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In a nutshell..

The Career Builder Programme for Small Business Management equips school leavers and young grad-
uates to take up entry-level opportunities in/as: Small business manager, Entrepreneur, Sales and mar-
keting, Online business, Business administration, Sales assistant, Marketing assistant, Small business 
planning, among other.

The programme is available as online learning with tutor support. The initial enrollment period is 12 
months which can be extended if required. Students proceed with their studies at their own pace, from 
anywhere they have an internet connection, at anytime. The programme consists of 19 courses, each 
with tasks, exercises and a final assessment. On completion of all the courses, a final assignment must 
be completed for the entire programme. A Certificate in Small Business Management is awarded for 
successful completion of the programme.

Students can enroll and pay online to gain immediate access to their programme, or spread the cost 
over 5 months. 
Once-off online payment: R10900. 
Terms: Deposit: R4500 and 4 monthly payments of R2000. 

Visit www.gradcampus.com to enroll.
Email: info@gradcampus.com
Phone: 082 448 0047



About GradCampus:

GradCampus.com is part of the SCRS Group. The 
Group was founded in 2005 and specialise in 
education, e-learning and learning technologies. 
The Career Builder Programmes (CBPs) were 
developed over the past few years, specifically for 
school leavers and young graduates to prepare 
themselves for the world of work and to improve 
their own employability prospects. Some of the 
programmes include very focused small business 
and/or entrepreneurial content to also enable 
graduates to start their own small businesses after 
obtaining some experience in industry. 

Not all school leavers are able to gain access 
into higher education after school, because it 
may not be affordable, or they may not meet the 
entry requirements, or there are simply too many 
candidates to accommodate. GradCampus aim 
to provide an alternative learning opportunity for 
school leavers and young graduates to improve 
their employment prospects by learning the skills 
that will help them meet the requirements and 
preferences for graduate employability identified 
by large organisations. 

Many school leavers also choose to take a gap 
year to help them make more informed decisions 
about the specific field they want to study. A Career 
Builder Programme is an effective and productive 
way to spend a gap year to engage some of the 
study options that may interest a school leaver, 
before investing large amounts of money into a 
longer term decision. The programmes generally 

expose a student to various different areas of 
business services and functions to help them test 
and validate their interest therein.

The cost of studying is a very important factor that 
limits the job and career prospects of a very large 
group of young job seekers today. Our Career 
Builder Programmes are available as online 
learning which offers excellent and affordable 
quality education that allows students to take up 
part-time or full-time work while they study. 

Students have access to their programme for 
12 months from enrollment, and may extend 
enrollment further for as long as they need. In 
addition, online learning allows students to learn 
anytime they want, from anywhere they have 
access to the internet, at their own pace. 

All Gradcampus.com programmes are developed 
and maintained by academics and industry- and 
education experts in accordance with generally 
accepted education good practices specified 
by regulatory and industry bodies. The quality, 
relevance and value of our educational offerings 
are of extreme importance to us to ensure that 
our graduates find great value in their studies, 
and are able to apply their knowledge and skills 
in industry successfully and to earn a good living.

GradCampus hold the quality of education in a 
very high regard and therefore limits the number 
of students it will accommodate. Although all 
learning is designed and offered as self-study 
e-learning, all students are assigned to an 



experienced and qualified online tutor to provide 
support whenever needed. 

All GradCampus Career Builder Programmes 
include a range of topics and skills that have 
been identified by a group of large corporations 
as desired attributes for new employees and 
graduates. In addition to a specific industry-focused 
skill-set covered in each programme, students also 
learn how to compile a CV, search for jobs, building 
their personal brand, how to be successful and 
ethical in the workplace, communicate effectively, 
make good decisions and think creatively to make 
the most of their career. 

We are very passionate about the employability 
and employment of school leavers and young 
graduates.

About the programme

The GradCampus Career Builder Programme for 
Small Business Management aims to develop skills 
that are critical and important for successful small 
business management. The programme includes 
the courses: Entrepreneurship and Building an 
Online Business which are examples of typical in-
demand skills for progressive small businesses 
today. These courses are supplemented with 
business management, marketing and business 
plan writing to provide a solid background that will 
form a strong foundation from where a modern 

small business can be established and grown.

