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“..life-long learners often take advantage of
opportunities and cope with challenges
because they are prepared and have the
skills to do so.”

This Issue’s Power Point

U 2.0

Around this time every year, we generally hear more than one
person say, where does the time go? often followed by some type
of resolution to do things differently, or take a specific action to
self-improve.

It's easy to see why. We all have a lot on our shoulders. Work
processes are constantly changing, people seem to want and
expect more from us, and our normal routine (if we really ever had
one) is rarely normal anymore.

As a result, we look for ways to give ourselves an advantage when
dealing with the challenges and opportunities we encounter. We
crave “fuel” to propel us to greater heights in all areas of our lives,
and, of course, possibly some tidbit of knowledge that may help to
reduce some of our stress too.

It often comes down to thinking about what we should and must
learn to become the best person we can be. Using today’s
technical vernacular, it equates to building the new 2.0 version of
ourselves.

No matter where your learning path takes you in the weeks and
months ahead, the thing to remember is that life-long learners
often take advantage of opportunities and cope with challenges
because they are prepared and have the skills to do so.

Borrowing from author Alex Elle, “It's never too late to start over.
If you weren't happy with yesterday, try something different today.
Don't stay stuck. Do better.”

There are a lot of good, practical reasons to make ongoing learning
part of your new 2.0 persona.

O  Learning expands our horizons beyond our day-to-day
focus to help us see the “big picture.”

O  Learning helps us more readily adapt to new situations
that could otherwise bog us down.

O Learning feeds innovation by inspiring us to think
creatively when we need to solve big problems.

O Learning deepens our character and makes us more
inspiring to those we want to lead or help.

00 Learning instills an understanding of the social, political
and human issues that influence the environment we
live and work in; and

0O  Learning builds confidence.

At the Center for Management and Professional Development, we
provide learning programs that develop the skills needed to
become more consistently productive, informed and confident
workplace contributors — so that everyone can enjoy the business
benefits of a high-performing work team.

Look through this calendar to see how we can help with the fun of
becoming the new 2.0 you!

L’\—-—N

Allan Forbis
Director, Center for Management and Professional Development
TheCenter@oa.mo.gov




STATE OF MISSOURI

FOR

MANAGEMENTa~oh

Professional Development |

We're helping to build a
strong Missouri

The Center for Management and Professional Development (Center) within
the State of Missouri’s Office of Administration exists to help business
organizations and government entities cultivate and enhance the leadership,
interpersonal and technical skills of current and future leaders and front-line
employees through the delivery of innovative, participant-centered training
programs.

Leadership and Interpersonal Communication

The Center’s leadership and interpersonal communication programs prepare
individuals to handle the challenges present in today’s demanding workplace
that include goal setting, managing a diverse workforce, creating and
maintaining a culture of trust, dealing with conflict, leading change and
innovation, decision making, communication, performance management and
other day-to-day issues that, left unresolved, can potentially derail any team’s
success. In addition to creating and providing customized workshops and
webinars, the Center also provides training programs developed by other
world class training leaders.

Technical and Computer Skills

The Center’s technical and computer skills programs help learners from all
businesses and organizations increase their proficiency in Microsoft Office
programs and other specialized software applications. In addition, the
Center’s computer training labs allow other organizations and businesses to
bring their employees together in a pre-prepared training environment to
increase staff proficiency in specialized or organizational specific software
programs.

Together, the Center provides a “one-stop-shop” from which critical skills can
be obtained for employees at all levels in businesses and organizations and a
customer friendly support structure to effectively manage the training
process for everyone.

*Come to our training facility, or invite us to your
work place to establish your very own ‘center for
learning.” We can strengthen the knowledge
and skill of your most valuable resource - your
people.

*Technical and computer skills training programs are typically not available for on-site delivery due to the
need for computer learning labs.

businesses and entitie
realize and value the benefits
that increasing competency
and technical proficiency
through training can provide.

The Center serves as an affordable
resource to help leaders:

00 Ensure employees work together when it is
important to pull together.

0  Unlock staff potential and increase
productivity.

00 Leverage the performance of employees to
achieve cost-effective and better services for
customers.

0 Maintain their employer’s competitive edge,
while helping to develop and retain their
workforce.

00  Achieve higher morale and a renewed
commitment to quality in the products and
services Missouri businesses and government
entities provide.

