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MANDATORY AND ESSENTIAL COURSE
Administration of MLC/IHA employees

Source:  Training & Career Development Branch, JESO

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.

Human Resources for New Supervisors (HRFNS) Course
Source:  Training & Career Development Branch, JESO

Class length:  5 Days
Description:

This 40-hour course teaches new supervisors their HR responsibilities and how to use HR processes and automated tools to accomplish the mission.  Too, the class contains an HR overview which centers on Merit Principles and Prohibited Personnel Practices, as well as modules on classification, staffing, training, management/employee and labor relations.

The HRFNS Course does not address supervision of Nonappropriated Fund employees or contractor employees.
Leadership Education and Development (LEAD) Course

Source:  Training & Career Development Branch, JESO

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:  Training & Career Development Branch, JESO

Instructor:  Ms. Pat Murphy (contracted instructor)

Class length:  2 Days

Description:

This two-day course supplements the Supervisor Development Course (SDC), and focuses on the local “how to’s” within the regional environment.  Topics include:  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.

Managing the Civilian Workforce Executive Refresher

Class length:  4 Hours
Course description:
This one-half day course is an update on civilian personnel issues and recent changes affecting supervisors of U.S. civilians. Topics include: Challenges Facing the U.S. Army; latest on the National Security Personnel System; Role of the Supervisor; Automated Tools; Position Classification; Staffing; Human Resources Development; Performance Management; Incentive Awards; Managing Discipline and Poor Performance; Hours of Work and Leave; Equal Opportunity Employment.  

Target Audience: 

Civilian and military supervisors in key positions (CPTs and above; Senior NCOs; senior civilians) 

New Employee Orientation

Source: Training & Career Development Branch, JESO

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 Army Substance Abuse Program.

CONTRACTED TRAINING COURSE
Clear Writing through Critical Thinking 

Class length: 3 Days
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.

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

How You Will Benefit:
· Make sure your memos and instructions are correctly interpreted and followed

· Avoid confusion over the meaning and intent of written procedures

· Use a logical framework to develop your ideas

· Convey information effectively each time you write

What You Will Learn:
· Reasoning skills to help you organize information, anticipate questions and draw sound conclusions

· How to integrate problem-solving techniques into a critical pattern of thinking

This course will help you:

· Strengthen your reasoning skills

· Think more clearly

· Analyze information more effectively

· Examine ideas from different points of view

· Establish a logical framework for any piece of writing

· Organize and develop ideas for maximum effect

· Construct Clear and persuasive arguments

· Overcome and weaknesses in writing related to reasoning, structure, logic 

Contract and Procurement Fraud Course

Class length:  2 Days

Description:

Recognize the indicators of procurement fraud in different government contracts and develop audit strategies to identify and quantity its extent.  Real-life case studies illustrate traditional fraud schemes involving false statements, false claims, product substitution, accounting misrepresentation and minority/woman/small business front operations.  The course focuses on identifying the indicators of fraud, as well as criminal, civil, administrative and contractual definitions and responses to fraud. 
Customer Service Excellence

Class length:  2 Days

What You Will Learn 

· Identifying your internal and external customers 

· The latest methods for enhancing customer service 

· Skills that will help you handle problem situations 

· Anticipating and responding to your customers needs and important concerns

How You Will Benefit 

· Walk away with your own Personal Service Excellence Plan 

· Win customers compliments and praise for your service 

· Recover quickly and effectively when dealing with difficult customers 

· Inspire others in your organization to provide quality service.

Upon completion of this course, you will be able to:

· Define customer service and service excellence.

· Describe the basics of service excellence.

· Explain why customer service is important to them, to their organization, and their customers.

Defense Regional Interservice Support (DRIS) Agreements Course (ALMC-RS) 

Class length:  5 Days
Scope:

The course curriculum concentrates on support agreement regulatory policies and procedures; organizational functions and responsibilities; costing as it relates to support agreements, negotiation procedures and preparation of DD Form 1144
Prerequisites:  
This course is designed for DOD military and civilian support agreement managers, financial managers, functional managers, and manpower personnel requiring knowledge or use of skills associated with managing support agreements.
Diversity and Cross-Cultural Strategies Course

Class length:  1 Day

Purpose:
This course offers concrete strategies, live discussion, tools and skills for those who work with or on behalf of those from other cultures.
You’ll learn:

· Strategies for increasing understanding and effectively communicating despite differences

· Strategies and skills for overcoming cultural differences and for recognizing stereotypes and other sources of misunderstanding 

· Key issues to understand in Japanese/American cross-cultural interactions

· Strategies and skills for reducing defensiveness between those of other cultures

Federal Appropriations Law 

Class length:  4 Days
Overview: 
It is not just what you know, but how well you can convey that knowledge to others. Sharpen your training skills in this comprehensive course.
What You Will Learn 

· The liability of federally accountable officials 

· Legal terminology used in appropriations law

· Interpreting and applying appropriations law

· Responding to continuing resolutions

· Limitations governing the obligation of funds

· Key decisions rendered by the Comptroller General

· Exceptions to certain rulings

· Ground rules for reprogramming funds
How You Will Benefit 

· Correctly interpret appropriations law 

· Receive valuable reference guides, including the General Accounting Offices (GAO) Principles of Federal Appropriations Law, volumes I and II 

· Understand major topics covered in volumes III and IV 

· Know and adhere to critical time frames of federal appropriations

· Use federal appropriations only for the purpose intended

· Stay within dollar thresholds or other mandated spending ceilings 
At the completion of this course, you will be able to:

· Authoritatively provide guidance to decision makers on the legality of proposed actions 

· Interpret proprietary of administrative decisions 

· Apply Comptroller General Decisions to organizational activities

· Assist financial personnel in making legal use of annual, multi-year, and no year appropriations

· Assist management in review of proposed in-house regulations 

Instructor Training

Class length:  4 Days

What You Will Learn

· Key learning outcomes and how they are best taught

· A variety of instructional methods (presentation, demonstration, discussion, fishbowl, case study, role-play, games) 

· Proven training techniques for large and small groups

How You Will Benefit 

· Develop a personal tool kit of great training techniques

· Handle audience feedback and questions with confidence

· Assess whether learning has occurred

· Give polished presentations

· Create small group exercises to reinforce your points
Upon completion of this course, you will be able to: 

· Identify the events of learning that comprise the learning process

· Identify the five phases of the instructional design process

· Demonstrate the ability to develop slides/transparencies using implementation tools

· Demonstrate presentation skills and techniques 

and Army Substance Abuse Program.

Mentoring and Coaching Strategies for Improved Work Performance

Class length:  2 Days

Purpose: To provide managers and supervisors effective coaching strategies and skills.
You’ll learn strategies and skills:

· Establishing the coaching role

The framework

· Building a coach employee bond:  strategies and practice

· The interview for motivation and listening practice

· Strategies for creating and entrancing rapport:  demonstrations and strategies

· Listening: strategies and practice

· Coaching questioning:  strategy and practice

· Strategy and purpose

· What works and doesn’t:  practice

· Great sample questions

· 4 bases for coach or communication excellence:  ROOF

· The first session:  starting off on a solid footing

· Building on the positive: strategies and practice

· Discipline

· What and why

· Establishing guidelines for discipline

· Identifying specific work performance problems that participants deal with daily and on which participants will use the session’s strategies and skills

· Putting work performance and disciplinary problems into a format that can easily be worked with in problem resolving

· Identifying causes and reasons for key problems

· Selecting strategies appropriate for resolving problems

· Oral counseling

· Guidelines and practice for before, during, and after the meeting

· Handling conflict and different perceptions

· Handling resistance and anger

· Negotiating differences

· Strategies for coming to agreement.

· Working out the game plan

· Special topics

Myers-Briggs Type Indicator Assessment
Class length:  2 Day

Overview:

For more than five decades, the Myers-Briggs Type Indicator® (MBTI) instrument has helped millions of people all across the globe to gain a deeper understanding of themselves and how they relate to others. The MBTI® assessment tool reveals unique characteristics about each of us and shows how they influence our style of communicating and interacting with co-workers, bosses, direct reports, family members, etc. The assessment is key to both understanding the differences among personality types and improving communication in work and personal relationships. 

Based on Isabel Myers' unique implementation Carl Jung's theory of psychological type, the MBTI® instrument determines our preferences on four dimensions: Extroversion-Introversion, Sensing-Intuition, Thinking-Feeling and Judging-Perceiving. The various combinations of these preferences result in 16 unique personality types. 

The MBTI’s wide-ranging applications promote personal growth in many organizational situations:

· Team building 

· Conflict resolution 

· Leadership development 

· Communications skills 

· Problem solving

· Organization development

· Stress management 

· Career management
·  Outplacement 
Pre-Retirement Planning Course

Class length:  3 Days

Description:

A rewarding retirement does not just happen; it takes careful planning.  Take this course to get the knowledge, materials and tools needed to make fully informed decisions about your retirement benefits and prepare for you successful retirement.  You will learn about federal retirement benefits, social security, life and health planning, Thrift Savings Plan options and financial and estate planning.  You will receive the companion Retirement Planning Guide as a supplement to normal course materials.

Who Should Attend: 
This course is for Civil Service Retirement System (CSRS) and Federal Employees Retirement System (FERS) employees within 10 years of retirement.  Spouses are encouraged to attend at no additional charge.  Contact your regional training center for more details. 

How You Will Benefit:
· Understand the key elements of the CSRS and FERS retirement systems, including CSRS Offset and transfers 

· Compute and evaluate your basic retirement income 

· Develop a financial plan with long-term benefits 

· Comprehend the key elements of the Social Security system 

· Know when Thrift Savings Plan withdrawals are permitted 

· Understand how various tax and legal issues affect your benefits 

· Arrange for your personal, health and psychological concerns 

What You Will Learn:
· Retirement eligibility requirements 

· How to estimate retirement income 

· Steps in the retirement application process and forms required 

· Federal health and life insurance benefits 

· Social Security and Medicare 

· Financial, tax, legal and estate planning 

· Use of leisure time, including volunteering and vocational activities 

· Implications of choosing where to live in retirement 

· Personal, health and psychological impact of retirement benefits 

· Thrift Savings Plan 

Presentation Techniques 

Class length: 3 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 presentations and/or briefings.

The 4 Roles of Leadership

Class length: 3 Days
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 

Class length: 3 Days
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
The Memory Work-out:  Effective, No-gimmick Memory Training for Remembering Names and Information

Class length:  1 Day

Purpose:
This course offers skills and tips to increase your ability to remember the names of everyone you meet, important numbers for you. 
You’ll learn guidelines, strategies and practice:

· Increasing your ability to remember names and information

· Practice session:  remembering names 

· Demonstration and practice

· Increasing your recall of anything

· A special focus on numbers 

· demonstration and practice

· increasing your ability to remember what you read

· increasing your ability to remember what you learn

· tips for special situations (such as interruptions)

· increasing other’s retention of what you say
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