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Overall Objectives  
 
The objectives of these leadership development programs include the following: 
 

1. To enhance the leadership skills and knowledge of participants; 
 

2. To develop and communicate common expectations and processes for 
managers within the organization; 

 
3. To improve consistency in human resources management practice within the 

organization; 
 

4. Over time, to support the development of a “leadership community” within the 
organization.  Participants will learn to use other managers or supervisors as 
cohorts and sources of peer support in the application of effective leadership 
practices. 

 
 
Target Audience 
 
These programs are designed to build and enhance leadership skills.  New 
managers/supervisors, leaders who have not had previous training, and those who have not 
participated in leadership training in recent years or are not clear about the organization’s 
expectations of managers/supervisors, will benefit from this training. 
 
 
General Approach   
 
The courses are designed to maximize their value to busy professionals.  They are highly 
interactive, emphasize practical applications of sound management principles, and 
recognize and utilize the experiences that attendees bring to each course.  Each half-day 
course is customized to reflect the business environment in which the organization 
operates.  Participant evaluations are collected at the close of each session and reported 
back to the organizational sponsor. 
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Course Descriptions  

 
 
CSC101.  Leadership Fundamentals for Supervisors and Managers 
 

 

 
The transition from individual contributor to formally leading others is a 
challenging one.  It can be difficult to learn and develop one’s leadership 
style under the critical eyes of former peers.  This session is designed for 
new managers/supervisors, those who are new to the company, and 
those who haven’t attended any leadership training in recent years.  We 
will discuss the performance expectations of a leader within the 
organization.   

 
 
Learning Outcomes 
 

1. Understand some of the dynamics associated with transitioning to a new role; 
2. Clarify your leadership strengths as well as developmental areas; 
3. Understand and apply a flexible leadership model to your job; 
4. Learn what leadership behaviors you need to demonstrate as a successful 

manager/supervisor. 
 
 
CSC102.  Feedback and Communication 
 

 

 
Communication is a bedrock skill set for leaders.  This module will focus 
on enhancing our communication skills by broadening our awareness of 
communication styles and preferences.  It uses the DISCTM instrument 
and introduces a powerful model for giving and receiving effective 
feedback. 

 
Learning Outcomes 
 

1. Develop an understanding of communication styles and how they can impact leadership 
practices;  

2. Recognize and know how to adjust your own communication style to optimize the 
effectiveness of various business transactions;  

3. Learn a feedback model and practice delivering both positive and constructive feedback; 
4. Practice skills and techniques for listening and receiving input non-defensively. 
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CSC201.  Employment Law Basics:  A Practical Overview 
 
 

 

 
Supervisors and managers need a solid, practitioner-grounded understanding of 
employment law in order to avoid potentially costly legal mistakes.  This program 
will cover the fundamentals of employment law policies and practices.  This 
program may not be applicable to all managers/supervisors, but is appropriate for 
those responsible for the entire range of human resources issues. 

Learning Outcomes 
 

1. Develop a basic understanding of laws affecting management of staff; 
2. Learn to avoid the common “pitfalls” of management from a legal standpoint; 
3. Learn employee documentation requirements; 
4. Discuss “sticky issues” such as privacy in the workplace, accommodating disabilities, and 

first amendment rights. 
 
CSC103.  Leading Change 
 

 

 
As the pace of change shows no sign of letting up, many supervisors and 
managers seek to build and strengthen their own change leadership skills.  This 
session not only addresses individual coping skills, but also discusses specific 
strategies for leading your staff through organizational changes.  This module 
draws on the foundation established in CSC102, “Feedback and 
Communication.” 
 

 
Learning Outcomes: 
 

1. Identify the change forces in our lives - both professionally as well as personally; 
2. Understand the “process of change”; 
3. Understand people have different ways of responding to change; 
4. Learn and practice effective techniques for managing and leading change; 
5. Identify some personal “coping skills” to help manage stress more effectively. 
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CSC104.  Selection Interviewing and New Employee Orientation 
 

 

 
 
 
Many management experts cite hiring decisions as the most important decisions 
supervisors and managers make.  This session will include how to plan and 
execute effective, legal selection interviews.  It will also address how to evaluate 
candidates and how to prepare for a successful transition for new employees. 
 