This programme will provide students with 
substantial insight and knowledge to enable them 
to confidently apply for entry-level positions in 
industry. Graduates are not limited to work for 
themselves, but instead, will have a rich basic 
knowledge of business principles and practices 
in general to enable them to take up a variety of 
positions in industry within existing businesses.

Whether students select to start their own 
businesses or find employment in industry, the 
Career Builder Programme for Small Business 
Management offers candidates a comprehensive 
skill-set that will stand our student in good stead 
when finding and crafting career opportunities 
and throughout his/her career. 

Who should enroll
This programme is ideal for school leavers and 
young graduates who have a keen interest in 
establishing and running a small business for a 
living, or just wanting to get a good foothold in 
the world of work. Graduates in this programme 
are not limited to starting and running their own 
businesses, but may very well choose to seek 
regular employment in industry and will find that 
they have a deep and wide understanding of the 
business world in general, as a result of the fairly 
comprehensive exposure that their programme 
offers, both on a personal and professional level.



Career prospects:
Entry-level careers and roles in/as:
 
• Small business manager
• Entrepreneur 
• Sales and marketing 
• Online business 
• Business administration 
• Sales assistant 
• Marketing assistant 
• Small business planning 

Entry requirements: 
A Matric pass and a good command of English are 
highly recommended for successful completion of 
the programme. You must also have regular access 
to the Internet via a computer or laptop - you will 
not be able to complete your work effectively from 
a cell phone. 

Programme structure:
Each Career Builder Programme consists of a 
number of courses, and each course consists of a 
number of sessions covering the different topics. A 
specific order is recommended for completing the 
courses in your programme. You are not required 
to complete them in that order, but it is highly 
recommended that you do, since you may need 
to apply what you have learned in one course in 
another course later on.

The course content is primarily text, illustrations 
and images. This format makes it possible to 
navigate content much more easily and efficiently 
than what video-based material allows. In addition, 
only a fraction of the internet bandwidth is 
required compared to what is required for video-
based material.

Content overlaps: 
You will find that a small percentage of topics within 
courses overlap. This deliberately done to serve 
as refreshers and provide additional relevance of 
topics in different contexts.

Making the most of your learning: 
Read and work through all of the material without 
skipping parts. Attempt to complete all the 

exercises in all the courses. Do not rush your work 
– take your time to ensure you take in as much as 
possible.

Assignments and assessments: 
There are exercises and assignments in all the 
courses. At the end of each course you need to 
complete a final course assessment – you need 
to achieve 80% or more in each final course 
assessment to receive a badge for the course. You 
will receive a final programme assignment once 
you have completed all the courses and passed all 
the final course assessments. 

Your final programme assignment will cover all 
the key aspects of your programme and will be 
marked by our academic staff. Your tutor will 
provide feedback to help you improve your work 
if necessary. When you receive a mark of 70% or 
higher for your assignment, you will receive your 
certificate for the programme.

What do I get on completion?: 
Successful graduates receive a Certificate in Small 
Business Management from GradCampus on 
completion. A unique verification key is printed 
on all certificates so that it can be validated 
on GradCampus.com’s website by prospective 
employers. Please note that this is not a formal 
qualification that would normally be used to 
gain entry into formal higher education. The 
SCRS Group offers professional development 
programmes in support of continued and life-long 
learning to expand and refine skill-sets and career 
prospects. As part of the Group, GradCampus 
offer our Career Builder Programmes to young 
people starting their careers to help them gain the 
knowledge, skills and attributes to improve their 
employability and employment prospects and to 
prepare them to enter the job market successfully. 

Is all of my programme content relevant right 
now?: 
Your programme covers a fairly large amount of 
content and while all of it is directly relevant to your 
programme, some of the topics may have more 
value to you once you get going in your career. 
Overall, you will find your learning significantly 
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valuable throughout your career.

This seems like a lot of work?: 
Your programme is certainly a fair amount of work 
and all of it will benefit you in your future work or 
studies and very importantly, to successfully enter 
and succeed in the job market. Some courses are 
quite short, and others will keep you busy for 
weeks or even a month, depending on how much 
time you invest in your studies.

How difficult is my programme?: 
Compared to Matric, your programme will 
definitely be more difficult. Some of the courses in 
your programme may be relatively easy and others 
will require all of your attention to get through. 
You will however always have direct access to 
our tutors who will support and assist you, and 
provide valuable guidance along the way to help 
you master your learning. You will not be left to 
struggle through everything without support, but 
you need to be committed to learn and willing 
succeed. 