Contact us at (573) 751-4514 or TheCenter@oa.mo.gov
Find us on the web at training.oa.mo.gov



The technical and
computer skills training
you need—all at
affordable pricing!

To establish a central “one-stop” training source for state agencies, city
and county government and private sector businesses, technical training is
available through the Center for Management and Professional
Development.

Our computer training facility has three training rooms, each fully equipped
with computers that are networked and connected to the Internet and the
State Data Center. The instructor’s computer can be projected on a screen
to facilitate ease of instruction and increase each learner’s ability to
comprehend the instruction provided.

Learners can attend Microsoft Office Desktop Classes that include:

0 Access O PowerPoint
00 Excel 0O  Word
O Outlook O and other software programs

E-learning sessions are also available.

TRAINING PROGRAMS FOR MISSOURI
STATE GOVERNMENT AGENCIES

State government agencies can also obtain training in critical workforce
management systems that include: SAM Il Financial, SAM Il Purchase Order
Processing, SAM Il Vendor Invoicing, SAM Il Data Warehouse and MOBIUS.

SAM Il HR TRAINING programs are also available and include:

O  SAM Il HR Introduction O SAM Il HR Deductions and Benefits

0O  SAM Il HR Position Control 0O SAMII HR Time and Leave
00 SAM Il HR Employee Maintenance

For more information, contact the Center’s Computer and Technical
Training section at (573) 522-1332.

TUE

Information Technolgg:y and
Computer Skills TraJ'luing

Outside training providers can use the
Center’s computer classroom facility to
offer specialized training in:

[0 Server Applications and
Administration

[0 Web Applications and Development

[0 .NET Programming

Agencies and organizations can
also reserve classrooms to
provide technical training on
software programs specific to

their work processes.
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Microsoft

OneNote

Keep tabs on your life.

-

o
o

ONENOTE IS THE BEST MICROSOFT
PROGRAM YOU’RE PROBABLY NOT
USING.

If you do a lot of note-taking, attend multiple
meetings during the week, and collaborate
with others on projects, our 1-day OneNote
workshop can help you keep that flood of
information neat and tidy.

In OneNote, users can enter text via
keyboard, create tables, and insert pictures.
However, unlike a word processor, users can
write anywhere on a virtually unbounded
document.

OneNote has a structure that mimics
physical note-taking, revolving around
notebooks, tabs, and pages. It saves
information in pages organized into sections
within notebooks. The interface provides an
electronic version of a tabbed ring-binder,
into which the user can directly make notes
and gather material from other applications.

If it sounds too good to be true — it’s not!
The possibilities for OneNote are endless.
As one OneNote user related:

“I fell in love with OneNote a couple years
ago...the tab interface is wonderful. I'm
someone who struggles with organization,
but OneNote has changed that completely
for me. OneNote could be a lifesaver for the
forgetful, disorganized ANYONE!”

DISCOVER HOW THIS EXCITING
APPLICATION CAN WORK FOR YOU!

OneNote 2010 - Level 1
February 27 and March 20
$125

According to the Information Technology and Innovation
Foundation, investments in technology and training can produce
gains in productivity three to five times greater than other
investments because it allows employees to do their jobs - better
and faster.

While we offer some online computer training options, our experience has shown us that
learners often need to have access to more tactile learning opportunities for a successful
transfer of learning to occur. That’s why the majority of our computer classes are hands-on
and instructor led. Many of our Microsoft Office classes also offer three course levels:

0  Introduction
0O Intermediate
0O  Advanced

This allows the learner to continue enhancing their skill set when they are ready, and when
itis needed. It’s all part of ongoing learning — one step followed by another.

MICROSOFT ACCESS

PUT THE POWER OF ACCESS TO WORK FOR YOU

Your organization or business is probably overflowing with valuable information to help you
and others make better decisions. Unfortunately, if the information is not organized and
easily accessed, it can’t be analyzed and used to its full potential. To bring the pieces of the
puzzle together, Microsoft Access — one of the most powerful and versatile relational
database programs on the market today — makes it easy to structure your data so you can
find answers quickly, share information with others and build fast solutions that help you
make good business decisions. Whether you’ve been working with Access for some time, or
new to this powerful application, chances are you’ve only scratched the surface of what this
program can do for you.

