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~ Overview of Leadership Training Courses

Under Pressure

Achieving Leadership Success through People Advanced ° ®
Advanced Leadership Skills and Techniques Advanced ® ®
Assertiveness Skills: Communicating with Authority & Impact  Basic ® ®
Assertiveness Training for Women in Business Intermediate ® ®
Building and Sustaining Teams o o Intermediate ® ®
Coaching from a Distance Intermediate ° ®
Collaborative Leadership Skills - o Intermediate ® ®
Communication Skills: Results through Collaboration Basic L ®
Decision Support for Finance Managers Basic ® ®
Developing Team Creativity and Initiative Intermediate ® ®
Developing Your Leadership Voice for Presence and Impact Basic ® °
Emotionally Intelligent Leadership Intermediate ® L4
Engaging Leadership Intermediate ® ®
ec for Wi Intermediate ° ®
Expanding Your Influence: Understanding the Psychology of Intermediate ® ®
Persuasion :
High Impact Leadership: Expanding Your Influence Intermediate ® ©
ow i Intermediate ® ®
How to Communicate with Diplomacy, Tact, and Credibility Basic ° ®
Influence Skills: Getting Results without Direct Authority Basic ]
Interpersonal Skills: Developing Effective Relationships Intermediate [} ®
Leadership and Management Skills for Non-Managers Basic ®
Leadership Development for Women Intermediate e ®
Leadership Skills and Techniques intermediate °
' Leadership Strategies for Creating a Respectful Workplace Advanced ° ®
Leading in a Diverse and Inclusive Culture Advanced ° ®
Leading your Team to Success Intermediate ° ®
Managing Chaos: Tools to Set Priorities and Make Decisions  Intermediate ® °®

Public Speaking: Compelling Speeches & Presentations

I Personal Skills for Professional Excellence Basic L
Preparing for Leadership: What it Takes to Take the Lead Basic ®
Project Leadership: Building Commitment through Superio Intermediate ®

 Communication
Pro Leadership: Building High-Performance Teams Intermediate ®

Intermediate ®




i Situational Leadership Workshop
| Strategic Agility and Resilience: Embracing Change to Drive Advanced ® ®

_Growth

Intermediate ® ®

The Voice of I.eade?shig: How Leaders Inspire, lnﬂueh’c-e,> i_ri_ci-—“ﬁfé};nediate ® ®
. Achieve Results o
i Sparking Innovation and Creativity Basic ] o

Overview of Management Training Courses

Assertiveness Training for Managers Intermediate L]
Coaching Essentials for Managers Advanced °
Developing Executive Leadership Advanced ®
Facilitating an Effective Strategic Planning Process Advanced ®
Fundamentals of Strategic Planning Basic ®
HR Essentials for Government Supervisors Intermediate °
Interpersonal Essentials for Supervisors Basic L
Leadership and Team Development for Managerial Success Intermediate ®
Leadership Skills and Techniques for Supervisors Intermediate o
Management Skills Intermediate ®
Strategic Execution: Getting it Done Advanced ®
Strategic Planning Intermediate e
Strategic Thinking Intermediate @
Supervising Employee Performance Basic ®
Achieving Success as a New Manager Intermediate ®
Decision Making Advanced ® b
Analytical

Advanced Tools and Technigues for Data Analysis Advanced

Analytical Thinking and Problem Solving Basic ® ®
Analytics Boot Camp Basic

Critical Thinking for Problem Solving Intermediate L] ®

Data Analysis and Modeling Technigues Advanced ®




Data Collection Technigues

Intermediate

Decision Support: Building New Analytical Skills

Intermediate

Essential Tools and Techniques for Data Analysis

Intermediate

Evaluating and Presenting Analysis Results Intermediate
How to Turn Data into Compelling Visual Presentation Basic
Improve Your Analytical Skill: Making Information Work for You Basic

Overview of Communication Training Courses
NOTE: These courses have been identified by MSHA in their training program, however, they have not been
mapped/linked into this document.

l-terpersonal Communication: Communicating with Cnﬁnc

Developing Effective Communication Skills

Communication Skills and Project Management

interpersonal Communication: Targeting Your Message

Interpersonal Communication: Communicating Assertively

Individuals who want to develop or refresh their interpersonal
commupication skills

Communication Skills and Project Management

i Telecommuting Basics: Communication Strategies for the Remote
Employee

Leading Teams: Fostering Effective Communication and
Collaboration

Strategies for Communicating with Tact and Diplomacy-

Creativity: Developing and Communicating Ideas-

Listening Essentials: Improving Your Listening Skills

Listening with Skill- Online Course

Communication Skills and Project Management

Listening Essentials: The Basics of Listening-

Interpersonal Communication: Being Approachable

Higher Purpose Listening-

Mechanics of Communicating Effectively

Delivering a Difficult Message with Diplomacy and Tact

Working with Difficult People: Identifying Difficult Peopie




Final Exam: Interpersonal Communication

’ Communicating during Difficult Times

Overview of Persuasive Writing Training Courses

Business Writing: How to Write Clearly and Concisely

Business Writing: Know Your Readers and Your Purpose

Business Writing: Editing and Proofreading

Written Communication

Writing under Pressure: The Writing Process

Business Grammar: The Mechanics of Writing

Business Analysis Requirements Management and Communication

Business Grammar: Working with Words

Influence and Persuasion

Writing for Technical Professionals: Effective Writing Techniques

Overview of Analyzing Data Training Courses

Business Writing: How to Write Clearly and Concisely

Business Writing: Know Your Readers and Your Purpose

Business Writing: Editing and Proofreading

Written Communication

Writing under Pressure: The Writing Process

Business Grammar: The Mechanics of Writing

Business Analysis Requirements Management and Communication

Business Grammar: Working with Words

Influence and Persuasion

Writing for Technical Professionals: Effective Writing Techniques




Overview of Presentation Skills Training Courses

Basic Presentation Skills: Creating a Presentation

Basic Presentation Skills: Planning a Presentation

Basic Presentation Skills: Delivering a Presentation

Public Speaking Strategies: Confident Public Speaking

Public Speaking Strategies: Preparing Effective Speeches

Generating Creative and Innovative Ideas: Enhancing Your
Creativity

Generating Creative and [nnovative Ideas: Maximizing Team
Creativity

Basic Presentation Skills: Creating a Presentation

Basic Presentation Skills: Planning a Presentation

Basic Presentation Skills: Delivering a Presentation

Generating Creative and Innovative Ideas: Verifying and Building
on Ideas

ercuting Innovation

Getting Ready to Present

Creativity: Developing and Communicating Ideas

Promoting Creative Thinking

Leadership Essentials: Motivating Employees

Leadership Essentials: Communicating Vision

Leadership Essentials: Building Your Influence as a Leader

Leadership Essentials: Leading with Emotional Intelligence

Leadership Essentials: Leading Business Execution

Leadership Essentials: Leading Innovation

Leadership Essentials: Leading Change

Leadership Essentials: Creating Your Own Leadership
Development Plan

Leading Outside the Organization

Knowing When to Take Leadership Risks

Wanted - Innovation Leaders

]




Crafting an Organizational Vision

Facilitating Collaborative Processes

Challenges of Facilitating

Using Facilitation Skills as a Manager

Essential Mentoring Techniques: Mentoring Fundamentals

Essential Mentoring Techniques: Designing and Initiating
Mentoring Programs

Essential Mentoring Techniques: Building and Maintaining
Mentoring Relationships

Essential Mentoring Technlqh;s: Evaluating and—El-lal;éEe_ .
Mentoring Program '

Leadership Essentials: Leading Change

Leadership Essentials: Creating Your Own Leadership
Development Plan

Leading Outside the Organization

Knowing When to Take Leadership Risks

Wanted - Innovation Leaders

Crafting an Organizational Vision

Facilitating Collaborative Processes

Overview of Problem Solving Training Courses

Critical Thinking Essentials: What is Critical Thinking

Critical Thinking Essentials: Applying Critical Thinking Skills

Uuncovering the Root Problem

Anticipating and Solving Problems as a Project Champion

Turning Problems Around with Reverse Brainstorming

Problem Solving: Process, Tools, and Techniques

Problem Solving and Process Management Tools

Problem Solving and Decision Making

=y UsS




[Playing the Devil's Advocate in Decision Making

Overview of Teamwork Training Courses

Leading Teams: Launching a Successful Team

Leading Teams: Establishing Goals, Roles, and Guidelines

Leading Teams: Developing the Team and its Culture

Leading Teams: Building Trust and Commitment

Leading Teams: Fostering Effective Communication and
Collaboration

Leading Teams: Motivating and Optimizing Performance

Leading Teams: Dealing with Conflict

Leading Teams: Managing Virtual Teams

Using Feedback to Improve Team Performance

)

Being an Effect Team Member

Elements of a Cohesive Team

Support Your Leader

Developing Self Sufficient Teams

Choosing the Right Team Culture

Managing Communications in a Virtual Team

Building and Leading Teams

Meeting Team Performance Challenges

Overview of Working with Others Training Courses

Working with Difficult People: Identifying Difficult People

Working with Difficult People : How to Work with Manipulative
People ‘




Workplace Conflict: Recognizing and Responding to Conflict

Workplace Conflict: Strategies for Resolving Conflicts

Personal Conflict Styles

Leading Teams: Motivating and Optimizing Performance

Leading Teams: Dealing with Conflict

Leading Teams: Managing Virtual Teams

Coping with Aggressive Behavior in the Workplace

Blame Backfires — Conquer Negative Thinking

Reacting to Coworkers Who Try Taking Advantage

Improving Communication in Cross-cultural Relationships

Eﬁﬁnicaﬁng with a Cross-cultural Audience

The Value of Peer Relationships

Building Peer Relationships

»Euilding Better Relationships through Understanding

Developing Strategic Peer Relationships in Your Organization

Forming Peer Relationships and Alliances at Work

Peer Political Styles

Managing Conflict

Engaging Top Performers

Coping with Accusations in the Workplace

Manager to Manager Conflict

Giving Feedback

Overview of Constructive Feedback Training Courses




Giving Appropriate Feedback

Siving Constructive Criticism

Receiving Feedback and Criticism

Criticism in Context-

Overview of Difficult Conversations Training Courses

Having Difficult Conversations Effectively

Customer Service: Difficult Conversations — Instructor-led Course

Preparing for a Difficult Conversation

Having a Difficult Conversation

Delivering a Difficult Message with Diplomacy and Tact

Overview of Working with Difficult Customers Training Courses

Working with Difficult People: How to Work with Aggressive
People

Conflict Management: Creating Constructive Conversations in the
Workplace— Instructor-led Course

Handling Difficult Questions as a Presenter




Leadership Courses

Achieving Leadership Success Through People, (A)

Lead more effectively by creating rapport, synergy and two-way trust. The most successful leaders are those
with the best people skills, especially during the most difficult circumstances. Poor communication and
interpersonal relationships routinely thwart leaders who are otherwise technically competent. In order to
succeed, leaders must be fully engaged with the individuals who make up their organization. Focusing skill-by-
skill on P.E.O.P.L.E. (Professionalism, Empathy, Optimism, Partnering, Loyalty and Empowering) this seminar
can help anyone in a position of leadership to better demanstrate caring as well as courage, and to use a
P.E.O.P.L.E. approach to achieve maximum results.

Objectives/Learning Qutcomes:
® Understand the components of professionalism and the importance of setting a good example
® Coach and develop your direct reports/colleagues to be more hopeful and empathetic as they develop
greater professionalism
s Create genuine partnerships and unity with, and among, direct reports/colleagues
* Be more optimistic through reframing, resilience and positive language skills
® Learn and apply the components of loyalty to create “loyal followership”
® Trust and empower your direct reports/colleagues more

Suggested Prerequisites:

None

Link(s) to Training:

American Management Association

Advanced Leadership Skills and Techniques, (A)

This course is designed to assist individuals in enhancing and sharpening their existing leadership skills.
Participants will learn to develop a strong leadership presence, apply emotional intelligence (El) competencies
demonstrate flexibility in their leadership approach, develop the leadership potential of a team, and make
ethical decisions. Through self-assessments, practical group exercises, and discussions, participants will have
the opportunity to apply learned strategies to different individual, team, and organizational situations.

’

Objectives/Learning Outcomes:
e Develop a strong leadership presence
® Apply emotional intelligence (El) competencies to enhance individual, team, and organizational
performance
* Demonstrate flexibility in leadership approach to maximize effectiveness
® Develop the leadership potential of a team
® Strengthen a team’s leadership role in an organization
® Solve ethical dilemmas

Suggested Prerequisites:

Building and Sustaining Teams
Leadership Skills and Techniques

Link(s) to Training:
Management Concepts




Assertiveness Skills: Communicating with Authority & Impact, (B)

“his course will help you gain self-awareness of your attitudes and behavior patterns that promote or hinder
assertive behavior. Through video demonstrations, role-playing activities, journaling, skill development and
workshops, you increase your ability to get work done using proven techniques.

Objectives/Learning Outcomes:
e Demonstrate and model assertive behavior for win-win outcomes
° Gain self-awareness of your attitudes, behavior patterns and habits
e Develop a positive, proactive response to difficult behaviors
e Exhibit confidence in your ability to address challenging situations
o Enhance your skill set with proven tactics

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree
American Management Association

Assertiveness Training for Women in Business, (i)

AMA's assertiveness training for women gives you the opportunity to practice fundamental assertiveness skills
and to share your concerns with other women in a supportive and encouraging learning environment. You'll
assess your leadership style and then apply the new skills and tools you learn directly to one of your own
‘challenges, receive feedback, and refine your skills through videotaped practice. Return to work with a
complete and flexible plan for achieving the kind of assertiveness your position demands.

Objectives/Learning Qutcomes:

¢ Recognize the characteristics of the four assertiveness styles

o Assess your individual assertiveness style and its effectiveness

+ Demonstrate assertiveness techniques using supportive communication behaviors

s Develop an action plan to overcome at least two personal obstacles to assertiveness

« Learn how to capitalize on the strengths of your leadership style—and minimize weaknesses
o Flex your leadership style preference to interact most effectively and assertively with others
» Incorporate assertiveness techniques into everyday practices

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association
SkillPath




Building and Sustaining Teams, (i)

This highly experiential and interactive course excites, challenges, and guides leaders through a series of
exercises that help them build high-performing teams and sustain team excellence. Through analysis of critical
workplace issues, the course transforms participants who want to think, problem-solve, innovate, and find
support in order to help their organizations build high-performing teams. Participants discuss previous
teaming experiences, engage in practices they can use to promote successful teaming experiences in their
own organizations, and evaluate the strategies they currently use to help their teams accomplish their
objectives. Participants also gain insight into their own preferences around team dynamics and engage in
exciting experiences that help them shift the way they lead their teams.

Obijectives/Learning Outcomes:

e |dentify the criteria for high performance

® Develop strategies to build trust with and among team members

e Establish effective communication standards before initiating collaborative efforts

® Leverage the skills of your team members to align the team for high performance

e Develop strategies to bring your team to a state of high performance

® Manage challenging issues to sustain high performance

® Apply lessons learned to a hypothetical scenario and develop an action plan for achieving high
performance

Suggested Prerequisites:
@ Leadership and Management Skills for Non-Managers

e Leadership Skills and Techniques

o [Interpersonal Skills: Developing Effective Relationships

Link(s) to Training:
Management Concepts

Coaching From a Distance: Developing Your Team When You Can’t Be Face to Face (i)

Successful coaching is challenging and rewarding—but coaching remotely or in a virtual environment demands
all-new rules. The countless ways in which professionals now communicate means business can be conducted
almost anywhere. This has introduced the element of distance (both real and virtual) between coach and
subject. Coaching skills that once worked so effectively face-to-face won’t get the job done today. For a
remote or virtual environment, coaches must develop an entirely new battery of skills—from innovative ways
of listening to new measures of coaching success. This new Live Online Seminar covers it all in four dynamic
lessons, with a sharp focus on skill-building and modeling techniques that will enable coaches to move their
teams to the next level of professional development regardless of distance.

Objectives/Learning Outcomes:

» Diagnose the specific kind of coaching that the situation requires

* Provide coaching directed toward development, career planning and performance management
» Develop critical listening skills—to “hear between the lines”

* Make the right connections to foster cohesion and teamwork

» Execute your strategy with the appropriate set of tools and techniques

» Compensate for lack of “face time” and visual cues

Suggested Prerequisites:




None

.ink(s) to Training:
American Management Association

Collaborative Leadership Skilis, (1)

Developing essential collaborative skills to build team commitment with collaborative leadership training to
enhance team commitment and individual performance. This seminar will give you the skills to be an adaptive
manager, someone who can create clarity, vision and build mutual trust with your team and other
departments. It will show you how to inspire optimal performance from team members and help bring out
their strongest talents.

Objectives/Learning Outcomes:
o Become more effective by enabling each team member to share ideas and generate solutions
Remove roadblocks that prevent employees from doing their best work
Enhance team creativity and involvement without expensive programs or initiatives
Differentiate yourself and become more influential in your organization
Help increase employee retention and engagement
Develop a mindset that can increase your innavation skills and produce new ideas
Provide greater opportunities for employees to own and implement their ideas
Reduce performance issues by increasing employee involvement and leadership skills

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Communication Skills: Results through Collaboration, (B)

Through interactive workshops, self-assessments, role-playing activities and video simulations, you gain
practical experience initiating and responding to various forms of communication. You will also learn to handle
situations based on a flexible, genuine and self-confident approach.

Objectives/Learning Qutcomes:
« Build collaborative relationships that emphasize trust and respect
« Communicate effectively using simple and concise language
» Enhance listening skills to anticipate and avoid misunderstandings
s Foster cross-cultural understanding in your workplace
¢ Eliminate communication roadblocks
e Focus on nonverbal cues

Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
SkillPath



Decision Support for Financial Managers, (8)

This course provides students with the foundational knowledge and skills needed to recognize an issue in their
environment and translate both the empirical and qualitative data into well-constructed courses of action.
Students will learn how to identify both financial and nonfinancial factors associated with each alternative,
and provide evidence-based recommendations to the decision-maker. Students will apply the knowledge and
tools presented in the course through interactive case studies to strengthen their understanding of decision
support fundamentals.

Objectives/Learning Outcomes:
® Develop a foundational understanding of evidence-based decision support
® Comprehend and apply a four-step decision support model
Identify the objectives of a decision
Apply brainstorming and other decision theory techniques appropriately
Identify, comprehend, and translate the decision-maker's intent into action
Apply "mix-method" research tools for value-added decision support
Understand and mitigate risks associated with decision support analysis
Communicate recommendations effectively

Suggested Prerequisites:

None

Link(s) to Training:
Management Concepts

Developing Team Creativity and Initiative, {1}

Surveys show that 80% of company ideas come from teams working in the field who are in contact with
clients, suppliers and partners. These front-facing team members are in a position to identify problems, find
solutions and suggest new ways of obtaining sustainable growth. Managers who succeed in today’s age of
knowledge and complexity have gained the know-how to leverage this incredible resource.

In this course, developed in conjunction with Isaac Getz, professor at the ESCP~EAP (School of Management
for Europe), associate professor at Stanford University and one of the world’s leading specialists in innovation
and creativity, you will discover how to set up a framework for encouraging ideas, much like those for cutting
costs or managing quality.

Objectives/Learning Outcomes:
 Encourage the emergence of ideas and implement them to increase your team’s performance
* Enhance your team’s ability to be self-directed
e Become a facilitator who enables others to develop their potential
* Manage ideas as a way to leverage motivation
¢ Save time and free up more energy
* Increase your team'’s self-sufficiency, adaptability and ability to react quickly
* Unleash your team’s potential for innovation

Suggested Prerequisites:

None

Link(s) to Training:



American Management Association

Developing Your Leadership Voice for Presence and Impact, (B}

You learn to develop your authentic leadership voice and the confidence to lead in daily situations and during
periods of change. You also learn techniques for engaging, inspiring and motivating others; handling
challenging conversations; and achieving greater success.

Objectives/Learning Outcomes:
e Adopt a strategic process and a framework for leading change
e Communicate effectively to successfully implement change
e Apply a strategic approach to communication and planning

s [nspire and motivate others to support change

o Skillfully handle challenging situations

s Evaluating your current personal communication areas for growth

e Discovering personal factors that affect communications outcomes

® Practicing organizational change stories to connect with stakeholders
e Crafting effective messages

e Evaluating stakeholders to customize your communications strategy
» |dentifying best practices to lead and sustain change

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

Emotionally Intelligent Leadership, (i)

This course links emotional intelligence to practical leadership behaviors. In this course, leaders assess the
emotional competence of their leadership behaviors and identify ways they can increase their emotional
intelligence when leading others. The course starts with a series of guided reflections and takes participants
through a series of emotionally charged situations through which they develop a greater understanding of
emotionally competent leadership behaviors. At the end of each module, participants complete incremental
action plans that evaluate the effectiveness of the techniques they used and identify specific workplace
situations in which they can integrate emotionally intelligent leadership practices.

Objectives/Learning Outcomes:
e Explain the value of emotional intelligence for leaders in the modern workplace
e Describe the impact of your emotional intelligence on your leadership behaviors and decision making
processes
Identify key characteristics of an emotionally intelligent leader
Respond to emotionally charged situations in an emotionally competent manner
Demonstrate emotionally intelligent leadership behaviors when leading others
Promote emotionally intelligent leadership behaviors throughout your organization

Suggested Prerequisites:
Leadership Skills and Techniques

Link(s) to Training:



Management Concepts
Learning Tree

Engaging Leadership, (1)

Based on the fast-selling book, The Cornerstones of Engaging Leadership®, this interactive course reveals the
key actions a leader must take to connect with and engage others: build trust, leverage unique motivators,
manage performance from a people-centric perspective, and engage people emotionally. By committing to
these four cornerstones of engagement, leaders can unleash the potential of others and inspire effective
performance.

The approach used in this course will help leaders at all levels of an organization increase the engagement of
others and foster more effective performance. This session will incorporate a self-assessment that helps
participants understand how they demonstrate engaging leadership right now and then create a plan for
becoming a more engaging leader. Working with partners and small groups during the course, participants will
practice various skills and approaches, walking away with key practices they can put into action immediately.

Objectives/Learning Outcomes:

* Connect common understandings of engagement on an organizational level to what an individual
leader can do to increase engagement and affect performance

* Utilize a framework for understanding engagement and engaging leadership

e Build trust in a more holistic way

* Hold conversations with others about what uniquely motivates them to perform

® Recognize the value of a people-centric approach in order to increase engagement and effective
performance in the workplace

* Discuss how emotions influence engagement and individuals’ interest in participating in organizational
change

» Describe “best practices” for creating an engaging culture of leadership

Suggested Prerequisites:

None

Link(s) to Training:

Management Concepts

Executive Presence for Women, (i)

This seminar explores the key components of being "powerful." In a supportive atmosphere, you'll get honest
feedback from your instructor and peers, benefit from videotaping and improvisation practice, and get a
realistic idea of your current power image. You'll then identify and practice improving your power presence.
Filled with personalized coaching and intensive feedback, this is the ideal seminar for women who want to
influence and maximize their executive presence.

