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MANDATORY DA CORRESPONDENCE COURSES FOR SUPERVISORS/MANAGERS

AND ACTION OFFICERS 

    The following are mandatory correspondence courses for supervisors and managers; there is no grade restriction.  Any other employee may take these courses as a professional development opportunity. 

SUPERVISOR DEVELOPMENT COURSE (ST5000) 

Mandatory for newly assigned supervisors.  Must be completed within 6 months of assignment. 

[image: image6.wmf]
SOURCE:  DEPARTMENT OF THE ARMY

INSTRUCTOR:  DA CORRESPONDENCE COURSE

CLASS LENGTH:  EQUIVALENT TO 40 HOURS

DESCRIPTION:

    This course covers the systems and regulations which make your job easier, particularly those dealing with how you lead and supervise people.  Rather than dwell just on "the Regulations" which make up personnel management, the lessons concentrate on how to use the various systems designed to build a better organization and create a better work environment for people you supervise.  Covers many different subjects - safety, classification, performance appraisal, counseling, etc.
____________________________________________________________________________________________

MANAGER DEVELOPMENT COURSE (ST6000)

Mandatory for all DA managers.  DA's definition of "manager" is all "supervisors of supervisors; or managers of programs, resource and /or policy."

SOURCE:  DEPARTMENT OF THE ARMY

INSTRUCTOR:  DA CORRESPONDENCE COURSE
CLASS LENGTH:  EQUIVALENT TO 20 HOURS   

DESCRIPTION:

    This course consists of 13 lessons.  The following are the subjects of the course:  Organizational Climate, Time Management, Objectives and Plans, Problem Solving, Planning Programming and Budget, Manpower Management, Communication, Information Technology Application, Army Environmental Program, EEO, Professional Ethics, Internal Management Control, Decision Making, and, Army Family Team Building.


ACTION OFFICER DEVELOPMENT COURSE (ST7000)

    Mandatory for employees newly assigned to journeyman level positions.  Must be completed within 6 months of assignment.  This applies only to employees in a two-grade interval professional and administrative series as identified in TS-107, Introduction to the Position Classification Standards.  For further assistance in identifying two-grade interval occupational series, contact a Position Management and Classification staff member at 263-4367/5632/7373.  


SOURCE:  DEPARTMENT OF THE ARMY

INSTRUCTOR:  DA CORRESPONDENCE COURSE
CLASS LENGTH:  EQUIVALENT TO 24 HOURS   

DESCRIPTION:

    Completion of this new mandatory training will ensure that all Army civilian career interns and new journeyman level employees possess the knowledge and skills required functioning effectively as action officers.

____________________________________________________________________________________________

JESO COURSES  
NEW EMPLOYEE ORIENTATION

(Mandatory for all civilians)

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  CPMD STAFF AND SUBJECT MATTER EXPERTS

CLASS LENGTH: 1 DAY

DESCRIPTION:

    This one-day course will cover areas such as Civilian Personnel Advisory Center (CPAC) missions, leave administration, hours of duty, overtime and compensatory time, recruitment, training and development, DOD Ethics and Professionalism, AIDS in the Workplace and Alcohol & Drug Abuse Prevention & Control Program.

____________________________________________________________________________________________

ADMINISTRATION OF MLC/IHA EMPLOYEES
(Mandatory for supervisors)


SOURCE:  JESO TRAINING OFFICE                             

INSTRUCTOR:  CPMD STAFF

CLASS LENGTH:  1 DAY

DESCRIPTION:

    This one-day course provides U.S. supervisors of MLC/IHA employees with a basic 

understanding of the Master Labor Contract/Indirect Hire Agreement personnel system.  The course presents the requirements and responsibilities of personnel who supervise MLC/IHA employees and discusses the content and practices of the Master Labor Contract.  This course covers the following subjects under the Master Labor contract:  employment, termination and personnel actions, position classification, employee relations and recognition of employees, training and career development.


LEADERSHIP EDUCATION AND DEVELOPMENT (LEAD) COURSE (Mandatory for supervisors)

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  CERTIFIED LEAD TRAINERS 

CLASS LENGTH: 5 DAYS

DESCRIPTION:

    This course constitutes Phase II of the mandatory supervisory training courses shown in the Civilian Leadership Training Core Curriculum chart in the introduction of this chapter.  The target audience is new military and civilian supervisors of civilian employees.  New civilian supervisors of civilians must complete both Phase I (Supervisory Development Course (SDC)) and Phase II within six months after appointment to supervisory positions.  New military supervisors of civilians must complete both phases within 6 months but NLT 12 months of appointment to supervisory positions. 


