and Harassment
Dura%on: 1-2 hours
This Bullying and Harassment online training course has been designed for HR staﬀ, employers, and
managers who need to be able to tackle bullying and harassment at work eﬀec%vely. The course teaches
learners how to undertake a risk assessment to prevent bullying at work and the laws rela%ng to bullying
and harassment.
Equality and Diversity in Health and Social Care Training Course
Dura%on: 1-2 hours
This Equality and Diversity in Health and Social Care course helps workers recognise the role that they play
in encouraging tolerance and understanding in their organisa%on. The course explains the Equality Act
2010, what is meant by discrimina%on, harassment and vic%misa%on, and helps learners to oﬀer a fair and
equal service to everyone.
Networking Skills
Dura%on: 1-2 hours
This Networking Skills course provides learners with the knowledge they need to be conﬁdent about
networking, prepare well for a networking event, successfully start and hold a conversa%on and maintain a
mutually beneﬁcial network of contacts.

Online Business Skills Training Courses

Cross-Cultural Awareness Training Course
Dura%on: 3 hours
This Cross-Cultural Awareness training helps learners understand the importance of cultural awareness and
how to manage cross-cultural teams in the workplace. The course will help businesses increase their levels
of cultural ﬂuency and encourage a tolerant and coopera%ve workplace.
Corporate Manslaughter Training
Dura%on: 1-2 hours
The Corporate Manslaughter Training course has been designed to oﬀer those in charge of a company’s
health and safety policies an understanding of their responsibili%es. This includes how to eﬀec%vely train
members of staﬀ, the importance of compliance, the corporate manslaughter inves%ga%on procedure, and
how to conduct a risk assessment.
Corporate Social Responsibility
Dura%on: 2 hours
An online course designed to help businesses understand how they can be more environmentally, socially
and economically responsible and work in ways that are resourceful, ethical and sustainable.
IntroducNon to Housing Management
Dura%on: 2-3 hours
This Introduc%on to Housing Management course has been designed to provide learners with an
understanding of the social housing sector. This includes challenges facing the sector, housing alloca%ons,
rental income, resident involvement, and an%-social behaviour.
Social Media MarkeNng Training
Dura%on: 2-3 hours
The Social Media Marke%ng course has been designed to provide learners with an understanding of
diﬀerent social media pladorms, how to use social media for marke%ng, the beneﬁts of social media
marke%ng, the importance of personal branding, and how to interact on social media.

For more informaNon on our Business Skills courses
please call us on 01482 852292,
email info@unityincommunity.org
or search for Unity in Community on social media.
If you are currently unemployed or facing redundancy, applying for our Flying Start programme is the next
step to help you ﬁnd the job you want.
To be eligible, you must be a resident of Hull living in HU1-HU9 postcode areas.
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