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Leadership & Management Division

Course Profile

Management Skills and Techniques
	1. Business Need

This course exposes participants to a broad base of management skills and techniques and serves as a solid foundation for building specific managerial competencies through additional leadership and management courses and other performance improvement initiatives.  Business needs may include assessing work unit and individual performance on an ongoing basis, defining/redefining job activities to motivate and retain employees, and refining work processes for increased efficiency and employee and stakeholder satisfaction.  This is an excellent core course for a comprehensive onsite, competency-based leadership and management development program.



	2. Type of Course

Facilitator-led
	3. Target Audience
Managers and supervisors, who are responsible for managing a unit and who want to develop or refine their managerial skills for improved job performance


	4. Skill Level

· Basic

· Intermediate

· Advanced



	5. Course Prerequisites

None

Recommended:

· Effective Supervision (or equivalent)


	6. Leadership Competencies Developed
· Accountability

· Conflict Management

· Continual Learning

· Creativity/Innovation

· Decisiveness

· External Awareness


	· Flexibility

· Influencing/Negotiating

· Interpersonal Skills

· Oral Communication

· Problem Solving

· Team Building



	7. Course Description

Through highly interactive, real-world large- and small-group activities, participants have opportunities to practice a variety of key management skills, such as aligning strategies and goals, managing work processes, managing performance, delegating work, facilitating team behavior in the workplace, and creating recognition and reward strategies.  Each content area addressed in the course is applied to participants’ real management challenges that they face in their job.  Throughout the training, participants work in small groups to explore and make progress in resolving their management challenges.



	8. Course Objectives
At the end of the course, participants will be able to:

· Determine and/or clarify the vision, mission, and goals of their division or department

· Develop standards of excellence and performance measures to define success

· Define roles and responsibilities of current and prospective team members 

· Apply management implementation methods and techniques, including aligning strategies and goals, managing work processes, managing performance, providing resources, solving problems, delegating work, facilitating team behavior in the workplace and creating recognition and reward strategies

· Assess their management skills and development needs



	9. Learning Methods Used

· Self-assessments

· Case studies

· Individual hands-on exercises

· Small-group hands-on exercises

· Large-group exercises

· Role plays


	· Videotaping

· Participant presentations

· Readings

· Simulation

· Application planning

· Computer applications

· Other


	10. Evaluation Strategies Used

· Ongoing facilitator observation and feedback throughout the course

· Peer feedback

· End-of-course evaluation

(Optional)

· ½-day follow-up session

· Web-based transfer of learning evaluation




Continued
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Leadership & Management Division

Course Profile

Management Skills and Techniques (Continued)
	11. Tailoring Options

Delivery Formats:

· 4 days

· 3 days (This course covers the same information as the 4-day course but at a higher level and with fewer exercises.)

· 2 2-day segments

Note: If you would like a 1- or 2-day course, Management Concepts will work with you to identify 1-3 key topics to be addressed.  Depending on the topics selected and the course length, the information may need to be presented at a high level.

Management Concepts can tailor course content to include client-specific examples and scenarios; this tailoring can be accomplished by incorporating changes to course materials and/or asking the facilitator(s) to include client-specific information during course delivery.



	12. Pre-work

Participants are asked to bring to the training:

· Written documentation of the vision, mission, and goals of their organization and their own division/department

· A brief statement from their manager describing the on-the-job behaviors expected as a result of this training

· A management challenge they face in their job


	13. Course Credit Availability

Course credits are based on standard course hours for a 4-day course.

· CPE: 32

· CEU: 2.4



	14. Recommended Follow-on Courses
· Leadership Skills and Techniques

· Leading and Managing Change

· Managing Geographically Dispersed Employees

· Problem Solving and Decision Making

· Process Improvement Techniques

· Leadership and Management Assessment Workshop
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Leadership & Management Division

Course Profile
Management Skills and Techniques (3 days)
Content and Key Topic Areas 

Day 1

1: Course Overview: Setting the Context

· Core management competencies

· Management competency self-assessment

· Organization roles (tops-middles-bottoms)

· Circles of Influence model
· Ground rules
· Force Field Analysis
2: Organization Strategy, Objectives, and Goals
· Stakeholders

· Stakeholder Analysis

· Strategic planning and goal alignment

· Strengths, Weaknesses, Opportunities, and Threats (SWOT) Analysis

· Goals and objectives

· Strategy Map

Day 2

3: Establishing Standards and Measures

· Performance standards and measures

· Service differentiators

· SMART Goals

· Balanced measures

· Top reasons why measurement systems fail

4: Managing Process

· Diagramming work flow

· Managing results through others

· Principles of delegation

· Teams vs. teams behavior

Day 3
5: Managing People: Self and Others

· Job Characteristics Model

· Career Anchors Model

· Management styles

· Management styles assessment

· Communication styles

· Communication styles assessment

6: Performance Management: Bringing People and Process Together

· Performance Management Model: performance, consequence, linkage

· Diagnosing performance problems

· Characteristics of work environments

· Coaching for results

· Recognition and reward systems

7: Transition to the Job

· Action planning to improve knowledge, skills, confidence, and performance as a manager
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