How long will I have access to my online 
programme?: 
You will have access for 12 months, but may 
extend your enrollment for as long as you need.

How much internet bandwidth will I use?: You 
should use no more than 2-3GB of data to work 
through your material. You may however often 
want to access videos and other resources online 
for further clarity on topics that you may find 
interesting and should make provision for that.

Do you provide support?: 
Yes – all students are allocated to an online 
tutor and you may email him or her any time 
of the day when you need advice or assistance 
with your studies, or run into a problem. You 
will typically receive a response within 24 hours 
during weekdays. There are also forums for online 
collaboration and other channels to stay in contact 
with Support.  

Payment options:
The cost for this programme is R10900 if paid in 
full online.
You can pay directly online with a credit card or 
EFT. If you pay online, you will be enrolled directly 
and immediately. 

If you wish to pay in monthly installments, please 
email accounts@gradcampus.com to request an 
invoice for this purpose. The following payment 
terms are available:
Deposit required at registration: R4500
4 x monthly payments of R2000 each
The total cost for the payments option is: R12500.

How do I enroll?
The process has been made as easy as possible:
1. You register directly online at www.gradcampus.
com;
2. Select the programme that you wish to enroll in 
and pay online
3. After payment, you will have direct access to 
your learning material and can start straight away

If you choose to pay in installments, email us at: 
accounts@gradcampus.com and we will send you 
an invoice on the 20th of each month to be paid by 
the 1st of the next month. 

Are there any other hidden costs?: 
No – your course fee includes your registration fee, 
all study fees, support provided and certification. 
Your internet connection is for your own account. 
You will be studying online and therefore you will 
also not have any accommodation, traveling and 
book fees. If you do not have a computer or laptop, 
you may have to purchase one and also arrange 
for a 3G (or other) internet connection. 

You should have no problem completing your 
programme within 12 months, but you may 
extend your enrollment for an additional R900 per 
month after the initial 12 months, if something 
unforeseen happens that slows you down. 
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What can I expect from GradCampus 
after completing my programme?: 
After completing your programme, the 
SCRS Group will invite you to list on our 
database. If you agree, the Group will share 
your details with selected partners and keep 
you in the loop with opportunities for 
employment, learnerships, work projects, 
and network opportunities. We would like to 
keep in touch with you, follow your career 
success, and share opportunities with you as 
they emerge, and share career and business 
opportunities as they become available.

The SCRS Group has a considerable 
network and reach, and are active in the 
education and employment industry, in 
particular as far as entry-

level opportunities are concerned. In 
addition, we gladly include alumni in our 
network and will continue to communicate with 
you to hear how you are doing, and provide 
guidance along the way to help you make the 
most of your talents! We are extremely 
passionate about graduate and school leaver 
employment and employability and are we 
strongly favour an entrepreneurial culture. 

Above all, we want to help you to succeed in 
your studies and career! 
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Courses included in your programme:
1. Getting your job search started  
2. Goal Setting  
3. Workplace Success - 7 Key Skills  
4. Time Management  
5. Being a Team Player  
6. Emotional Intelligence  
7. Active Listening  
8. Business Ethics for the office  
9. Personal Brand: Maximizing Personal 
Impact  
10. Entrepreneurship 
11. Writing a Business Plan 
12. Basic Business Management 
13. Communications For Small Business 
Owners
14. Marketing for Small Businesses 
15. Branding: Creating and Managing your 
Corporate Brand 
16. Inventory Management - The Nuts and 
Bolts
17. Building an Online Business 
18. Problem Solving: Decision Making  
19. Creative Thinking and Innovation  

Course Summaries: 

1. Getting your job search started  
While looking for work can be an exciting time, it 
can also involve fear and discomfort about change 
and the unknown. Whether you are already in the 
midst of a job search or just thinking about it, this 
workshop will help you to determine what your 
skill set is made up of, the kind of work that is 
important and realistic to include in your search, 
and how to get started. 