Microsoft Access will help you manage and store information for reference, reporting and
analysis; and can help you to overcome limitations you may find when you try to manage
large amounts of information in Excel or other spreadsheets. If you’re looking for a better
way to effectively design and create new databases, tables, and relationships; create, locate
and maintain records; and produce reports based on the information in the database,
Microsoft Access will help you get the job done!

ACCESS 2007

4
Introduction - February 9

Intermediate - March 16

ACCESS 2010 -

Introduction - January 12
Intermediate - March 2
Advanced - March 23

COST: $125 4

1738 East EIm Campus = :
P 4 /\\ "

Jefferson City

Ay

Find information about the content of each program on our website.

4



How To Stress yourself out

Be late for everything
(and die young!)

" Tired of the same old time management and work-life balance
messages? Dread no more. Andy will use the second part of the
program to share his humorous but thought-provoking spin on life-
changing principles using his own unique "What not to do"
theme. Principles include: over-commit to everyone, "multi-task-
to-the-max,” don't delegate, procrastinate, eat poorly, and don't
sleep. Andy has helped audiences across the country become
”MASTERS" of prior tazatlon time delegation, and work/life
balance and now it’s YOUR TURN to control your schedule,
mstead of your schedule controllmg you. This positive and
en,l'lghtenmg segment will prowde specific tools you can apply to
get MOQORE done in LESS time with BIGGER results!

Don'tlgtlife get the bestof you. Recharge and
| reim:us unw...lleinre it's too late!

L EADERSHIP LESSONS

HGLLYWOOD

In this engaging program, Andy will creatively use the magical imagery of
Hollywood to help leaders DEVELOP and EMPOWER their organizations in
this era of having to “do more with less.” LEARN and be ENTERTAINED with
a blend of key leadership strategies coupled with imagery from major
motion pictures. This interactive session will provide not only a
memorable multi-media experience, but also immediate “take-home” value
0 heIp further develop your own leadership skills and the skills of future

The program will help you apply changes in your -
management style that can help yu

BOTH PROGRAMS
April 18

8:30AM — 4:30PM
Jefferson City
Governor Office Building
Room 450
$169.00

Andy Masters is an award-winning author and speaker
who has written 5 books, earned 4 degrees, and has
presented hundreds of business and personal development
programs. Andy has been featured on many national media

outlets, including LifeTime Television, Investor's Business \
Daily, and Leadership Excellence magazine. Andy achieved
Distinguished Graduate honors at Webster University, earning
an M.A.-Human Resources Development, and another M.A.-
Marketing. Andy is a proud member of the National Speakers
Association (NSA) and Global Speakers Federation (GSF).



FIND FAST ANSWERS TO CRITICAL
BUSINESS QUESTIONS, ALONG
WITH LEADING EDGE GUIDANCE...
ALL WITHIN FINGERTIP REACH!

See differently. Do differently. Get better.
WITH

INSights

ONDEMAND

From FranklinCovey

iy S
ClLlTC,S

InSights On Demand transforms the award
winning leadership lessons from many of
FranklinCovey's most requested training
programs into over 80 self-paced “on
demand” web-based lessons that build or
reinforce the critical skills of great leadership,
effectiveness, and productivity.

Each lesson starts with an engaging video,
followed by powerful thought provoking
questions that focus on the learning process.
Learners can review and print-out the key
principles and ideas presented in each course
and download goal setting tools tied to the
content of the course for additional thought
and action.

Each lesson is designed to help
you learn at your own pace and at
a time that’s convenient for you.