Objectives/Learning Qutcomes:

® Know how body language and verbal behaviors affect your image as a leader
® Recognize how small changes can improve your ability to be perceived as powerful
® Use your verbal and body language in appropriate ways to increase your influence

* Understand how powerful leaders vary and balance their verbal and body language depending on the
circumstances



e Learn how to project confidence in any business situation

suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Expanding Your Influence: Understanding the Psychology of Persuasion, (1)

Bringing about the reaction you want from others and expanding your influence require insights that go
beyond the actual process of influencing—and into the psychology of what truly prompts us to say yes or no.

This 2-day course explores these psychological triggers, plus how this knowledge may be used not just for
compliance but for mutually desirable outcomes. You’ll uncover persuasion techniques that most people don’t
even know exist and learn how to build your influence by applying these principles to any number of business
interactions, from managing, mentoring and negotiating to conversations, writing and presentations. In
addition, you will learn how to choose the best principle for any given situation and avoid being manipulated
by others. :

Objectives/Learning Outcomes:

e Explore the psychology behind persuasion

e Understand the psychological/subconscious triggers that influence a person’s decision-making process,
behaviors and reactions

e Select and customize the right law(s) of persuasion to apply in any situation

e Learn tactics to protect yourself from unethical behavior

e Prepare to influence an individual by using the Pre-Persuasion Checklist

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

High Impact Leadership: Expanding Your Influence (1)

You gain practical knowledge and skills to become more effective at implementing strategy, making decisions,
building networks and alliances, and leading teams through various types of change. You develop the
confidence to engage and mobilize others to achieve positive business outcomes.

Objectives/Learning Outcomes:
e Successfully navigate organizational politics to achieve results
Create and implement strategy to strengthen your team's competitive advantage
Foster effective decision making and judgment in challenging situations
Extend alliances and facilitate change initiatives
Assessing your influencing strategies
Best practice-sharing to thrive in a political environment
Monitoring performance results to create measurable outcomes




® Profiling your and others' decision-making styles
e Applying a strategic change model
e Promoting individual and team strengths

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

How to Coach a Virtual Team, (i)

Building relationships over hundreds—or thousands—of miles? Trying to set goals that are understood around
the globe? These special circumstances require special skills. Workplaces around the world are now linked
virtually though technology. To get results, the leader of a virtual team must approach employees differently
from co-located teams.

Master the tools and techniques that increase your effectiveness when managing performance and coaching
virtually. So you can overcome the challenges that are specific to leading a virtual team. Build effective long-
distance teams. And manage and coach virtually with success and complete confidence.

Objectives/Learning Outcomes:

e Identifying virtual performance challenges

= Exploring best practices for performance management in
virtual teams

® Defining virtual team members’ roles and responsibilities to
maintain team focus on goals, objectives and tasks

® Learning the process for identifying coaching and
development activities for employees

e Practicing using the GROW Model of Coaching

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

How to Communicate with Diplomacy, Tact, end Credibility, (8)

How well you communicate can make or break your professional image. It directly influences how others view
your work and performance—as well as your prospects for career advancement and mobility. Unfortunately,
being diplomatic, tactful and credible doesn’t always come naturally to people. Even when it does, such
communication can easily be derailed by emotions and conflicts. To be a communicator who is skilled in all
three areas, it takes awareness, training and the know-how to apply proven techniques to all kinds of
situations.

This seminar will teach you how to choose and use the most appropriate words and emotional tone for every
business interaction. You will gain insights into your communication style and the styles of others, while
building skills to clearly and effectively receive and transmit information, ideas, thoughts, feelings and needs.



Objectives/Learning Outcomes:
o Apply diplomacy and tact to be a credible and effective communicator
Manage the impact your communications have on your image
Define and leverage your communication style
Develop and demonstrate better listening skills
Understand the importance of perceptions
Explore communication style differences and learn to flex your own style
Recognize the impact of stress on communications and be able to adjust for it
e Know what makes effective, powerful communication and develop the skills to model it

Suggested Prerequisites:
None

Link(s) to Training:
American Management Assaciation

Skillpath

Influence Skills: Getting Results without Direct Authority, (I}

Through practice sessions, video simulations and role-playing activities, you acquire the specific skills,
behaviors and attitudes necessary to achieve desired results without relying on the use of authority. You also
learn to enhance your listening skills to avoid common misunderstandings.

Objectives/Learning Outcomes:
e Apply influence strategies to gain commitment and foster collaboration
Dynamically adjust your approach to others to gain buy-in
Achieve goals by enhancing trust and cooperation
Deal effectively with challenging behaviors to overcome resistance and inertia in others
Use knowledge and competence to influence others

Suggested Prerequisites:
Interpersonal Skills: Developing Effective Relationships

Link(s) to Training:

Management Concepts

Learning Tree

American Management Association

Interpersonal Skills: Developing Effective Relationships, (i)

This course is intended to assist individuals in recognizing their own communication styles and how their
individual styles differ from the communication styles of others in the workplace. Additionally, participants
learn how to improve their interpersonal skills and how to maintain relationships over time. Through
interactive activities, self-assessments, and discussions, participants gain an awareness of their
communication styles and learn strategies to resolve conflict and strategies for communicating effectively with
those whose styles are unlike their own. Participants learn skills to communicate and listen effectively and
/;maintain relationships through inspiring trust and giving and receiving feedback.



Objectives/Learning Outcomes:

e Determine their communication style

» Develop strategies for interacting with communication styles unlike their own

Identify and use conflict resolution styles appropriate for different situations

Identify barriers to communication and strategies to overcome them

Listen effectively to ensure they have received messages as intended

Use nonverbal communication to express interest and demonstrate that they are actively engaged in
conversations

* Develop strategies for building and maintaining relationships

Suggested Prerequisites:
None

Link(s) to Training:
Management Concepts

Leadership and Management Skills for Non-Managers, (8)

This course introduces fundamentals of leadership and management. Through highly interactive activities,
self-assessments, and discussions, participants learn how to lead from their roles in their organizations. Skills
introduced include communicating effectively, solving problems, making decisions, working in teams, building
relationships, creating and implementing change in the organization, and aligning one’s goals with the
organization’s mission, goals, and objectives.

Objectives/Learning Outcomes:
® Use effective communication techniques to improve results
* Identify opportunities to enhance cooperation among their colleagues
® Manage the day-to-day challenges of leading a team
» Use effective strategies for organizing projects and negotiating resources
® Apply problem-solving and decision-making skills to accomplish tasks
® Assess their organization’s ability to be flexible and open to new ideas
® Create and implement change in their organizations

Suggested Prerequisites:
None

Link(s) to Training:
Management Concepts

Leadership Development for Women, (i)

For women looking to advance their careers, sobering realities need to be considered and addressed. Despite
years of advances in both legal and corporate policy, many qualified women don’t get the jobs they want.
Misperceptions, stereotypes and misplaced emotions on the part of either sex can still sabotage a woman’s
career hopes—unless she takes a more strategic approach to her career.

This hands-on course shows you how to strategically use your strengths and abilities—your competitive
edge—while mastering your emotions in even the most unwelcoming atmosphere. You'll learn how to build a
network of support, take smart risks and view competition in a more positive light. Discover how to conduct



yourself in a manner that earns you respect, and pursue your goals with positive energy. Return to your job
feeling confident, ready to compete fearlessly, and in a better position to be recognized for your true
:apabilities.

Objectives/Learning Outcomes:
e QOvercome overt and hidden biases against women as leaders
» Adopt a competitive mindset that leverages your strengths as a woman
e Build a wide and strategic network of key stakeholders who will promote your career
* Avoid taking a perfectionist approach to competitive and challenging situations
e Recover from losses quickly by learning to take things less personally
e Learn to deal with hypercompetitive colleagues with whom you have low trust

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association
SkillPath

Leadership Skiils and Techniques, (I)

This course is designed to assist individuals in developing leadership skills that will enable them to lead from
any position within an organization. Participants learn to lead with interpersonal effectiveness, influence,
impact, and inspiration. Through interactive activities, self-assessments, and discussions, participants identify
their leadership and personal influence styles and apply strategies to different situations. Participants practice
building relationships based on integrity, credibility, and trust. They learn where they have the most leverage
to facilitate change. Participants build a leadership network and commit to ongoing leadership development.

Objectives/Learning Outcomes:

» Describe a variety of leadership theories and models

Identify important qualities and behaviors of effective leaders

Describe their communication style and how it impacts their ability to lead
Identify and apply strategies for enhancing leadership relationships with others
Determine where you have the most leverage to facilitate change

Apply innovative thinking practices to current and future organizational challenges
o Apply leadership practices and principles as an individual and in a team

Suggested Prerequisites:

Supervising Employee Performance

Interpersonal Skills: Developing Effective Relationships
HR Essentials for Government Supervisors

Link(s) to Training:
Management Concepts




Leadership Strategies for Creating a Respectful Workplace, (A)

Build and support a more positive and productive workplace climate. A workplace where employees treat one
another with civility and respect is far more likely to function at optimum levels of productivity. Unfortunately,
the rise of disrespectful behaviors in business seems to be at epidemic levels, and the result is a steady erosion
in morale and productivity. This seminar provides strategies for leaders and managers to recognize and handle
offensive, disrespectful and inappropriate behaviors. It also explores how to improve productivity by modeling
better behavior and fostering a culture of civility and mutual respect.

Objectives/Learning Outcomes:

® Reduce the likelihood that smaller issues will escalate into larger confrontations

Use appropriate tools to deal with rudeness, incivility and harassment

Be better equipped to coach staff to deal with offenders

Enhance project success through improvements in workflow

Help reduce time away from work, worker’s compensation claims and health insurance costs
Be prepared for possible Healthy Workplace legislation

Suggested Prerequisites:

None

Link(s) to Training:
American Management Association

Leading in a Diverse and Inclusive Culture, (A)

Maximize individual, team, and organizational potential through diversity and inclusion (D&I). Everyone has
the right to work in an inclusive work environment—one that embraces differences and diversity. If you're a
leader or a manager, recognizing and taking responsibility for diversity and inclusion (D&I) is crucial to your
position, and to your organization’s success. But leveraging diversity through inclusive leadership practices,
attitudes, and behaviors does more than promote equality and fairness. It’s the only way to truly harness the
power of people’s differences for positive business outcomes.

This program offers you a roadmap that includes tools, models, and best practices for increasing your
competence, confidence, self-awareness, and skill as an inclusive leader. Through case studies and other
hands-on activities, you’ll discover how to create an environment where all are seen, heard, recognized, and
appreciated. You'll also learn how to harness such an environment to positively impact employee
engagement, innovation, hiring, retention, and team performance.

Objectives/Learning Outcomes:
* Recognize the issues and value of D&I at the personal, team, and organizational levels
° Become a more inclusive leader by recognizing strengths and growth opportunities for yourself and for
others
® Communicate effectively and inclusively in a diverse environment
® Articulate how operating from biases impacts innovation, productivity, and engagement
e Analyze diversity and cultural competencies in the context of talent management
® Harness the power of differences to boost team performance and collaboration
® Manage disagreements, misunderstandings, and conflict

Suggested Prerequisites:



None

_ink(s) to Training:
American Management Association

Leading Your Team to Success, (I}

Is your team off track? Unfocused or heading in multiple directions? Not delivering results? As you know,
managers only go as fast as their teams. If your team is not pulling together, your success as a manager is on
the line. In this course, you will learn tools and techniques to help your team operate smoothly, meet
deadlines and fulfill their mission.

You will also bolster your communication skills so you can better lead your team. Increase your effectiveness
as a manager, enhance your team'’s collective potential and improve their performance. Whether you are new
to the management role or already experienced in managing others, this course will help you boost your
leadership skills and professionalism.

Objectives/Learning Outcomes:

Identify team members’ strengths and weaknesses

Gain insight into how your team operates

Create conditions that promote team cohesiveness

Carry out effective joint assignments under various circumstances

Improve your ability to conduct team meetings, brainstorming sessions and manage projects
Help your team run more competently

Create a less stressful working environment with fewer conflicts

Improve team results

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Managing Chaos: Tools to Set Priorities and Make Decisions Under Pressure, (A)

Manage expanding workloads, constantly shifting priorities and increasing demands. In this seminar, you'll
discover tools to plan your day and adjust to shifting demands with greater clarity. You'll practice managing
interruptions from your boss, peers and employees and learn how to be professional, strategic and assertive in
solving problems despite expanding workloads. You'll leave knowing how to apply the appropriate techniques
to alleviate, clarify and eliminate chaos within your control.

Objectives/Learning Outcomes:

@ Reduce, clarify and eliminate chaos within your control
Identify, analyze and determine priority of your workday
Use a daily action plan to allocate time and energy
Remain focused and act more decisively when priorities shift
Become more assertive and strategic in your communication
Manage interruptions and conflicts with greater ease
Utilize the right tools to balance and manage tough choices




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association
SkillPath

Personal Skills for Professional Excellence, (B)

You will gain a comprehensive set of skills that helps you stay focused, work effectively with colleagues,
develop your networks and expertise, and build your reputation for delivering results. This course gives you
the skills and tools you need to handle everyday practical problems.

Objectives/Learning Outcomes:
o Apply proven skills to stay focused, work effectively and develop your networks and expertise
s Get results working with different and difficult personality types
e Maintain focus in pressure situations
s Build and leverage your professional reputation
s Work productively within your organization's political environment

Suggested Prerequisites:

None

Link(s) to Training:
Learning Tree

Preparing for Leadership: What It Takes to Take the Lead, (B)

This leadership training course is uniquely designed to help leaders-to-be get ready for their new challenges
and responsibilities. You'll discover the heart, soul and mind of true leadership. Through role-playing, self-
assessment tests and other leadership training scenarios, you'll explore leadership roles as strategist, change
agent, coach, manager, communicator, mentor and team member. And you'll learn how to develop your
unique leadership style for maximum impact.

Objectives/Learning Outcomes:

e Understand what a leader is...and is not

e Project a more dynamic image

e Discover your own unique leadership style

e Determine which leadership attributes you already possess

® Apply lessons learned through leadership training to take on your first leadership position with greater
confidence

e Get noticed by learning how to look and talk like a leader

® Find out what people expect and respect in a leader

® Apply lessons learned through leadership training to refine your skills in gaining and using power and
influence positively

e Learn how to motivate a team, including “difficult people”

» Protect yourself against the pitfalls of intra-organizational politics




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Project Team Leadership: Building Commitment Through Superior Communication, (I)

Create more successes through enhanced project leadership, communication and negotiation skills. The
demands of a project leadership role are unique. You must learn how to serve both the needs of your team
members with the needs of the project—not an easy task. Project leadership requires a blend of soft skills,
such as communication and motivation, along with the bottom-line capabilities of project management.

This workshop will teach you how to master the project leadership skills that can help you build team
commitment and create a more predictable project environment.

Obijectives/Learning Outcomes:

e Build high-performance teams that can lead projects to successful implementation
Keep the team on track through team consensus and conflict resolution

Minimize communication misunderstandings

Prevent team “break-ups” by using constructive feedback

Achieve better results through clear, open and honest communication

* Optimize time, money and resources by putting the right people on the right projects

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Project Leadership: Building High-Performance Teams, (1)

In this course, you transition to a leader who can inspire a diverse team to work together and deliver customer
success. At the end of your classroom experience, you take away an understanding of project leadership best
practices and a development plan for personal application.

Objectives/Learning Qutcomes:

® Build and sustain high-performing project teams

e Develop team identity and empower others

e Foster productive team communication and effectively manage conflict
e |ncrease productivity by challenging your processes and motivating your people
Manage internal and external influences that team performance
Applying the LSM model and leadership best practices

Distinguishing the stages of team development

Maximizing team participation in delivering project outcomes

Creating team direction and purpose

Applying conflict-style analysis to minimize disruption and distractions
Identifying team needs for high performance
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Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
SkillPath

Public Speaking: Compelling Speeches & Presentations, (1)

This course provides the opportunity to significantly improve your public speaking skills by practicing and
delivering speeches and presentations in a safe environment with personalized feedback. In addition, video
recording and self-evaluation help you rapidly strengthen your speaking skills.

Objectives/Learning Outcomes:
® Speak publicly in a convincing, confident and concise style
@ Deliver dynamic and effective presentations
* Employ a method to create materials that support a compelling speech
* Build audience rapport through eye contact, vocal delivery and body language
» Sharpen your public speaking skills by integrating feedback
® Constructing an informative and persuasive presentation
* Emphasizing points with body language, gestures and use of space
= Improving vocal emphasis, modulation and pacing
» Building audience involvement using interactive technigues

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

Situational Leadership Waorkshop, (1)

Learn to create a motivating and engaging workplace where people develop and live up to their potential.
Specially developed for AMA by The Ken Blanchard Companies® (and delivered by AMA expert faculty), the
Situational Leadership® 1l Workshop will help you apply the most comprehensive, tangible and useful model of
leadership available. Get ready to know exactly what effective leaders do and practice the concrete tools you
need to leap ahead.

Objectives/Learning Outcomes:

® Improve communication and become a more trusted and credible leader

® Learn how to use situational leadership to achieve greater productivity by infusing energy, self-reliance
and drive within your employees
Create a collaborative work environment to achieve faster sustainable results
Avoid the negative outcomes of over supervision and under supervision
Obtain a critical thinking process for analyzing, diagnosing, and acting according to the situation
Increase your effectiveness in setting goals, providing clear direction, listening, observing, monitoring
and giving feedback
* Retain your most talented employees by being more responsive to their development needs




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Strategic Agility and Resilience: Embracing Change to Drive Growth, (A)

Enhance your ability to respond to complex and unpredictable business changes by mastering the
competencies of agile leadership! Leadership success depends on agile development and your ability to be
future oriented, seize external opportunities and bounce back from unforeseen changes—particularly with
market uncertainty at record-breaking levels. You must not only have a strategic plan but you must capitalize
on market trends and anticipate and respond to change more rapidly.

This seminar will help you achieve agile development, lead with greater foresight and entrepreneurial thinking
and expose you to the behaviors and processes associated with agile people and organizations. You'll learn
how to understand and explore customer and marketplace opportunities and capitalize on them by
responding with appropriate products, services and initiatives.

Objectives/Learning Qutcomes:
e Understand how agile organizations differ from fragile organizations
e Keep your competitive edge by anticipating and adapting to change
e |dentify rapid response mechanisms to environmental shifts
e Be recognized as a “change agent” and engage and empower employees to implement your vision
e Establish compelling communication strategies to drive change in your team and align your
organization

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

The Voice of Leadership: How Leaders Inspire, Influence, and Achieve Results, (i)

It's a fact of organizational life: Leadership communication goes hand-in-hand with success—and the effective
application of this skill is particularly essential in an uncertain economy when painful business decisions are
made daily. No matter how compelling the vision or how brilliant the strategy, without leadership
communication there is no execution.

This fast-paced, results-oriented seminar is uniquely designed to strengthen your leadership communication
skills. You'll learn practical techniques to shape your leadership messages, hone an authentic leadership voice
and engage in powerful conversations that achieve results.

Obijectives/Learning Outcomes:

s |mprove your leadership communication skills
e Build greater buy-in, trust and loyalty
e Demonstrate grace under fire and defuse tension



® Qvercome resistance to change
° Motivate followers and inspire them to action
e Rally support in difficult situations

Suggested Prerequisites:

None

Link(s) to Training:
American Management Association

Sparking Innovation and Creativity, (B)

People who are able to step outside the boundaries of traditional thinking generate new ideas ... solve nagging
problems ... make better decisions ... get bottom-line results. With this idea-sparking seminar, you’ll learn to
overcome negative beliefs and thinking habits that stifle creativity and replace “old” thinking with new and
powerful ways to unleash your creative potential. When you do, you'll see how your new skills lead to
innovations that lower costs, streamline procedures, increase productivity and power up job satisfaction.
Register now—and be on your way to a more productive, more innovative workplace.

Objectives/Learning Outcomes:
® How to spark innovative thinking that results in new products, new processes and new services
® Ways to tap your creative side to come up with fresh ideas when you need them
® To open your eyes to possibilities and opportunities never before thought of
® How to be a catalyst for creativity in your organization

Suggested Prerequisites:
None

Link(s) to Training:
SkillPath




Management Training Courses

Assertiveness Training for Managers, (I}

Learn how to channel assertiveness skills to interact more effectively with people throughout your
organization. Mastering assertiveness skills can do a lot more than just help you win arguments. If you want
to enhance your leadership stature and persuade others to help you reach your goals, Assertiveness Training
for Managers is an important first step.

Assertiveness Training for Managers gives you the opportunity to learn how your behavior style impacts your
overall performance as a manager. You'll take stock of your current assertiveness skills and learn how you can
improve them for a more effective approach. Using the behavior modeling approach toward assertiveness
training, this seminar teaches you how to employ assertiveness skills to take control of a situation without
alienating others.

Objectives/Learning Outcomes:
® Improve communication by using assertive-responsive skills
e Acquire a more polished and powerful communication style and let your leadership ability emerge
e Tap other people’s resources to get the job done
s Empower yourself and your staff
e Exercise greater influence on others

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Coaching Essentials for Managers, {A)

To increase return on investment and boost productivity employees need to perform at their very best. This
workshop provides the vital coaching skills to enable you to develop the potential of your employees and
enhance your leadership abilities with proven coaching techniques.

Objectives/Learning Outcomes:
e Apply coaching techniques to unlock employee potential and maximize performance
» Structure a framework for mutually effective learning and development
e Apply coaching tools and techniques to foster success in others
e Recognize and adapt to individual and situational differences
e Create a supportive environment that generates goodwill and engagement

Suggested Prereguisites:
None

Link(s) to Training:
Learning Tree
Skillpath




Developing Executive Leadership, (A)

Deepen your self-awareness with executive leadership training and empower your staff to improve
performance! When the stock market is making you wonder about your organization's future every day of
every work week, it's vital to be well-equipped to optimize your company's performance—as well as your own
career—with executive leadership training. To exhibit real executive leadership, you must be a visionary, a
trailblazer, a strategist, a communicator, a coach, a diplomat and a politician. The world's most successful
leaders are able to focus on the big picture and uphold high standards while wearing many hats.

This intensive three-day executive leadership training program combines proven-in-action techniques with
peer interaction and insights from the latest research to help you master the competencies of effective
executive leadership.

Objectives/Learning Outcomes:

* Build an executive leadership style that creates trust, sets a clear vision and guides your entire team
toward greater performance and profit

® Gain insights into the key executive leadership skills and techniques you need to create a winning
strategy

® Learn what real “coaching” consists of and how to build an extraordinary team that works together to
deliver results

® Develop heightened “emotional intelligence” for greater professional achievement and satisfaction

* ldentify the characteristics of effective leadership and the most common saboteur

* Develop an executive leadership style that adapts to the person and situation

® Improve performance through empowerment and effective delegation

® Clearly communicate mission, vision and value statements

e Build a cohesive unit that performs well in all situations

* Apply executive leadership training to continue your growth as a leader through a self-development
plan

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Facilitating an Effective Strategic Planning Process, (A)

Efficiently prepare and run strategic planning sessions that produce real results. This is your course to get the
tools and techniques to prepare and conduct a productive, results-driven strategic planning process. You’ll
address up-front contracting within the organization, sponsarship, selecting the best approach and tools, as
well as determining what data is required. You'll then learn how to smoothly facilitate the process/session and
implement an effective follow-up.

