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Breaking down barriers to enterprise

HOW TO USE THIS GUIDE.
Welcome to your Eliemental Learner Guide!
This guide has been designed to take you through a number of carefully planned stages that will help you
think about yourself, your employment skills and if you have an idea for a business, how you might best carry it
out. Some of it will be completed on your own, some of it with the help of your tutor and some of it working in
groups.
There will be a great range of information available to you from your tutor and other resources to help you
complete it. How this document works is explained below, but if you are unclear about anything please
don’t hesitate to ask your tutor! This is YOUR workbook and is designed to be a key part of improving your
employability skills, business or project plan.
If you take a look at the contents page to your left, you will see the subjects you will be covering during your time
with us. You will be expected to complete this workbook as best you can, because the information you record
will be used to not only complete the Eliemental project, but pass any additional courses that may be attached
to your study. The more information you have, the better your chances of learning what you need to know to
succeed in the future.
Section Title
What you will be discussing,
studying or learning

Section Letter
Use this to find further information
on the section from other teaching
materials
Section Introduction
Blue words on a white background tell
you what the section is about and what
you will be doing for this area of study
Your Answers
The white spaces are there for you
to write directly into them so please
make sure you have a pen or pencil
with you
Instructions
White letters on a blue background
tell you what you need to write in the
blank areas below

Breaking down barriers to enterprise

A

WHAT IS ELIEMENTAL?
A QUICK SUMMARY OF THE ELIMENTAL PROJECT...

There are tens of thousands of people across the European Union who want to work for themselves. Many
individuals think having money to invest in an idea is their biggest need, but quite often that’s not the
main problem. Because they didn’t do so well at school, go on to university or have not been employed for
a long time, they think these are the reasons they don’t stand a chance of setting up their own company.
Eliemental is a European project that aims to help people just like them - and you - get over personal or
community barriers that might be in the way of starting a business and help them take their first steps
towards realising their goals. Eliemental can also help you improve your chances of getting back into
employment too.
Eliemental does this by using learning materials such as this handbook and other sources of information
to guide you through a number of clearly explained stages. Over the next few days you will work with your
tutor, in a group and on your own to not only discover what your personal barriers might be, but how you
might get around them. Eliemental will help you recognise the skills you already have to find solutions
to your problems, identify new skills you might need and train you how to practise them for your future
business plans or employment goals. These ‘soft skills’ can be anything from problem solving to properly
organising your time; Eliemental will cover them all, and show you the best way to develop them for your
future needs.
One very important part of Eliemental involves your community. Local places can provide very real
opportunities to meet new people, share knowledge and begin to develop a network through which your
ideas can grow. Once your project gets underway, it can be thought of as an enterprise - but what exactly
does that mean?
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WHAT IS ENTERPRISE?
A LITTLE ABOUT ENTERPRISE

B

If you are thinking of setting up a business or working for yourself, why are the words ‘enterprise’,
‘enterprising’ and ‘entrepreneur’ important to you?
Anyone who sets up a business and takes financial risks to make money can be called an ‘entrepreneur’.
This doesn’t mean you have to be rich to be one - most of Europe’s most successful entrepreneurs started
with very little, but with careful planning, problem solving and a few calculated risks, they have achieved
great things.
‘Enterprise’ means a project or undertaking, such as starting and running a business. It is sometimes
connected to doing something quite bold or complicated, but your idea doesn’t need to be either of
these - starting any business, even a simple one, is a real challenge. If anything, over-complicating
matters is one of the worst things you can do. When you are being ‘enterprising’, you might have to think
quickly, use what resources are available to you and perhaps take charge before others do. However, this
course will show you that having a successful enterprise often means working closely with others and
understanding the importance of teamwork - and being enterprising is a skill you can also develop to
improve your chances of getting a job.
Starting a business is a personal challenge requiring lots of different qualities. You will need the
confidence to tell someone about your idea and strong enough to see it through to start-up. You’ll be
aware of some of the things you can do well, but identifying the things you don’t know about yourself and
what you might need to learn to do well is one of Eliementals main goals. Before your journey starts, let’s
consider entrepreneurs you might know and how they succeeded with their enterprises.
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ENTERPRISING PEOPLE.
RESEARCHING ENTERPRISING PEOPLE...

