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DEVELOP A BUSINESS PROGRAMME





Pilot Phase 





CLIENT BUSINESS ASSESSMENT �AND MENTORING RECORD





�CLIENT BUSINESS………………………………………………………………………





SECTOR…………………………………………PROJECT ID.................................





PARTICIPANT…………………………………………………………….………..





CONTACT TELEPHONE NUMBER…………………………………………………….





E-MAIL ADDRESS………………………………………………..





DELIVERY AGENCY………………………………………………………………………





BUSINESS ADVISER…………………………………………………………………..





ADVISER CONTACT DETAILS  Tel……………………Fax …..…………………











NOTES





�





MARKETING STRATEGY�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Market segmentation �
�
�
�
�
�
�
�
Market targeting �
�
�
�
�
�
�
�
Market positioning �
�
�
�
�
�
�
�
Competitive advantage�
�
�
�
�
�
�
�
Image/brand development�
�
�
�
�
�
�
�
Marketing Mix – the four Ps�
�
�
�
�
�
�
�
Evaluating and monitoring a  marketing strategy�
�
�
�
�
�
�
�









GUIDANCE NOTES FOR BUSINESS ADVISERS





GENERAL


These guidance notes relate to the client business assessment and mentoring process used in the pilot phase of the Develop a Business Programme. Each business participating in the programme will have access to four, half day mentoring sessions and this document must be used to record the process accurately.





WHO PREPARES AND HOLDS THIS DOCUMENT?


This document will be prepared by the nominated Business Adviser in the Delivery Agency assigned to the client business. �


HOW IS THE DOCUMENT TO BE USED?


This document will record the progress of each client business as they progress through each of the four mentoring stages of the Develop a Business Programme. 


Mentor Session 1 will focus on a base line assessment of the client business and will also identify agreed key driver areas where specialist mentoring will be applied. This session will be carried out by the nominated Develop a Business Business Adviser in the Delivery Agency assigned to the client business. This process will also identify the specific areas of mentoring to take place in subsequent sessions.


Mentor Sessions 2 and 3 will be carried out either by the nominated Develop a Business Business Adviser in the Delivery Agency or by an accredited specialist Adviser identified by the Delivery Agency and drawn from the list of accredtited Advisers.


Mentoring Session 4 will be undertaken by the nominated Develop a Business Business Adviser in the Delivery Agency. On completion of the programme, each Delivery Agency will return each CLIENT BUSINESS ASSESSMENT AND MENTORING RECORD to the Develop a Business Project Office for evaluation purposes.





HOW TO COMPLETE THIS DOCUMENT?


Cover page – This should be completed by the Delivery Agency when a business has been assigned a place on the Programme


MENTORING SESSION 1 - to be completed by the Delivery Agency and passed to an accredited  Develop a Business Programme Business Adviser�MENTORING SESSION 2 - to be completed by the Business Adviser and returned to the Delivery Agency


MENTORING SESSION 3 - to be completed by the Business Adviser and returned to the Delivery Agency


MENTORING SESSION 4 - to be completed by the Delivery Agency and returned to the Programme Project Office





NOTES FOR MENTORS/BUSINESS ADVISERS�All mentors/business advisers involved in this process are reminded of the need to ensure that only relevant information is recorded in this document. Please ensure that all entries are legible. Clients should also be advised that this process is transparent and mentors/advisers must review the information recorded with each client business prior to sign off at each mentoring session.





CLIENT CONFIDENTIALITY�Clients should be reminded at each mentoring session that confidentiality is guaranteed.





 





MENTORING SESSION 1 – Base Line Assessment�


Business Adviser……………………………….Delivery Agency……………………………Date of Session…………………………..