Objectives/Learning Qutcomes:

® Gain a clear understanding of what role the “facilitator” plays in the process
* Know which discussions and decisions should occur prior to the strategic planning session
® Determine who should be involved and to what extent



e Know how to get chief influencers at multiple levels on your team in leading roles

Decide the best strategic planning approach/process to use and customize it

Create a committee of influencers to support you with assigned roles and accountabilities
Develop the right agenda, establish realistic meeting guidelines and gain agreement
Explore various scenarios which may occur and possible approaches to handling them
Ensure up-front clarity and agreement as to what results are expected of the process
Build in metrics and schedule meetings to assess milestones and progress towards goals

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Fundamentals of Strategic Planning, {B)

Improve your knowledge of strategic planning to understand what senior management is thinking and why—
and increase your value to your organization! Here's an overview of strategic planning for those not directly
involved in the planning process, but who want to understand the impact of strategy on their work and their
organization’s success. Gain a perspective and vocabulary for strategic planning to help you actively and
constructively support your firm’s strategic direction.

Objectives/Learning Outcomes:
e Understand what strategy and strategic planning mean to an organization
e Learn key concepts and the language used by those involved in strategic planning
e Discover various approaches companies use to develop strategy
e Find out how strategy moves from concept through implementation to realization
e Recognize techniques companies use to assess their current and future environments
e [dentify specific ways you can contribute to your organization’s strategic success

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

HR Essentials for Government Supervisors, (I}

This course is designed to help participants understand the basic role of the supervisor in human resource
issues. It provides an overview of legal guidelines and suggested practices, and it focuses onillustrating how
and when a federal supervisor should collaborate with the HR representative. Participants have opportunities
to apply key skills via practical exercises and a threaded case study.

Objectives/Learning Outcomes:

e Discuss the evolving role of supervisors and managers in relation to Federal HR policies and procedures

e Effectively collaborate with the HR department throughout the entire talent lifecycle

e Apply practical tips to acquire talent through position management and position classification,
including developing position descriptions



* Adhere to Equal Employment Opportunity (EEO) and anti-discrimination laws during the selection and
hiring process

* Describe the roles and responsibilities of a supervisor when supervising bargaining unit employees
* Apply a standard process for addressing Employee Relations, and Labor and Management complaints
® Support budget activities during each phase of the Federal budget process

Suggested Prerequisites:

Supervising Employee Performance

Link(s) to Training:

Management Concepts

Interpersonal Essentials for Supervisors, (1)
Strong communication skills are essential for leadership success at every organizational level; therefore, it is
critical that supervisors develop effective strategies to interact with others effectively and resolve conflict

situations. This course explores the interpersonal skills new and experienced supervisors can use to better
connect with and resolve challenging situations with those they manage.

Objectives/Learning Qutcomes:
» Describe elements of positive and productive interpersonal communication
* Demonstrate behaviors associated with effective interpersonal skills
e Create a plan to apply interpersonal skills in the workplace
» Describe sources of conflict
» Differentiate between productive and unproductive conflict
® Demonstrate best practices of conflict management in realistic scenarios

Suggested Prerequisites:
None

Link({s) to Training:
Management Concepts
SkillPath

Leadership and Team Development for Managerial Success, (1)

Get effective leadership skills for managers to inspire and influence your people to achieve team goals!
Managers who will be promoted are the ones who not only manage efficiently but also lead their teams
effectively. The ability to do this during tough times is the acid test. Developing leadership skills is crucial.
Learn how to work in a horizontal mode of operation...apply a consistent theory in leading your team...and
teach critical leadership skills to members of your team, so each and every one of them can lead the team in
your absence.

Objectives/Learning Qutcomes:
* Understand leadership skills for managers to know when to manage and when to lead your team
® Assess your leadership behavior and determine the best style to generate results
® Clearly visualize your goals and communicate them to your team
® Work in a horizontal mode of operation instead of managing only one piece of the process
Develop a high-performance team by first developing leadership skills
» Use effective communication to motivate and coach




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Leadership Skills for Supervisors, (I}

Get the skills that propel you to the next level of success. You will explore how to maintain technical expertise
while demonstrating the right type of supervisory leadership. This seminar will give you the personal,
interpersonal and group skills to be influential in one-on-one situations, facilitate group performance and
become an effective leader.

Objectives/Learning Outcomes:

e Develop interpersonal skills that help you communicate, listen and handle conflicts in your supervisory
role

e Become more effective at influencing others

o Accomplish goals and control outcomes when dealing with staff, peers, management and other
departments

e Learn how to work with groups and teams to solve problems and accomplish projects

e Hold performance discussions that result in changed behavior and enhanced productivity

® Analyze your own style of behavior and recognize your strengths/weaknesses

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Management Skills, (1)
You gain the key skills, best practices and behaviors of effective managers — leadership, delegation,

motivation, communication and vision — as well as powerful techniques for getting the best from people. You
build a blueprint for personal success using proven management models.

Objectives/Learning Outcomes:

e Apply core management skills and techniques to deliver results
Enhance leadership ability by developing emotional intelligence
Communicate with, motivate and empower your team
Delegate work to individuals and teams
Develop a management vision for success
Developing a strategy to motivate your team
Scripting and applying your delegation approach
Mapping stakeholder environment to analyze interdependencies
Enhancing your management style with El
Affecting behavior with appropriate measures
Designing effective feedback techniques

-
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Suggested Prerequisites:

None

Link(s) to Training:

Learning Tree
SkillPath

Strategic Execution: Getting It Done, (A)

Get the skills and knowledge to accomplish what so many others don't—the successful implementation of
strategic goals. Whether it’s entering new markets, repositioning, outsourcing, or undertaking new initiatives
or technology, execution of strategic goals is often a graveyard of good intentions. A recent strategy execution
study of a broad group of leaders found that 65% of them do not consider their own organization successful at
executing their strategies.

Objectives/Learning Outcomes:
* Apply basic elements of strategy execution to your own strategic initiative
® Recognize factors affecting your ability to execute your organization’s strategy
® Break large, long-term strategic initiatives into smaller, achievable projects
® Map your own strategic goals against the vital points of success, failure and resistance
» Utilize skills that can gain and sustain support across organizational boundaries
* Identify ways to better align your strategy with departmental and organizational goals

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Strategic Planning, (1)

Develop the best strategic planning to support your company’s goals. This course is designed to combine
proven-by-practice methods with new insights and ideas from a wide range of current strategic thinking. Gain
a wider perspective of management practice through breakout sessions, exercises, and case applications.
Bring your strategic dilemmas to this program and get direction on analytical and organizational approaches.

Objectives/Learning Outcomes:

* Identify strategic planning issues in order to develop a unique competitive advantage

* Learn key analytical and conceptual approaches to expand your understanding of the marketplace

 Align your organization with your strategic planning goals by integrating strategy, objectives, metrics,
and performance

* Identify evolving strategic patterns and generate ideas on how they can be applied to your
organization

* Incorporate customer needs into your strategic planning

* Use a case study to examine the strategic planning process

* Recognize how the actions of customers, competitors, and your own company determine the
outcomes in your markets
* Determine the best approach to effectively implement your strategic planning




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Strategic Thinking, (i)

Develop a strategic mindset to increase the success of your strategic plans. Learn how to strengthen your
strategic thinking skills and encourage it in others. Through case studies and practical thinking exercises, you'll
stimulate your strategic thinking, learn to recognize patterns that impact strategy and enhance your abilities
to generate new insights and ideas. Come to your next strategic planning session with the best possible
strategic idéas—and help your business move forward in an increasingly competitive world.

Objectives/Learning Outcomes:
e Explore ways to challenge your assumptions and view your business in a new light
e Learn and apply different thinking methods to avoid groupthink
e Control reactive fixes to problems even in an uncertain business environment
e Generate new ideas and evaluate future scenarios before your competitors do
e Know when to embrace necessary risk, even if resources and information are limited
® Learn to create better short-term goals that support long-term strategy

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Supervising Employee Performance, (B)

How you supervise those you manage plays a pivotal role both in their day-to-day and long-term performance.
The most effective supervisors not only understand formal performance management standards, but are also
able to discern what employees really need to succeed and how to create those conditions. This course
focuses on the vital skills supervisors need to manage the performance of others.

Objectives/Learning Outcomes:

e Explore and assess yourself against best practices in supervision

® Give valuable feedback to help employees perform more effectively
Plan effectively for employee performance, creating a commitment to achieve one’s goals
Accurately diagnose performance problems
Conduct effective performance appraisals
Coach employees to help them understand and act upon challenges and opportunities
Mentor employees to help them see the big picture and navigate through the organization

Suggested Prerequisites:
None

“Link(s) to Training:



Management Concepts

Achieving Success as a New Manager, (1)

New managers face a number of unique challenges that can be overcome with the application of practical,
time-tested tools and techniques. This course provides the basic skills and knowledge required for new
managers to begin the transition into a management role.

Objectives/Learning Outcomes:

e Transition from your previous role to a management position

* Model your day-to-day actions for success

° Build effective working relationships with your management peers
* Leverage delegation for responsive delivery

Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
SkillPath

Decision Maling, (A)

This experience-based course introduces participants to a comprehensive yet flexible decision-making
framework that can be used for all types of decisions. Participants experience each step in the framework first-
hand through a variety of individual, small-group, and large group exercises. As the participants discuss and
learn about decision-making, they will use the Decision Making Portrait, a self-reflective tool, to analyze their
personal decision making approach. Because many decisions in organizations today are made by groups,
participants also explore group decision-making through an in-depth, experiential case study.

Objectives/Learning Outcomes:
® Discuss the three cornerstones of making high-quality decisions
e Frame a decision outcome they hope to achieve
o Define the key stakeholders and their roles in the participant’s personal decision making process
® Recognize how decision making patterns impact others and the decision making process
* Apply intuitive and data-driven decision making in appropriate situations
® Apply aframework and use tools to manage high-quality decisions
® Lead a group to a high-quality decision

Suggested Prerequisites:
* Analytics Boot Camp

e Critical Thinking for Problem Solving
o Evaluating and Presenting Analysis Results

Link(s) to Training:
Management Concepts
American Management Association




Analytical Training Courses

Advanced Tools and Techniques for Data Analysis, (A)

Manipulate complex data sets to gain deeper insights and make better decisions. This 2-day advanced analytics
seminar will introduce you to predictive analytics techniques, so you can frame strategic and operational
questions involving marketing, finance, and operations or other real-world business applications.

In this hands-on course, you will cover a variety of analytics tools, such as histograms, ANOVA analysis, A/B
testing, Pareto analysis, clustering, box plots, scatter diagrams, partitioning, unstructured text analysis, and
multivariate regression analysis. Best of all, no background in statistics or programming is required. As long as
you have a basic understanding of spreadsheets, you will learn how to manipulate complex data sets so you can
gain insights that are not possible with common business intelligence techniques.

Objectives/Learning Outcomes:
Go above and beyond standard business intelligence analysis techniques

Get answers to complex data analysis questions without becoming a statistician

Learn which data analysis technique to use for various business problems

Extract the most meaningful results from large and small data sets and multiple data types
Become familiar with basic text analysis tools and gain insights from unstructured text data
Use advanced analysis functions in Excel and open source tools

Build on your basic understanding of spreadsheets to access powerful analytic techniques
Improve your business efficiency and effectiveness

e © © © © o o

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Analytical Thinking and Problem Solving, (B)

Get powerful problem-solving skills to more successfully reason through business problems. In today’s lean,
flat organizations, it is everyone’s job to effectively solve problems. And while analytical thinking skills may
seem natural, they’re not necessarily intuitive, and they don’t come easily to many people. Analytical thinking
and problem solving are foundational thinking skills that involve breaking things down into their component
parts. They also involve deductive reasoning, drawing conclusions from givens and applying judgments to reach
conclusions from a combination of evidence and assumptions. This seminar introduces you to fundamental
thinking processes so that you can successfully analyze and solve a wide variety of business problems. Get
these essential analytical thinking and problem-solving skills now to give yourself a powerful competitive and
career advantage!

Objectives/Leaming Outcomes:
e Learn a process for breaking down complex problems into their components and gain clarity around

possible solutions

Apply strategies and techniques to avoid emotional triggers that can impede your best thinking
Explore how to generate solutions to atypical problems and then test the solutions

Know how to accurately interpret probability and other methods for increasing certainty in your
judgment



¢ Learn strategies for negotiating among variables and conditions
* Recognize the difference between rationality of purpose and rationality of process

Suggested Prerequisites:

None

Link(s) to Training:
American Management Association

Analytics Boot Camp, (B)

This course provides in-depth knowledge and skills associated with the core tools and techniques used in
modern analysis. The course covers the use of MicrosoftTM Excel® functionality in probability, the analysis
and presentation of data, and statistical concepts critical for analytical proficiency.

Objectives/Learning Qutcomes:

e
® Use MicrosoftTM Excel® for data analysis and decision-making

® Properly handle data collection from multiple sources and data retention in Excel

® Integrate data from multiple sources

* Summarize data to quickly gain a better understanding of it

» Use advanced features in Excel to assist in complex problem-solving

Visualize data through Excel’s graphic functionality

Construct a frequency distribution to analyze data and translate it into relevant information
Calculate and select the most appropriate measures of central tendency

Identify and avoid the potential for hidden bias in expressing statistical findings

Use Excel to apply statistical techniques to the analysis of data

Suggested Prerequisites:

None

Link(s) to Training:
Management Concepts

Critical Thinking for Problem Solving, (1)

This course is designed to introduce participants to the principles of critical thinking and problem-solving.
Through individual and small- and large-group activities, participants examine the basic structure of a sound
argument, discuss obstacles to critical thinking and fallacies of logic, explore how to expand perceptions and
challenge assumptions, and assess their cognitive thinking style. Participants also identify and define problems
identify the root cause of the problem, formulate decision criteria, determine and assess alternative solutions,
implement the best alternative, and evaluate the implemented solution. Throughout the course, participants
apply critical thinking and problem solving methods to their own workplace situations.

’

Obijectives/Learning Qutcomes:
® Identify their style and patterns of thinking

® Use questioning techniques to obtain the information needed from others



Critically examine and evaluate data

Solve problems with flexible thinking

Adapt thinking to navigate through unexpected events
Influence others at all levels of the organization

Apply tools for breakthrough thinking in the workplace

Suggested Prerequisites:

None

Link(s) to Training:
Management Concepts

AMA Critical Thinking Workshop
AMA 3 Steps to Exceptional Critical Thinking

Data Analysis and Modeling Techniques, (4)

This course provides some of the core tools used to analyze data. Starting with an everview of the six phases of
the Analytics Process Model, participants will focus on phase four—Analyzing and Interpreting Data. Learn
how to generate hypotheses, select appropriate analysis techniques, model data, and interpret analysis results to
answer your organization’s toughest questions. Hands-on exercises provide plenty of practice to reinforce the
facilitated discussions, and the integration of a case study into the course drives home the concepts with real-
world activities.

Objectives/Leamning Outcomes:
j Generate and test null and alternate hypotheses

Select the appropriate technique for your analysis situation

Evaluate how well an analysis meets organizational goals

Use ANOVAS to evaluate differences between data sets

Use simulation, sensitivity analysis, and other techniques to solve complex problems
Explain relationships in data using regression analysis

Use regression and other techniques to forecast probable events

Suggested Prerequisites:
Analytics Boot Camp

Link(s) to Training:
Management Concepts

Data Collection Techniques, (1)

This course provides in-depth knowledge and skills associated with the first and second phases of the Analytics
Process Model—framing the question and collecting data. Through individual, small-group, and large-group
exercises; discussions; and computer applications; participants learn about and practice formulating a data
collection plan, selecting appropriate data collection methods, developing a survey, and conducting interviews
and observations. Each day of the course, participants are given time in class to work on a group project. The
course culminates with presentations about the group projects.

Objectives/Leamning Outcomes:
e Identify needs before collecting data



Select appropriate means of data collection

Design a viable, cost-effective data collection plan

Determine appropriate sample size

Use secondary data to support studies and analyses

Improve online data research methodologies

Design high-quality surveys

Obtain relevant, useful information through professional interviews and observations

Suggested Prerequisites:
Analytics Boot Camp

Link(s) to Training:
Management Concepts

Decision Support: Building New Analytical Skills, (I)

This course helps students develop skills and capabilities for improved financial and performance management
and decision making, especially in today's environment of declining budgets and increased performance
expectations. Students will enhance their business intelligence to effectively manage and make informed
decisions affecting their programs and service to the American public.

Leamn techniques from the Office of Management and Budget (OMB) for evaluating agency and program
performance to provide financial and performance information in useful form, anticipate OMB actions,
effectively manage your program responsibilities, and truly support the business of government.

Objectives/Learning Qutcomes:
® Follow a comprehensive, structured approach for conducting analysis
Formulate specific, answerable questions to guide and control the analysis
Determine where and in what form data exist to answer the questions
Identify and select data analysis methods
Identify and select data collection methods
Present the results of the analysis structured to responds fully to the identified questions
Apply the 5-step structured analytical approach to a case

Suggested Prerequisites:
None

Link(s) to Training:
USDA Grad School

Essential Tools and Techniques for Data Analysis, (1)

This course teaches you how to take smarter business decisions using powerful data analysis methods. Using
Excel as the main tool, this seminar goes beyond the qualitative side of data analysis to explore proven
quantitative tools and methods for analyzing, interpreting, and utilizing data, so that more informed and reliable
business decisions can be made. Take this course to solve the problem of how to productively handle the
spreadsheets, reports, and information that pile up in your inbox every day—and lose the angst that goes with it!

Objectives/Learning Outcomes:
° Leamn the best practices for organizing, summarizing, and interpreting quantitative data



Create a repeatable process for analyzing your data

Bring out patterns in data that were not apparent at first glance

Identify and explain tools for data analysis

Shorten the time between analysis and action to avoid “analysis paralysis”
Know how to get from hard data to well-reasoned conclusions

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Evaluating and Presenting Analysis Results, (1)

This course focuses on transforming analysis findings into information the organization can use to make
effective decisions. Participants will learn how to determine if an analysis has met the project goals and steps to
take when finalizing an analysis. The course then shifts to the design and development of presentations. Best
practices for evaluation and presentation are provided in facilitated discussions and reinforced with practical
exercises.

Objectives/Learning Outcomes:
e [Evaluate whether an analysis has met its goals
e Determine what next steps are necessary prior to finalizing an analysis
» FEvaluate and select the most appropriate method to present both quantitative and qualitative results to
various stakeholders
Draft a reader-friendly outline for an analysis results report
Write an Executive Summary for an analysis results reports
Develop tables, graphs, and charts that convey information quickly and concisely
Develop a clear message that effectively communicates the implications of your result
Give a briefing or presentation to present analysis results to decision- makers

Suggested Prerequisites:
e Analytics Boot Camp
» Data Analysis and Modeling Techniques
e Data Collection Techniques

Link(s) to Training:

Management Concepts

How to Turn Data into Compelling Visual Presentations, (B)

Learn how to visually and clearly present data. Communicating data and the story of what that data means has
become increasingly important in recent years. In this course, you will learn the fundamentals and best practices
of data visualization techniques, as well as hands-on approaches to using Microsoft Excel and PowerPoint to
present your data in a variety of formats.

You will complete multiple exercises and create various types of visualizations and charts throughout the
course. You will also work individually and in groups to analyze, redesign, and improve poorly designed charts
that are provided.



Objectives/[.earning Outcomes:
* Understand basic graphic design principles and how audiences process information visually

* Leam how to make use of emphasis, color, layout, and typography to maximize the clarity of your
messages
Become familiar with available tools/techniques for data visualization
Understand the differences between “Glanceable” and “Referenceable” visualizations and how to
harness the power of each ‘

® Increase the impact and strength of your messages by choosing the most effective chart for a given data
set and story in various circumstances

® Learn the one color that you should make use of in every visualization, the one default element that
should be removed from every chart, how legends can confuse your audience, why a bar is nearly
always better than a pie, and common design mistakes that distort your data and damage your
credibility

Suggested Prerequisites:

None

Link(s) to Training:
American Management Association

Improve Your Analytical Skill: Making Information Work for You, (B)

This course will teach you how to synthesize data, determine implications and make informed decisions. With
interactive learning, combined with discussion, lecture, and case studies, this is your opportunity to make sense
of the overwhelming amount of data you’re inundated with daily so you can make decisions to the best
advantage of your business and career. Improving your analytical skills is easy with this analytical

thinking seminar.

Objectives/Learning Qutcomes:
e Identifying core analytical skills

* Exploring challenges in collecting, evaluating and presenting information
Describing the steps in the analytical process: plan, analyze, conclude
Improving your analytical skills by clarifying relevant issues and questions: why, who, options, benefits
and risks

Deciding on an approach for an analysis project

Creating a data collection plan for obtaining information

Organizing, collecting and evaluating data via graphic tools

Determining risks and performing cost-benefit analysis

Evaluating data and dealing with information gaps

Getting from conclusions to recommendations

Developing your conclusion graphically

Tools, tips and techniques for presenting your story to multiple audiences
Creating and delivering a brief presentation that gets buy-in

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association



Training Evaluation Form

Date:

Title of training:

Vendor:

Instructor:

Please mark the option which best indicates your level of agreement with the statements

below.

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

1. Class objectives were clearly defined.

2. Participation and interaction were
encouraged.

3. Topics covered were relevant to me and
my job duties

4. Class content was organized and easy to
follow.

5. Materials distributed were helpful

6. Instructor was knowledgeable about the
training topics.

8. Instructor was well prepared.

9. Training objectives were met.

10. Time allotted for training was sufficient.

11. Meeting room and facilities were
adequate and comfortable.

12. What did you like most about the training?

13. What aspects of the training could be improved?

14. Do you feel this course will improve your ability to do your job?




15. Please share any other feedback you have about the training.




WB GAO and IG recommendations against RT recommendations
Government Accountability Office (GAO) and Department of Labor (DOL) Inspector General (IG) reports benchmarked against include:

USDOL IG: "OSHA needs to continue to strengthen its whistleblower protection program" (September 30, 2015; RN: 02-15-202-10-105)

USGAO: Report to Congressional Committee, "Whistleblower protection program: Opportunities exist for OSHA and DOT to strengthen collaborative
mechanisms" (March 2014, RN: GAO-14-286)

USGAO: Report to Congressional Requesters, "Whistleblower protection: Sustained management attention needed to address long-standing program

weaknesses" (August 2010, RN: GAO-10-722)
USGAO: Report to Congressional Requesters, "Whistleblower protection program: Better data and improved oversight would help ensure program
quality and consistency" (January 2009, RN: GAO-09-106)

Previous IG and GAO reports

Red Team Recommendations (January 2017)

Budg
et

Track WPP expenses, including FTEs.

Revise the current WESC structure to include ARAs. The ARAs will help with long-term policy and resource
decision-making and recommendations to the NO. This includes the FTE methodology and distribution.