Today’s job market is not the same as it was even 
five years ago. Knowing where to go, who to talk 
to, and the opportunities that are available will 
help to shift you from someone who dreams 
about having a job, to someone who has the job 
they always wanted

Outcomes:
• Describe your skills, values, and beliefs 
about work and looking for opportunities.
• Demonstrate an understanding for the 
types of work available and where to go for more 

information.
• Recognize the differences and benefits 
available through career coaches, counselors, and 
mentors.
• Apply different approaches to job searching, 
such as networking and tapping into the hidden 
job market.

2. Goal Setting  
We all have things we want in life. The route to 
success is to take the things that we dream about 
and wish for, and turn them into reality. This course 
will lead students through thinking, planning, and 
taking action on the things they really want. They 
will learn ways to ensure that they get where they 
want to go in life. 

Outcomes:
• Identify what’s important to them in their 
life
• Use goal setting activities and appropriate 
language to articulate what they want out of life
• Explain what their dreams and goals are for 
both the short and long term
• Use motivating techniques to help them 
reach their goals
• Understand how to deal with setbacks

3. Workplace Success - 7 Key Skills  
There have been a number of studies that identify 
the key skills that workers need to be successful. 
Various studies call them different things - critical 
employability skills, soft skills, or transferable 
skills. Regardless of the name these skills are 
critical for workplace success. Seven of the most 
commonly identified skills are: Being a Productive 
Team Member, Flexibility, Problem Solving, 
Resourcefulness, Giving and Receiving Feedback, 
Self-Confidence, Creative Thinking and Emotional 
Intelligence. Many of us possess one or more of 
these attributes already and perhaps all of them. 
Luckily these skills can be improved upon through 
training. 

This course looks to take you to a new level of 
understanding for the key skills that will help to 
make you successful at work.

Outcomes:
• Know your own team member roles and 
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responsibilities.
• Understand ways to be an effective team 
member.
• Know how it feels to experience change 
and know your level of change tolerance.
• Understand ways to be flexible in times of 
change.
• Know what a problem is and ways to 
approach problem solving.
• Recognize the self-fulfilling prophecy and 
its relevance to their work.
• Appreciate the variety of behaviors that 
characterize resourcefulness in the workplace.
• Identify tips to giving and receiving 
feedback.
• Realize the uses of feedback to increase 
their strengths as leaders in the workplace.
• Recognize self-confident behaviors in the 
workplace.
• Utilize a three-step process to building your 
own self-confidence.
• Apply a number of group methods for 
creative thinking.
• Recount the history of social and emotional 
intelligence theory.
• Define Daniel Goleman’s five sets of social 
and emotional competencies and correlate them 
to workplace experiences.

4. Time Management  
Time is money, the saying goes, and lots of it gets 
lost in disorganization and disruption. We also deal 
with a constant barrage of technology, people, and 
tasks that can contribute to that disorganization. 
Many people find that they flit from one task to 
another, trying to get everything done.

In this course, you will learn how to make the most 
of your time by getting a grip on your workflow 
and office space, using your planner effectively, 
and delegating some of your work to other people.

Outcomes:
• Better organize yourself and your 
workspace for peak efficiency.
• Understand the importance of, and the 
most useful techniques for, setting and achieving 
goals.
• Identify the right things to be doing and 
develop plans for doing them.

• Learn what to delegate and how to delegate 
well.
• Take control of things that can derail your 
workplace productivity.

5. Being a Team Player  
Teamwork is essential in any successful enterprise, 
and to have effective teams, an organization must 
be comprised of individuals who pride themselves 
on being great team players. Many of us consider 
ourselves to be team players, but are we really? 
Do we know what that takes; and what managers 
consider to be the qualities that make a person 
a team player, or that make a good team player 
a ‘great’ team player? Everyone brings their own 
skills and strengths to the table; understanding 
how to use those skills within the context of a team 
is vital to help an organization succeed.

Outcomes:
• Understand the definition of a team player 
and a non-team player
• Know the difference between a team player 
and a non-team player
• Learn the qualities possessed by a team 
player
• Determine what type of team player you 
are and how that functions in your workplace
• Know and understand what it takes to be a 
team player
• Discover the different types of teams that 
exist within a company
• Learn what working together as a team 
looks like
• Learn the different types of workplace 
teams and what types of teams successful 
organizations need
• Develop strategies to improve teamwork
• Give participants a moment to write down 
their own learning objectives in their workbook.

