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Basic Supervisor Development

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  Subject Matter Experts FROM CPMD AND OTHER OFFICES 

COURSE LENGTH:  5 DAYS (40 HOURS)

DESCRIPTION:
     This five-day course provides MLC/IHA supervisors and foremen with an understanding of personnel responsibilities and practices, and introduces them to the concepts and theories, which are the bases for good personnel management.  This course covers the following subjects:  the role of the supervisor, selection and placement of MLC/IHA employees, work schedules, leave administration, discipline, grievances, recognition of employees, position management and classification, POSH for supervisors, MLC/IHA training plan, human relationship, communication and leadership skills.
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How to Be a Professional Office Worker

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  MS. YUKO BEALE AND MR. ATSUSHI SEKITA

COURSE LENGTH:  5 DAYS (Four 4-hour morning classes and 1 full day)
DESCRIPTION:

    This five-day course provides clerical and administrative employees with training in basic office skills and techniques.  It provides training with practice drills.  The subjects covered include DOD/USARJ organization structures and roles, various military abbreviations used within Army installations, Army correspondence, and the Modern Army Record Keeping System (MARKS).

____________________________________________________________________

New Employee Orientation for MLC/IHA Employees 

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  Subject Matter Experts FROM CPMD AND OTHER OFFICES
COURSE LENGTH:  1.5 DAYS (12 HOURS)

DESCRIPTION:

    This one and a half-day course covers the following subjects:  USARJ mission, organizational structure, military ranks, MLC/IHA training plan, Language Allowance Test, discipline, grievance, leave, awards, safety and risk management, environmental concern, security on post, occupational health and activities of MLC/IHA employees, Prevention of Sexual Harassment and Camp Zama tour.
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Preparing MLC/IHA Personnel Documentation Workshop

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  MS. YUKO BEALE AND OTHER CPMD STAFF
COURSE LENGTH:  4 DAYS (16 HOURS)

DESCRIPTION:
    This course is designed for MLC/IHA personnel who are new secretaries, clerks, administrative specialists, and others who desire to attend the course.  This course will be conducted in Japanese.  It is designed for especially personnel whose daily tasks include typing, preparing and filing personnel documents even though they are not in clerical or administrative jobs. This course strongly helps and enhances clerical and administrative personnel to develop and perfect techniques in providing various types of MLC/IHA personnel actions and handing MLC/IHA personnel actions in their workplace.  MLC/IHA personnel actions include following.


Personnel Action Request (USFJ Form 11 and USFJ Form 30).


Personnel Work Order (USFJ Form 186 and USFJ Form 31).


Merit Promotion and Placement Application (AJ Form 1021 EJ).


Request Forms and related documents for position review and Position Management and Classification Branch.


Request Form for Uniform (RFP Form 22).


Request Forms for Training and Career Development Branch (DD Form 1556 and HQ AJ Form 3793).

Request Forms for Award (DA Form 1256 and USFJ Form 12).


Request Forms and related documents for Management Employee Relation Branch.

Request for Installation Pass (AJ Form 47).
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MLC/IHA LMO Documentation Workshop

SOURCE:  JESO TRAINING OFFICE

INSTRUCTOR:  LMO Subject Matter Experts
COURSE LENGTH:  1 DAY (4 HOURS)

DESCRIPTION:
    This course is designed for personnel whose daily tasks include preparing, reviewing, and filing of personnel documentation.  Representative from Labor Management Organization (LMO), Defense Finance and Accounting Services and Health Insurance Agency (HIA) explain the procedures and the flow of various types of personnel documents with related forms as follows:


Payroll (MLC/IHA Personnel Time and Attendance Record (USFJ Form 34)).


MLC/IHA Personnel Travel Authorization (USFJ Form 356EJ).