Federal
Partners

Develop and implement a formal
process and working relationship with
other agencies.

Strengthen working relationships with Federal partners to:
1. Provide SME training
2. Detail to Labor to build out the SME-model and/or help with cases specific to their Agency
3. Serve as an SME reference throughout case and provide knowledge, input, feedback on cases.

Internal Controls

Finalize and implement draft
investigation checklist.

ARA/RSIs use checklist to provide quality review checks. (A screen shot of WHD’s Case Review provide a
checklist starting point.)

Manual should be updated timely to
reflect current policies, procedures,
and statutes.

OSHA include SOPs, developed by an inter-region working group at the ARA and RSl level, to capture best
practices, set clear standards across the regions, and ultimately, develop a National Whistleblower Protection

Program.

Consider what parts of the manual to publish, and which should serve as internal guidance.

(See Pilot Marketplace Prototype—A way to distribute pilots across the regions and track their progress and
implementation. A counterpart to the Manual as many pilots are developed in order to go around the Manual.)

Develop an action plan to address
internal control weaknesses. This
should include NO’s control over the
program.

Remove the WPP from the regional structure to strengthen oversight from the NO.

Engage ARAs to help with long-term policy and resource decision-making. Consider revising the membership fo
the WESC to include five ARAs.

Regional audits (clarify criteria,
conducted by a different region,
submit complete reports to NO).

Implement a National Audit Program, overseen by DWPP, The audit team would visit each region at least once
every three years. They will review a representative sample of the cases completed during the past three
years. The team will review regional compliance with policy and procedures. In addition, the team would
identify best practices in the regions and provide recommendations to the Director. Attached is a copy of the




—.-revious IG and GAO reports

Red Team Recommendations (January 2017)

Wage and Hour Accountability Review Team’s “Master List of Elements.” This provides an idea of what DWPP’s
Accountability Review Team could be focusing on during these audits.

Develop and monitor specific
performance measures or indicators
for quality control. Measures should
appropriately weight timeliness and
quality of investigations.

OSHA should build a customized data analytics unit.
OSHA should establish realistic performance measures for WBIs, with the goal of producing quality
investigations that are completed in a timely manner. At a minimum, the Performance Management Plan for
WBIs should include quality and timeliness measures.
e Example of a quality measure: Percentage of WBI cases submitted during the rating period free of
substantive errors and omissions.

m e Example of a timeliness measure: Percentage of WBI’s cases submitted during the rating period
m completed timely.
©
] These metrics will tie to the Experience Tracker and Progress Tracker. The Experience Tracker will be used to
m identify pain points. The Progress Tracker will allow complainants to view the status (timeliness) of their case.
£ | Incorporate WPP strategic goals into Include measures and milestones in OSHA’s annual Operating Plan. Report WPP regional data in the quarterly
m DOL’s strategic plan. PMC meetings.
,m Tracking WB complaints includes (1) Streamline untimely and non-prima facie complaints
& | information on cases that are (2) Increase ADR
screened-out before they are (3) To track data-- Build a user centered IMIS Overhaul. Any new system should be designed for the
investigated. investigator and reflect the business needs and practices of the WPP.
Data on WB complaints are accurate. OSHA should establish national standards for case quality. The regional managers should be held accountable
WPP held accountable by NO. for ensuring that their regions meet or exceed these goals. A review of these metrics will be performed every
three years with the National Audit Program. ARAs will use this data to make necessary adjustments to
resource allocations.
Develop and provide a comprehensive | Develop skills and knowledge through a robust training program for both on-boarding and on-going
training curriculum. professional development and career enhancement. This program should ensure that WPP employees have
the requisite knowledge, skills, and capabilities to properly accomplish the program’s complex mission - the
0 effective investigation of 22 federal statutory provisions.
c
.m To achieve this, OSHA should an Investigatory and Leadership Competency Guide , and a Training Catalog that
3 incorporates required training and professional development at various levels of the whistleblower career.
(See prototypes.)
Ensure staff complete mandatory Expand the required training for new investigators and consider expanding the required training for seasoned
training. investigators.
Establish minimum standards for Audio Recorders—Allow the investigator to stay focused on the interview. A digital recording device can
m equipment and computer software. remove a major pain point during the interview process. It can also serve as a quality control.

Speech Recognition Software—Creates cost-effective rough transcripts of audio recorded interviews.
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0verv1ew of Leadershlp Tralnlng Courses
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Achieving Leadership Success thr hPeo |

Advanced Leadership Skills and Techniques

Assertiveness Skills: Communicating with Authority & Imgact

Agsertweness Training for Women in Business

Building and Sustaining Teams

| Coaching from a Distance
Collaborative Leadérshig Skills
Communication Sl{ilig:Akésuitg grhfodgﬁiéollélﬁaorétvion
Decision ort for Finance . -
Developing Team Creativiiy and Initiative
Developing Your Leadership Voice for Presence and Impact

Emotionally Intelligent Leadership
Engaging Leadership
Executive Presence for Women

tpanding Your Influence: Understanding the Psychology of
Persuasion

High Impact Leadership: Expanding Your Influence

- How to Coach 3 Virtual Team
How to Communicate with Diplomacy, Tact, and Credibility
Influence Skills: Getiin_g&sults without Direct Authority

Interpersonal Skills: beveloging Effective Relationships
Leadership and Mal;agemg' n:- Skﬂlg form-ﬂa_llaggj'_é

' Leadershig Developrhent for Women

| Leadership Skills and Techniques

Leadership Strategies for Creating a Résgectful Workplace

Leading an a Diverse aricl'lncluslvé Cu-l‘ture

Leading vour Team td Success

Managing Chaos: Tools to Set Priorities and Make Decisions
Under Pressure

Personal Skllls for Professnonal Excellence

Preparing for Leadershlg: What it Takes to Take g' he Lead

roject Leadership: Building Commitment througﬁ Sugeﬂor
Lommunication

Project Leadership: Building High-Performance Teams
Public Speaking: Compelling Speeches & Presentations
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Advanced
Advanced
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Basic
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Intermediate
Advanced

Advanced
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Intermediate
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Training Course Level  Individual  Group Manager

$ S L T 2 s - Contributor/ Leader
PR e T L T : Employee
Situational Leadership Workshop Intermediate - ® ®
Strategic Agility and Resilience: Embracing Change to Drive Advanced i o
Growth ' :
The Voice of Leadership: How Leaders Inspire, Influence, and Intermediate ® L]
Achieve Results

Sparking Innovation and Creativity Basic ® ]

Overview of Management Training Courses

Assertiveness Training for Managers Intermediate 2
Coaching Essentials for Managers Advanced ®
Developing Executive Leadership Advanced ®
Facilitating an Effective Strategic Planning Process Advanced ®
Fundamentals of Strategic Planning Basic ®
HR Essentials for Government Supervisors Intermediate L
Interpersonal Essentials for Supervisors Basic o
Leadership and Team Development for Managerial Success Intermediate ®
Leadership Skills and Techniques for Supervisors Intermediate @
Management Skills Intermediate ®
Strategic Execution: ng it Don Advanced e
Strategic Planning Intermediate ®
Strategic Thinking Intermediate ®
Supervising Emplovee Performance Basic ®
Achieving Success as a New Manager Intermediate ®
Decision Making Advanced ® ®
Analytical

Advanced Tools and Technigues for Data Analysis Advanced g
Analytical Thinking and Problem Solving Basic L L
Analytics Boot Camp Basic

Critical Thinking for Problem Solving Intermediate L °
Data Analysis and Modeling Techniques Advanced




Data Collection Technigques Intermediate L ®

Decision Support: Building New Analytical Skills Intermediate ®

Essential Tools and Technigues for Data Analysis intermediate ®

Evaluating and Presenting Analysis Results Intermediate ® ®
How to Turn Data into Compelling Visual Presentation Basic ®

Improve Your Analytical Skill: Making Information Work for You Basic ®

Overview of Communication Training Courses
NOTE: These courses have been identified by MSHA in their training program, however, they have not been
mapped/linked into this document.

~ Training Course Level Individual ‘Group  Manager
AR SIS RN E Sl T : Contnbutorl teader ' g
A G > ‘ Employee o

' Interpersonal Communication: Communicating with Confidence

')evéloping Effective Communication Skills
~ommunication Skills and Project Management

Interpersonal Communication: Targeting Your Message

| Interpersonal Communication: Communicating Assertively

! Individuals who want to develop or refresh their interpersonal

communication skills

. Communication Skills and Project Management

Telecommuting Basics: Communication Strategies for the Remote

i Employee

Leading Teams: Fostering Effective Communication and

. Collaboration

Strategies for Communicating with Tact and Diplomacy-

{ Creativit}: Developing and Communicating Ideas-

Listening Essentials: Iinproviug Your Listening Skills

Listening with Skill- Online Course

' Communication Skills and Project Management

Listening Essentials: The Basics of Listening-

interpersons;l Communication: Being Approachable
'tiglier Purpose Llsfening-
Mechanics of Communicating Effectively

Delivering a Difficult Message with Diplomacy and Tact

Working with Difficult People: Identifying Difficult People



Flnal Enm lnterpersonal Communimtion

Communlcatlng during Difficult Times

Overwew of Persuasive ertlng Training Courses

‘ Buslneu Wriﬂng. How to Wme Clearly and Conusely

Business Wrmng' Know Your Readers and Your Pnrpose

' Businels Writing: Edltlng and Proofreadilg

Weritten Communication

Writing under Pressure: The Writing Process

" Business Grammar: The Mechanics of erﬂng

Business Ahalysi}i Reduikeméﬂu ﬁaﬁaﬁeﬁen‘t- and Communication

Business Grammar: Working with Words
 Influence and Persuasion

| Writing for Technical Professionals: Effective Writing Techniques

Overview of Analyzmg Data Traming Courses

Y Buslness Wrnilg. How to erte Clearly and Conclsely V
Business erting' Know Your Readers and Your Pnrpose
Busmess Whriting: Edlting and Proofreading '

|
|
|
|
|
|

- Written Communication
‘ Wr.lting under Pressure: The er?llg Process ' -
| Business Grammar: The Mechanics of erting -
;. Business Analysis Requlréments Management and Communkaﬂon
Business Grammar: Wofl&iiﬁ with Words S
Influence and Persuasion

Wriling for Technical Professionals: Effective Writing Techniques



Overview of Presentation Skills Training Courses
Training Course -~ Level Individual
' - ' i Contributor/

Employee
Basic Presentation Skills: Creating a Presentation

Basic Preselitation Skills: Planhing a Presentation

Basic Presentation Skills: Delivering a Presentation
Public Speaking Strategies: Confident Public Speaking
Public Speaking Strategies: Preparinngffective Speeches

Generating Creative and Innovative Ideas: Enhancing Your
Creativity

Generating Creative and Innovative Ideas: Maximizing Team
Creativity

Basic Presentation Skills: Creating a Presentation
Basic Presentation Skills: Planning a Presentation
Basic Presentation Skills: Delivering a Presentation

Generating Creative and Innovative Ideas: Verifying and Building
n Ideas

Executing Innovation

Getting Ready to Present

Creativity: Developing and Communicating Ideas
Promoting Creative Thinking

Leadership Essentials: Motivating Employees

Leadership Essentials: Communicating Vision

' Leadership Essentials: Building Your Influence as a Leader
Leadership Essentials: Leadihg with Emotional Intelligence
Leadership Essentials: Leading Business Execution
Leadership Essentials: Leading Innovation

Leadership Essentials: Leading Change

Leadership Essentials: Creating Your Own Leadership
Development Plan

/’\eading Outside the Organization
Knowing When to Take Leadership Risks

Wanted ~ Innovation Leaders

Group
Leader

Manager



Training Course Level Individual
Contributor/
Employee
Crafting an Organizational Vision

Facilitating Collaborative Processes

Challenges of Facilitating

Using Facilitation Skills as a Manager

Essential Mentoring Techniques: Mentoring Fundamentals

Essential Mentoring Techniques: Designing and Initiating
Mentoring Programs

Essential Mentoring Techniques: Building and Maintaining
Mentoring Relationships

Essential Mentoring Techniques: Evaluating and Ending the
Mentoring Program

Leadership Essentials: Leading Change

Leadership Essentials: Creating Your Own Leadership
Development Plan

Leading Outside the Organization
Knowing When to Take Leadership Risks
Wanted — Innovation Leaders

Crafting an Organizational Vision

Facilitating Collaborative Processes

Overview of Problem Solving Training Courses
Training Course Level Individual
Contributor/
Employee
Critical Thinking Essentials: What is Critical Thinking
Critical Thinking Essentials: Applying Critical Thinking Skills
Uncovering the Root Problem
Anticipating and Solving Problems as a Project Champion
Turning Problems Around with Reverse Brainstorming
Problem Solving: Process, Tools, and Techniques

Problem Solving and Process Management Tools

Problem Solving and Decision Making

Group
Leader

Group
Leader

Manager

Manager
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Training Course Level Individual
Contributor/
Employee
Workplace Conflict: Recognizing and Responding to Conflict
Workplace Conflict: Strategies for Resolving Conflicts
Personal Conflict Styles
Leading Teams: Motivating and Optimizing Performance
Leading Teams: Dealing with Conflict
Leading Teams: Managing Virtual Teams
Coping with Aggressive Behavior in the Workplace
Blame Backfires — Conquer Negative Thinking
Reacting to Coworkers Who Try Taking Advantage
Improving Communication in Cross-cultural Relationships
Communicating with a Cross-cultural Audience
The Value of Peer Relationships
Building Peer Relationships
Building Better Relationships through Understanding
Developing Strategic Peer Relationships in Your Organization
Forming Peer Relationships and Alliances at Work
Peer Political Styles
Managing Conflict
Engaging Top Performers

Coping with Accusations in the Workplace

Manager to Manager Conflict

Overview of Constructive Feedback Training Courses

Training Course Level Individual
Contributor/
Employee
Giving Feedback

Group
Leader

Group
Leader

Manager

- Manager
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Leadership Courses

Achieving Leadership Success Through People, {A)

Lead more effectively by creating rapport, synergy and two-way trust. The most successful leaders are those
with the best people skills, especially during the most difficult circumstances. Poor communication and
interpersonal relationships routinely thwart leaders who are otherwise technically competent. In order to
succeed, leaders must be fully engaged with the individuals who make up their organization. Focusing skill-by-
skill on P.E.O.P.L.E. (Professionalism, Empathy, Optimism, Partnering, Loyalty and Empowering) this seminar
can help anyone in a position of leadership to better demonstrate caring as well as courage, and to use a
P.E.O.P.L.E. approach to achieve maximum results.

Objectives/Learning Qutcomes:
» Understand the components of professionalism and the importance of setting a good example

® Coach and develop your direct reports/colleagues to be more hopeful and empathetic as they develop
greater professionalism

Create genuine partnerships and unity with, and among, direct reports/colleagues
Be more optimistic through reframing, resilience and positive ianguage skiiis
Learn and apply the components of loyalty to create “loyal followership”

Trust and empower your direct reports/colleagues more

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Advanced Leadership Skills und Technigues, (A}

This course is designed to assist individuals in enhancing and sharpening their existing leadership skills.
Participants will learn to develop a strong leadership presence, apply emotional intelligence (El) competencies,
demonstrate flexibility in their leadership approach, develop the leadership potential of a team, and make
ethical decisions. Through self-assessments, practical group exercises, and discussions, participants will have
the opportunity to apply learned strategies to different individual, team, and organizational situations.

Objectives/Learning Outcomes:
e Develop a strong leadership presence
e Apply emotional intelligence (El) competencies to enhance individual, team, and organizational
performance
e Demonstrate flexibility in leadership approach to maximize effectiveness
e Develop the leadership potential of a team
e Strengthen ateam’s leadership role in an organization
e Solve ethical dilemmas ‘

Suggested Prerequisites:

Building and Sustaining Teams
Leadership Skills and Techniques

Link(s) to Training:

Management Concepts




Assertiveness Skills: Communicating with Authority & Impact, (8)

nis course will help you gain self-awareness of your attitudes and behavior patterns that promote or hinder
assertive behavior. Through video demonstrations, role-playing activities, journaling, skill development and
workshops, you increase your ability to get work done using proven techniques.

Objectives/Learning Outcomes:

o Demonstrate and model assertive behavior for win-win outcomes
Gain self-awareness of your attitudes, behavior patterns and habits
Develop a positive, proactive response to difficult behaviors
Exhibit confidence in your ability to address challenging situations
Enhance your skill set with proven tactics

Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
American Management Association

Assertiveness Training for Women in Business, {I}

AMA's assertiveness training for women gives you the opportunity to practice fundamental assertiveness skills
Ind to share your concerns with other women in a supportive and encouraging learning environment. You'll

assess your leadership style and then apply the new skills and tools you learn directly to one of your own

challenges, receive feedback, and refine your skills through videotaped practice. Return to work with a

complete and flexible plan for achieving the kind of assertiveness your position demands.

Objectives/Learning Outcomes:

* Recognize the characteristics of the four assertiveness styles

¢ Assess your individual assertiveness style and its effectiveness

« Demonstrate assertiveness techniques using supportive communication behaviors

» Develop an action plan to overcome at least two personal obstacles to assertiveness

» Learn how to capitalize on the strengths of your leadership style—and minimize weaknesses
« Flex your leadership style preference to interact most effectively and assertively with others
» Incorporate assertiveness techniques into everyday practices

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association
SkillPath




Bullding and Sustaining Teams, (1)

This highly experiential and interactive course excites, challenges, and guides leaders through a series of
exercises that help.them build high-performing teams and sustain team excellence. Through analysis of critical
workplace issues, the course transforms participants who want to think, problem-solve, innovate, and find
support in order to help their organizations build high-performing teams. Participants discuss previous
teaming experiences, engage in practices they can use to promote successful teaming experiences in their
own organizations, and evaluate the strategies they currently use to help their teams accomplish their
objectives. Participants also gain insight into their own preferences around team dynamics and engage in
exciting experiences that help them shift the way they lead their teams.

Objectives/Learning Outcomes:
e |dentify the criteria for high performance
e Develop strategies to build trust with and among team members

Establish effective communication standards before initiating collaborative efforts

Leverage the skills of your team members to align the team for high performance

Develop strategies to bring your team to a state of high performance

* Manage challenging issues to sustain high performance

e Apply lessons learned to a hypothetical scenario and develop an action plan for achieving high
performance

Suggested Prerequisites:
e Leadership and Management Skills for Non-Managers
o leadership Skills and Techniques
¢ Interpersonal Skills: Developing Effective Relationships

Link(s) to Training:
Management Concepts

Coaching From o Distance: Developing Your Team When You Can’t Be Fuce to Foce {1}

Successful coaching is challenging and rewarding—but coaching remotely or in a virtual environment demands
all-new rules. The countless ways in which professionals now communicate means business can be conducted
almost anywhere. This has introduced the element of distance (both real and virtual) between coach and
subject. Coaching skills that once worked so effectively face-to-face won’t get the job done today. For a
remote or virtual environment, coaches must develop an entirely new battery of skills—from innovative ways
of listening to new measures of coaching success. This new Live Online Seminar covers it all in four dynamic
lessons, with a sharp focus on skill-building and modeling techniques that will enable coaches to move their
teams to the next level of professional development regardless of distance.

Obijectives/Learning Outcomes:
« Diagnose the specific kind of coaching that the situation requires
« Provide coaching directed toward development, career planning and performance management
e Develop critical listening skills—to “hear between the lines”
* Make the right connections to foster cohesion and teamwork
« Execute your strategy with the appropriate set of tools and techniques
o Compensate for lack of “face time” and visual cues

Suggested Prerequisites:




None

.nk(s) to Training:
American Management Association

Coltaborative Leadership Skills, (i}

Developing essential collaborative skills to build team commitment with collaborative leadership training to
enhance team commitment and individual performance. This seminar will give you the skills to be an adaptive
manager, someone who can create clarity, vision and build mutual trust with your team and other
departments. It will show you how to inspire optimal performance from team members and help bring out
their strongest talents.

Objectives/Learning Outcomes:
e Become more effective by enabling each team member to share ideas and generate solutions
Remove roadblocks that prevent employees from doing their best work
Enhance team creativity and involvement without expensive programs or initiatives
Differentiate yourself and become more influential in your organization
Help increase employee retention and engagement
Develop a mindset that can increase your innovation skills and produce new ideas
Provide greater opportunities for employees to own and implement their ideas
Reduce performance issues by increasing employee involvement and leadership skills

,‘uggested Prerequisites:
None

Link(s) to Training:

American Management Association

Communication Skills: Results through Collaboration, {B)

Through interactive workshops, self-assessments, role-playing activities and video simulations, you gain
practical experience initiating and responding to various forms of communication. You will also learn to handle
situations based on a flexible, genuine and self-confident approach.

Objectives/Learning Outcomes:
e Build collaborative relationships that emphasize trust and respect
e Communicate effectively using simple and concise language
e Enhance listening skills to anticipate and avoid misunderstandings
e Foster cross-cultural understanding in your workplace
e Eliminate communication roadblocks
e Focus on nonverbal cues

Suggested Prerequisites:
Aone

Link(s) to Training:

Learning Tree
SkillPath




Decision Support for Financial Managers, {8) _

This course provides students with the foundational knowledge and skills needed to recognize an issue in their
environment and translate both the empirical and qualitative data into well-constructed courses of action.
Students will learn how to identify both financial and nonfinancial factors associated with each alternative,
and provide evidence-based recommendations to the decision-maker. Students will apply the knowledge and
tools presented in the course through interactive case studies to strengthen their understanding of decision
support fundamentals.

Objectives/Learning Outcomes:

e Develop a foundational understanding of evidence-based decision support
Combrehend and apply a four-step decision support model
Identify the objectives of a decision
Apply brainstorming and other decision theory techniques appropriately
Identify, comprehend, and translate the decision-maker's intent into action
Apply "mix-method" research tools for value-added decision support
Understand and mitigate risks associated with decision support analysis
e Communicate recommendations effectively

Suggested Prerequisites:
None

Link(s) to Training:
Management Concepts

Developing Team Creativity and Initiative, {i]

Surveys show that 80% of company ideas come from teams working in the field who are in contact with
clients, suppliers and partners. These front-facing team members are in a position to identify problems, find
solutions and suggest new ways of obtaining sustainable growth. Managers who succeed in today’s age of
knowledge and complexity have gained the know-how to leverage this incredible resource.

In this course, developed in conjunction with Isaac Getz, professor at the ESCP-EAP (School of Management
for Europe), associate professor at Stanford University and one of the world’s leading specialists in innovation
and creativity, you will discover how to set up a framework for encouraging ideas, much like those for cutting
costs or managing quality.

Objectives/Learning Outcomes:
e Encourage the emergence of ideas and implement them to increase your team’s performance
e Enhance your team’s ability to be self-directed
« Become a facilitator who enables others to develop their potential
e Manage ideas as a way to leverage motivation
e Save time and free up more energy
o Increase your team’s self-sufficiency, adaptability and ability to react quickly
e Unleash your team’s potential for innovation

Suggested Prerequisites:
None

Link(s) to Training:




American Management Association

‘eveloping Your Leadership Voice for Presence and impact, (B)
You learn to develop your authentic leadership voice and the confidence to lead in daily situations and during
periods of change. You also learn techniques for engaging, inspiring and motivating others; handling
challenging conversations; and achieving greater success.