Do you know any enterprising people? It might be someone who has started their own business, perhaps in your
area or further afield. It might even be somebody famous. Knowing about business people who have succeeded
with an idea similar to the one you have in mind can be very useful. For this exercise, research two enterprising people from your local area (or further away if you’re struggling to find information). Look for interviews where they talk
about the skills they felt they started out with or had to learn to be successful. Look out for the words ‘entrepreneur’,
‘enterprise’ and ‘enterprising’ - and how they built their own skills, networks of people and grew their market.

NAME:

BUSINESS DESCRIPTION:
Personal Skills they started with.

Expertise they had or learned.

How did they use these skills in their business?

Expertise they had or learned.

How did they use these skills in their business?

NAME:

BUSINESS DESCRIPTION:
Personal Skills they started with.
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ENTERPRISE AND YOU!
A CLOSER LOOK AT ENTERPRISE...

B

Let’s take a closer look at enterprise. Think about the following words and what they mean to you. Talk about them
with your group and tutor, then ask yourself if you think you have these characteristics. Can you give an example of
when you might have used them?

DRIVE
SELF-BELIEF
DETERMINATION
WILLING
CHANGE
LEARN
PERSONAL GROWTH
WHAT WORDS DO YOU USE
TO DESCRIBE
ENTEPRISING BEHAVIOUR?

Write down what you think enterprising behaviour is. Use the words you’ve discussed above.

7

C

DEVELOPING THE RIGHT MINDSET/ATTITUDE!
THE IMPORTANCE OF A POSITIVE MINDSET...

In business - and employment - having the right ‘Mindset’ is often seen as more important than having the right
skills. Why is this? ‘Mindset’ is a way of looking at things. If you have a positive and flexible approach to problems,
you will be better able to understand the skills you need and develop them. Your frame of mind has to be right to
succeed - but what makes up the right Mindset?

Write down as many things you think might be part of having the right Mindset.

When talking about Mindset, it helps to think about what an employer might be looking for in a person. If you think
about why the following five things are important, it will help you to understand why the right Mindset will be useful
to your future employment or business plans.

MINDSET QUALITY WHY DO YOU THINK IT IS IMPORTANT?
HONEST AND
TRUSTWORTHY

COMMITMENT

ADAPTABILITY

ACCOUNTABILITY
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EXPLORING MINDSET.
THE IMPLICATIONS OF A NEGITIVE MINDSET...

C

The right Mindset can lead to great things, but not everyone has it. Think again about what an employer wants out
of their people - and what you’d want from YOUR employees if you’re thinking of starting your own business. What
might happen if someone worked for them - or you - with the following WRONG Mindset qualities? It might help
to discuss this with your group.

MINDSET QUALITY WHY DO YOU THINK IT IS WRONG?
DISHONEST
AND
UNTRUSTWORTHY

UNCOMMITTED

UNADAPTABLE

UNACCOUNTABLE

Which three of these ‘bad’ Mindset qualities do you think are the worst - and why?
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YOUR MINDSET.
THINKING ABOUT YOUR MINDSET...

MINDSET QUALITY HOW DO YOU THINK YOU SHOW THESE QUALITIES?
HONEST AND
TRUSTWORTHY

COMMITMENT

ADAPTABILITY

ACCOUNTABILITY

Which Mindset qualities do you think you need to improve? How might you do this?
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ALL ABOUT SKILLS...
DISCOVERING YOUR SKILLS...

D

Everybody is good at something, but not everybody realises what their particular skills or abilities are. Many seemingly
normal actions require quite advanced skills, and what you think is easy, others might find difficult. One of the main
aims of Eliemental is to recognise the talents you have - and how they might be used to help you into work or get
your business underway and keep it going. Your daily life abilities can be used in other areas - and applied to being
enterprising. List down as many ‘life skills’ as you can that you think you have in the table below. Talk to your tutors
and others in the group about it. You might be surprised what you learn about them - and yourself.