 
 
Learning Outcomes 
 

1. Understand the importance of effective employee selection and its connection to other 
employee management processes and issues; 

2. Understand the need for and process of job competency analysis to correctly determine 
selection criteria; 

3. Practice conducting a structured, targeted, effective, and valid interview; 
4. Utilize appropriate, legal methods for screening and evaluating candidates; 
5. Better understand the value of a high-quality new employee orientation and understand the 

role of the hiring manager in the orientation process. 
 
CSC105.  Effective Performance Management 
 

 

 
Performance management skills are essential in today’s fast-paced environment.  
This course will include how to set performance expectations, give constructive 
feedback, and conduct performance appraisals.  It can draw on the communication 
skills foundation established in the “Feedback and Communication” module. 
 

 
Learning Outcomes: 
 

1. Understand the three phases of the performance management process; 
2. Confirm your responsibilities as a manager/supervisor within the performance management 

process; 
3. Learn how to set objectives, provide constructive feedback and coach, and conduct effective 

performance appraisals. 
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CSC106.  Performance Correction and Improvement 
 

 

 
“Having to fire someone” is often the most stressful situation a manager 
or supervisor will face.  Learn how to intervene early to prevent 
terminations, and what to do when all else fails.  This session will include 
how to give constructive feedback, and how to write up warnings and 
performance correction plans.  We will also discuss documentation 
requirements. 
 

Learning Outcomes: 
 

1. Learn how to address marginal performance in the context of the performance management 
process; 

2. Review how to determine the cause of marginal performance; 
3. Practice delivering tough messages in daily feedback as well as in a formal performance 

correction process; 
4. Discuss the steps involved in terminating an employee, and the resources available to you 

as the terminating supervisor or manager. 
 
 
CSC107.  Creative Conflict Management 
 
 

 

 
Supervisors and managers need to use a broad set of interpersonal 
skills on a daily basis.  Many of these skills come into play when 
managing and resolving conflicts:  one’s own conflicts, and conflicts 
between other people who come to a manager or supervisor for advice 
and facilitation.  This session will include a discussion of different 
approaches to conflict and some techniques to mediate and resolve 
conflicts. 
 
 

Learning Outcomes: 
 

1. Learn the steps in a conflict management process; 
2. Learn to deal more effectively with difficult people; 
3. Discover your own preferred conflict management approach; 
4. Learn when and how to use other conflict management approaches; 
5. Review three levels of effective listening; 
6. Learn six techniques to constructively achieve conflict resolution. 
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CSC108.  Coaching and Delegation for Supervisors and Managers 
 

 

 
 
An effective leader soon masters the art of coaching and delegation.  He or she 
understands that developing others and delegating appropriately is critical to 
leadership success.  Learn some effective coaching skills and the difference 
between “delegation” and “abdication.” 

 
Learning Outcomes 
 

1. Be able to differentiate between “coaching” and “performance management”; 
2. Discuss how coaching can be incorporated into your daily job; 
3. Practice the components of effective coaching:  teaching, delegating, and facilitating 

problem-solving; 
4. Use feedback as an important tool in coaching; 
5. Learn how to delegate effectively and appropriately. 

 
CSC109.  Building and Sustaining a Motivating Environment 
 

 

 
Need some fresh ideas on motivating your staff?  This module focuses on 
understanding the basics of motivation as well as some practical ideas for 
recognizing co-workers and direct reports. 
 

