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Module Outline
Certified Banker (Stage |)

Introduction to People Management Skills

Benchmarked HKQF Level: 4

No. of Credits: 10

Total Notional Learning Hours: 100
a) Class contact hours: 9 hours (3-hour per session x 3)
b) Self-study hours: 89.5 hours
c) Assessment hours: 1.5 hours

Pre-requisite: NA

Module Objective

This module aims to provide candidates with the fundamental theories and practices relating to
people management in organisations, particularly in financial institutions. By understanding the
roles of a manager in planning, decision-making, organising, leading, employee management,
and control, it helps learners to appreciate and analyse the factors and forces involved in making
organisations and people work effectively and efficiently, especially under the contemporary

business environment in which people are emerging to a “new normal’.

Module Intended Outcomes (MIOs) and Units of Competencies (UoCs)

Upon completion of the Module, candidates should be able to:

managing the “contemporary” business environment.

MIOs Intended Outcomes / Competence *Unit of Competencies
(UoCs)

MIO-1 Explain the key concepts, facts, principles, and 107601L5
theo.rles. of .peop'le manggernent 'an.d th.elr. 10761314
application; particularly in financial institutions.

. 109588L4

MIO-2 Select essential management tools and methods at
planning, controlling and organising stage under 109594L4
management process. 109612L4

MIO-3 Utilize the fundamental people management tools
and techniques to lead the team at work place.

MIO-4 Summarise effective leadership techniques for

*Note: For the details of the UoCs, please refer to the Specification of Competency Standards
(SCS) of Retail Banking and Corporate & Commercial Banking which were developed by

HKCAAVAQ.
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https://www.hkqf.gov.hk/files/record/fileupload/340/Banking_SCS_Retail%20Banking_SCS_Eng%202017-7-21-1706076563.pdf
https://www.hkqf.gov.hk/files/record/fileupload/341/Banking_SCS_CCB_Final%20(E)%2018.01.21-1706076620.pdf
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Assessment
Examination duration: 1.5 hours
Examination format: Multiple Choice Questions (MCQ) with 50 questions
Pass mark: 70%

Syllabus

Chapter 1: Management Overview

1.1 The Management Process

1.1.1 - Introduction

1.1.2 | - Definition and functions of management
1.1.3 | - Difference between a Manager and a Leader
1.1.4 | - Managerial roles and skills

1.2 | Management Approaches

1.2.1 - Theory of Human Needs and application

1.2.2

Theory X and Theory Y and application

1.2.3

Adult Personality and application

1.24 Motivation theory and practice

1.3 | Ethical Behaviour in Management

1.3.1 - Ethical Dilemma

1.3.2 | - Influences on Ethical Decision Making

1.3.3 | - Social Responsibility and Sustainability

Chapter 2: Planning and Controlling

2.1 Introduction

2.2 | Management Planning Approaches and Tools

2.21 - Different types of management plan
2.2.2 | - Basic planning tools and techniques
2.2.3 | - Business goals management

2.3 | Problem Solving and Decision Making

2.31 - Managers as problem solver
2.3.2 - Problem solving approaches and process
2.3.3 | - Decision making process
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2.4 | How Managers Control
241 - The control principles and process
2.4.2 | - Control tools for effective management
2.4.3 | - Control techniques for different management aspects
Chapter 3: Organizing
3.1 | Alignment to organizational structure and development
3.1.1 - Organization structure and development
3.1.2 | - Values and culture
3.1.3 | - Multicultural awareness and diversity
3.2 | Managing change
3.2.1 - Introduction
3.2.2 | - Common resistance to change
3.2.3 | - Change strategies application and practices
3.3 | Human resources management
3.3.1 - Managers’ roles in human resources management
3.3.2 | - Staff performance management and development
3.3.3 | - Motivating and engaging the work force for better performance
Chapter 4: Leading
4.1 Introduction to Leadership
411 - The nature of leadership
4.1.2 | - Leadership traits and behaviors
4.1.3 | - Leadership styles and impacts to a team
414 | - How situational leadership works in workplace
4.2 | Leading teams
4.2.1 - How different roles play in a team effectively
4.2.2 | - How to drive teamwork
4.2.3 | - Managing diversity of staff in different generation and culture
4.3 | Effective communication
4.3.1 - The communication process
4.3.2 | - The nature and benefits of different types and channels of communication
4.3.3 | - Tips to overcome communication barriers
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4.4 | Coaching for Performance

441 - Types of coaching

4.4.2 | - Coaching process (GROW model)

4.4.3 | - Fundamental coaching techniques

Chapter 5: People management under contemporary era

5.1 The emergence of the “new normal” culture at contemporary workplace

5.1.1 - Remote working / digitalization era

5.1.2 | - Challenges for manager

5.2 | Health and wellbeing at work

5.2.1 - Coping strategies under “new normal”
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Recommended Readings

Essential Readings:

1. Schermerhorn Jr., J., & Bachrach, D. (2020). Management. 14" Ed. Wiley.

Supplementary Readings

1. Swart, T., Chisholm, K., & Brown, P. (2015). Neuroscience for leadership: Harnessing the
brain gain advantage. Palgrave Macmillan.

Further Readings

1. Gerald, C, & Kelly, P. (2020). Management Theory and Practice. 9" Ed. Cengage.

2.  O'Rourke, J. (2015). DK Essential Managers: Effective Communication: Listening,
Presenting, Giving Feedback. NY: Penguin Random House.
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