6. Emotional Intelligence  
Emotional intelligence, also called EQ, is the ability 
to be aware of and to manage emotions and 
relationships. It’s a pivotal factor in personal and 
professional success. IQ will get you in the door, 
but it is your EQ, your ability to connect with others 
and manage the emotions of yourself and others, 
that will determine how successful you are in life.
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We have all worked with and listened to brilliant 
people. Some of them were great and… well, some 
were not so great. The mean and the meek and 
all those in between can teach us more than they 
realize. When we look at the truly extraordinary 
people who inspire and make a difference you 
will see that they do this by connecting with 
people at a personal and emotional level. What 
differentiated them was not their IQ but their EQ – 
their emotional intelligence. 

Outcomes:
• Understand what emotional intelligence 
means
• Recognize how our emotional health and 
physical health are related
• Learn techniques to understand, use, and 
appreciate the role of emotional intelligence in the 
workplace
• Understand the different emotions and 
how to manage them
• Create a personal vision statement
• Understand the difference between 
optimism and pessimism
• Validate emotions in others

7. Active Listening  
Communication skills are at the heart of everything 
we do each day, whether at home, at work, or 
at play. Active listening encompasses the best 
of communication, including listening to what 
others are saying, processing the information, 
and responding to it in order to clarify and elicit 
more information. This course will help students 
develop and practice their active listening skills.

Outcomes:
• Define active listening and its key 
components
• Identify ways to become a better listener
• Use body language to reflect a positive 
listening attitude
• Understand the difference between 
sympathy and empathy, and when each is 
appropriate
• Create a listening mindset using framing, 
positive intent, and focus
• Be genuine in your communications
• Understand the communication process
• Ask questions, probe for information, and 

use paraphrasing techniques
• Build relationships to create an authentic 
communication experience
• Identify common listening problems and 
solutions

8. Business Ethics for the office  
What exactly makes a decision or conduct ethical? 
The problem with ethics is that what may seem 
morally right (or ethical) to one person may seem 
appalling to another.

This course will not provide you with an easy way 
to solve every ethical decision you will ever have to 
make. It will, however, help you define your ethical 
framework to make solving those ethical dilemmas 
easier. We’ll also look at some tools that you can 
use when you’re faced with an ethical decision. 
And, we’ll look at some techniques you can use so 
you don’t get stuck in an ethical quandary. Best of 
all, we’ll look at a lot of case studies so that you can 
practice making decisions in a safe environment.

Outcomes:
• Understand the difference between ethics 
and morals
• Understand the value of ethics
• Identify some of your values and moral 
principles
• Be familiar with some philosophical 
approaches to ethical decisions
• Identify some ways to improve ethics in 
your office
• Know what is required to start developing 
an office code of ethics
• Know some ways to avoid ethical dilemmas
• Have some tools to help you make better 
decisions
• Be familiar with some common ethical 
dilemmas

9. Personal Brand: Maximizing Personal 
Impact  
Abigail Van Buren once said, “There are two kinds 
of people: those who come into a room with the 
attitude, ‘Here I am!’ and those who have the 
attitude, ‘There you are!’” 

This course is a exploration about the type of 
impact we want to have in life and work. Students 



will consider and define the influence that they 
can have on their life and work. They will also 
learn skills for success and how to create those 
circumstances.

Outcomes:
• Speak in terms of the impact and influence 
that they want to have in life and work
• Understand their personal style in terms of 
their personal brand
• Develop skill in areas like focus, 
concentration, and communication to support 
their brand
• Build credibility and trust by living their 
brand
• Take ownership of their image, both online 
and in person

10. Entrepreneurship 
Wouldn’t it be nice to be your own boss, work 
on your own schedule, and make money doing 
something that you’re passionate about? Millions 
of people around the world are living that dream 
and running their own business.

This course will teach you the basics of 
entrepreneurship. You will consider if 
entrepreneurship is right for you and learn the 
basic steps of creating your own business. At the 
end of the course, you’ll have a solid foundation to 
start your entrepreneurial journey.

