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	Business Skills and Management
Live Seminar


Course Time Table-Outline:
	8:00am – 9:15am
	Business Skills and Management

	
	
	Part 1- Managing Yourself


	
	

	8:00am - 8:10am
	
	Core Success Strategies

Introduction of topics
Planning for success

	8:10am - 8:35am
	
	Basics of Success & Problem Solving

Basics on Success

Identifying and classifying a problem

Importance of Brainstorming

Steps to quickly finding a solution

Creating a Plan

Involve shareholders or partners



	8:35am – 9:00am
	
	Business vision. Creating and executing

Business Relationships

Pride & Confidence. Benefits and consequences

Handling business mistakes

Motivating yourself and others

Attitude and it’s impacts on your business and team



	9:00am – 9:15am
	
	Your Team

Identify your core team and support team

Communication within your team

Teamwork benefits

Importance of Education
Certifications

Continuing Education



	9:15am – 9:30am
	Break
	

	
	
	Part 2- Managing Your Business


	9:30am – 9:50am
	
	Crisis Management
Identifying and planning for issues and problems
Decision Making

Short-term and Long-Term decisions in your business

Unemotional and emotional decision

Sunk Cost

Leadership
Character

Reputation. 

Image and company branding

Efficiency

	9:50am – 10:05am
	
	Managing Change in your business
Change Expectations
Create an environment that accepts change and innovation

Adaption strategies
Company culture

Constant improvement

Setting Boundaries in the workplace
The Power of No


	10:05am – 10:30am
	
	Customer Service

Building relationships and Communication with Customers
Create long term support systems to keep your customers 

Quality: Service, price, treatment A to B

Referrals
Follow up, surveys, feedback, ratings

Marketing

Identify your demographics

Identify needs and wants

Marketing Strategy. Short-Term & Long-Term

Create a written marketing plan

Marketing professional. Benefits

Selling

Understanding the sales cycle
Educate and increase selling skills

Break-Even Cost and selling

Psychology of buying

When and why customers commit



	
	
	Part 3- Managing Money

	10:30am – 10:45am
	
	Budget

Cash Flow and it’s impact on your business

Business Finances

Debt. The good and the ugly

Job Selection

Choosing the job that is good business fit and profitable
Factors to consider

	10:45am – 11:00am
	Break
	

	11:00am – 11:25am
	
	Break-Even Point

Estimating

Competitive bid

Design bid

Time and material costs

Unit price

Labor Units

Breakdown and identification of 6 major components in labor units

Profit

Matching competitors’ price or not?

Know your cost

Concept of markup

Evaluating Risk

Scope

Payment terms

	11:25am – 11:45am
	
	Contracts

Written vs. Verbal

Change Orders

Collections

Terms

Bad Debt and collections

Billing

Cash and liquid assets

80:20 Rule



	
	
	Part 4- Managing Your Time


	11:45am – 12:00pm
	
	Time Management

Systems

Deadlines

Delegating

Why do it?

Provide proper training

Learning curve

deadlines



	12:00pm – 1:00pm
	Lunch
	

	1:00pm – 1:50pm
	Workers’ Compensation 

	1:00pm – 1:20pm
	
	Chapter 440

Workers comp details

“Intentional”

Penalties

Disqualifications

Medical Treatment



	1:20pm – 1:50pm
	
	Claims

Laws

Case Review

Reality of costs for businesses

Legislature

Lawsuits

Personal, Business, Succession, Plans, wills, trusts

	1:50pm – 2:40pm
	Building Code/Advanced Code Module: 2014 NEC®, Article 680 

	1:50pm – 2:15pm
	
	Part 1. General

680.1 Scope

680.3 Other Articles

680.9 Electric Pool Heaters

680.10 Underground Wiring Location

680.11 Equipment Rooms and Pits

680.12 Maintenance Disconnecting Means



	2:15pm – 2:40pm
	
	Part 2. Permanently Installed Pools


680.21 Motors

680.22 Area Lighting, Receptacles, and Equipment


680.23 Underwater Luminaires


680.24 Junction Box for Underwater Pool Light


680.25 Feeders


680.26 Equipotential Bonding



	2:40pm – 2:55pm
	Break
	

	2:55pm – 3:45pm
	Rules and Laws 

	2:55pm – 3:15pm
	
	Define ECLB and purpose

Chapter 489, Part II, Florida Statutes & Chapter 61G6, Florida Administrative Code
Review all license categories, registered/certified, and descriptions

When you need a license being unlicensed



	3:15pm – 3:45pm
	
	Chapter 489, Part II, Florida Statutes & Chapter 61G6, Florida Administrative Code… continued

Qualifying a business

Insurance and workers’ comp Requirements

License renewal for active and inactive licenses

Continuing education

Emergency registration

Government/schools/colleges

Penalties

	3:45pm – 4:00pm
	Break
	

	4:00pm – 5:00pm
	Business Skills – Strategic Management 

	4:00pm – 4:20pm
	
	Goal Setting/Project Management 

Successful project management skills

Strategies to improving your project management 

Impacts of poorly managed projects 

Stress and the negative consequences

	4:20pm – 4:45pm
	
	Gap Analysis

What is Gap Analysis? How can you use this to improve your business? 

Actual performance vs. desired performance

SWOT Analysis

Steps to identify your company’s strengths, weaknesses, opportunities, and threats

How to create a short-term and long-term plan to improve and increase your business using your SWOT analysis

	4:45pm – 5:00pm
	
	Creating a Strategic Plan

Benefits of a strategic plan

Creating a long-term strategic plan

Who should you get involved?

	5:00pm – 5:10pm
	
	Closing Comments

	
	
	


Course Description/Objectives:

This course covers strategic Business and Management skills for electrical contractors, inspectors, engineers and tradesmen. At the end of this course the student will understand the regulations and enforcement of Workers Compensation including laws, regulations, and situations for business. Students are taught Business Skills such as business profit, managing employees, business finance, estimating and bidding, customer resolution and other management principles which will enable them to operate more efficiently and increase profit, in a business environment.
Method of Course Presentation

This program is presented in a live classroom and is accompanied by books for each student and PowerPoint slides with hundreds of illustrations and graphics. 
Method of Evaluation of Course Participants

Students’ attendance is monitored with sign-in and sign-out sheets that verify actual time spent in the course. Students complete a course evaluation form for the course content and the instructor.
Course Instructors:

See attached Bios for Mike Holt (already an approved instructor), Belynda Holt Pinto, Melissa Lee
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