THE NEW MANAGERS TOOLKIT

Sponsor:                Rockhurst University Continuing Education Center, Inc.

Dates:                     April 23,2003

Time:                      0800-1500 hours

Location:                 Ft Monmouth, Armstrong Hall, Bldg 551, Room 14

Description:

For new or prospective managers and supervisors who want the tools and skills to start off your supervisory career the right way -- without learning by trial and error. 
No matter how prepared they think they are when they become a manager for the first time, most businesspeople are shocked by what they don't know.  This class was developed to help the new or prospective manager create the building blocks of a long and successful managerial career. 

Adapting To Your New Role As A Leader And Manager

· Identifying your natural working style and how you can work more effectively with others

· How to ease your transition into company leader by carefully meshing your personality with others

· Ensuring your staff understands ... meets ... and even exceeds your expectations as supervisor

· What traits make a good leader? You might be surprised

· Understanding how you fit into the "big picture" now that you're a manager

· How to start thinking like a manager

Effectively Establishing Your Credibility (And Boost Your Confidence) 

· 5 of the biggest mistakes many new managers make and how to avoid them

· Moving from "worker" to "manager" -- what traits do you bring with you, which do you leave behind

· 4 proven ways to immediately establish your authority as a person who can be trusted and counted on no matter the situation

· How to build upon the strengths that got you a manager's job in the first place

· Bosses don't inspire people...leaders do! How to develop successful habits that all top supervisors share

Managing 101: What They Don't Teach You In School  

· Getting the job done with limited time, money and manpower? Welcome to managing in the year 2003 How to set and attain clear goals for yourself ... your department ... and your company. Take a monstrous load off your shoulders by learning when and how to delegate work 

· Project management skills that will give you the greatest chance for success -- every time

· Juggling multiple projects and priorities effectively

· Legal issues that every manager must know from the start

Dealing With Problem Employees And Difficult Behaviors 

· How to stay calm and in control when confronted with an emotionally charged employee 

· Proven strategies for picking up on "hidden" messages your employees give out

· How to tell when stress is getting the better of your employees

· How to decrease unproductive employee behavior such as absenteeism and tardiness

· When to coach? When to counsel? When to know which one you need to do

· When termination is the only option left: What you need to do to protect you and your company 

