Certificate in Problem Solving – Level 3 (Basic)
Learning Guide

1. Course Overview
This Level 3 Certificate in Problem Solving provides learners with essential knowledge, skills, and practical tools to identify, analyze, and solve problems effectively in personal, academic, or workplace settings.
The qualification focuses on developing logical thinking, creativity, and decision-making — essential skills for improving performance and contributing to team and organizational success.

2. Learning Outcomes
By the end of this course, learners will be able to:
1. Identify and define problems clearly and accurately.
2. Apply structured problem-solving techniques to generate effective solutions.
3. Evaluate possible options and make reasoned decisions.
4. Implement and monitor solutions to assess success and make improvements.
5. Communicate problem-solving outcomes confidently and appropriately.

3. Key Knowledge Areas
A. Understanding Problems
· Definition and types of problems (simple, complex, recurring, and unique).
· Importance of problem-solving in the workplace and everyday life.
· Barriers to effective problem-solving.
· Gathering facts, data, and evidence to understand the root cause.
B. Problem-Solving Models and Tools
· The IDEAL Model (Identify, Define, Explore, Act, Look back).
· The PDCA Cycle (Plan, Do, Check, Act).
· The 5 Whys and Fishbone Diagram (Ishikawa).
· SWOT Analysis and Brainstorming Techniques.
· Mind Mapping for generating ideas.
C. Generating and Evaluating Solutions
· Divergent and convergent thinking.
· Creativity tools (SCAMPER, De Bono’s Six Thinking Hats).
· Setting selection criteria: cost, feasibility, time, impact.
· Using decision matrices for evaluation.
D. Implementation and Review
· Planning and prioritizing actions.
· Risk assessment and mitigation.
· Monitoring and evaluating results.
· Reflecting on lessons learned for continuous improvement.

4. Core Skills Developed
· Analytical thinking and reasoning.
· Creativity and innovation.
· Team collaboration and communication.
· Decision-making and accountability.
· Reflective practice and continuous learning.

5. Suggested Learning Activities
· Case studies: Analyze real-life workplace or community problems.
· Group exercises: Collaborate on identifying and solving simulated problems.
· Role plays: Practice decision-making under pressure.
· Reflection journals: Record challenges faced and insights gained.
· Short projects: Apply problem-solving frameworks to an organizational or community issue.

6. Assessment Methods
Learners may be assessed through:
· Written assignments or project reports.
· Presentations or oral explanations of solutions.
· Reflective journals demonstrating the problem-solving process.
· Observation of practical problem-solving exercises.

7. Learning Resources
Recommended Reading:
· Adair, J. (2010). Decision Making & Problem Solving Strategies. Kogan Page.
· De Bono, E. (1999). Six Thinking Hats. Penguin Books.
· Tittel, E. & Lindros, K. (2017). Critical Thinking Skills for Dummies. Wiley.
Online Resources:
· CMI Learning Hub (Problem Solving Skills Pathway)
· MindTools: https://www.mindtools.com/pages/main/newMN_TMC.htm
· SkillsYouNeed: https://www.skillsyouneed.com/learn/problem-solving.html

8. Typical Duration
· Total Qualification Time (TQT): 40–60 hours (10 hours in total) the rest of the time will be google meet webinar.
· Guided Learning Hours (GLH): 25–30 hours (2 hours mentoring) the rest of the time will be google meet webinar.
· Mode: Classroom-based, blended learning, or online self-paced

9. Progression Opportunities
Upon completion, learners can progress to:
· Level 4 Certificate in Applied Decision-Making
· Level 4 Certificate in Leadership & Team Skills
· Level 4 Certificate in Critical Thinking & Innovation

10. Example Certificate Outcome Statement
“This qualification certifies that the learner has demonstrated the ability to apply structured problem-solving methods, think critically, and contribute effectively to decision-making processes within a team or organizational environment.”