Request Forms and related documents for HIA
____________________________________________________________________

Beginning Communication by Email Writing 
SOURCE:  ARMY LEARNING CENTER, CAMP ZAMA
INSTRUCTOR:  MR. KENNETH ISHIMATSU
COURSE LENGTH:  32 HOURS (once a week, eight 4-hour classes, 08:00-12:00) 
REQUIREMENTS:
All nominees should have some experience with email software and meet one of the following qualifications:

[image: image11.wmf]1.  Scored between 66 and 75 on Language Allowance Test (Degree 2)

2.  Scored between 500 and 600 on TOEIC

3.  Completed ALC Level 3 (can NOT accept Level 4 & 5)

DESCRIPTION:
    This is a beginning course in writing, which will focus on how to get started writing an email in English used for basic communication.  Students will review some basic grammatical mistakes made by non-native speakers of  English.  The students will be introduced to basic email etiquette. Also useful  phrasal verbs are introduced and writing assignments will be given  throughout the course.  Instruction will be given in English for this course.
_____________________________________________________________________
Communications by Email Writing 
SOURCE:  ARMY LEARNING CENTER, CAMP ZAMA
INSTRUCTOR:  MR. KENNETH ISHIMATSU
COURSE LENGTH:  32 HOURS (once a week, eight 4 hour classes, 08:00-12:00)
REQUIREMENTS:
 All nominees should meet the following or equivalent qualifications:


1.  Scored 76 or higher on Language Allowance Test (Degree 3 or 4).


2.  Some experience with the Internet browsers (i.e. Internet Explorer).

DESCRIPTION:
    This course is focused on how to get the point across and how to sound native when sending emails. Participants will review common grammatical and word-selection mistakes made by non-native speakers of English.  Also, useful idiomatic expressions are introduced, and writing assignments will be given throughout the course.  Instruction is given in English for this course.

_____________________________________________________________________
Prevention of Life Style Related Disease Courses

SOURCE:  HEALTH INSURANCE AGENCY (HIA)

COURSE LENGTH:  2.5 HOURS EACH

The Adjustment of Your Body Contortion 

The Healthful Exercise and Mental Health

The Science of Your Weight Control
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CONTRACTED COURSES

ENGLISH LANGUAGE TRAINING

TOEIC IP Test
SOURCE:  INTERNATIONAL COMMUNICATION CENTER

TEST LENGTH:  3 HOURS
TUITION COST:  ¥4,000
DESCRIPTION:

    The TOEIC test is the world’s leading test of English language proficiency for people whose native language is not English.  TOEIC is a highly reliable test for everyone who wants to know where she/he is in the language.  It was developed by Educational Testing Service (ETS), which has the largest scale and know-how for developing tests in the world.  It is administered in 60 counties, and 2.9 million people in the world including over 1.28 million people in Japan took the test in 2001.

    In Japan, in addition to the regular test administered eight times a year as TOEIC Secure Program (SP), the test is also offered under the Institutional Program (IP) to more than 3,500 institutions including business firms, universities, and over approved organization.  Each IP test examinee will receive the Score Report wit his/her name, test score, and test date in place of the Official Score Certificate that are given to SP test examinees.  Although IP test forms are reused SP test forms that were administered once several years ago; however, the validity of both IP and SP results are judged to be equivalent.  TOEIC is a two-hour, paper-and-pencil, multiple-choice test consisting of 200 questions divided into Listening and Reading sections.  The test score can range from 10 to 990.

Above information was obtained from TOEIC Official Website:  www.toeic.com

English Course (Basic TOEIC 400 ~ 500)

SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  48 HOURS
TUITION COST:  ¥63,800
DESCRIPTION:
To acquire basic English skills for speaking and listening.

To get used to speaking English.

To master skills necessary for the basic level, such as basic expressions, vocabulary and grammar.


