FOUNDATIONS OF SUPERVISING






This comprehensive program focuses on the skills and knowledge necessary to be an effective supervisor.   The competencies covered in this program focus on how supervisors can show care and concern for their employees while delegating work, communicating effectively and having thorough knowledge of what the supervisor’s role and responsibilities are.  

Target Audience: This program is highly recommended for ALL NEW SUPERVISORS as well as supervisors who have never been formally trained in the supervisory function.

You need to attend all of the following sessions:

Module 1






9/13/05
 
9:30-1:00

Program Overview






Making the Transition from Worker to Supervisor

Understanding Your Work Unit

Creating a Motivational Environment

Module 2






9/20/05

9:30-1:00

Communicating with your Employees







Delegating Effectively

Module 3






10/06/05

8:30-3:30

Employee Assistance Program (EAP) Supervisory/Manager’s Guide:



Workplace Violence Awareness & Guidelines for Intervention 
(8:30-11:30)

(Presented by EAP and University Police)


The Impact of Substance Abuse in the Workplace 


(12:30-3:30)

(Presented by EAP)


Module 4






10/03/05

9:00-12:30

Performance Planning & Evaluation

Module 5






10/11/05

9:00-3:00

Counseling & The Disciplinary Process







(Presented by Labor and Employee Relations)  

Module 6






10/18/05

9:30-3:30

Understanding Your Legal Responsibilities:






…And Justice for All (9:30-1:00)

Preventing & Reporting Sexual Harassment                    



 

(Presented by the Office of Diversity and Affirmative Action)

Americans with Disabilities Act Awareness Training (2:00-3:30)

(Presented by the Office of Disability Support Services)






Module 7






10/27/05

10:00-4:00

Diversity 101 for Supervisors & Managers  






Program Wrap-up/Action Steps

Module 8

SkillSoft e-Learning Sessions:  



Complete by 11/18/05

Generating Alternatives in Problem Solving Course #PD0233    


2.5 hours

                                                  OR

Resolving Conflict through Problem Solving Course #MGMT0223


3 hours