MANAGING THE CIVILIAN WORKFORCE

SOURCE:  THE MURPHY GROUP

INSTRUCTOR:  MS. PAT MURPHY ( contracted instructor)

CLASS LENGTH: 2.5 DAYS

DESCRIPTION:

    This two and a half-day course supplements the Supervisor Development Course (SDC), and focuses on the local “how to’s” within the regional environment.  The following are the topics included:  DA Goals, Philosophy, and Responsibilities; Automated Tools; Position Classification; Staffing; Human Resources Development, Performance Management/TAPES; Incentive Awards; Managing Discipline and Poor Performance; Labor Relations; Grievances and Appeals, Hours of Work and Leave; Equal Employment Opportunity (EEO), and Workers Compensation.

______________________________________________________________________________

PRE-RETIREMENT PLANNING SEMINAR

SOURCE:  GRADUATE SCHOOL, USDA
INSTRUCTOR:  USDA INSTRUCTOR

CLASS LENGTH: 2 DAYS

DESCRIPTION:

    This course gives participants the knowledge, materials and tools needed to make fully informed decisions about your retirement benefits and prepare for a successful retirement.  Topics include:  the Civil Service Retirement System(CSRS) and the Federal Employees Retirement System(FERS); CSRS Offset and TransFERS computing basic retirement income; developing a financial plan with long-term benefits; the key elements of the Social Security System; Thrift Savings Plan withdrawals; tax and legal issues to consider; retirement eligibility; federal health and life insurance benefits; Medicare; implications of choosing where to live.The seminar will provide prospective and potential federal retirees with accurate information on civil service retirement and other benefits. In addition, it will provide other useful information essential for planning a successful and financially stable retirement.  The seminar will provide prospective and potential federal retirees with accurate information on civil service retirement and other benefits. In addition, it will provide other useful information essential for planning a successful and financially stable retirement.
Who Should Attend:
Federal employees generally within five to ten years of eligibility for regular or early retirement.

CONTRACTED COURSES

CLEAR WRITING THROUGH CRITICAL THINKING

SOURCE:  GRADUATE SCHOOL, USDA

INSTRUCTOR:  USDA INSTRUCTOR

CLASS LENGTH: 3 DAYS

COST:  $600

DESCRIPTION:

    Good writing depends on your ability to think clearly and logically.  In this illuminating seminar, you will learn how to improve your thinking and reasoning skills and become a better business communicator.  In this workshop, participants will learn the following:  1.  Reasoning skills to help you organize information, anticipate questions and draw sound  conclusions. 2.  How to integrate problem-solving techniques into a critical pattern of thinking.

Who Should Attend:
Anyone who writes on the job will benefit from this training.


COACHING FOR IMPROVED WORK PERFORMANCE

SOURCE:  THE GROWTH COMPANY, INC.

INSTRUCTOR:  MS. LYNNE CURRY, Ph.D.

COST:  $600

CLASS LENGTH: 2 DAYS

DESCRIPTION:

    In this workshop, participants will learn the following:  1) Establishing the coaching role  2) Building a coach employee bond.  3) Coaching questioning.  4) 4 bases for coach or communication excellence  5) The first session  6) Building on the positive  7) Discipline  8) Identifying specific work performance problems that participants deal with daily and on which participants will use the session’s strategies and skill.  9) Putting work performance and disciplinary problems into a format that can easily be worked within problem resolving  10) Identifying causes and reasons for key problems  11) Selecting strategies appropriate for resolving problems  12) Oral counseling  13) Handling conflict and different perceptions  14) Working out the game plan

Who Should Attend:
Managers and supervisors who would like to gain effective coaching strategies and skills.

______________________________________________________________________________

COMMUNICATION FOR RESULTS 

SOURCE:  GRADUATE SCHOOL, USDA
INSTRUCTOR:  USDA INSTRUCTOR

COST:  $600

CLASS LENGTH: 2 DAYS

DESCRIPTION:

    How you deliver your message can often be just as important as what you say.  Increase your chances of being understood by those around you and overcome barriers to effective office communications.  In this workshop, participants will learn the following:  1) The best ways to share and exchange information  2) How to interpret verbal and nonverbal feedback  3) The appropriate use of repetition to clarify communications  4) Techniques to achieve greater understanding

Who Should Attend:
Individuals who want to communicate more effectively at work should take this course.