Objectives/Learning Outcomes:

e Adopt a strategic process and a framework for leading change
Communicate effectively to successfully implement change
Apply a strategic approach to communication and planning
Inspire and motivate others to support change
Skillfully handle challenging situations
Evaluating your current personal communication areas for growth
Discovering personal factors that affect communications outcomes
Practicing organizational change stories to connect with stakeholders
Crafting effective messages
Evaluating stakeholders to customize your communications strategy
Identifying best practices to lead and sustain change

Suggested Prerequisites:
None

cink(s) to Training:
Learning Tree

Emotionally intelligent Leadership, (1) :

This course links emotional intelligence to practical leadership behaviors. In this course, leaders assess the
emotional competence of their leadership behaviors and identify ways they can increase their emotional
intelligence when leading others. The course starts with a series of guided reflections and takes participants
through a series of emotionally charged situations through which they develop a greater understanding of
emotionally competent leadership behaviors. At the end of each module, participants complete incremental
action plans that evaluate the effectiveness of the techniques they used and identify specific workplace
situations in which they can integrate emotionally intelligent leadership practices.

Objectives/Learning Outcomes:
e Explain the value of emotional intelligence for leaders in the modern workplace
e Describe the impact of your emotional intelligence on your leadership behaviors and decision making
processes
Identify key characteristics of an emotionally intelligent leader
Respond to emotionally charged situations in an emotionally competent manner
Demonstrate emotionally intelligent leadership behaviors when leading others
Promote emotionally intelligent leadership behaviors throughout your organization

Suggested Prerequisites:
Leadership Skills and Technigues

Link(s) to Training:




Management Concepts
Learning Tree

Engaging Leadership, {i}

Based on the fast-selling book, The Cornerstones of Engaging Leadership®, this interactive course reveals the
key actions a leader must take to connect with and engage others: build trust, leverage unique motivators,
manage performance from a people-centric perspective, and engage people emotionally. By committing to

these four cornerstones of engagement, leaders can unleash the potential of others and inspire effective
performance.

The approach used in this course will help leaders at all levels of an organization increase the engagement of
others and foster more effective performance. This session will incorporate a self-assessment that helps
participants understand how they demonstrate engaging leadership right now and then create a plan for
becoming a more engaging leader. Working with partners and small groups during the course, participants will
practice various skills and approaches, walking away with key practices they can put into action immediately.

Objectives/Learning Outcomes:
e Connect common understandings of engagement on an organizational level to what an individual
leader can do to increase engagement and affect performance
e Utilize a framework for understanding engagement and engaging leadership
e Build trust in a more holistic way
e Hold conversations with others about what uniquely motivates them to perform

e Recognize the value of a people-centric approach in order to increase engagement and effective
performance in the workplace

e Discuss how emotions influence engagement and individuals’ interest in participating in organizational
change

e Describe “best practices” for creating an engaging culture of leadership

Suggested Prerequisites:
None

Link(s) to Training:
Management Concepts

Executive Presence for Women, {1)

This seminar explores the key components of being "powerful.” In a supportive atmosphere, you'll get honest
feedback from your instructor and peers, benefit from videotaping and improvisation practice, and get a
realistic idea of your current power image. You'll then identify and practice improving your power presence.
Filled with personalized coaching and intensive feedback, this is the ideal seminar for women who want to
influence and maximize their executive presence.

Objectives/Learning Outcomes:
e Know how body language and verbal behaviors affect your image as a leader
e Recognize how small changes can improve your ability to be perceived as powerful
e Use your verbal and body language in appropriate ways to increase your influence

e Understand how powerful leaders vary and balance their verbal and body language depending on the
circumstances




e Learn how to project confidence in any business situation

1ggested Prerequisites:
None

Link(s) to Training:

American Management Association

Expanding Your Influence: Understanding the Psychology of Persuasion, {i)

Bringing about the reaction you want from others and expanding your influence require insights that go
beyond the actual process of influencing—and into the psychology of what truly prompts us to say yes or no.

This 2-day course explores these psychological triggers, plus how this knowledge may be used not just for
compliance but for mutually desirable outcomes. You'll uncover persuasion techniques that most people don’t
even know exist and learn how to build your influence by applying these principles to any number of business
interactions, from managing, mentoring and negotiating to conversations, writing and presentations. In
addition, you will learn how to choose the best principle for any given situation and avoid being manipulated
by others.

Objectives/Learning Outcomes:

e Explore the psychology behind persuasion

* Understand the psychological/subconscious triggers that influence a person’s decision-making process,
) behaviors and reactions

e Select and customize the right law(s) of persuasion to apply in any situation

e Learn tactics to protect yourself from unethical behavior

e Prepare to influence an individual by using the Pre-Persuasion Checklist

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

High Impact Leadership: Expanding Your influence (i)
You gain practical knowledge and skills to become more effective at implementing strategy, making decisions,

building networks and alliances, and leading teams through various types of change. You develop the
confidence to engage and mobilize others to achieve positive business outcomes.

Objectives/Learning Outcomes:
e Successfully navigate organizational politics to achieve results
e Create and implement strategy to strengthen your team's competitive advantage
~® Foster effective decision making and judgment in challenging situations
/e Extend alliances and facilitate change initiatives
Assessing your influencing strategies
Best practice-sharing to thrive in a political environment
Monitoring performance results to create measurable outcomes




e Profiling your and others' decision-making styles
e Applying a strategic change model
e Promoting individual and team strengths

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

How to Coach a Virtual Team, {i}

Building relationships over hundreds—or thousands—of miles? Trying to set goals that are understood around
the globe? These special circumstances require special skills. Workplaces around the world are now linked
virtually though technology. To get results, the leader of a virtual team must approach employees differently
from co-located teams.

Master the tools and techniques that increase your effectiveness when managing performance and coaching
virtually. So you can overcome the challenges that are specific to leading a virtual team. Build effective long-
distance teams. And manage and coach virtually with success and complete confidence.

Objectives/Learning Outcomes:

e |dentifying virtual performance challenges

e Exploring best practices for performance management in
virtual teams

e Defining virtual team members’ roles and responsibilities to
maintain team focus on goals, objectives and tasks

e Learning the process for identifying coaching and
development activities for employees

e Practicing using the GROW Model of Coaching

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

How to Communicate with Diplomacy, Tuct, and Credibility, (B)

How well you communicate can make or break your professional image. It directly influences how others view
your work and performance—as well as your prospects for career advancement and mobility. Unfortunately,
being diplomatic, tactful and credible doesn’t always come naturally to people. Even when it does, such
communication can easily be derailed by emotions and conflicts. To be a communicator who is skilled in all
three areas, it takes awareness, training and the know-how to apply proven techniques to all kinds of
situations.

This seminar will teach you how to choose and use the most appropriate words and emotional tone for every
business interaction. You will gain insights into your communication style and the styles of others, while
building skills to clearly and effectively receive and transmit information, ideas, thoughts, feelings and needs.



Objectives/Learning Outcomes:
e Apply diplomacy and tact to be a credible and effective communicator
¢ Manage the impact your communications have on your image
e Define and leverage your communication style
Develop and demonstrate better listening skills
Understand the importance of perceptions
Explore communication style differences and learn to flex your own style
Recognize the impact of stress on communications and be able to adjust for it
Know what makes effective, powerful communication and develop the skills to model it

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association
Skillpath

Influence Skilis: Getting Results without Direct Authority, (i)

Through practice sessions, video simulations and role-playing activities, you acquire the specific skills,
behaviors and attitudes necessary to achieve desired results without relying on the use of authority. You also
learn to enhance your listening skills to avoid common misunderstandings.

Jbjectives/Learning Outcomes:
e Apply influence strategies to gain commitment and foster collaboration
e Dynamically adjust your approach to others to gain buy-in
e Achieve goals by enhancing trust and cooperation
e Deal effectively with challenging behaviors to overcome resistance and inertia in others
e Use knowledge and competence to influence others

Suggested Prerequisites:
Interpersonal Skills: Developing Effective Relationships

Link(s) to Training:
Management Concepts

Learning Tree
American Management Association

interpersonal Skills: Developing Effective Relationships, (i)

This course is intended to assist individuals in recognizing their own communication styles and how their
individual styles differ from the communication styles of others in the workplace. Additionally, participants
learn how to improve their interpersonal skills and how to maintain relationships over time. Through

iteractive activities, self-assessments, and discussions, participants gain an awareness of their
communication styles and learn strategies to resolve conflict and strategies for communicating effectively with
those whose styles are unlike their own. Participants learn skills to communicate and listen effectively and
maintain relationships through inspiring trust and giving and receiving feedback.



Objectives/Learning Outcomes:
e Determine their communication style
e Develop strategies for interacting with communication styles unlike their own
e Identify and use conflict resolution styles appropriate for different situations
Identify barriers to communication and strategies to overcome them
Listen effectively to ensure they have received messages as intended

e Use nonverbal communication to express interest and demonstrate that they are actively engaged in
conversations '

e Develop strategies for building and maintaining relationships

Suggested Prerequisites:
None

Link(s) to Training:
Managemeni Concepis

Leadership and Management Skills for Non-Managers, {B)

This course introduces fundamentals of leadership and management. Through highly interactive activities,
self-assessments, and discussions, participants learn how to lead from their roles in their organizations. Skills
introduced include communicating effectively, solving problems, making decisions, working in teams, building
relationships, creating and implementing change in the organization, and aligning one’s goals with the
organization’s mission, goals, and objectives.

Objectives/Learning Outcomes:
e Use effective communication techniques to improve results
e Identify opportunities to enhance cooperation among their colleagues
e Manage the day-to-day challenges of leading a team
e Use effective strategies for organizing projects and negotiating resources
e Apply problem-solving and decision-making skills to accomplish tasks
e Assess their organization’s ability to be flexible and open to new ideas
e Create and implement change in their organizations

Suggested Prerequisites:
None

Link(s) to Training:

Management Concepts

Leadership Development for Women, {i)

For women looking to advance their careers, sobering realities need to be considered and addressed. Despite
years of advances in both legal and corporate policy, many qualified women don’t get the jobs they want.
Misperceptions, stereotypes and misplaced emotions on the part of either sex can still sabotage a woman'’s
career hopes—unless she takes a more strategic approach to her career.

This hands-on course shows you how to strategically use your strengths and abilities—your competitive
edge—while mastering your emotions in even the most unwelcoming atmosphere. You'll learn how to build a
network of support, take smart risks and view competition in a more positive light. Discover how to conduct



yourself in a manner that earns you respect, and pursue your goals with positive energy. Return to your job
feeling confident, ready to compete fearlessly, and in a better position to be recognized for your true
ipabilities. :

Objectives/Learning Outcomes:

» Overcome overt and hidden biases against women as leaders

Adopt a competitive mindset that leverages your strengths as a woman

Build a wide and strategic network of key stakeholders who will promote your career
Avoid taking a perfectionist approach to competitive and challenging situations
Recover from losses quickly by learning to take things less personally

Learn to deal with hypercompetitive colleagues with whom you have low trust

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association
SkillPath

Leadership Skills and Technigues, (1)

This course is designed to assist individuals in developing leadership skills that will enable them to lead from

any position within an organization. Participants learn to lead with interpersonal effectiveness, influence,
nhpact, and inspiration. Through interactive activities, self-assessments, and discussions, participants identify

their leadership and personal influence styles and apply strategies to different situations. Participants practice

building relationships based on integrity, credibility, and trust. They learn where they have the most leverage

to facilitate change. Participants build a leadership network and commit to ongoing leadership development.

Objectives/Learning Outcomes:

e Describe a variety of leadership theories and models

» Identify important qualities and behaviors of effective leaders

* Describe their communication style and how it impacts their ability to lead
Identify and apply strategies for enhancing leadership relationships with others
Determine where you have the most leverage to facilitate change
Apply innovative thinking practices to current and future organizational challenges
Apply leadership practices and principles as an individual and in a team

Suggested Prerequisites:
Supervising Employee Performance

Interpersonal Skills: Developing Effective Relationships
HR Essentials for Government Supervisors

Link(s) to Training:
Management Concepts




Leadership Strategies for Creating a Respectfui Workpiace, (A)

Build and support a more positive and productive workplace climate. A workplace where employees treat one
another with civility and respect is far more likely to function at optimum levels of productivity. Unfortunately,
the rise of disrespectful behaviors in business seems to be at epidemic levels, and the result is a steady erosion
in morale and productivity. This seminar provides strategies for leaders and managers to recognize and handle
offensive, disrespectful and inappropriate behaviors. It also explores how to improve productivity by modeling
better behavior and fostering a culture of civility and mutual respect.

Objectives/Learning Outcomes:
e Reduce the likelihood that smaller issues will escalate into larger confrontations
Use appropriate tools to deal with rudeness, incivility and harassment
Be better equipped to coach staff to deal with offenders
Enhance project success through improvements in workflow
Help reduce time away from work, worker’s compensation claims and health insurance costs
Be prepared for possible Healthy Workplace legislation l

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Leading in a Diverse and Inclusive Cuiture, (A)

Maximize individual, team, and organizational potential through diversity and inclusion (D&I). Everyone has
the right to work in an inclusive work environment—one that embraces differences and diversity. If you're a
leader or a manager, recognizing and taking responsibility for diversity and inclusion (D&l) is crucial to your
position, and to your organization’s success. But leveraging diversity through inclusive leadership practices,
attitudes, and behaviors does more than promote equality and fairness. It’s the only way to truly harness the
power of people’s differences for positive business outcomes.

This program offers you a roadmap that includes tools, models, and best practices for increasing your
competence, confidence, self-awareness, and skill as an inclusive leader. Through case studies and other
hands-on activities, you’ll discover how to create an environment where all are seen, heard, recognized, and
appreciated. You'll also learn how to harness such an environment to positively impact employee
engagement, innovation, hiring, retention, and team performance.

Objectives/Learning Outcomes:
e Recognize the issues and value of D&I at the personal, team, and organizational levels

e Become a more inclusive leader by recognizing strengths and growth opportunities for yourself and for
others

Communicate effectively and inclusively in a diverse environment

Articulate how operating from biases impacts innovation, productivity, and engagement
Analyze diversity and cultural competencies in the context of talent management
Harness the power of differences to boost team performance and collaboration
Manage disagreements, misunderstandings, and conflict

Suggested Prerequisites:



None

.nk(s) to Training:
American Management Association

Leading Your Team to Success, (1)

Is your team off track? Unfocused or heading in multiple directions? Not delivering results? As you know,
managers only go as fast as their teams. If your team is not pulling together, your success as a manager is on
the line. In this course, you will learn tools and techniques to help your team operate smoothly, meet
deadlines and fulfill their mission.

You will also bolster your communication skills so you can better lead your team. Increase your effectiveness
as a manager, enhance your team’s collective potential and improve their performance. Whether you are new
to the management role or already experienced in managing others, this course will help you boost your
leadership skills and professionalism.

Objectives/Learning Qutcomes:

Identify team members’ strengths and weaknesses

Gain insight into how your team operates

Create conditions that promote team cohesiveness

Carry out effective joint assignments under various circumstances

Improve your ability to conduct team meetings, brainstorming sessions and manage projects
Help your team run more competently

Create a less stressful working environment with fewer conflicts

Improve team results '

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Managing Chaos: Tools to Set Priorities and Make Decisions Under Pressurz, {A)

Manage expanding workloads, constantly shifting priorities and increasing demands. In this seminar, you'll
discover tools to plan your day and adjust to shifting demands with greater clarity. You'll practice managing
interruptions from your boss, peers and employees and learn how to be professional, strategic and assertive in
solving problems despite expanding workloads. You'll leave knowing how to apply the appropriate techniques
to alleviate, clarify and eliminate chaos within your control.

Objectives/Learning Outcomes:

e Reduce, clarify and eliminate chaos within your control
Identify, analyze and determine priority of your workday
Use a daily action plan to allocate time and energy
Remain focused and act more decisively when priorities shift
Become more assertive and strategic in your communication
Manage interruptions and conflicts with greater ease
Utilize the right tools to balance and manage tough choices




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

SkillPath

Personal Skills for Professional Excelience, (8)

You will gain a comprehensive set of skills that helps you stay focused, work effectively with colleagues,
develop your networks and expertise, and build your reputation for delivering results. This course gives you
the skills and tools you need to handle everyday practical problems.

Objectives/lLearning Outcomes:
e Apply proven skills to stay focused, work effectively and develop your networks and expertise
o Get results working with different and difficult personality types
o Maintain focus in pressure situations
o Build and leverage your professional reputation
e Work productively within your organization's political environment

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

Preparing for Leadership: What it Takes to Tuke the Lead, {B)

This leadership training course is uniquely designed to help leaders-to-be get ready for their new challenges
and responsibilities. You'll discover the heart, soul and mind of true leadership. Through role-playing, self-
assessment tests and other leadership training scenarios, you'll explore leadership roles as strategist, change
agent, coach, manager, communicator, mentor and team member. And you'll learn how to develop your
unique leadership style for maximum impact.

Obijectives/Learning Outcomes:

e Understand what a leader is...and is not

e Project a more dynamic image

e Discover your own unique leadership style

e Determine which leadership attributes you already possess

e Apply lessons learned through leadership training to take on your first leadership position with greater
confidence

e Get noticed by learning how to look and talk like a leader

Find out what people expect and respect in a leader

e Apply lessons learned through leadership training to refine your skills in gaining and using power and
influence positively
Learn how to motivate a team, including “difficult people”

e Protect yourself against the pitfalls of intra-organizational politics



Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Projeci Team Leadership: Building Commitment Through Superior Communication, {{)

Create more successes through enhanced project leadership, communication and negotiation skills. The
demands of a project leadership role are unique. You must learn how to serve both the needs of your team
members with the needs of the project—not an easy task. Project leadership requires a blend of soft skills,
such as communication and motivation, along with the bottom-line capabilities of project management.

This workshop will teach you how to master the project leadership skills that can help you build team
commitment and create a more predictable project environment.

Objectives/Learning Outcomes:

e Build high-performance teams that can lead projects to successful implementation
Keep the team on track through team consensus and conflict resolution

Minimize communication misunderstandings

Prevent team “break-ups” by using constructive feedback

Achieve better results through clear, open and honest communication

Optimize time, money and resources by putting the right people on the right projects

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Project Leadership: Building High-Performance Teams, (1)

In this course, you transition to a leader who can inspire a diverse team to work together and deliver customer
success. At the end of your classroom experience, you take away an understanding of project leadership best
practices and a development plan for personal application.

Objectives/Learning Outcomes:

e Build and sustain high-performing project teams
Develop team identity and empower others
Foster productive team communication and effectively manage conflict
Increase productivity by challenging your processes and motivating your people
Manage internal and external influences that team performance
Applying the LSM model and leadership best practices
Distinguishing the stages of team development
Maximizing team participation in delivering project outcomes
Creating team direction and purpose
Applying conflict-style analysis to minimize disruption and distractions
Identifying team needs for high performance




Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
SkillPath

Public Speaking: Compelling Speeches & Presentations, (1)

This course provides the opportunity to significantly improve your public speaking skills by practicing and
delivering speeches and presentations in a safe environment with personalized feedback. In addition, video
recording and self-evaluation help you rapidly strengthen your speaking skills.

Objectives/Learning Outcomes:
e Speak publicly in a convincing, confident and concise style
e Deliver dynamic and effective presentations
Employ a method to create materials that support a compelling speech
Build audience rapport through eye contact, vocal delivery and body language
Sharpen your public speaking skills by integrating feedback
Constructing an informative and persuasive presentation
Emphasizing points with body language, gestures and use of space
Improving vocal emphasis, modulation and pacing
Building audience involvement using interactive techniques

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree

Situational Leadership Worlshop, (i}

Learn to create a motivating and engaging workplace where people develop and live up to their potential.
Specially developed for AMA by The Ken Blanchard Companies® (and delivered by AMA expert faculty), the
Situational Leadership® It Workshop will help you apply the most comprehensive, tangible and useful model of

leadership available. Get ready to know exactly what effective leaders do and practice the concrete tools you
need to leap ahead.

Objectives/Learning Outcomes:

e Improve communication and become a more trusted and credible leader

e Learn how to use situational leadership to achieve greater productivity by infusing energy, self-reliance
and drive within your employees
Create a collaborative work environment to achieve faster sustainable results
Avoid the negative outcomes of over supervision and under supervision
Obtain a critical thinking process for analyzing, diagnosing, and acting according to the situation
Increase your effectiveness in setting goals, providing clear direction, listening, observing, monitoring
and giving feedback
e Retain your most talented employees by being more responsive to their development needs




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Strategic Agility and Resliience: Embracing Change to Drive Growth, {A)

Enhance your ability to respond to complex and unpredictable business changes by mastering the
competencies of agile leadership! Leadership success depends on agile development and your ability to be
future oriented, seize external opportunities and bounce back from unforeseen changes—particularly with
market uncertainty at record-breaking levels. You must not only have a strategic plan but you must capitalize
on market trends and anticipate and respond to change more rapidly.

This seminar will help you achieve agile development, lead with greater foresight and entrepreneurial thinking
and expose you to the behaviors and processes associated with agile people and organizations. You'll learn
how to understand and explore customer and marketplace opportunities and capitalize on them by
responding with appropriate products, services and initiatives.

Objectives/Learning Outcomes:
e Understand how agile organizations differ from fragile organizations
* Keep your competitive edge by anticipating and adapting to change
e |dentify rapid response mechanisms to environmental shifts
* Be recognized as a “change agent” and engage and empower employees to implement your vision
® Establish compelling communication strategies to drive change in your team and align your
organization

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

The Voice of Leadership: How Leaders inspire, Influence, and Achieve Results, (i)

It's a fact of organizational life: Leadership communication goes hand-in-hand with success—and the effective
application of this skill is particularly essential in an uncertain economy when painful business decisions are
made daily. No matter how compelling the vision or how brilliant the strategy, without leadership
communication there is no execution.

This fast-paced, results-oriented seminar is uniquely designed to strengthen your leadership communication
skills. You'll learn practical techniques to shape your leadership messages, hone an authentic leadership voice
and engage in powerful conversations that achieve results.

Jbjectives/Learning Outcomes:

e |Improve your leadership communication skills
e Build greater buy-in, trust and loyalty
e Demonstrate grace under fire and defuse tension



e Overcome resistance to change
e Motivate followers and inspire them to action
e Rally support in difficult situations

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Sparking Innovation and Creativity, (8)

People who are able to step outside the boundaries of traditional thinking generate new ideas ... solve nagging
problems ... make better decisions ... get bottom-line results. With this idea-sparking seminar, you'll learn to
overcome negative beliefs and thinking habits that stifle creativity and replace “old” thinking with new and
powerful ways to unleash your creative potential. When you do, you'll see how your new skills lead to
innovations that lower costs, streamline procedures, increase productivity and power up job satisfaction.
Register now—and be on your way to a more productive, more innovative workplace.