MY SKILLS

HOW COULD THEY BE USED TO GET INTO WORK OR BE ENTERPRISING?

11

D

YOUR SKILLS’ NEEDS...
HOW TO DEVELOP YOUR SKILLS...

Now you have thought about what your existing skills might be, what do you think is missing or might need more
practise? Perhaps it is your confidence when communicating with new people, or you don’t know how to build a
network to increase your chances of employment or keeping your new business going. You might not have thought
these were skills, but they are - so think about what life skills you would like to improve and write your answers in
the table below. Look at the answers from your group to the last section and discuss them with your tutor and others
in the class. Knowing what you need to develop in yourself is vital to success in employment and enterprise.

SKILLS I NEED TO DEVELOP
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HOW WILL I DO THIS?

BY WHEN?

THINKING CREATIVELY...
WHAT IS CREATIVE THINKING?!

E

What is ‘Creative Thinking?’ Think about how you might come up with plans and ideas.

How do you think Creative Thinking might be useful at work? How could it help your own or group decisions?

Can you think of a situation where Creative Thinking might not be such a good idea?
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GETTING IDEAS!
A CREATIVE IDEAS WORKSHOP...

Come up with three different ways to produce a creative idea - talking to friends, writing down ideas in a
notebook or recording them on your phone, using vision boards/mind maps etc.

Looking at your ideas in the box above, choose one of the ways to come up with a positive idea or
improvement for a place of work (either one you know or even your own business plan)
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DOWN TO BUSINESS.
A MINI GROUP ENTERPRISING PROJECT!

F

You have come on this course because you are interested in how to develop a business or employment idea. However, you first need to develop your skills - with a mini group Enterprising Project.

Business/Project Title:

Business/Project aim - what do you want it to do?
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WHAT’S THE PLAN?!
PROJECT PLANNING...

What do you think a Project is? What does this mean to you - and your Enterprising idea?

Why do you think your project should have timed stages? What might they be - and how long?

Why should your project have planned objectives or goals? What are they?

What are the different roles within the project?

What is YOUR role within the project? Perhaps it is more than one.
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S.M.A.R.T THINKING.
LEARNING TO THINK SMART!

G

In the previous section, you learned about the importance of managing time in a project. One approach to working
in a more productive way is using S.M.A.R.T. Targets. Which of the following words do you think S.M.A.R.T. stands
for? Put a tick next to them in the box below.
S
M
A
R
T

SPECIFIC
MEANINGFUL
ADAPTABLE
RIGHT
TIME-BOUND

STRATEGIC
MEASUREABLE
ACCEPTABLE
REALISTIC
TRUE

STRONG
MATTERS
ACHIEVABLE
REACHABLE
TACTICAL

Target setting is one of the most important things you should do at the beginning of a project. The grid below is
designed to be a basic Action Plan for you to track your progress and also help decide what your role(s) will be in
your mini project. Use the S.M.A.R.T. Targets above to help you.

What needs to be done Who will do What resources Deadline
to achieve the task and the task?
and help are
(date or
help it succeed?
(Initials)
needed?
time)

Write your thoughts and comments here

Now you have done it, why do you think S.M.A.R.T. Target setting is important in a project?
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TALKING TEAMWORK.
WORKING IN A TEAM...

Working in a team can be one of the most important things in the success of any project. For this exercise, talk with
your group and decide what elements make a team work well together.
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MAKING A TEAM WORK.
EXPLORING STRENGTHS AND WEAKNESSES...

H

There are many tasks to do in a business. While you may be able to do some or many, there may be other things that
will need you to work with others or as part of the team. It is very important you talk to the other members of your
team and work together - and these exercises are designed to help you realise what’s important in teamworking and
what your contribution could be.

Thinking about your mini Project, how did you use YOUR strengths within the team?

What do you think the other people in your group brought to the team?