BUSINESS DEVELOPMENT STRATEGY�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Key elements of a business development strategy �
�
�
�
�
�
�
�
Conducting an internal business review�
�
�
�
�
�
�
�
Conduct an external business review�
�
�
�
�
�
�
�
SWOT analysis�
�
�
�
�
�
�
�
Product/service life cycle�
�
�
�
�
�
�
�
Boston Matrix�
�
�
�
�
�
�
�
Comparative analysis techniques�
�
�
�
�
�
�
�
Key areas of business development�
�
�
�
�
�
�
�
Action planning�
�
�
�
�
�
�
�
SMART objectives�
�
�
�
�
�
�
�
Monitoring and controlling a  business development strategy�
�
�
�
�
�
�
�






MENTORING SESSION 1 – Base Line Assessment





EMPLOYING PEOPLE�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Stages Recruitment and selection �
�
�
�
�
�
�
�
Sources of support�
�
�
�
�
�
�
�
Relevant legislation - compliances�
�
�
�
�
�
�
�
Employment options available�
�
�
�
�
�
�
�
Conducting a job analysis�
�
�
�
�
�
�
�
Preparing  a job description�
�
�
�
�
�
�
�
Preparing a person specification�
�
�
�
�
�
�
�
Preparing a job advert�
�
�
�
�
�
�
�
Preparing a recruitment pack�
�
�
�
�
�
�
�
Short listing candidates�
�
�
�
�
�
�
�
Interviewing candidates�
�
�
�
�
�
�
�
Making a job offer�
�
�
�
�
�
�
�
Contents of employment contracts�
�
�
�
�
�
�
�
What to do when a new employee starts�
�
�
�
�
�
�
�
Payroll and paying staff�
�
�
�
�
�
�
�
Discipline procedures�
�
�
�
�
�
�
�
Grievance procedures�
�
�
�
�
�
�
�
Motivating staff�
�
�
�
�
�
�
�
Performance management processes�
�
�
�
�
�
�
�
Fair dismissal�
�
�
�
�
�
�
�
Unfair dismissal�
�
�
�
�
�
�
�
What to do when an employee leaves�
�
�
�
�
�
�
�






MENTORING SESSION 1 – Base Line Assessment





Information and Communication Technology (ICT)�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Conducting an ICT review�
�
�
�
�
�
�
�
Use of the web as a business resource – sourcing raw materials, travel, consumables�
�
�
�
�
�
�
�
Use of the web as a transactional tool�
�
�
�
�
�
�
�
Use of the web for customer interaction – customer support, product information, marketing initiatives�
�
�
�
�
�
�
�
Use of an intranet for business management�
�
�
�
�
�
�
�
Use of e-mail with suppliers�
�
�
�
�
�
�
�
Use of e-mail with customers�
�
�
�
�
�
�
�
Hardware selection�
�
�
�
�
�
�
�
ICT Network – cable or wireless - policy�
�
�
�
�
�
�
�
Software selection�
�
�
�
�
�
�
�
Broadband options�
�
�
�
�
�
�
�
Electronic security�
�
�
�
�
�
�
�
Virus protection, firewa;;s and company ICT policies�
�
�
�
�
�
�
�
Data backup procedures�
�
�
�
�
�
�
�
E-Commerce integration�
�
�
�
�
�
�
�
Website – development, management, promotion�
�
�
�
�
�
�
�
Fixed line telecommunications resources – fax, phones, tariff packages�
�
�
�
�
�
�
�
Mobile telecommunications – equipment and tariffs - roaming�
�
�
�
�
�
�
�
The internet as a research tool�
�
�
�
�
�
�
�






MENTORING SESSION 1 – Base Line Assessment





SELLING AND NETWORKING�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
The selling process – structures – opening, building and closing the sale�
�
�
�
�
�
�
�
Prospecting your customers – customer database – database management skills�
�
�
�
�
�
�
�
Sales presentations - structure�
�
�
�
�
�
�
�
Techniques for handling objections�
�
�
�
�
�
�
�
Buying signals - Closing methods�
�
�
�
�
�
�
�
Sales follow up �
�
�
�
�
�
�
�
Customer care �
�
�
�
�
�
�
�
The benefits of networking�
�
�
�
�
�
�
�
Types of networking�
�
�
�
�
�
�
�
Building and maintaining a business network�
�
�
�
�
�
�
�






FINANCE�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Measuring financial performance�
�
�
�
�
�
�
�
Ratio analysis�
�
�
�
�
�
�
�
Break-even analysis�
�
�
�
�
�
�
�
Cash flow management�
�
�
�
�
�
�
�
Budgeting�
�
�
�
�
�
�
�
Sources of finance�
�
�
�
�
�
�
�
Book-keeping�
�
�
�
�
�
�
�
Tax planning�
�
�
�
�
�
�
�
On-line banking�
�
�
�
�
�
�
�
Purchasing on-line�
�
�
�
�
�
�
�






MENTORING SESSION 1 SIGN-OFF – DELIVERY AGENCY BUSINESS ADVISER……………………………………………………..�


PARTICIPANT :…………………………       REPRESENTATIVE……………………………………DATE………………………….