Objectives/Learning Qutcomes:
e How to spark innovative thinking that results in new products, new processes and new services
e Ways to tap your creative side to come up with fresh ideas when you need them
e To open your eyes to possibilities and opportunities never before thought of
e How to be a catalyst for creativity in your organization

Suggested Prerequisites:
None

Link(s) to Training:
SkiliPath




Management Training Courses

Assertiveness Training for Managers, (1)

Learn how to channel assertiveness skills to interact more effectively with people throughout your
organization. Mastering assertiveness skills can do a lot more than just help you win arguments. If you want
to enhance your leadership stature and persuade others to help you reach your goals, Assertiveness Training
for Managers is an important first step.

Assertiveness Training for Managers gives you the opportunity to learn how your behavior style impacts your
overall performance as a manager. You’ll take stock of your current assertiveness skills and learn how you can
improve them for a more effective approach. Using the behavior modeling approach toward assertiveness
training, this seminar teaches you how to employ assertiveness skills to take control of a situation without
alienating others.

Objectives/Learning Outcomes:

e Improve communication by using assertive-responsive skills

e Acquire a more polished and powerful communication style and let your leadership ability emerge
Tap other people’s resources to get the job done

Empower yourself and your staff

e Exercise greater influence on others

[ ]
L ]
‘uggested Prerequisites:

~Jone

Link(s) to Training:
American Management Association

Coaching Essentials for Managers, (A}

To increase return on investment and boost productivity employees need to perform at their very best. This
workshop provides the vital coaching skills to enable you to develop the potential of your employees and
enhance your leadership abilities with proven coaching techniques.

Objectives/Learning Outcomes:
» Apply coaching techniques to unlock employee potential and maximize performance
e Structure a framework for mutually effective learning and development
e Apply coaching tools and techniques to foster success in others
e Recognize and adapt to individual and situational differences
e (Create a supportive environment that generates goodwill and engagement

Suggested Prerequisites:
None

Link(s) to Training:
Learning Tree
Skillpath




Developing Fxecutive Leadership, (A}

Deepen your self-awareness with executive leadership training and empower your staff to improve
performance! When the stock market is making you wonder about your organization's future every day of
every work week, it's vital to be well-equipped to optimize your company's performance—as well as your own
career—with executive leadership training. To exhibit real executive leadership, you must be a visionary, a
trailblazer, a strategist, a communicator, a coach, a diplomat and a politician. The world's most successful
leaders are able to focus on the big picture and uphold high standards while wearing many hats.

This intensive three-day executive leadership training program combines proven-in-action techniques with
peer interaction and insights from the latest research to help you master the competencies of effective
executive leadership.

Objectives/Learning Outcomes:
e Build an executive leadership style that creates trust, sets a clear vision and guides your entire team
toward greater performance and profit
e Gain insights into the key executive leadership skills and techniques you need to create a winning
strategy
e Learn what real “coaching” consists of and how to build an extraordinary team that works together to
deliver results
Develop heightened “emotional intelligence” for greater professional achievement and satisfaction
Identify the characteristics of effective leadership and the most common saboteur
Develop an executive leadership style that adapts to the person and situation
Improve performance through empowerment and effective delegation
Clearly communicate mission, vision and value statements
Build a cohesive unit that performs well in all situations
Apply executive leadership training to continue your growth as a leader through a self-development
plan

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Facilitating an Effective Strategic Planning Process, (A)

Efficiently prepare and run strategic planning sessions that produce real results. This is your course to get the
tools and techniques to prepare and conduct a productive, results-driven strategic planning process. You'll
address up-front contracting within the organization, sponsorship, selecting the best approach and tools, as
well as determining what data is required. You’ll then learn how to smoothly facilitate the process/session and
implement an effective follow-up.

Objectives/Learning Outcomes:
e Gain a clear understanding of what role the “facilitator” plays in the process
e Know which discussions and decisions should occur prior to the strategic planning session
e Determine who should be involved and to what extent




Know how to get chief influencers at multiple levels on your team in leading roles

Decide the best strategic planning approach/process to use and customize it

Create a committee of influencers to support you with assigned roles and accountabilities
Develop the right agenda, establish realistic meeting guidelines and gain agreement
Explore various scenarios which may occur and possible approaches to handling them
Ensure up-front clarity and agreement as to what results are expected of the process

® Build in metrics and schedule meetings to assess milestones and progress towards goals

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Fundamentals of Strategic Planning, (B)

Improve your knowledge of strategic planning to understand what senior management is thinking and why—
and increase your value to your organization! Here’s an overview of strategic planning for those not directly
involved in the planning process, but who want to understand the impact of strategy on their work and their
organization’s success. Gain a perspective and vocabulary for strategic planning to help you actively and
constructively support your firm’s strategic direction.

Objectives/Learning Outcomes:
' e Understand what strategy and strategic planning mean to an organization
® Learn key concepts and the language used by those involved in strategic planning
e Discover various approaches companies use to develop strategy
e Find out how strategy moves from concept through implementation to realization
e Recognize techniques companies use to assess their current and future environments
o Identify specific ways you can contribute to your organization’s strategic success

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

HR Essentials for Government Supervisors, (1)

This course is designed to help participants understand the basic role of the supervisor in human resource
issues. It provides an overview of legal guidelines and suggested practices, and it focuses on illustrating how
and when a federal supervisor should collaborate with the HR representative. Participants have opportunities
to apply key skills via practical exercises and a threaded case study.

Ybjectives/Learning Qutcomes:
e Discuss the evolving role of supervisors and managers in relation to Federal HR policies and procedures
e Effectively collaborate with the HR department throughout the entire talent lifecycle
e Apply practical tips to acquire talent through position management and position classification,
including developing position descriptions




e Adhere to Equal Employment Opportunity (EEO) and anti-discrimination laws during the selection and
hiring process

e Describe the roles and responsibilities of a supervisor when supervising bargaining unit employees

e Apply a standard process for addressing Employee Relations, and Labor and Management complaints
Support budget activities during each phase of the Federal budget process

Suggested Prerequisites:
Supervising Employee Performance

Link(s) to Training:

Management Concepis

interpersonal Essentials for Supervisors, {1}

Strong communication skills are essential for leadership success at every organizational level; therefore, it is
critical that supervisors develop effective strategies to interact with others effectively and resolve conflict
situations. This course explores the interpersonal skills new and experienced supervisors can use to better
connect with and resolve challenging situations with those they manage.

Objectives/Learning Outcomes:

® Describe elements of positive and productive interpersonal communication
Demonstrate behaviors associated with effective interpersonal skills
Create a plan to apply interpersonal skills in the workplace
Describe sources of conflict
Differentiate between productive and unproductive conflict
Demonstrate best practices of conflict management in realistic scenarios

Suggested Prerequisites:
None

Link(s) to Training:
Management Concepts
SkillPath

Leadership and Team Development for Managerial Success, (1)

Get effective leadership skills for managers to inspire and influence your people to achieve team goals!
Managers who will be promoted are the ones who not only manage efficiently but also lead their teams
effectively. The ability to do this during tough times is the acid test. Developing leadership skills is crucial.
Learn how to work in a horizontal mode of operation...apply a consistent theory in leading your team...and
teach critical leadership skills to members of your team, so each and every one of them can lead the team in
your absence.

Objectives/Learning Outcomes:

e Understand leadership skills for managers to know when to manage and when to lead your team
Assess your leadership behavior and determine the best style to generate results
Clearly visualize your goals and communicate them to your team
Work in a horizontal mode of operation instead of managing only one piece of the process
Develop a high-performance team by first developing leadership skills
e Use effective communication to motivate and coach




Suggested Prerequisites:
‘None

Link(s) to Training:

American Management Association

Leadership Skills for Supervisors, (1)
Get the skills that propel you to the next level of success. You will explore how to maintain technical expertise
while demonstrating the right type of supervisory leadership. This seminar will give you the personal,

interpersonal and group skills to be influential in one-on-one situations, facilitate group performance and
become an effective leader.

Objectives/Learning Outcomes:

* Develop interpersonal skills that help you communicate, listen and handle conflicts in your supervisory
role

e Become more effective at influencing others

e Accomplish goals and control outcomes when dealing with staff, peers, management and other
departments

e Learn how to work with groups and teams to solve problems and accomplish projects
Hold performance discussions that result in changed behavior and enhanced productivity

* Analyze your own style of behavior and recognize your strengths/weaknesses

ouggested Prerequisites:
None

Link(s) to Training:
American Management Association

Management Skilis, {i}
You gain the key skills, best practices and behaviors of effective managers — leadership, delegation,

motivation, communication and vision — as well as powerful techniques for getting the best from people. You
build a blueprint for personal success using proven management models.

Objectives/Learning Outcomes:
® Apply core management skills and techniques to deliver results
® Enhance leadership ability by developing emotional intelligence
e Communicate with, motivate and empower your team

Delegate work to individuals and teams

Develop a management vision for success

Developing a strategy to motivate your team

Scripting and applying your delegation approach

Mapping stakeholder environment to analyze interdependencies

Enhancing your management style with EI

Affecting behavior with appropriate measures

® Designing effective feedback techniques



Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree
SkillPath

Strategic Execution: Getting It Done, (A)

Get the skills and knowledge to accomplish what so many others don’t—the successful implementation of
strategic goals. Whether it’s entering new markets, repositioning, outsourcing, or undertaking new initiatives
or technology, execution of strategic goals is often a graveyard of good intentions. A recent strategy execution

study of a broad group of leaders found that 65% of them do not consider their own organization successful at
executing their strategies.

Objectives/Learning OQutcomes:
e Apply basic eiements of strategy execution to your own strategic initiative
® Recognize factors affecting your ability to execute your organization’s strategy
e Break large, long-term strategic initiatives into smaller, achievable projects
e Map your own strategic goals against the vital points of success, failure and resistance
e Utilize skills that can gain and sustain support across organizational boundaries
e |dentify ways to better align your strategy with departmental and organizational goals

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Strategic Planning, (1)

Develop the best strategic planning to support your company’s goals. This course is designed to combine
proven-by-practice methods with new insights and ideas from a wide range of current strategic thinking. Gain
a wider perspective of management practice through breakout sessions, exercises, and case applications.
Bring your strategic dilemmas to this program and get direction on analytical and organizational approaches.

Objectives/Learning Outcomes:

¢ |dentify strategic planning issues in order to develop a unique competitive advantage

e Learn key analytical and conceptual approaches to expand your understanding of the marketplace

e Align your organization with your strategic planning goals by integrating strategy, objectives, metrics,
and performance

» identify evolving strategic patterns and generate ideas on how they can be applied to your
organization

e Incorporate customer needs into your strategic planning

e Use a case study to examine the strategic planning process

e Recognize how the actions of customers, competitors, and your own company determine the
outcomes in your markets

e Determine the best approach to effectively implement your strategic planning




Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Strategic Thinking, (1)

Develop a strategic mindset to increase the success of your strategic plans. Learn how to strengthen your
strategic thinking skills and encourage it in others. Through case studies and practical thinking exercises, you'll
stimulate your strategic thinking, learn to recognize patterns that impact strategy and enhance your abilities
to generate new insights and ideas. Come to your next strategic planning session with the best possible
strategic ideas—and help your business move forward in an increasingly competitive world.

Objectives/Learning Outcomes:
* Explore ways to challenge your assumptions and view your business in a new light
* Learn and apply different thinking methods to avoid groupthink
e Control reactive fixes to problems even in an uncertain business environment
* Generate new ideas and evaluate future scenarios before your competitors do
* Know when to embrace necessary risk, even if resources and information are limited
e Learn to create better short-term goals that support long-term strategy

“uggested Prerequisites:
lone

Link(s) to Training:
American Management Association

Supervising Employee Performance, (B)

How you supervise those you manage plays a pivotal role both in their day-to-day and long-term performance.
The most effective supervisors not only understand formal performance management standards, but are also
able to discern what employees really need to succeed and how to create those conditions. This course
focuses on the vital skills supervisors need to manage the performance of others.

Objectives/Learning Outcomes:
e Explore and assess yourself against best practices in supervision
e Give valuable feedback to help employees perform more effectively
e Plan effectively for employee performance, creating a commitment to achieve one’s goals
e Accurately diagnose performance problems
¢ Conduct effective performance appraisals
e Coach employees to help them understand and act upon challenges and opportunities
¢ Mentor employees to help them see the big picture and navigate through the organization

suggested Prerequisites:
None

Link(s) to Training:




Management Concepts

Achieving Success as a New Manager, (1)

New managers face a number of unique challenges that can be overcome with the application of practical,
time-tested tools and techniques. This course provides the basic skills and knowledge required for new
managers to begin the transition into a management role.

Objectives/Learning Outcomes:
e Transition from your previous role to a management position
e Model your day-to-day actions for success
o Build effective working relationships with your management peers
e Leverage delegation for responsive delivery

Suggested Prerequisites:
None

Link(s) to Training:

Learning Tree .
SkillPath

Decision Making, {A}

This experience-based course introduces participants to a comprehensive yet flexible decision-making
framework that can be used for all types of decisions. Participants experience each step in the framework first-
hand through a variety of individual, small-group, and large group exercises. As the participants discuss and
learn about decision-making, they will use the Decision Making Portrait, a self-reflective tool, to analyze their
personal decision making approach. Because many decisions in organizations today are made by groups,
participants also explore group decision-making through an in-depth, experiential case study.

Objectives/Learning Outcomes:
e Discuss the three cornerstones of making high-quality decisions
Frame a decision outcome they hope to achieve
Define the key stakeholders and their roles in the participant’s personal decision making process
Recognize how decision making patterns impact others and the decision making process
Apply intuitive and data-driven decision making in appropriate situations
Apply a framework and use tools to manage high-quality decisions
Lead a group to a high-quality decision

ASuggested Prerequisites:
® Analvtics Boot Camp
o Critical Thinking for Problem Solving
e Evaluating and Presenting Analysis Results

Link(s) to Training:
Management Concepts
American Management Association




‘nalytical Training Courses

Advanced Tools and Techniques for Data Analysis, (4)

Manipulate complex data sets to gain deeper insights and make better decisions. This 2-day advanced analytics
seminar will introduce you to predictive analytics techniques, so you can frame strategic and operational
questions involving marketing, finance, and operations or other real-world business applications.

In this hands-on course, you will cover a variety of analytics tools, such as histograms, ANOVA analysis, A/B
testing, Pareto analysis, clustering, box plots, scatter diagrams, partitioning, unstructured text analysis, and
multivariate regression analysis. Best of all, no background in statistics or programming is required. As long as
you have a basic understanding of spreadsheets, you will learn how to manipulate complex data sets so you can
gain insights that are not possible with common business intelligence techniques.

Objectives/Learning Outcomes:

® Go above and beyond standard business intelligence analysis techniques
Get answers to complex data analysis questions without becoming a statistician
Learn which data analysis technique to use for various business problems
Extract the most meaningful results from large and small data sets and multiple data types
Become familiar with basic text analysis tools and gain insights from unstructured text data
Use advanced analysis functions in Excel and open source tools
Build on your basic understanding of spreadsheets to access powerful analytic techniques
Improve your business efficiency and effectiveness

j
Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Analytical Thinking and Problem Solving, (B)

Get powerful problem-solving skills to more successfully reason through business problems. In today’s lean,
flat organizations, it is everyone’s job to effectively solve problems. And while analytical thinking skills may
seem natural, they’re not necessarily intuitive, and they don’t come easily to many people. Analytical thinking
and problem solving are foundational thinking skills that involve breaking things down into their component
parts. They also involve deductive reasoning, drawing conclusions from givens and applying judgments to reach
conclusions from a combination of evidence and assumptions. This seminar introduces you to fundamental
thinking processes so that you can successfully analyze and solve a wide variety of business problems. Get
these essential analytical thinking and problem-solving skills now to give yourself a powerful competitive and
career advantage!

Objectives/Learning Outcomes:
* Learn a process for breaking down complex problems into their components and gain clarity around
J possible solutions
e Apply strategies and techniques to avoid emotional triggers that can impede your best thinking -
Explore how to generate solutions to atypical problems and then test the solutions
Know how to accurately interpret probability and other methods for increasing certainty in your
judgment




e Learn strategies for negotiating among variables and conditions
e Recognize the difference between rationality of purpose and rationality of process

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Analytics Boot Camp, (B)

This course provides in-depth knowledge and skills associated with the core tools and techniques used in
modern analysis. The course covers the use of Microsoft TM Excel® functionality in probability, the analysis
and presentation of data, and statistical concepts critical for analytical proficiency.

Objectives/Learning Outcomes:
e Use MicrosoftTM Excel® for data analysis and decision-making
e Properly handle data collection from multiple sources and data retention in Excel .
e Integrate data from multiple sources
Summarize data to quickly gain a better understanding of it
Use advanced features in Excel to assist in complex problem-solving
Visualize data through Excel’s graphic functionality
Construct a frequency distribution to analyze data and translate it into relevant information
Calculate and select the most appropriate measures of central tendency
Identify and avoid the potential for hidden bias in expressing statistical findings
Use Excel to apply statistical techniques to the analysis of data

Suggested Prerequisites:
None

Link(s) to Training:

Management Concepts

Critical Thinking for Problem Solving, (1)

This course is designed to introduce participants to the principles of critical thinking and problem-solving.
Through individual and small- and large-group activities, participants examine the basic structure of a sound
argument, discuss obstacles to critical thinking and fallacies of logic, explore how to expand perceptions and
challenge assumptions, and assess their cognitive thinking style. Participants also identify and define problems,
identify the root cause of the problem, formulate decision criteria, determine and assess alternative solutions,
implement the best alternative, and evaluate the implemented solution. Throughout the course, participants
apply critical thinking and problem solving methods to their own workplace situations.

Objectives/Learning Outcomes:
e Identify their style and patterns of thinking

e Use questioning techniques to obtain the information needed from others



Critically examine and evaluate data

Solve problems with flexible thinking

Adapt thinking to navigate through unexpected events
Influence others at all levels of the organization

Apply tools for breakthrough thinking in the workplace

Suggested Prerequisites:
None

Link(s) to Training:

Management Concepts
AMA Critical Thinking Workshop
AMA 3 Steps to Exceptional Critical Thinking

Data Analysis and Modeling Techniques, (4)

This course provides some of the core tools used to analyze data. Starting with an overview of the six phases of
the Analytics Process Model, participants will focus on phase four—Analyzing and Interpreting Data. Learn
how to generate hypotheses, select appropriate analysis techniques, model data, and interpret analysis results to
answer your organization’s toughest questions. Hands-on exercises provide plenty of practice to reinforce the
facilitated discussions, and the integration of a case study into the course drives home the concepts with real-
world activities.

}bicctives/Leaming Outcomes:
¢ Generate and test null and alternate hypotheses
Select the appropriate technique for your analysis situation
Evaluate how well an analysis meets organizational goals
Use ANOV As to evaluate differences between data sets
Use simulation, sensitivity analysis, and other techniques to solve complex problems
Explain relationships in data using regression analysis
Use regression and other techniques to forecast probable events

Suggested Prerequisites:
Analvtics Boot Camp

Link(s) to Training:

Management Concepts

Data Collection Techniques, (1)

This course provides in-depth knowledge and skills associated with the first and second phases of the Analytics
Process Model—framing the question and collecting data. Through individual, small-group, and large-group
exercises; discussions; and computer applications; participants learn about and practice formulating a data
collection plan, selecting appropriate data collection methods, developing a survey, and conducting interviews
nd observations. Each day of the course, participants are given time in class to work on a group project. The

Jourse culminates with presentations about the group projects.

Objectives/Learning Outcomes:
o Identify needs before collecting data



Select appropriate means of data collection

Design a viable, cost-effective data collection plan

Determine appropriate sample size

Use secondary data to support studies and analyses

Improve online data research methodologies

Design high-quality surveys

Obtain relevant, useful information through professional interviews and observations

Suggested Prerequisites:
Analytics Boot Camp

Link(s) to Training:
Management Concepts

Decision Support: Building New Analytical Skills, (1)

This course helps students develop skills and capabilities for improved financial and performance management
and decision making, especially in today's environment of declining budgets and increased performance
expectations. Students will enhance their business intelligence to effectively manage and make informed
decisions affecting their programs and service to the American public.

Learn techniques from the Office of Management and Budget (OMB) for evaluating agency and program
performance to provide financial and performance information in useful form, anticipate OMB actions,
effectively manage your program responsibilities, and truly support the business of government.

Objectives/Leaming Outcomes:
e Follow a comprehensive, structured approach for conducting analysis

e Formulate specific, answerable questions to guide and control the analysis
e Determine where and in what form data exist to answer the questions
e [dentify and select data analysis methods
e Identify and select data collection methods
e Present the results of the analysis structured to responds fully to the identified questions
e Apply the 5-step structured analytical approach to a case
Suggested Prerequisites:
None
Link(s) to Training:

USDA Grad School

Essential Tools and Techniques for Data Analysis, (1)

This course teaches you how to take smarter business decisions using powerful data analysis methods. Using
Excel as the main tool, this seminar goes beyond the qualitative side of data analysis to explore proven
quantitative tools and methods for analyzing, interpreting, and utilizing data, so that more informed and reliable
business decisions can be made. Take this course to solve the problem of how to productively handle the
spreadsheets, reports, and information that pile up in your inbox every day—and lose the angst that goes with it!

Objectives/Learning Outcomes:
e Learn the best practices for organizing, summarizing, and interpreting quantitative data



Create a repeatable process for analyzing your data

Bring out patterns in data that were not apparent at first glance

Identify and explain tools for data analysis

Shorten the time between analysis and action to avoid “analysis paralysis”
Know how to get from hard data to well-reasoned conclusions

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association

Evaluating and Presenting Analysis Resulis, (1)

This course focuses on transforming analysis findings into information the organization can use to make
effective decisions. Participants will learn how to determine if an analysis has met the project goals and steps to
take when finalizing an analysis. The course then shifts to the design and development of presentations. Best
practices for evaluation and presentation are provided in facilitated discussions and reinforced with practical
exercises.

Objectives/Learning Outcomes:
e Evaluate whether an analysis has met its goals

e Determine what next steps are necessary prior to finalizing an analysis

¢ Evaluate and select the most appropriate method to present both quantitative and qualitative results to
various stakeholders

Draft a reader-friendly outline for an analysis results report

Write an Executive Summary for an analysis results reports

Develop tables, graphs, and charts that convey information quickly and concisely

Develop a clear message that effectively communicates the implications of your result

Give a briefing or presentation to present analysis results to decision- makers

Suggested Prerequisites:
o Analytics Boot Camp

» Data Analysis and Modeling Techniques
» Data Collection Techniques

Link(s) to Training:

Management Concepts

How to Turn Data into Compelling Visual Presentations, (B)

Learn how to visually and clearly present data. Communicating data and the story of what that data means has
become increasingly important in recent years. In this course, you will learn the fundamentals and best practices
of data visualization techniques, as well as hands-on approaches to using Microsoft Excel and PowerPoint to
present your data in a variety of formats.

You will complete multiple exercises and create various types of visualizations and charts throughout the
course. You will also work individually and in groups to analyze, redesign, and improve poorly designed charts
that are provided.