Outcomes:
• Identify the traits of an entrepreneur and 
assess their entrepreneurial capabilities
• Outline and evaluate a business idea
• Develop a product idea
• Identify their target market and customers
• Develop a value proposition
• Understand different types of business 
ownership and structures
• Evaluate franchising and business 
purchasing opportunities
• Create a pitch deck, executive summary, 
company presentation, technical white paper, and 
business plan
• Create financial projections for their 
business 
• Identify where to find business funding 
• Create a product development plan, 

marketing plan, and sales strategy
• Identify ways to protect their intellectual 
property
• Describe effective ways to brand their 
product
• Choose the right location for their business
• Launch and grow their business 
• Demonstrate the behaviors of an 
entrepreneurial leader
• Find appropriate resources to help them 
on their journey

11. Writing a Business Plan 
This course is designed for business owners and 
entrepreneurs who are ready to create a business 
plan. All the essential steps are covered, including 
drafting the original document; identifying the 
audience; gathering information; researching; 
describing product plans; and marketing, sales, 
and accounting terms. Students will come away 
from the course energized and prepared to write 
their business plan.

Outcomes:
• Research and analyze the individual 
components needed for a business plan
• Apply skills to create a business plan for 
different audiences, including investors, banks, 
and other stakeholders
• Explain the purpose and future of their 
business in easy to understand terms
• Use accounting terms to describe the 
future for their business
• Describe their marketing, sales, and 
planning strategies

12. Basic Business Management 
Owning a business requires a vision balanced with 
attention to detail. You need to be a generalist 
who understands the multiple aspects of running 
a business, as well as the ability to step back and 
see the big picture and to reach into the future. 

The business environment is a complex place to 
be. Whether you wish to work as a consultant or 
freelancer, establish a corporation, or set up an 
operation that meets a need for very particular 
type of customer, there is a tremendous amount 
of information that you need to know and to apply. 
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This course provides essential learning for new 
business owners, whether the business is just 
in the idea stage or you have already begun and 
need to fill in the gaps. 

Outcomes:
• Apply the best methods for creating, 
leading, and managing their own business
• Establish an organizational framework 
through operations, finance, and leadership
• Set up an effective and efficient system for 
hiring, retaining, and succession planning
• Start researching and designing their 
strategic plan
• Describe the essential elements of 
marketing, sales, and their company brand
• Apply financial and accounting terms 
correctly

13. Communications For Small Business 
Owners
Communication between individuals is a two-
way street, but communication between a 
small business and its customers is a multi-lane 
highway. Navigate this highway successfully and 
you increase customer numbers and profits. Set 
out on this highway unaware, ill-prepared, or 
unconvinced of its importance, and you will lose 
ground to your competitors.

This course will introduce and reinforce the 
essential components of written communication 
that will connect you with existing and potential 
customers. If you are new to the communications 
highway, this course will provide the foundation 
for future development. If your company has 
some communications expertise, this course will 
help you strengthen and polish your essential 
components. 

Outcomes:
• Define the essential pieces of 
communication 
• Customize these essential pieces for their 
company
• Identify the processes and plans needed 
for clear communications 
• Develop, maintain, and evolve effective 
content for their communications

14. Marketing for Small Businesses 
Marketing is about getting your business known 
and building your position within the marketplace. 
Small businesses do not always have a big budget 
for marketing, so they have to do things a little 
differently than big business in order to grow their 
presence, increase results, and meet business 
goals. This course will help small business owners 
and managers develop their marketing message, 
create a marketing plan, and apply the right 
strategies.

Outcomes:
• Describe the essential elements of a 
marketing plan, no matter the size of the business
• Apply tools and strategy to create a 
marketing plan that supports the growth of your 
small business
• Use six steps to create, implement, and 
review a marketing plan
• Leverage the best of Internet and social 
media marketing

15. Branding: Creating and Managing your 
Corporate Brand 
Your brand is the vehicle that propels your product 
or service into your customer’s lives, and into 
their hearts. A good brand is much more than an 
attractive image combined with some witty type. 
Your brand must reflect the heart and soul of your 
product, and offer a promise that you can live up 
to.

This course will get you started on the road to 
creating a perfect brand. The course will cover 
the basics of branding, including how to develop 
a visual identity from start to finish. We will also 
give you some graphic design tips to help you 
communicate your expectations to a professional 
designer. Following, the focus shifts on how to put 
your brand out there in the right way. We will also 
talk about how to keep your brand energized and 
alive with monitoring and evaluation tools.