MENTORING SESSION 2 – Key Business Area Specialist Mentoring�


Business Adviser………………………..Key Business Area…………………….……………Date of Session…………………………





Brief Details of purpose of session e.g. reviewing current position, progress to date 











Summary of issues covered during session:


























Agreed course of actions following mentoring session – Who will do what:





Actions to be undertaken by the Client�
Actions to be undertaken by the Adviser�
�
�
�
�






Both parties have read and confirmed this report as a true record





Signed by the Client					                                                     Signed by the Advisor	








MENTORING SESSION 3�


Business Adviser………………………..Key Business Area…………………….……………Date of Session…………………………





Brief Details of purpose of session e.g. reviewing current position, progress to date 











Summary of issues covered during session:


























Agreed course of actions following Mentoring Session – Who will do what:





Actions to be undertaken by the Client�
Actions to be undertaken by the Advisor�
�
�
�
�






Both parties have read and confirmed this report as a true record





Signed by the Client					                                                     Signed by the Advisor	








MENTORING SESSION 1 – Closure Assessment Survey





NOTES





NOTES





MENTORING SESSION 4 – Closure Assessment Survey





MARKETING STRATEGY�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Market segmentation �
�
�
�
�
�
�
�
Market targeting �
�
�
�
�
�
�
�
Market positioning �
�
�
�
�
�
�
�
Competitive advantage�
�
�
�
�
�
�
�
Image/brand development�
�
�
�
�
�
�
�
Marketing Mix – the four Ps�
�
�
�
�
�
�
�
Evaluating and monitoring a  marketing strategy�
�
�
�
�
�
�
�






NOTES





EMPLOYING PEOPLE�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Stages Recruitment and selection �
�
�
�
�
�
�
�
Sources of support�
�
�
�
�
�
�
�
Relevant legislation - compliances�
�
�
�
�
�
�
�
Employment options available�
�
�
�
�
�
�
�
Conducting a job analysis�
�
�
�
�
�
�
�
Preparing  a job description�
�
�
�
�
�
�
�
Preparing a person specification�
�
�
�
�
�
�
�
Preparing a job advert�
�
�
�
�
�
�
�
Preparing a recruitment pack�
�
�
�
�
�
�
�
Short listing candidates�
�
�
�
�
�
�
�
Interviewing candidates�
�
�
�
�
�
�
�
Making a job offer�
�
�
�
�
�
�
�
Contents of employment contracts�
�
�
�
�
�
�
�
What to do when a new employee starts�
�
�
�
�
�
�
�
Payroll and paying staff�
�
�
�
�
�
�
�
Discipline procedures�
�
�
�
�
�
�
�
Grievance procedures�
�
�
�
�
�
�
�
Motivating staff�
�
�
�
�
�
�
�
Performance management processes�
�
�
�
�
�
�
�
Fair dismissal�
�
�
�
�
�
�
�
Unfair dismissal�
�
�
�
�
�
�
�
What to do when an employee leaves�
�
�
�
�
�
�
�









MENTORING SESSION 4 – Closure Assessment Survey





NOTES





MENTORING SESSION 1 SIGN-OFF – DELIVERY AGENCY REPRESENTATIVE……………………………………………………..�


CLIENT BUSINESS :…………………………       REPRESENTATIVE……………………………………DATE………………………….