DIVERSITY & CROSS-CULTURAL STRATEGIES
COACHING FOR IMPROVED WORK PERFORMANCE

SOURCE:  THE GROWTH COMPANY, INC.

INSTRUCTOR:  Ph.D. LYNNE CURRY

COST:  $500

CLASS LENGTH: 1 DAY

DESCRIPTION:

    This session offers concrete strategies, live discussion, tools and skills for those who work with or on behalf of those from other cultures.  In this workshop, participants will learn the following:  1) Strategies for increasing understanding and effectively communicating despite differences  2) Strategies and skills for overcoming cultural differences and for recognizing stereotypes and other sources of misunderstanding  3) Key issues to understand in Japanese/American cross-cultural interactions  4) Strategies and skills for reducing defensiveness between those of other cultures.

Who Should Attend:
Anyone, especially those who work with people from other cultures.

____________________________________________________________________________________
INTERVIEWING SKILLS FOR MANAGERS WHO WANT THE RIGHT EMPLOYEE

SOURCE:  THE GROWTH COMPANY, INC.

INSTRUCTOR:  Ph.D. LYNNE CURRY

COST:  $500

CLASS LENGTH: 1 DAY

DESCRIPTION:

To Provide Managers and supervisors skills and techniques to hire the right employee In this workshop, participants will learn the following:  1)  Hiring  2)  Getting real answers about both skills and attitude  3)  Lists of great sample interview questions  4)  Traps and danger signals  5) 13 nonverbal clue for recognizing lies  6)  Effective hiring and interviewing strategies, skills and procedures  7)  Supervisory Interviewing.

Who Should Attend:
Anyone, especially those who often participate as an interviewer 


NEGOTIATING TECHNIQUES

SOURCE:  GRADUATE SCHEOOL, USDA
INSTRUCTOR:  USDA INSTRUCTOR

COST:  $600

CLASS LENGTH: 2 DAYS

DESCRIPTION:

    Make an investment in your professional capabilities.  This course will teach you the skills you need to bring about win-win situations among colleagues, employees, customers and others.  In this workshop, participants will learn the following:  1) Distinguishing among negotiation, mediation and arbitration  2) Using multiple negotiating strategies  3) Applying the no-fault negotiation formula  4) Assessing the conflict management styles of your co-workers  5) Ways to frame and reframe issues  6) Interest-based negotiation methods  7) The roles of truth telling and empathy in the negotiation process

Who Should Attend:
Any employee who wants to improve his or her ability to successfully negotiate everyday situations should take this course.

____________________________________________________________________________________________

POSITIVE APPROACHES TO DIFFICULT PEOPLE 

SOURCE:  GRADUATE SCHEOOL, USDA 
INSTRUCTOR:  USDA INSTRUCTOR

COST:  $600

CLASS LENGTH: 2 DAYS

DESCRIPTION:

    Difficult people whether they are co-workers, employees or supervisors can bring you down and have an adverse impact on your job or office performance.  Gain control over the situation quickly by taking this practical course that will help you find positive approaches and outcomes.  In this workshop, participants will learn the following:  1) Hidden incentives that may encourage difficult behavior.  2) Ways to control your reactions to certain individuals.  3) What motivates difficult people and how to handle their behaviors.  4) How to clarify underlying issues.  5) Skillful questioning and listening techniques.

Who Should Attend:
Anyone who wants to learn practical ways of handling challenging personalities should take this course.

____________________________________________________________________________________________

PRESENTATION TECHNIQUES 

SOURCE:  ARMY LOGISTICS MANAGEMENT COLLEGE (ALMC) 

INSTRUCTOR:  ALMC INSTRUCTOR

COST:  $600

CLASS LENGTH: 3.5 DAYS

DESCRIPTION:

     Communication in business is essential to getting the job done.  The “briefing” is a primary vehicle of communication in the business environment and a staple in the Department of Defense.  Each professional discipline has its own difficulty communicating the value of its work to various decision makers.  Although the source of this problem is on both sides of the street, the solution should come from those presenting the material.  The Presentation Techniques Course will help solve this problem.  The belief that briefing skills are a natural talent is a myth.  Anyone can learn to effectively brief information The Presentation Techniques Course demonstrates how this is achieved by answering some basic questions about the “Briefing Process” that arouse common fears associated with giving briefings.