What goals or targets did your group set themselves - and did you achieve them?
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TEAM STRENGTHS.
RECOGNISING YOUR STRENGTHS...
Write down two things that you think makes ANY good team - and why.

What do you think other people can bring to a team that you might not be able to?

Thinking about your last answer, how might these things improve a team’s performance?

Thinking about your strengths, what do you see as your best role within a team?
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PROBLEM SOLVING.
HOW DO YOU OVERCOME YOUR PROBLEMS?

I

In any project, job or business, there will be problems. Seeing what these are and finding a way to solve them
is another skill you will need, because effective problem solving can make the difference between success and
failure. The next few exercises concentrate on three types of problem you might encounter in your business or
employment with People, Resources and Tasks.

Look at the meanings of the words to the left. Can you match them up?

resources

People, money, materials, equipment - things you
might need to finish your job and develop your idea

tasks

Employees, employers, customers and
clients - anybody you might meet in the
workplace

people

Duties and responsibilities that need to be
completed so the business runs smoothly and
makes money

Under these headings, what goals did your group set themselves - and did you achieve them?
People

Tasks

Resources
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WORKING IT OUT.
FINDING SOLUTIONS...

In your group, think of one problem under each of the headings below that you could have faced in your mini Project
or might happen in work. Consider what would happen if these problems are not solved quickly and effectively. Ask
your tutor for examples of problems if you are stuck.

What Is The Problem?
People

Resources

Tasks
How Can It Be Solved?
People

Resources

Tasks
If you are planning a business of your own, which of those three could be your biggest problem?
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MO’S DILEMMA...
SOLVING A PROBLEM IN A CASE STUDY...

I

One way to solve problems is to look at a case study. Working in pairs with the information sheet provided, read the
following passage then try to identify what the problem is, what Mo is trying to do and what the barriers are getting
in the way:
Mo has been working in the same job for the same company for 5 years. Although Mo is good at the job, there is no
longer any more challenges or anything new to learn and the daily duties are becoming a little stale. Mo would like
to improve and expand a number of skills and look to be promoted within the company, but co-worker Max, who has
only been with the company for 18 months, has been chosen to go on a training course that will give more responsibility to Max when the course is finished. Mo is upset about this situation; Mo would like to do this training and is
unhappy not to have been asked by the boss. However, Mo doesn’t feel the boss can be told this because it might
be seen as causing trouble. As time goes on, Mo gets more and more frustrated with the situation, and starts to feel
resentful towards Max. This affects the working relationship between the two of them.

What are your thoughts on Mo’s problem?

Make a list of ways you would use to create solutions to straightforward problems like this.

How do you think Mo should deal with this problem? Give your reasons why.
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WHAT’S IN YOUR WAY?
WHAT’S STOPPING YOUR SUCCESS?

What are YOUR barriers to success? What might get in the way of you achieving your goals for employment
or starting your own business ? Go back to your flow chart or vision board, and read through this booklet and
write down everything that might stop you from achieving your aims.
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FINDING THE ANSWERS.
SOLVING YOUR PROBLEMS.

J

When you know what the barriers can be to employment or setting up your own business, you can then begin to
work out how to get around them. It’s time to use the problem solving skills you practised in the previous section to
come up with answers to what might be in your way. Don’t forget to talk with the rest of your group or the tutor for
more answers if you run out of ideas.

Name the problems, then write down some ways to solve them.
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LOOK TO THE FUTURE.
YOUR PATH TO SUCCESS...

Congratulations! You have now completed the Eliemental training.
If you have come on this course to improve your chances of employment, fill in the following box to remind you
what you need to do next. If you have an idea for a business, fill in the box at the bottom of this page then go on to
Section L - Your Business Plan.
You can complete this yourself, with your tutor or Eliemental Mentor.

Whichever path you take, we hope it is one that leads you to success!

What is your employment goal? What steps are you going to take to achieve it?

What is your business idea? What is its target market, potential competition or other problems?
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YOUR BUSINESS PLAN.
YOUR STEPS FOR PROGRESS...

L

What do you think is your business’s Unique Selling Point (USP)?