MENTORING SESSION 1 – Base Line Assessment





NOTES





NOTES





NOTES





NOTES





MENTORING SESSION 1 – Base Line Assessment





NOTES





MENTORING SESSION 2�


Business Adviser………………………..Key Business Area…………………….……………Date of Session…………………………





NOTES





Information and Communication Technology (ICT)�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Conducting an ICT review�
�
�
�
�
�
�
�
Use of the web as a business resource – sourcing raw materials, travel, consumables�
�
�
�
�
�
�
�
Use of the web as a transactional tool�
�
�
�
�
�
�
�
Use of the web for customer interaction – customer support, product information, marketing initiatives�
�
�
�
�
�
�
�
Use of an intranet for business management�
�
�
�
�
�
�
�
Use of e-mail with suppliers�
�
�
�
�
�
�
�
Use of e-mail with customers�
�
�
�
�
�
�
�
Hardware selection�
�
�
�
�
�
�
�
ICT Network – cable or wireless - policy�
�
�
�
�
�
�
�
Software selection�
�
�
�
�
�
�
�
Broadband options�
�
�
�
�
�
�
�
Electronic security�
�
�
�
�
�
�
�
Virus protection, firewa;;s and company ICT policies�
�
�
�
�
�
�
�
Data backup procedures�
�
�
�
�
�
�
�
E-Commerce integration�
�
�
�
�
�
�
�
Website – development, management, promotion�
�
�
�
�
�
�
�
Fixed line telecommunications resources – fax, phones, tariff packages�
�
�
�
�
�
�
�
Mobile telecommunications – equipment and tariffs - roaming�
�
�
�
�
�
�
�
The internet as a research tool�
�
�
�
�
�
�
�






MENTORING SESSION 4 – Closure Assessment Survey





SELLING AND NETWORKING�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
The selling process – structures – opening, building and closing the sale�
�
�
�
�
�
�
�
Prospecting your customers – customer database – database management skills�
�
�
�
�
�
�
�
Sales presentations - structure�
�
�
�
�
�
�
�
Techniques for handling objections�
�
�
�
�
�
�
�
Buying signals - Closing methods�
�
�
�
�
�
�
�
Sales follow up �
�
�
�
�
�
�
�
Customer care �
�
�
�
�
�
�
�
The benefits of networking�
�
�
�
�
�
�
�
Types of networking�
�
�
�
�
�
�
�
Building and maintaining a business network�
�
�
�
�
�
�
�






MENTORING SESSION 4 – Closure Assessment Survey





NOTES





MENTORING SESSION 4 – Closure Assessment Survey





FINANCE�
�
Knowledge/Skills/Experience�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Measuring financial performance�
�
�
�
�
�
�
�
Ratio analysis�
�
�
�
�
�
�
�
Break-even analysis�
�
�
�
�
�
�
�
Cash flow management�
�
�
�
�
�
�
�
Budgeting�
�
�
�
�
�
�
�
Sources of finance�
�
�
�
�
�
�
�
Book-keeping�
�
�
�
�
�
�
�
Tax planning�
�
�
�
�
�
�
�
On-line banking�
�
�
�
�
�
�
�
Purchasing on-line�
�
�
�
�
�
�
�






NOTES





MENTORING SESSION  4  SIGN-OFF – �DELIVERY AGENCY BUSINESS ADVISER……………………………………………………..�


PARTICIPANT:…………………………       REPRESENTATIVE……………………………………DATE………………………….





BUSINESS DEVELOPMENT STRATEGY�
�
Knowledge/Skills�
None�
Very Little�
Moderate�
Strong�
Extensive�
Off Use�
�
Key elements of a business development strategy �
�
�
�
�
�
�
�
Conducting an internal business review�
�
�
�
�
�
�
�
Conduct an external business review�
�
�
�
�
�
�
�
SWOT analysis�
�
�
�
�
�
�
�
Product/service life cycle�
�
�
�
�
�
�
�
Boston Matrix�
�
�
�
�
�
�
�
Comparative analysis techniques�
�
�
�
�
�
�
�
Key areas of business development�
�
�
�
�
�
�
�
Action planning�
�
�
�
�
�
�
�
SMART objectives�
�
�
�
�
�
�
�
Monitoring and controlling a  business development strategy�
�
�
�
�
�
�
�
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All information gathered as part of this assessment and mentoring process will be held in commercial confidence and will not be disclosed to any third parties. The information may be made available to an External Evaluator as part of the programme evaluation process and where this is the case, similar confidentiality rules will apply. All content © Develop a Business Programme 2004