 
Learning Outcomes 
 

1. Review the importance of complying with all applicable employment and labor laws while 
creating a motivating environment; 

2. Discover the link between work environments and high-performance results for individuals, 
work groups, and organizations; 

3. Identify the factors that de-motivate as well as those that contribute to a motivating work 
environment; 

4. Gain insights about differences in motivation by discovering what motivates you and how 
that may differ from what others find motivating; 

5. Develop self-awareness of your own leadership behaviors and how they add to or subtract 
from a motivating environment; 

6. Understand how the sub-culture you build as a manager/supervisor is shaped and 
reinforced by the words you use and the behaviors you demonstrate; 

7. Come away with tools and techniques for developing and maintaining a high-performance, 
high-engagement work environment. 
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CSC110.  Preventing Harassment and Discrimination in the Workplace   
 

 

 
Recent Supreme Court rulings have emphasized the leader’s role in preventing 
harassment in the workplace.  This program introduces the concept and raises 
awareness of the leader’s responsibilities in this area.  It also focuses on how to 
proactively establish a respectful work environment. 
 
 

 
 
Learning Outcomes 
 

1. Understand and explain the importance of creating a positive work environment, one that is 
free from discrimination and harassing behaviors; 

2. Gain an increased awareness of personal biases; 
3. Understand the responsibilities required of you by your organization to create and maintain 

a positive work environment; 
4. Learn about the behaviors needed to create and maintain a positive work environment; 
5. Practice methods to effectively manage biases. 
 

 
CSC111.  Effective Planning, Organizing and Time Management Techniques 
 

 

 
Trying to get it all done, and feeling overwhelmed?  A frequent challenge for 
supervisors and managers is developing methods and techniques for balancing 
multiple priorities.  This program focuses on assessing an individual’s personal 
time management habits, evaluating their effectiveness, and suggests a variety 
of methods for managing multiple demands. 
 

 
 
Learning Outcomes 
 

1. Analyze your time usage; 
2. Gain control over interruptions; 
3. Learn how to improve meeting effectiveness; 
4. Master one’s paperwork and in-basket; 
5. Conquer procrastination. 
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CSC112.  Fifty Nifty Reward and Recognition Tips 
 

 

 
Incorporate some new ideas and fresh thinking about rewards and recognition 
throughout your organization.  Most recognition isn’t about extra pay; it concerns 
the intangible but very powerful acknowledgment of a job well done.  This course 
will offer a variety of ideas for innovative and affordable ways to recognize 
employees. 
 

 
 
Learning Outcomes 
 

1. Appreciate the differences between “reward” and “recognition”; 
2. Learn different ways people prefer to be recognized; 
3. Identify the tips and techniques that will work for you; 
4. Brainstorm with other managers/supervisors about how to make recognition an ongoing part 

of your work environment. 
 
 
 
CSC113.  Developmental Planning for Supervisors and Managers 
 

 

 
Supervisors and managers are often at a point in their careers where they can 
greatly benefit from crafting and implementing a development plan of their own.  
In addition, supervisors and managers who skillfully engage in development 
planning with their direct reports experience less turnover of talented employees.  
This session will provide a solid foundation of development planning for 
supervisors and managers to use on themselves and with their direct reports.    

 
 
Learning Outcomes 
 

1. Understand a basic model of adult professional development; 
2. Learn how development planning is related to performance management; 
3. Learn ten essential ways employees and leaders alike learn how to be successful on the 

job; 
4. Begin to draft your own development plan; 
5. Gain skills to work with your employees to craft and implement their development plans. 
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CSC114.  Creativity and Problem-Solving at Work 
 

 

 
The demand for change and innovation is only expected to continue and even to 
increase.  Shorter cycle times, mergers, instant communications, and more 
rigorous customer requirements are all common.  In this course, participants will 
gain expertise in flexing their mental abilities and learning techniques that they 
can use to lead themselves and their departments to creative problem-solving. 
 

 
 
Learning Outcomes 
 

1. Learn individual and group approaches to creativity; 
2. Learn some different types of problem identification and problem-solving techniques; 
3. Learn to exploit both logical and intuitive approaches to creativity and problem-solving; 
4. Develop an appreciation for one’s own creativity. 

 
 