S.W.O.T. analysis - Strengths, Weaknesses, Opportunities, Threats
What are your STRENGTHS?

What are your WEAKNESSES?

What OPPORTUNITIES are open to you?

What THREATS might you be faced with?

How would you identify and then manage the risks created by the THREATS you have listed?
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YOUR BUSINESS PLAN.
(CONTINUED....)
List your start-up costs - materials, space rental, marketing - how are you financing them?

Have you thought about your pricing policy for your product/service? Think what you are worth and what you want to
earn - be COMPETITIVE, not CHEAP - focus on quality and service

Think S.M.A.R.T - what would you hope to achieve in your business in:
The first six months:

The first year:

The first three years:
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YOUR PERSONAL DEVELOPMENT PLAN.
OR CALL IT PDP FOR SHORT!

L

Guide To The Completion Of A Personal Development Plan!
What is a Personal Development Plan?
The aim of creating a personal development plan is to document a process of self-analysis, personal
reflection and honest appraisal of your strengths and weaknesses.
What do I need to do?
An example of a PDP included later in this GUIDE, and should be read in conjunction with the
requirements outlined below. This task is relatively short, succinct and designed to be helpful in
evaluating your leadership development. It enables you to reflect upon your recent experience and to
focus on the next stage of your training and development. Creating your PDP has three stages as follows:
Stage 1 – Personal Analysis.
The first stage is designed to analyse your strengths and weaknesses. You will be able to draw heavily upon
your career and the outcomes of courses that you may have attended. These should be supplemented by
the perceived opportunities that will have been derived from your experience and any threats to your
continued success.
Stage 2 – Setting Goals.
This involves setting new and clearly definable goals for yourself which are measurable. The example PDP
provides clear guidance on identifying these. You will need to consult your immediate superior (your first
reporting officer/line manager)
Stage 3 – Personal Objectives.
This stage involves setting out your personal objectives. These can also be set in context within your
civilian employment as shown in the example, which will be helpful in reinforcing its value.
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YOUR PDP.
STRENGTHS, WEAKENESSES, THREATS N’ OPPORTUNITIES

Name: 		
Date Personal Development Plan Completed:
Part 1 – Personal Analysis
Before setting your short, medium and long term personal development plans, you should conduct a personal
analysis: eg - What are my strengths and weaknesses? What external opportunities or threats might affect any plans
I might make?
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Strengths

Areas For Further Development

Opportunities

Threats

WHAT DO I WANT TO
LEARN?

WHAT DO I HAVE TO DO?

WHAT SUPPORT AND
RESOURCES WILL I NEED?

HOW WILL I MEASURE
SUCCESS?
TARGET DATE?

YOUR PDP.
TO SHOW YOU THE WAY...

L

Part 2 Setting Goals...

W
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YOUR PDP.
PERSONAL OBJECTIVES...

Part 3 – Personal Objectives...

SHORT TERM GOALS (NEXT 12 MONTHS)

MEDIUM TERM GOALS (NEXT 2 – 3 YEARS)

LONGER TERM GOALS (BEYOND 3 YEARS)
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TUTOR/MENTOR STATEMENT.
Tutor/Mentor: please fill in the following witness statement. Please use this form to record information on the
ability and progress of your learner/mentee in relation to how they have worked in a team. Encourage your learner
to reflect on your comments. You can record their response or ask them to write in the box provided.
If you or the learner wish to add any additional notes, please use the space provided on the back page.

Action

Comments

Carry out their role and
responsibilities within
the team effectively

Be supportive of other
team
members

Be receptive to others’
views within the team
Learner: please respond to what your tutor/mentor has said and reflect on your project’s progress

Action

Comments

How do you think that
you worked as part of
a team?

How do you think you
carried out your role,
and where do you feel
you could improve?

TUTOR/MENTOR NAME:
SIGNATURE:									DATE:
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TUTOR/MENTOR STATEMENT.
Additional Information

Action
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Comments

TUTOR/MENTOR STATEMENT.
Action

Comments
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