English Course (Pre-Intermediate TOEIC 500 ~ 600)

SOURCE:  SIMUL ACADEMY


COURSE LENGTH:  48 HOURS
TUITION COST:  ¥63,800
DESCRIPTION:
To increase confidence in speaking English

To get used to thinking and speaking English

To strengthen listening and speaking skills

English Course (Intermediate TOEIC 600 ~ 730)

SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  48 HOURS
TUITION COST:  ¥64,100

DESCRIPTION:
To develop communication skills needed for everyday life

To learn to express their ideas in their own words

To improve listening and speaking skills

To acquire practical expressions
To enrich vocabulary

_____________________________________________________________________

English Course (Presentation TOEIC 600 ~)

SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  24 HOURS
TUITION COST:  ¥34,300
DESCRIPTION:

The target of the course:

To learn expressions and skills for presentations

To be able to give effective presentations

Contents:

From the textbook, Effective Presentations 
Verbal - Logic and skills in order to structure a presentation; Using and making visual aids; Acquiring key points of presentations by using video exercises; Q&A control

Nonverbal - Controlling eye contact, Vocalization, Posture and gestures, Ways to develop a talk

_____________________________________________________________________
English Course (Discussion TOEIC 730 ~)

SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  30 HOURS
TUITION COST:  ¥41,900
DESCRIPTION:
To understand speakers’ requests accurately and to express own opinions promptly

To learn communication skills useful for positive and effective discussion

To practice discussion by using vocabulary, expressions and situations given in
 news
_____________________________________________________________________

English Course (Building Listing Skill TOEIC 700 ~800)


SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  30 HOURS
TUITION COST:  ¥41,900
DESCRIPTION:
The target of the course:

Focusing on listening skills by using international TV news stories that were actually broadcast in the US and UK

To be able to get the gist of the broadcast and comprehend details.

Contents:

The following are selected contents of International News Video, Level 5

New Technologies :  Shopping Online, Computers and Personality

Media: Celebrity and Privacy, Commercialization of Hollywood

Justice: Issues for Victims and Criminals, Issues for Police

Modern Life: A new generation, Immigrants

_____________________________________________________________________

English Course (Introduction to Business Interpretation Course TOEIC 730 ~)
SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  30 HOURS
TUITION COST:  ¥51,100
DESCRIPTION:
To learn basic skills needed for business interpretation, such as note taking, retention, summarizing, paraphrasing.

To obtain useful techniques to receive visitors from overseas and to provide English interpretation in conferences.

_____________________________________________________________________
English Course (Business Writing TOEIC 730 ~950)
SOURCE:  SIMUL ACADEMY

COURSE LENGTH:  20 HOURS
TUITION COST:  ¥43,100
DESCRIPTION:
To be able to read and write business correspondence and documents faster and
 more accurately.

To be able to write or express ideas to persuade clients/ business partners. 
      Contents

（From the textbook, Globus Intermediate Business Writing ）

Requests- Making requests   Information- Communicating information with maximum clarity   Rejections- Rejecting requests clearly but with minimum damage to the relationship with the reader  Problems- Handling problems and making  complaints  Apologies- Making action based apologies with sincerity  Goodwill-

Expressing goodwill   Persuasion- Converting features into reader-based benefits and overcoming objections, thereby maximizing their powers of persuasion.

_____________________________________________________________________
Cross Cultural Seminar

SOURCE:  DIFFERENT CULTURE COMMUNICATION CENTER

INSTRUCTOR:  MS. CHIE KUMAGAYA
COURSE LENGTH:  1 DAY
TUITION COST:  ¥3,500
DESCRIPTION:

This seminar will provide you with useful communication skills to help you improve your on-the-job performance.
This course will provide you the following tips to meet your needs:
1.  Understanding the cultural differences between Japan and America.

2.  Learning how to deal with the different cultures and value systems.
_____________________________________________________________________

Lectures for Public Speaking

SOURCE:  SHONAN HANASHIKATA CENTER

INSTRUCTOR:  MR. HIROTADA MATSUNAGA
COURSE LENGTH:  1 DAY

TUITION COST:  ¥12,000
DESCRIPTION:
This course will provide you with skills and techniques that will allow you to:
1.  Have a good self-introduction for the audience.

