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Contd on pg 3
The organisation

derives its strength
through its partnership
with world renowned
educational and testing
giants from the US and
UK. It is the implementa-
tion partner and exami-

nation centre for City &
Guilds (UK) and the
Official Preferred Vendor
for Educational Testing
Services (USA) in Sri
Lanka. 

City & Guilds (UK) is
the world's foremost
vocational qualification
awarding body account-
ing for over two million
certifications annually in
over 102 countries. With
more than 500 qualifica-
tions in 28 industry sec-
tors, and at a range of
levels from beginner to
experienced practitioner,
City & Guilds has unri-
valled expertise in
understanding the needs
of commerce and indus-
try and successfully
translating these into
relevant qualifications
with meaningful assess-
ment. 

The City & Guilds
Retail Diploma is the
training of choice for
retail giant Tesco in the
UK. The training provid-
ed by Skills International
is flexible, accessible,
with minimum incon-
venience.  The business
development team
works in collaboration
with the organisation to
ensure the training
meets the company's
specific needs. 

Riding on the suc-
cess of the first training
program and their forte
in delivering industry
specific bespoke train-
ing solutions, Skills
International is also con-
ducting retail training for
Sri Lanka's largest fash-
ion chain NOLIMIT.

Skills International
Launches...
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agreement and owner-
ship become a second
step in the approval
process. People on the
team must be willing to
change and willing to
ask "why not" rather
than "why"?

Finance, especially,
and all other depart-
ments must be repre-
sented on the sugges-
tion review team. If the
managers or directors
review suggestions, the
review must be part of a
regularly scheduled
meeting, with sugges-
tions distributed and
considered in advance.
If the team meets more
often than monthly, it
becomes more work
than people are usually
willing to do. Rotate
members of this team
4-6 times a year, but not
all members at once, if a
cross-functional
employee team is your
selected suggestion
review vehicle. The
choice of team mem-
bers for the suggestion
review team should

reflect how business is
generally accomplished
in your culture.

Here are more ideas
for designing and
administering an effec-
tive employee sugges-
tion program - beyond
the suggestion box.

The process decided
upon for the submission
and review of sugges-
tions in the employee
suggestion program
should be publicly com-
municated. Share all of
the guidelines and espe-
cially, the goals that you
are trying to accom-
plish, by starting an
employee suggestion
program.

Establish Guidelines
for Your Employee
Suggestion Program

You'll need to set
guidelines such as
which topics are open to
suggestions. These will
likely include ideas that
affect cost savings,
quality, productivity,
process improvements,
revenue-generation and
morale-enhancement.

Otherwise, as a client
in Florida discovered
when he promised $25
per employee sugges-
tion; he received a
series of employee sug-
gestions such as: put an
ice cream machine in
the lunch room, put a
corn popping machine
in the lunch room and
any employee who
meets their daily pro-
duction numbers should
be able to go home no
matter the time of day.

An employee sug-
gestion needs to be
more than a suggestion.
It must provide some
detail about how the
proposer thinks the
suggestion should be
implemented. It is easy
to dash off an idea, I
would require that addi-
tional detail accompany
the idea - not a full
blown action plan - but
at least more detail than
an idea. Definitely
require the "why" and
"how" the idea will
impact the company,

including a cost savings
analysis. At the same
time, within these
parameters, the sug-
gestion process should
be simple. I once knew
a company that had a
three page employee
suggestion form whose
managers wondered
why they didn't receive
any employee sugges-
tions.

Ideas that are inte-
grally connected to a
person's job should not
be considered, or
should be dealt with dif-
ferently. At Toyota, mil-
lions of suggestions are
generated each year. It
is my understanding
that the reason they
have so many employ-
ee suggestions is that
the employees are
closely focused on
improving their own
jobs. The employee
thinks of an improve-
ment idea, shares it
with his or her supervi-
sor and then, if warrant-
ed, the idea is imple-
mented immediately.
There is no time-con-
suming process or
group of managers that
must consider most
ideas. In this scenario,
managers must be able
to reward people who
come up with ideas that
fit the parameters of the
program.

More Guidelines for
Your Successful
Employee Suggestion
Program

You need to desig-
nate an administrator
for the employee sug-
gestion program who
will make sure the
process moves as
promised. A mid-sized
Michigan manufactur-
ing firm found itself with
a list of over a hundred
suggestions that were
bogged down in a
review committee that
kept postponing meet-
ings. What a morale
buster for the people
who had so hopefully
turned those sugges-
tions in for considera-
tion!

Imagine how
much simpler
your life would

be if you had all
your business con-
tacts together in
one place. One click
of your mouse
would reveal how
effective your latest
marketing cam-
paign has been.
Know at a glance
which of your prod-
ucts/services is the
most profitable.

Your custom-
designed database
will put this infor-
mation right at your
fingertips. I'd like to
share with you my
tips for ensuring
that your database
gives you the busi-
ness information
you need, when you
need it!

What is a data-

base?

A database is a
collection of infor-
mation relating to a
particular topic
kept together in one
place, for you to
access whenever
you need. You can
use a database to
simplify your:

MARKETING
CAMPAIGN-

Set up a database
to plan your market-
ing campaign; track
results of your mar-
keting campaign; or
analyse trends in
your marketing
campaign.

CLIENT & CON-
TACT MANAGE-
MENT

Set up a database
to keep track of
your clients and

contacts; analyse
your business--
which
products/services
are the most prof-
itable; or see which
clients are buying
which
product/service.

FINANCIAL
MANAGEMENT

Set up a database
to keep track of
your spending;
manage your
invoices to clients;
or monitor overdue
invoices.

MEMBERSHIP
ORGANISA-
TIONS

Set up a database
to keep track of
members; send out
membership renew-
al letters; or moni-
tor subscriptions.

Your list for data-
base uses will likely
be much longer--
just brainstorm a
list of all the places
where consolidated
information would
make your life easi-
er!

The secret's in the
planning

You want to get
the most out of your
database, right?
Then make sure to
plan it right from
the start.

Before you go
running off to set
up your database
you need to ask
yourself these
important ques-
tions:

What do
you want to use
your database for? 

What data
do you want to keep
track of ? 

Who will
be collecting the
data? 

How much
data is there to col-
lect--50 records or
500 records? 

Who will
be doing the
updates? 

What
reports do you want
your database to
generate? 

You may find it
easiest to map this
out on a piece of
paper first. Work
out how your data-
base is going to fit
together. How will
each category relate
to the others?

Get the maximum
use out of your
database

By now, you've
invested a lot of
time in your data-
base plans, design,

and set-up. Don't
miss this important
step: getting the
most out of your
creation.

First, you'll want
to make the data-
base as easy to use
as possible. Create
one-click touches to
produce the infor-
mation you need.
Set up shortcuts so

you can create the
most important
reports quickly.
And make sure you
really consider the
easiest way to enter
new data.

By applying this
advice in your own
database, yours will
be easy to use AND
have the maximum
use value to you.

How to get the Most Out of Your Database Harness the power...
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