Outcomes:
• Define what a brand is (particularly a strong 
brand) and what branding is about
• Define various types of brand architecture 
and brand extension
• Identify your brand’s products, the features 
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of those products, and their values
• Write a mission, vision, and style statement 
for a brand
• Describe the basics of positioning a brand
• Understand the basics of creating a visual 
identity, including a brand name, slogan, and logo
• Help your employees live the brand by 
empowering them to be ambassadors and creating 
strong brand touch-points
• Effectively plan an internal and external 
brand launch
• Monitor and evaluate your brand, and 
understand how to respond to the results

16. Inventory Management - The Nuts and 
Bolts
No business can survive very long without an 
effective program of controls over the parts and 
materials that are used in producing or distributing 
goods and services of the firm. Like many other 
things that depend on human interpretation, 
“control” means different things to different 
individuals.

This is an introduction to inventory from  the 
warehouse or stockroom manager’s perspective, 
the person in charge of what comes in and goes 
out of your company to ensure a smooth and cost-
effective operation, with enough products on hand 
to satisfy needs without stockpiling too much. 

This course will discuss all aspects of inventory 
management, including common terms, the 
inventory cycle, how to maintain inventory 
accuracy, and what some of the latest trends are.

Outcomes:
• Understand terms that are frequently used 
in warehouse management 
• Identify the goals and objectives of 
inventory management and measure your process 
against these goals
• Calculate safety stock, reorder points, and 
order quantities
• Evaluate inventory management systems
• Identify the parts of the inventory cycle
• Better maintain inventory accuracy

17. Building an Online Business 
The Internet has changed the way that we work, 
live, shop, and play. You can take advantage of 
this new way of doing business whether you want 
to set up a part-time venture or create the next 
million-dollar enterprise. This course will give you 
everything that you need to build a successful 
online business.

Outcomes:
• Define what an online business is
• Identify opportunities for an online 
business
• Find resources to support your business 
• Create a business strategy that includes a 
business plan, budget, and marketing plan
• Begin setting up a website, mobile presence, 
and storefront with e-commerce support
• Decide whether or not your online business 
can benefit from joining an online marketplace
• Market your online business using social 
media and the Internet

18. Problem Solving: Decision Making  
We make decisions and solve problems continually. 
We start making decisions before we even get out 
of bed (shall I get up now or not?). Sometimes, we 
will have made as many as 50 decisions by the time 
we leave for work. Despite all the natural decision 
making that goes on and the problem solving we 
do, some people are very uncomfortable with 
having to make decisions. You may know someone 
who has a hard time making decisions about what 
to eat, never mind the internal wrestling they go 
through in order to take on major decisions at 
work. 

Likewise, we’ve probably all looked at a solution 
to something and said, “I could have thought of 
that.” The key to finding creative solutions is not 
just creativity, although that will certainly help. 
The answer rests in our ability to identify options, 
research them, and then put things together in a 
way that works. Having a process to work through 
can take the anxiety out of problem solving and 
make decisions easier. That’s what this course is 
all about.
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Outcomes:
• Apply problem solving steps and tools
• Analyze information to clearly describe 
problems
• Identify appropriate solutions
• Think creatively and be a contributing 
member of a problem solving team
• Select the best approach for making 
decisions
• Create a plan for implementing, evaluating, 
and following up on decisions
• Avoid common decision-making mistakes

19. Creative Thinking and Innovation  
Creative thinking and innovation are vital 
components in both our personal and professional 
lives. However, many people feel as though they 
are lacking in creativity. What most of us do not 
recognize is that we are creative on a daily basis, 
whether it’s picking out what clothes to wear in 
the morning or stretching a tight budget at work. 
While these tasks may not normally be associated 
with creativity, there is a great deal of creativity 

involved to get those jobs done. 

While some people seem to be simply bursting 
with creativity, others find it a struggle to think 
outside the square. If you fall into the latter 
category, it is important to understand that 
boosting your creative and innovative abilities 
takes practice. Recognizing and honing your own 
creative potential is a process. That’s what this 
course is all about. 

Outcomes:
• Identify the difference between creativity 
and innovation
• Recognize their own creativity
• Build their own creative environment
• Explain the importance of creativity and 
innovation in business 
• Apply problem-solving steps and tools
• Use individual and group techniques to 
help generate creative ideas
• Implement creative ideas
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