Who Should Attend:
Anyone who wants to learn how to deliver effective presentation s and/or briefings.

____________________________________________________________________________________________

The ４ Roles of Leadership

SOURCE:  FRANKLIN COVEY, INC. 

INSTRUCTOR:  FRANKLIN COVEY INSTRUCTOR

COST:   $1,050
CLASS LENGTH: 2 DAYS

DESCRIPTION:

    This course helps you to identify and develop the four critical abilities of real leaders and learn how to implement those roles practically and with long-term results without taking your eys off your day-to-day management need. In this workshop, you will learn the following four roles:    
1)  Pathfinding:  Creating the Blueprint.  Great leadership begins with clarity of thought and purpose.  Stephen R. Covey says that all things are created twice-that the "mental creation precedes the physical creation." You wouldn’t build a home without a blueprint. Similarly, it’s folly to rush into action without understanding your purpose. The Pathfinding role helps you create a blueprint of action and ensure that your plans have integrity-before you act.  2)  Aligning: Creating a Technically Elegant System of Work.  If pathfinding identifies a path, aligning paves it. Organizations are aligned to get the results they get. Think about that. If you are not getting the results you want, it is due to a misalignment somewhere, and no pushing, pulling, demanding, or insisting will change a misalignment. Therefore, as a leader, you must work to change your systems, processes, and structure to align them with the desired results you identified through pathfinding.  3)  Empowering: Releasing the Talent, Energy, and Contribution of People "Empowerment"-it’s an overused term but under-utilized in practice. Empowering isn’t abandoning people, letting them "figure it out" on their own. Nor is it allowing individuals minute freedoms while controlling other aspects. True empowerment yields high trust, productive communication between individuals and teams, and innovative results where each member of the team feels welcome to bring his or her genius to the table.  4)  Modeling: Building Trust with Others-the Heart of Effective Leadership The 4 Roles of Leadership does not just teach you what a leader does, but who a leader is. You learn the essential balance between character and competence-an individual of high abilities will never be a true leader if his or her character is questionable. The processes and tools in The 4 Roles of Leadership enables you to get the results your organization needs while you model principles of effectiveness. 

Who Should Attend:
Who would like to get the results they want and to be more effective leaders. 

_________________________________________________________________________________

The 7 Habits for Highly Effective People

SOURCE:  FRANKLIN COVEY, INC. 

INSTRUCTOR:  FRANKLIN COVEY INSTRUCTOR

COST:  $1,100

CLASS LENGTH: 3 DAYS

DESCRIPTION:

    In today's business environment, it's not enough to do things differently. You must do different things. The 7 Habits workshop will help you and the people in your organization change the fundamental way they approach their jobs, relationships, even problems and opportunities 

In this workshop, you will learn the following tips:  1)  Be proactive:  Fosters courage to take risks and accept new challenges to achieve goals.  2)  Begin with the End in Mind:  Brings projects to completion and unites teams and organizations under a shared vision, mission, and purpose.  3)  Put First Things First:  Promotes getting the most important things done first and encourages direct effectiveness.  4)  Think Win-Win:  Encourages conflict resolution and helps individuals seek mutual benefit, increasing group momentum.  5)  Seek First to Understand, Then to Be Understood:  Helps people understand problems, resulting in targeted solutions and promotes better communications, leading to successful problem-solving.  6)  Synergize:  Ensures greeter “buy-in” from team members and leverages the diversity of individuals to increase levels of success.  7)  Sharpen the Saw:  Promotes continuous improvements and safeguards against “burn-out” and subsequent non-productivity.

Who Should Attend:
Who would like to see, think, and act differently to get better results. 

___________________________________________________________________________________________

The Memory Work-out

SOURCE:  THE GROWTH COMPANY, INC.

INSTRUCTOR:  Ph.D. LYNNE CURRY

COST:  $500

CLASS LENGTH: 1 DAY

DESCRIPTION:

In this course, you will learn the following tips:  1)  Increases your ability to remember names and information  2)  Guidelines and practice in remembering conversations  3)  Increasing your recall of anything  4)   Increasing your ability to remember what you read and what you learn

5)   Increasing other’s retention of what you say

Who Should Attend:
Who would like to remember the names if everyone you meet

Who has lost an important name of fact, back in the reaches of memory.

Who believes that improved memory skills would increase your efficiency and effectiveness.
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