2.  Have a confidence without feeling afraid.

3.  Collect and adjust the topic.

4.  Make a draft for the speech for 3 minutes.

     5.  Make a speech with persuasive.
_____________________________________________________________________
Communication Skills and Stress Control

SOURCE:  Business Rapport Co.,

INSTRUCTOR:  DR. JORJI SUZUKI

COURSE LENGTH:  1 DAY
TUITION COST:  ¥20,000
DESCRIPTION:

This course is designed to provide participants with communication skills in the organization and effective stress control techniques.

Contents:

   1.  Communication as a tool.

   2.  Effective communication techniques.

   3.  Impact of stress on people and their productivity.

   4.  Power and stress.

   5.  Stress control techniques.
_____________________________________________________________________
Management Counseling

SOURCE:  Business Rapport Co.,

INSTRUCTOR:  DR. JORJI SUZUKI

COURSE LENGTH:  1 DAY
TUITION COST:  ¥20,000
DESCRIPTION:

Supervisors who have good interpersonal skills to effectively appraise and counsel their employees generally have more productive employees and better work  environments. This course will help you develop the skills to improve your interpersonal relations with your employees.

Contents:

   1.  Counseling (Basic). Counseling Mind & Counseling Pattern.

   2.  Self-understanding. 8 elements of self-revolution, growing balance, personality
        balance.

   3.  Theory of Behavior.  Kinds of motivation, 3 elements of human essentiality, desire 
        and will.

   4.  Management Techniques.  Essentiality of counseling, mind rules of client & 
        counselor. 

   5.  Management Counseling.  3 points for behavior.

_____________________________________________________________________
Personal Stage-up

SOURCE:  Business Rapport Co.,

INSTRUCTOR:  DR. JORJI SUZUKI

COURSE LENGTH:  1 DAY
TUITION COST:  ¥20,000
DESCRIPTION:

This course is designed to enhance the person’s performance in both his/her personal and professional life.  The course does not focus on any particular area of performance, but do on the person’s paradigm.  By changing the paradigm to new one based on the principle of positive and negative thinking, the person will be able to enhance his/her performance drastically.

_____________________________________________________________________
The 4 Roles of Leadership

SOURCE:  FRANKLIN COVEY

COURSE LENGTH:  2 DAYS (16HOURS) 
TUITION COST:  ¥69,000
DESCRIPTION:

    This course helps you 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 eye off your day-to-day management needs.  These following tools give you common sense applicants you can use in your teams and work groups to effect measurable improvements. 
1.  Pathfinding:  Creating the Blueprint.
Great leadership begins with clarity of thought and purpose.  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.
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.  Therefore, as a leader, you must work to change your systems, processes, and structure to align them with desire 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.  True empowerment yields high trust, productive communication between individual 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 7 Habits of Highly Effective People
SOURCE:  FRANKLIN COVEY

COURSE LENGTH:  3 DAYS
TUITION COST:  ¥63,000
DESCRIPTION:

This course provides the most comprehensive foundation for fostering change within your organization.  Implementing the 7 Habits helps you learn how to:  define yourself from within to be a more influential leader and manager; Boost performance by implementing proven principles of effectiveness; Replace burnout with high levels of satisfaction through cooperation; Develop and clearly communicate your organization’s mission, values, and vision; Meet client needs more effectively through a clearer understanding of your clients; Balance all aspects of your life: Increase your productivity and quality of work.  The 7 Habits workshop introduces you to:

1. Three-Person Teaching:  when you share what you learn with you, your own understanding grows exponentially.  With Three-Person Teaching, you capture an idea, personalize it with your own experience, and expand upon it by sharing that idea with others.  This helps you better comprehend key principles.

2. The Emotional Bank Account:  discover the impact of trust on teamwork and relationships.  The health of important, long-term relationship relies on trust-filled interactions.

3.  Empathic Listening:  to be truly effective, clear communication is critical.  Make others feel heard and understand with the simple and powerful skill of empathic listening.  As lines of communication open, trust and respect heighten, expectations become clear, teamwork increases, morale improves, frustration decreases, and turnover rates diminish.
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