Objectives/Learning Outcomes:

e Understand basic graphic design principles and how audiences process information visually

e Learn how to make use of emphasis, color, layout, and typography to maximize the clarity of your
messages
Become familiar with available tools/techniques for data visualization
Understand the differences between “Glanceable” and “Referenceable” visualizations and how to
harness the power of each

e Increase the impact and strength of your messages by choosing the most effective chart for a given data
set and story in various circumstances

e Learn the one color that you should make use of in every visualization, the one default element that
should be removed from every chart, how legends can confuse your audience, why a bar is nearly
always better than a pie, and common design mistakes that distort your data and damage your
credibility

Suggested Prerequisites:
None

Link(s) to Training:
American Management Association

Improve Your Analytical Skill: Making Information Work for You, (B)

This course will teach you how to synthesize data, determine implications and make informed decisions. With
interactive learning, combined with discussion, lecture, and case studies, this is your opportunity to make sense
of the overwhelming amount of data you’re inundated with daily so you can make decisions to the best
advantage of your business and career. Improving your analytical skills is easy with this analytical

thinking seminar.

Objectives/Learning Outcomes:
Identifying core analytical skills

Exploring challenges in collecting, evaluating and presenting information
Describing the steps in the analytical process: plan, analyze, conclude

Improving your analytical skills by clarifying relevant issues and questions: why, who, options, benefits
and risks

Deciding on an approach for an analysis project

Creating a data collection plan for obtaining information

Organizing, collecting and evaluating data via graphic tools

Determining risks and performing cost-benefit analysis

Evaluating data and dealing with information gaps

Getting from conclusions to recommendations

Developing your conclusion graphically

Tools, tips and techniques for presenting your story to multiple audiences
Creating and delivering a brief presentation that gets buy-in

Suggested Prerequisites:
None

Link(s) to Training:

American Management Association




Training Evaluation Form

Date:

Title of training:

Vendor:

Instructor:

Please mark the option which best indicates your level of agreement with the statements

below.

Strongly
Agree

Agree

Neutral

Disagree

Strongly
Disagree

1. Class objectives were clearly defined.

2. Participation and interaction were
encouraged.

3. Topics covered were relevant to me and
my job duties

4. Class content was organized and easy to
follow.

5. Materials distributed were helpful

6. Instructor was knowledgeable about the
training topics.

8. Instructor was well prepared.

9. Training objectives were met.

10. Time allotted for training was sufficient.

11. Meeting room and facilities were
adequate and comfortable.

12. What did you like most about the training?

13. What aspects of the training could be improved?

14. Do you feel this course will improve your ability to do your job?




15. Please share any other feedback you have about the training.




File a Whistleblower Complaint

Did you know that
___federal agencies enforce different protections for whistieblowers2

We want to help. To do that, we are going to start by asking a few simple
questions to make sure you file your complaint with the right agency.

Let's Get Started



Nature of Employment B o

Were or are you an employee* of the company at issue here?

NOTE: “Employee” has a specific meaning under the law. You should click “yes” if youv agreed to
perform specified services for the company /person/entity at issue in exchange for money. .



Nature of Employment

We'd like to ask a few more questions to confirm whether you are or are not an employee of the
company at issue.

[MORE CLARIFYING QUESTIONS TO DETERMINE WHETHER
EMPLOYEE/EMPLOYER RELATIONSHIP EXISTS]

(NOT
EMPLOYEE]

[EXPLOYEE]




© &

BACK HOME

Nature of Employment

Based on your response, you indicated that you are not an employee of the company/person/entity at issue.

The Labor Department’s Whistleblower Protection Program only handles complaints between employers and employees.
However, there may be others in a better position to help. Take a look at the list below for some of the most common
issues we see from non-employees. If your issue matches one of these, we can help you find the right place to go.

i Can Dol
Reporta crime ¥ ' 3 ~contaatyour local polics department, or your keal FBLield ofice,
Report fingnclat fraud or matfeasance, Reach out to the Consumer Finencial Protection Bureau.
Report consumer fraud. onsumer Flnancial Prolection Bures
Report 4 local buginass/company/entity that is creating an environmental hazdrd. Contact the Eavironmental Protection Agency.

None of the Above



()
Tell us your story

Share your story, good or bad. If we spot an issue where we can guide you to
appropriate resources, we will be in touch.

Describe what happened:

Agencies you have already contacted

Name of Company/Person/Entity at Issue

Your Email
Your Zip Code Your Phone Number
Your First Name Your Last Name




What Best Describes Your Line of Work> © M

BACK  FLOME-

Public

Manufacturing Transportation

Shipping Construction

Energy & Power

A

Hazardous Waste Federal Employee

Management

None of the Above




ZaN
Manufacturing ©r

What Best Describes the Kind of Issue/Violation You Raised About Work?

Workplace Safety & Solid & Hazardous e Consumer Product
Health Violation Waste Disposal Safety

Danger to Disch;:rging Mishandling
Drinking Water Pollutants in Water Industrial Chemicals

None of the Above




© @&

BACK HOME

Public Transportation

What Best Describes the Kind of Issue/Violation You Raised About Work?

Safety or Fraud in Workplace Safety &
Public Transit Health Violation

Air Carrier Safety Railroad Safety

None of the Above



© @&

BACK HOAM

Shipping

What Best Describes the Kind of Issue/Violation You Raised About Work?

Safety, Health, or Unsafe Corgo Workplace Safety &
Security in Trucking Container Health Violation

None of the Above



© ™
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Construction

What Best Describes the Kind of Issue/Violation You Raised About Work?

Discharging Solid & Hazardous Mishandling Workplace Safety &
Pollutants in Water Waste Disposal Industrial Chemicals Health Violaticn

Danger to

Drinking Water

Asbestos in Schools

None of the Above




Energy & Power

What Best Describes the Kind of Issue/Violation You Raised About Work?

Nuclear Safety Discharging Solid & Hazardous

Pipeline Safety Requirements Pollutants in Water Waste Disposal

Mishandling Wor'kplac:gufety &
Industrial Chemicals Health Violation

None of the Above




Finance

What Best Describes the Kind of Issue/Violation You Raised About Work?

Workplace Safety &
Health Violation

None of the Above

Securities Fraud




© ™
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Education

What Best Describes the Kind of Issue/Violation You Raised About Work?

Workplace Safety &
Health Violation

None of the Above

Asbestos in Schools




© &

Hazardous Waste Management

What Best Describes the Kind of Issue/Violation You Raised About Work?

Clean-Up of Hazardous Solid & Hazardous Discharging Danger to
Waste Sites Woaste Disposal Pollutants in Water Drinking Water

Workplace Safety &
Health Violation

None of the Above



Federal Employees

Do you work for the U.S. Postal Service?



Federal Employees

The Federal Office of Special Counsel handles claims of wrong-doing
within the federal government.

Federal employees who believe that they have suffered retaliation
for disclosing:

* a violation of law, rule, regulation

* Gross mismanagement,

* A gross waste of funds,

+ An abuse of authority, and/or

« Substantial and specific danger to public health and safety

May contact the Office of Special Counsel to file a complaint.

© @

BACK HLME

Take me to
OSC.gov

Return to
DOL.gov



U.S. Postal Service

What Best Describes the Kind of Issue/Violation You Raised About Work?

Safety, Health, or Unsafe Cargo Workplace Safety &

Security in Trucking Container Health Violation

None of the Above



ﬁ

Did you report a violation about any of the following issues? HHOME
If so, select the one that matches most closely.

Workplace Sofety & Safuty, Hewith, or Asbastosin school Unsufe Corgo Danger to Dischorging Mishandhng
} & a5tos ols 3 N Yy J
Health Violation Sacurity i Trucking Containe: Drinking Wates Paliutants in Water Bl Industrial Chomicals

Soiid % Hozardous R tritomns Chean-Us of Rozaidos Nuclear Safety Pipeline Saf
Wasite Dirposal Weiste Sitos Requircments RIS

Air Carrier Sofety Secunities Froud

Safety or Fraud in Consunwer Product

Roilroad Safety Public Transit
None of the Above

Safety




The Department of Labor’s Whistleblower Protection Program @ 24X
enforces some, but not all, whistleblower protections under federal law. m

BACK HOME

Based on your responses so far, there may be others that are better positioned to help.
Take a look at the list below for some of the most common issues we see.
if your issue matches one of these, we can help you find the right place.

Iy Employer Took Action Against Me Because: What Can | Do?

Ofmy race, odor, religion sex, nafional origin, age, dlsablllly, orseneﬂc Information. . ﬂb_a.mﬁaiumm the US. Equal Employmant OppormmtyCoerlslen
| complained that my employer was NOT. File 3 comptain with the Labor Department's Wage & Hour Division.
« Paying Minimum Wage or Overtime

Recording Wages

» Following Children Labor Laws
= Providing lsave under the Famiiy Medical Leave Act (FMLA)

| complalned about iow my employer.was: Flle o complaint with the Labor Department's Wage & Hour Division.
* Treating migrant or geasonal workers
« Treating employees here on temporary "guest worker programs

= Requlrng employees to take lle detactor tests

| supported a union, participaled in union activities, chose not to engage in union activities, and/or engaged in  Filg a ¢harge with the National Labor Relations Board.
“protected concerted activities” (for example, group action to improve wages, benefits, working conditions)

None of the Above



[

Adverse Action B

Did your employer take an “adverse action*” against you, because you [POPULATE WITH
BEHAVIOR|?

NOTE: “Adverse action” has a specific meaning under the law. This can include:
» Getting fired

« Gefting demoted or gefting a pay cut

* Being assigned less favorable work

= Being given a bad review or reference



Adverse Action @ ™

We'’d like to ask a few more questions to confirm whether an adverse action has occurred or not.

IMORE CLARIFYING QUESTIONS TO DETERMINE WHETHER ADVERSE ACTION
OCCURRED;

(ADVERSE

ACTION {NO ADVERSE

ACTION]

OCCURRED)




The Department of Labor’s Whistleblower Protection Program can only investigate
complaints when an adverse action occurs due to an employee’s protected activity.

© &

BACK HOME

1] s that your plaint may therefore not be ready be untimely. Here are some options:

(ol o

Report a crime Conlactyour local poﬂae dapartmenL or yourmlﬂ[mum

Report financial fraud or malfeasance. Reach out to the EWMQQMMI_M

Report consumer fraud. Rezch out o he Consumes Finascial F Biire:

Report a local business/company/entity that is creating an environmental hazard. Contact lmﬁmﬂmm

Tell us your story. ; Tell us your stery here. While we may not be able 1o investigate your complaint
af this time, your:story wil help inform how we work:to pratectthe fabor force
ofthe Unifed States. 2

Conlact a local attcrney to see whether you have rights under other federal or state Jaws, or whether you Rezch out to your local bar association for a referral to an attoey qualified to

have, in fact, suffered an adverse action. advise you about your complaint.

EXIT



Date of Last Adverse Action @ ]

Enter the date of the last adverse action* that your employer took against you due to your protected

activity.

MM/DD/YYYY

[IN TIME] (TOO LATE]

NOTE: “Date of last adverse action” has a specific meaning under the law. This can be:

* Your last day at work.

* The date you received your fermination nofice,

* The date your employer gave you a bad reference due to your complaint.

* And more.

You should enter the date of the MOST RECENT adverse action your employer took against you.



Date of Last Adverse Action ©r

We’d like to ask a few more questions about the date of last adverse action

IMORE CLARIFYING QUESTIONS TO DETERMINE WHETHER EQUITABLE
TOLLING OR CONTINUING VIOLATIONS THEORIES MIGHT APPLY]

[TOLLING OR INO TOLLING
CONTINUING 0]

VIOLATION CONTINUING
APPLIES] VIOLATION]




The Department of Labor’s Whistleblower Protection Program can only
investigate complaints that fall within specific filing deadlines.

The [NAME APPLICABLE WHISTLEBLOWER STATUTE] requires complainants to file within ____days of the employer’s
last adverse action. It appears that your complaint may be untimely. Here are some options:

WnatCaniOo?

Cantact a fogal atiomey to see whether you have rights under othe federal or
state laws. or whether your compleint may, in fact. be timely.

While we may not be able to investigate your complainf,
your story will help inform how we wark to protect the labor force of the tnlled
States.

EXIT



UNITE

DEPARTMENT OF LABOR

; Occupational Safety & Health Administration AtoZindex  ContactUs FAQs

For Workers ~ For Employers » Law & Regulations « Data & Statistics + Enforcement ~  Training & Education + News & Publications v+ En Espanol

CONPROMNIIN  Fact Shewts & Statistics  Statutes | Reguiations & Diectives . Advisory Committee —  Contacts 8 Unks  En aspadiol |

OSHA ONLINE WHISTLEBLOWER COMPLAINT FORM

EMERGENCY NOTICE: Do Not Report an Emergency Using this Form or Emailt

To report an emergency, Iy, or Imminent life threatening situation please contact our toll free number immediately:
1-800-321-0SHA (6742)
TYY 1-877-889-5627

INTRODUCTION & INSTRUCTIONS
OSHA administers more than twenty whistieblower protection laws, including Section £1(<) of the Occupational Safety and Health (OSH) Act, which prohibits retaliation against employess who
compiain about ursafe or unhealthfid conditions ar exercise other rights under the Act. Each law has a filing deadline, varying from 30 days to 180 days, which starts when the retallatory action ccours.

A whistieblower complaint must allege four key elements:
» The employee engaged in activity protected by the whistieblower protection law(s) (such as reporting 3 viclation of law};




Thank you | ®

We have received your story.

EXIT






The Pilot Marketplace
2016

A catalog of all on-going OSHA Whistleblower pilots.




Audio Recorded Interviews

What Does This Do?

Investigators use audio recording devices to capture
interviews of complainants, witnesses, and respondents.
Investigators later refer to these recordings when preparing
findings letters.

Who is Doing This? How Can This Help?

Region 2 - POC: John Smith * Decreases time to create reports
Region 5 - POC: Samantha Tripp e Decreases time to complete investigations

Region 8 - POC: Carrie Smith * Increases quality of interviews
: ' e Increases accuracy of findings

Evidence of Impact (so far) Cost?

Regions 2, 5, and 8 decreased their days

per investigator
to process investigations by 15 % after $80 for a USB digital

introducing audio recordings. recorder
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Investigator Leadership Vision
- DWPP expects all employees to act with integrity and demonstrate leadership that is consistent with the Department’s
core values and leadership values. DWWP investigators should foster strong relationships, demonstrate openness to
new ideas, and apply a strategic approach to making decisions that advance the whistleblower mission. Investigators are
leaders at all levels:
® Open and honest. Our actions match our works and we are open to challenges to our assumptions;
* Team players. We engage different perspectives, listen with curiosity, collaborate across lines of business, and
develop leadership in others;
® Curious and agile learners. We anticipate trends and are willing and able to adapt to and lead change that
enhances the Department’s effectiveness; and,
® Bold decision-makers. We leverage the Department and WPP’s wealth of technical knowledge, experience, and
data to make well-informed and timely decisions that align with the Department’s mission, values, and strategic
goals.

Investigator Leadership Values

Integrity approach investigations, relationships and work with integrity:
e Speaking honestly and giving consistent messages regardless of audience;
e Ensuring their actions comport with their words; and,
¢ Engaging multiple perspectives to ensure sound decisions.

Teamwork develop and maintain relationships:
e Listening & displaying empathy, and fostering an open dialogue;
e Mentoring, empowering, and developing the next generations of leaders;
* Leveraging expertise of colleagues across the Department to break down organizational silos; and,
e  Working collaboratively to further the Department’s mission. '

Curiosity seek knowledge of themselves, others, the Department and the industry in which we operate:
e Being curious and innovative, and taking calculated risks;
* Identifying broad dependencies and connections;
e Seeking diverse experiences inside and outside the Department;
e Thinking through how individual and office actions affect stakeholders; and,
e Anticipating changes (e.g. regulatory, industry, technology, or workforce) and being agile and resilient as they
DWPPur.

Decisiveness use sound judgement in decision-making:
* Engaging colleagues and using technical knowledge, experience, and data to efficiently evaluate and decide the
appropriate course of action;
e Making decisions and the decision-making process transparent through communication to stakeholders; and,
e Taking strategic actions that align with the Department’s vision & values to advance the Department’s mission



Building Blocks of Leadership
These are the OPM Executive Core Qualifications, mapped to four phases: (1) Leading Self (Investigator); (2) Leading

Projects (Senior Investigator/Tech SME); (3) Leading People (ARA, RSI); and (4) Leading Organizations (RA, DRA) based
off of DWPP’s current organizational structure.

Leading WPP
Assistant Regional Administrator

Entrepreneurship, External Relations,
Strategic Thinking, Vision

[ Leading People ‘
} Regional Supervisory Investigator ;
I Change Management, Conflict Management, Creativity/Innovation, i.

Financial Management, Human Resources Management, ‘
. Internal/External Awareness, Leveraging Diversity, Partnering, Resilience

T

’
el a, L = s = L

Leading Projects
Senior Investigator/ Tech-SME

Decisiveness, Developing Others, Influencing/Negotiating,
Project Management, Team Building

—

Leading Self
Trainee Investigator/investigator
Accountability, Oral & Written Communication, Continual Learning, Flexibility, Initiative,

integrity/Honesty, Interpersonal Skills, Planning/Organizing, Problem Solving, Self-Awareness,
Teamwork, Technical Knowledge




Training & Professional Development

This consolidated, one-stop source of training options may assist employees and supervisors in developing
individual training plans to broaden employees’ knowledge base and achieve higher levels of performance.
Knowledge obtained in these trainings, supplemented or combined with on-the-job experience, increases staff
potential and enables employees to effectively perform their duties and excel in their profession. It may serve
as a roadmap for employees as they progress though the various phases of their careers, from entry level to
Team Lead and Supervisor roles. The Training Continuum does not replace the employee performance plan or
evaluation nor does it guarantee that employees will be promoted or rewarded for taking courses.

Concept 4 ARA
The training courses are 4 gag:;:diator
identified by their level of Senior

. A Investigator
difficulty ranging from " 8 Investigator

intrncduciony to intermediate to Trainee
advanced levels. intraduciory nvestigator

iealning is structured to provide

a foundation for new and less

experienced budget analysts by familiarizing students with basic budget terminology and processes.
intermediate and advanced courses are better suited for more experience technical employees who are
interested in refresher training or more challenging courses on complex topics.

The course categories (investigatory analysis, analytical, technical, leadership, and management) are color
coded to coincide with an employee’s career phase as modeled by the Building Blocks of Leadership.

e The technical category includes courses that can be considered investigatory building blocks towards a
subject matter expert.

e The analytical category covers courses that build the capacity for analyzing, comparing, and
interpreting data. Like the technical courses, the analytical courses are appropriate for all levels of
staff.

e Leadership courses focus on enhancing communication, coaching, and leadership skills, and may be
taken by team leads and Supervisors as well as those interested in pursuing leadership positions.

e Management training is more specific to developing skills for new and prospective managers or those
interested in supervisory roles.

These course descriptions should help employees decide what courses are best suited for their professional
goals and level of general or technical experience as an investigator. Intermediate and advanced courses may
have suggested pre-requisites or working knowledge of certain technical areas and processes.

Process

To request training, submit a completed SF-182 Authorization, Agreement, and Certification of Training Form
via Learning Link to the employee’s direct Supervisor. Training approval will depend on individual supervisory
approval as well as office training budgets. Opportunities to apply knowledge obtained in the classroom to
actual job duties will depend on multiple factors including needs of the office and/or management, employee
initiative and pro-active approach to job responsibilities, as well as job scope as identified in the employee’s
position description. After completing a course, employees are encouraged to fill out the Evaluation Form to
provide feedback on the training. Honest feedback from those who have taken these trainings will be valuable
in improving the training continuum and ensuring it offers only the most useful, relevant education for
employees. Level of Difficulty: (B) = Basic; (I) = Intermediate; (A) = Advanced




Mentoring

When a new Investigator is hired, he or she should be assigned a mentor who will be available to provide
guidance, answer questions, allow the trainee to shadow him or her while doing investigative work, and
coardinate opportunities for the trainee to shadow aother Sr. Investigators. Likewise, when someone is
promoted to the position of RSI, Technical Subject Matter Expert, Mediator, or ARA, he or she should be
assigned a mentor who works in the same position in another region. This will provide the newly promoted
individual someone with whom he or she feels “safe” (i.e., outside of his or her chain-of-command) asking
questions, discussing areas of concern, and obtaining career guidance.

1DPs

It should be broken into weekly segments with required readings and online instruction in conjunction with
clearly defined on-the-job training experiences to be completed with the mentor or another Sr. Investigator. A
checklist should be developed so that each week, the mentor can initial when the trainee has completed all of
the activities designated for that week, and the RSI can initial after speaking with the trainee and verifying that
he or she has a full understanding of the subjects assigned for that week. Upon completion of the pre-class
training, the Assistant Regional Administrator should sign the checklist, verifying that the trainee has
completed all requirements, and forward it to the Directorate of Training and Education so that the trainee
can be approved to attend Course #1420. The pre-class training program should be designed to last for a
definite period of time (e.g., 12 weeks).



Trainee Investigator (Year One)

Day-to- Gains on the job training by eblower Regional Supervisory Investigator:
day conducting intake Interviews and OSH Act Sec. 11(c) investigations. Investigations under OSH Act Sec. Pcljforms' day-to-day supervision of
shadowing Senior Investigators on Gains on the Job training by 13{c) and all “othei” statutes, W8ls; monitors the training program
OSH Act Sec. 11(c) investigations. condugting intake interviews and vegardiess of level of difficulty. for investigators-in-training.
Conducts initial OSH Act Sec. 21(c) shadawing Senior Investigators on e Asslsts the Tech SME in providing *  Tech SME: Serves as an in-house
investigation upon completion of whistleblower investigations guldance to other WBIs in the region Subject Matter Expert (SME)
“Whistleblower Investigation conducted under the “other” for one or more of the "other” providing guidance to other W8ls (n
Fundamentals” course. statutes. statutes that s/he has gained theregion for the “other” statutes; if
expertise in. located in-one of the “Centers of
Excellence”, serves as an SME
providing guidance to WBIs in other
regions for the “other” statute(s) that
his/her region has responsibllity for.
e  Mediator: Oversses the
implementation of OSHA's ADR
Program for the region; Serves as a
mediator when this option is elected
by the parties to a whistieblower
claim.
On-The- Participates in Mentor program as 2 Particlpates In Mentor programasa | ®  Galns lgadership and management ¢ Participates in Mentor program as a
Job Mentee to Senior Investigators Mentee to Senior Investigators training by acting as a mentor to Mentee to an RSI, SME, or Mediator
Training Completes formal and detailed Completes formal and detalled investlgators-in-training. in another region.
mandatory program of guided mandatory program of gulded e Participates in Mentor programasa | »  Once s/he i at full performance
readings, webinars, and on-the-job readings, webinars, and on-the-job Mentee ta an RS} in another region potential, partitipates in Mentor
training in preparation for Course training In preparation for Course (optional). program as a Mentee to an ARA In
#1420. #1460. another region (optional).
Classroo Course #1420: Whistleblower Course #1460: Basic Whistieblower * Asneeded, completes refresher « Essential HR Competencies for the
m Investigation Fundamentals Investigations Federal Statutes (to be weblnars on the “ether” New DOL Manager and Supervisor
Training reinstated) whistleblower statutes. (RS
Course #1610: Interviewing e Attends ather QT) otrses * Leading@Labor one- and four-day
Technigues for Whistleblower (htto:/finkranetosha,uov/dts /AAR/dt caurses (RS))
Investigators e/eaurseshtml) with RS's and ARA’s | @ Leading®@Labor Emerging Leaders
Course #1630: Written approval. course (Tech SME/Mediator)
Communication and Report Writing | »  Contihgent upon avallabllity of funds, | «  Contingent upon avallability of funds,
for Whistleblower lnvestigators attains the Professional Certified completes the 40-hour mediator
Course #2710: Legal Concepts for Investigator (PCH) credential certification course offered by the
Whistleblower Investigators (hetps:/fvwww asisontine,ont/Certifica National Association of Certified
Course #2720: Whistleblower L oard. Mediators (VACM)
Complaint Resolution and Settiement Cl/Pages/default.a (htn:/Avwe, mediatorcertification,or
Negotlations ) #) (Mediator),

Modern Government Management




Trainee Investigator (Year One) ~ Investigator -
____[Years Two and Three) -y i
Training (MGMT) @ DOL (free!

Professi | »  Accountability ¢ Accountabllity * Decisiveness e Change Management
onal e Oral & Written Communication e Oral & Written Communication e Developing Others = Conflict Management
Compet {active listening) (active listening) o Influencing/Negotiating, e Creativity/Innovation
encies' |+  Continual Learning ¢  Contfnual Learning e Project Management « Fipancial Management

e Fiexibility ¢ Fiexibliity *  Tearn Building = Human fesources Managemant

e lnitlative e Initlative s Deoling with difficult people Internal/External Awareness

o Integrity/Honesty » Integrity/Honesty *  (Crisis Management » Leveraging Diversity

s Interpersonal Skills * Interpersonal Skills e Partnering

s  Planning/Organizing ¢  Planning/Organizing e Reslllence

s Problem Solving s Problem Solving s Research and Writing

o Self-Awareness »  Self-Awareness « Anolysis and presentations to provide

*  Teamwork e  Teamwork . tech assi to stakehald

» Technical Knowledge « Technical Knowledge

o Criticol Thinking
» __Interviewing

Professi e s ‘Annual Whistlebjower Tralning Conference
onal ' 2 A~
Develop
ment

! Competencies marked by italics are WPP-specific investigator {i.e. in addition to OPM’s EECQs)




Leadership Competency Definitions & Proficiency Levels
Expected Behaviors
teading Seff .
[2 icate 1he | of i o) and mmhuﬂmmumwmmn
delivering results on Yime. Fulfil de to peers, nd le. Monitor and hold others responsible
P s, and tding plenty of notice if for policies and Take

Accountability

unable to meat obligations so that akermative plans can be
mada. Track progress of work and respond to obstades that
threaten established goals and objectives.

mmwmmlwme«mu regardless of

by defning rokes and responsibdlities. Create and
institute polickes, procedures, systems, or processes that allgn
with DWPP objectives.

Orally communicate information daary and concisefy te avoid Make oral prasentations to or conduct meetings with 3 variety of | Make that are eff; and tallored | Effestively sensitive
miscommunication. Prepare written that are of varying stze, main ldeas and supporting | to the intended sudience. When -w-wmn.n-dun;ms when meeting with key executives or public offidals, Induding
accurate, dear, condse, and well arganized. Answer routine or [ clearly and concizely. Adopt style lo the Figuras, and o defiver the i B¢ m-mnwmw Use communieation to foster an
g basic guestions appropriately (e.g, tone, detail) and in a timely L i with its leve) of Communlcite orally and in writing iss ffects change, bust, and support. Prepars highly
manner, wwwm‘unmmmmﬂ.w so thit they are accurate, factual, .\anmd wma- complex wiitten wcmnhbonsﬂmbmlwlllm
< cancise business for the DWPP. =ffectively with others
8 wwudbvoﬂlelsﬁvm punctuation, speling, and unit guldance or guidelines. m:MMm.d-mmmnnhbm
to style and format guis persuativeness, or negotlation skiibs.
necding self. techial Enhance pi } comp: 30s by pursulng both Intammal and | Take Momemmmo\hm Same as previous levels
2 wnrn&lmmlnluhlnm skills, Seek and participate in | extzmal opp: for and taking learning and expertise
activities ia order to hall and roies. i in |to ' nmmmm-m-ww‘p.kw
expand sublect matter k di d expertise, and a5 a mentor to athers. Complete a multi- | misslon,
others. Apply what is leamed through tralning, feedback, course or longer-term tralning program that meets personal
mmﬂng and other opportunities to prnlnet a positive impact. | developmental goals and allgns with the DWPP's strategias.
(ex. ip) and obtain
S nmoqui!l but relevant certification or license.
Antidpate apparent cbstades that couid affect work and bring Same a3 previows lnvel mmmmwumwwwm-u Same as pravious levels
f Issues to the attention of one’s supervisor when necessary. Shift business init:
focus in response to changing priorities, strategles, or demands; wmuumummmnummdww
'g become knowledgeable about new areas, Balance multiple coworkers during times of change.
T compeling work dsmands to achieve required outcomes.
Muzmmmua assignments, and opportunities. Seshout Wdentity and propose solutlons for the y and Rientity that nave the potznbial lo

nitiative

--m

Ask to peers, lnd

growth,
wmbmmmwmumuanmmm-
udmuhmunnlmmlndmumm

effectiveness of established work processes. Volunteer for a
that is cutside the normal scope of

swwlnmudmmww Establish or
implement 3 culture that enables employees to contritute to

Inappropriate business practices or conduct to proper
authorities.

Proactively develoj duties, Voiu Jatle a member of a spedal DWPP objectives.
mllwmdmh;.. standard that has DWPP-wide Impact.
for a specfic area).
Demonstrate DWPP valaus and displvy ethical conduct in Serve as a role modet for ethical, personal, snd i ethical, persond, and Same as previous lavels
duties, d extarnal prassures. | behavior. Take necessary and timely action to resoive mmmm mw‘nm:mmlwn’wm
Advise athers on the DWPP's ethical and profy conduct app business practices or conduct. vhile working gnls
2 Z | standards and policies, Falrty and objectively report Establish or i a culture of ethical and
E conduct,




Employee/Individual Contributor
Leading Self

Interpersonal

Observe and identify different indlviduals” mmm and l:lu

ctions dingly to achleve goals and

Maintain a calm, open demeanor that fosters a work

others' points of view to come to a nommnn undwmamiu and
saek mutual purpose. C
emplayees to laverage their uwuon. upmka and shills.

resulting in indivduals seaking information or advice. Read and
Interpret others’ behxvior during interactions and use this insight
to make necessary adjustments at the moment of the
interaction.

atis ive to resalving highly sensitve or
controversial issues. Foster a cimate that raspects indwidua!
differences and diversity. Form efiective working relationships
with problem/controversial employees.

Planning/Organizl

Plan, conrdmate, and effectiely discharge routing Im:liolulnd
responsibiities with minimal guidance. Proritize {

ensure imely delivery af information, praducts, and m

neaamplunlupm;muo provde deliveradies within Prapare pians for complex or ial projects and identify Iﬁdm' ol lang: and
Consider the DWPP's resources to deliver pro)ens within ished priorities, and

prionties ammu when planning work assignments, llm:r in setting or shar i goaks and Develap and implement wmatlveplmns, policies, and

and prioritze multiple projects or that resuitin i i or that y Or in achiaving

implement a new project, m:m.-dmwmmmw.r Review project plans of others, critiquing and di goals and Azhluemulu that support

neads, roles and ge: eeded. Monitor and cortrol the implementation | the DWPP's goals dl g work

Umekines. ofprogr by satting with muiliple internal or external partes,

Solving

Problem

Leverage available resources and information to identify issues
el ; x pre

solutions. Analyze and draw supportable conclusions,
considering the implicatons of actions.

Anticipate potential problems, and take of gropose corective
actions.

Ssme as pravious levels

Idently connections between seemingly unrelated pieces of

e ditficult or problems. Identty
and leverage resowces and expertise, internal or external to the
Work unit, to
from intemal and nllmal wum to address complex issues.

Cansider and resolve problems within the broad context of the
DWPP and extemal stakeholder pricrities, Develop and
implement mult-tier soiutions to address nighly camplex,
sensitive problems of strategic importance. Anticipate issues and
trends across organizational groups.

Accept feedback from others and cpportunities for personal Seek feedback from others and opportunities for persomal Solicit fesdback to validate perception of self and act an itwhen | Sxme as predous levels
g development; do not be surprised by or defensive to others’ davelopment. Be sensitiva to jmpact on othars, app Fosteran that el
- teedback Have an accurate assessment af cwn perfarmance Know causes of your own feelings and mogds and moderate awarenaess.,
I § ieve! Recognize causes of own feelings and mood. Understand behaviors accortingly.
a awn el (e.g.. biases, hot
buttons)
Work collaboratively with others, offenisg sssistance to Promote a positive atmasphere that festers knowledgs sharing | Engage thers, and i activities are wel

accomplish shared goals, Adjust to different working styles,

m&mmmmwum-\.mm

otners'

across work units end

Inm;nmi across teams, business units, or sgencies Assemble

approaches, 3nd perspectves. Share relevant skills and DWPP swards. organizations. Address any issues impacting team cohasion and high performing teams consisting of members from different
f dge with pe oth ribute id performance. Motivate bysolmung athers’ cantributions -\d agencies, areas of experbse, and opinions to address complex
§ sod share skills and knowledge. apinlons, and integrating | issves, P pan, direct, wamrummmd
Ideas into decisions and plans, 33 appropriate. i i thin and outsid unit. Solicit
L ideas to gain an understanding of the pricrities, needs, and
cancerns of stakeholders intarnal and external to the DWPP,
) Identity and resolve technical issues promptly. Serve s & Same as previows ioves Same as previous levels Same a1 pravious fevels
‘ v resource to team members, Maintain working knowledge of
§ 3 * | industey trands and other internal and external factors in
v s elevant technical areals).
7 To prepare for the next ievel: Make sound and timely Cansider and adjust course of acton wh sirategy is (! ‘millm!lv“ or in highty
Utilize deusion-making methods that have been shown to work in | variety of situations, lmmmmuneammmk even when th wars fully that have si impact.

the past. Consider efternuhve courses of action when moking

| decisions Moke sound and tmely decisions in o varrety of
when

Provida fustifications for dacislons and P In the

decision-making process through communication with

g your own wirk.
slwhngwmkwlmnmlﬂmﬂmmmm

|| decsion-meking.

Consider alts of action when
making dacisons and chopse an option that takes consequencas
Into consideragion, Utiize decision-making taols {e. g, Gantt

ducision

| 7o prepore for tne neat iever:
thers i

others to achieve high slmaan;s ond perforin bepond set
athers to further develop

thew strengths

Conslder the costs, risks, and benefits when making
decisions and chogse courses of action In which the benefits
outwelgh the risks. Fellow through with web-informed decdsions
even when faced with resistance or opposition. Maka timely
decisions regording comphex technical, adminlstrative, or policy
1

Taka an Industry-wide, strategic view when making decislons,

Provide formal or informal training or mento/ing to others, Set
-mlplo regarding high performance standards for the unit o

Idenply or weate opportunities (£§ , formal aining, stretdh
assighments, un-m.-bo tranlnl. and detall assignmants) for

©

o parveipate in ta pursy activities.
programs and other self. B Provide the development of systems and processes to develop
feedback when employees to meet current and emerging skill needs.

Identily ceative developmental strategies to address skill needs
of workfarce. Promote 8 culture that encourages others to
maximize their potential. Encourage and support active

across




=T g A

e

e e ; STy B

rammhrmnum nmmudmmumm to | Conyt o exter T 10 support Same 33 previous levels

» uwmndmhwmmmmg athjeve an optima solation. ndation involing sud d
deos. Strive to achieve routine or solutions, evon wheo facedwith | in essablistod pracica. Prrsuade internal or ectermal evecutive

MMMMMMMMMMM o Faclftat: P wwmmmmm

pinions knowl altemnats opinions ar f doslred ot d dingof | resoucce for ditficult, senytive, or Compiex

uum the intarests ol b this P PSR

1o im) negotiaty o,
Coordinatn and monitor performance on tasks to meet Providn oversight and priortiation of Tl 1par of roject by mm Tacatnd, compl pre
Complete bles on time and actively Y thots tasks. rkunits. Evaly chectalf i

" uwmmmmpwwmdhmnm Interesty, avaifability, and base it needs. in sotting or i goals und wmmmuhmmmmm.

when deveioping project pion. Follow up with em . mission,

 effciency, Allocat
mmmwmmm

To prepare jor the mext ievel: Identify twam neects and provide sipport to achieve goats und MQWMMI WMM Engage andinspire ot ¥ ""‘“"t‘lw*
UPPOTT o advance " o and Y b itnd business units, or agy
{ gocls. Clearly w 0 bjecti [ DWPP awards. organizations. Address sny et inpacting teas cohesion and of from diffatent
collsboradon. g g ol i ammumm.mmmmmmmu
opinlons, different p Anid idtagrath Iisues. Promotsl open, direct, and regular mchange gt
Kfnm intw dechions and plarg, o$ 2ppropeiat, Informanon withis and cutside of U ofgantzational unit. Sollest
oss to gala ah undarstanding of the priorities, needs, end
concams of stakehclders intemal and sedarnal 1 bie DWPR.
To prepore for the next fevel: Drsert spetific to WPP] hsert sgedific o VPP] Pnsert specifc 1 WPP]
| lnsert specific to WPP)
To pregore for the next level: Tinsert speciic to WFF} Tinsert speclfic tb WPP| Insert specific to WPP)
[Insers specific to WP
To prepore for the next level: To prepuie for the next ievel: Evalsrta sxenm, SOKITION And DPIOINES 1o Upnart
dustify work group techeicel decisions or exploin policies inpiain | Serve o3 resource to focilit h d guide others | imp  of changos, Lead irmple
language. through the hasge processes, the wion f pew el ap
: Yo prepare for the nest level: To prepore for the nest level. lisbosady [ n ahall e iy
i others” v3 and seek o or | where alt ore resp valued. mhﬂuﬁwﬁmﬂ;ﬁmmm
guidance when neessory. Explore options to resolve % thut have the J flice nad. tm'«sh‘..m Lm“mw
'y MRquice gevotion. steps 1o odds Resolee chy or "
diffcutty it conflicty 2o higher authy where "
To for the Evoluote urent . o | Encour devefopment of inr Mu-umswwm wmmwmmoemwsumm
i J for | suggest B esponse M s m ' mm.wn hxmmdw
mmWMMMMM mm) m 5 ApoTDNChEs & lm (ﬂémnl
undenhance progroms and processes. Solicit feedbock and ideas perspéctives (o generate new and o ﬁp akenolers.
for mprovements.
I Toprwar o e patient for the oext plons dfecoe | M [promams Within bidgeL Prepare T 300 F] Far e accoss the WP,
ire wmvuufwdmnm-da'mmm»mw tmonitor usness unit's annoal operating bidget afepuantiog ongeing vibility and scivency. Devilop oy execis
waste, wmwm WIB‘*M plans ondd policies, ¢ mwmm.mmm
when utilizng ement] whia meaeting OWPP objectives. Ulilce systern
the DWPP's rpsources fe. g, travel expenses, afficr supgiies). trick prioctite, and monltor the DWFP's ;
financial gosiy ace mut.




anpluw,‘niumai Conuitutor
] { umuar :

To mm[v the aext

plon dﬁhmwmmabwumm
and follow olf Policy and Proceduee Manuals (PPMs).

fan-mmmmmmuu—w )

Eniiﬂl Nh@llmlhllnmnlmﬂn Understand global

# human capital declsions. Anticipate
sXlll neads that are consistent with arganizatenal wends and
changlng prioritiess ldentlfy creztive recitment strategies to

g pecpin and funcuons. esd
recruit, select, develop, retoln, and and 1 & stating pln, Avsesa curent and
Polley and Procedures Monucls I”M')andwnmvnm PPMs emerging priorities, d
ta employees. Adhere to the Collective Bargaining Agreement goals to Identify both dl: d long-tes
caa). umwmmuaemmwmmsm neads, Resolve perf and In d avdress these neads.
Provide inpwi with th | (PPM) ar Collective
pﬂfwmun:v Iaentify HR rssues ond seek ouidance t mmﬂlmnum‘
from MR professionals. provide feedback within Including
d 3 |n acco  with the PPMs.

To prepare for the aext levei:
Respond to changes requived by envirenmentol, budgetary,

Yo prepore for the next level: Consider the DWPP or extesnal

Jfactors such umwmnmmmmemmm

amnmwnmmmmmm goals by
external factors that

Establish an in-depth understanding of extemal fctors that may
affuct the DWRP's abllity to ascomplish its work. Promote workd-

pommm-fmneniwmmmqhut ond use this dge in work. and ‘mmmmmwmmmmn view of the financial services industry. Identify dependendes ard
when by sup mplex gothered from a variety of th dblacks In i f s .ﬁhhhmd-ruallhv
to hei d s externol sources. Anticipote how individual and DWPP actions eiternal factors le,g, changes n o achleve thy industty, logy, and global
mmm mmmwaﬂkw DWPP', rk be
pelicres and ges In the OWPP or extemal and
trends. Seek de ond cutshile the OWP to | develop afternatives.
mommn-
| Toprepate for the next level: Support diversity-related progroms end ineiatives. Foster an that & of EE0 to Fostar t EED les to
Adbere to EE0 policies, goals, and Monitors the work 10 identify which could i 20 diverse thoughts, oplnions, and mmmuwm experiences, and
philosophies by deoling with everyone in g folr and equitable [ iy lead of or it X 1o achieve the vison and mission of the DWP?. mmmmmmmmamm
monner Respect indvidual differences ond diverse opinions.
muewmmmmoww'smnm
fnprmjwmrmkve) To prepare for th rdingte with internal ang Build fis) ih others; d the big picture and | Ssme as previous levels
Waork with individuols 0coss work units to oddress mutuol Jssues | extemnol partaers to accomplish the DWPP mission. Sokcit input rticulate ¢l Inan e way, Chemplon

efforts. i

to bulld consensus end achleve common goals. Devefop and

with stoff to gain endorsement for

mmndmwmm:mhmum
mmpnmmmmnwmm

SAfn e DU by, d gehieve common goats. identlfy end bulid  tg achleve the DWFP vision
ith ide of own work unit on o J s with the DWPP and to achisve the mmmu OWEP workl
reguier bosis. DWPP vision and mission. bhr-tdwnbmbsmﬂwwnmqemqulm
communleation.
pepore for the ext in under To pregare far the riext level: Respond to sctbacks by Remain calm 3nd (R3OATCEI] UDda" el CHEammStinees. Act23 3 caling and setting Infuance for othars €van I fara ot
deadiines, Sevk guidance 1o achleve ciarity bgin divectton ctives. Assistwithand | Devell plans to adk st i Il’a),rdoqllu
under stressful to work mmmm;wmw; hallengh (e efforts, w3y ding direct
0 overome obstacies o setbocks. Dt X Mantlty | proceed; Take and -wu-hwm
stressful and strained and mak quickdy he 4ituation A
appropriate. 10 sajve or [essan the Impact.
Toprepare Jor the next fevet: To prepare for the next lgvel: [hfmmﬂ:" thl (insert specific to WPP|
| Nsert specific to WPP| [insert specific to WPP}
Toprepare for the next fevel: To prépore for the next ievel: Tnsert speciic to W) Tinsert spachic to WPP)

[insert specific to WP}

[insert specific to WPP]




teading Self

Tommkrmcnn;lcvnbtrmmwwnvht'dlmg To prepare for the pext level: Serve as a role medel ond odvise

Top for the next level: Seek ¢ g DWPP’s
Muywmnunohlwmﬁwtmvdplwm‘ Idmtvy!hn methods ond d n&mtmmsmmg @ professional imoge of the DWPP to
need for new or revised methods and processes. Mn:mmmnmmme enhance dibility. Eagage with stokeholders in o mmwm&y u‘mm
enhance the DWPP's objectives. manner that earns their respect ond odvonces the goels and ,, M Nm
ﬂpdvc‘of!hfﬂwm Serve os an DWPP
ond projects. the DWPP’s interests mnmmmmnwmmuuum
to o variety of porties (e.g., ot technico) group meetings, In 2ontentious situations,
universites, etc.).
To prepare for the next fevel: Develop knowledge of relevant 7o prepore for the next levet Estoblish Top  Jor the next fevel: Canvey importonce of the DWPP's stmmﬂmwm
poiicies, rules, and procedures for representing the DWPP (e.., | omganizetions to achieve the DWPP's mission. Represent the mission end vision to staff ond stokeholders. Estabish and mmm neasng organiiationa) vision andmission,
stondards of conduct) and foflow them accordingly. Act WPPmmﬂmwuchmmwmm mmmmww“awmmmm mmmm.mummwmmom;
WWMWWUW&,MWM keholders. Effectively oddr with | Contribute to the Dusine
attitude and them Participate in mmmmmmwwmmsmd

mmwmw the DWPP's outreach octivities (e.g., vendor outreach, job fairs). | measures ta ensur= buy-in.

To prepase for (e nest level Mointoin oworentss of and To prepare for the net levl Exhitst competencies identified ot | To prepare Jor the next level: Assist with the development and RSpate hanges (& 8., demogaphe ehar “--*'.‘:.
operates in occordonce with current DWPP strotegic plan, the previous fevel. implementation of the strategic plon by i i ' M !
Understand connections between project team’s goals and the d goiring Assist with d unmunimmmwmm
DWPP strategic objectives of metrics to assess attvinment of work enit goals. Develop plar Laad a diverse strategic planning team to address and
implementatian pions ond execute accondingly. outlise the futire dinection of the DWPP.
| To prepore Jor the next level: Develap knawledge of the OViF» | T for the next level: Tationship briwe: To Jor The et leel: Anayze nvesoment Direct the development and o fuew or
mission ond vision, Understond the DWPP's fong-term goals and | employees’ work and the DWPP mission ond oby Comvey ine the | alvers ution mprove the OWPP's efficiency and
objectives. importance of group's vision to DWFP staff. Gather input from W’dm]wﬂeﬁ”?’munmﬂw e n 1 calcufated risk-
| stof 10 develop work group vision. mmummmmmmms king across the DWPP,
of A
wmu—mmwmmmmm
[ Yo prepare for the next level: To prapare for the next iever, To prepore Jor the next ievet: Tinsert specibe o WPE]
| (insert specific to WPP| |insert specific to WPP] [insert specific to WPP]
| 7 ovepare for the next ever: To prepare for the next level: o prepore for the nextievel: Tinsert specit to WPF]

8l [insert specific to WPP) [insart specific to WPP] insert specific to WPP)