WITH MYQUICKCOACH,
YOU HAVE ACCESS TO
WORLD-CLASS
COACHES WHO
DELIVER KNOWLEDGE
QUICKLY, ALLOWING
YOU TO PUT IDEAS TO

Help your organization take action for increased performance with

o Business Acumen WORK RIGHT AWAY!
o Communication
o Conflict Management
o Customer Focus This award-winning online delivery p_Iatform

. and content library can help you achieve your
o  Execution full potential by bringing “on-demand” advice
o Innovation/Creativity directly to your computer desktop ... at work,
o Managing Change at home, or on the road!
o Performance Management Simply point and click to access hundreds of
o Personal Productivity fon shprt online video lessons — ea(_:h about 5

. minutes long presented by leading
o Problem Solving — consultants, authors, and educators. Audio,
o Strategic Leadership animation and transcripts help make the
o  Talent Development ook information clear and concise.
o Team Building Content areas include:
E emc

o  Trust/Integrity Adaptability and Resilience
o Vision and Purpose = Coaching and Mentoring

Interpersonal Communication
Decision Making

Emotional Intelligence
Political Savvy and Career
Strategy and Vision

AND MUCH MORE!

O O O 0O 0O O O O

InSights ONDEMAND

Obtain one year of 24/7 access to
some of the world’s best business
coaches for $125*

*Your year-long access to MyQuickCoach begins when you
receive your confirmation and secure password, and continues
6 for the next 12 consecutive months.

Obtain a *1 year subscription for $149.00

* 1 year from the date of activation
Subscription includes 4-hours of Management Training Rule Credit




STUDY =Lt

Self-led video based training modules...ready when you are

It’s probably NOT the Study Hall you remember
from school, but these “study-on-your-own” lessons
are sure to make a difference in your sugcess as a
leader and workplace participant.

Each on-demand lesson includes a video you’ll watch online and a gtudy guide to help you
put the information in the video to good use. The questions in thefstudy guide will encourage
you to think about what you’re doing today—and what you mig ant to do differently
tomorrow. Working at your own pace, each lesson takes about

Respond to workplace
challenges with information
that can be invaluable!
Communicating Non-Defensively
Gateways to Inclusion

Workplace Violence
Managing Stress

Enhance your confidence S'I‘UDYJ = o
and leadership ability e | [P A
with 4 great lessons!

Would I Inspire Me?

Leaders of Character
5 Questions Every Leader Must Ask
The Pygmalion Effect

Take any lesson for $20, or each series of 4 lessons for $75.

Each lesson provides one hour of Management Training Rule credit. Go ahead -m .take voul' seat =




THE

Looking for a quick burst of training? HABITS

WORKSHOP

~ Unlock staff potential
and increase productivity ) o
. In addition to offering a variety
|n Sma”er amounts Of of half-day, full-day and two-day

trainlng programs, The Center OVER 15 MILLION SOLD -
tl mel can be your go-to resource for THE (HABITS OF
. “ shorter training sessions too.

IF YOU'RE LOOKING FOR
AFFORDABLE 1-HOUR (OR
SLIGHTLY LONGER)
_ . TRAINING SESSIONS THAT NT
Topics include: FIT YOUR TIMEFRAME AND January 19
BUDGET...WE CAN HELP. $125, SelfDirection

For over 20 years the “7 Habits of Highly

Constructive Feedback Effective People” has been a blueprint for
) personal and professional development,

. [ ] Staff Retreats influencing the lives of millions of people.

Whether it’s...

[ Lunch-and-learn programs Now you can experience those same 7
Habits in a highly concentrated, 1-day

for on-the-go workers workshop.

[J Conference “break-out Our workshop is specifically designed for those

sessions who want a fast-paced introduction to “7 Habits”
thinking and application. The benefits of this
workshop for individuals and organizations
include:

...and more...

WE HAVE A TRAINING
SOLUTION FOR YOU.

™ O  Improved teamwork
Building High-Trust Relationships O Increased alignment between work activities
,f‘ and the organization’s mission
O  Increased productivity and accountability
«

Resilience . .
The workshop provides the foundation necessary

to strengthen the human side of performance. It
introduces key principles and teaches skills
needed to work effectively with and through
others.

We kno’how to provide aq
in a short amount of time. We'llluse every minute to

deliver learning points that make a positive impact for
the people in your work team, business or organization.

learning experience

It helps employees tap into the best they have to
give and fosters measurable change and
improvement at the personal, managerial and

I R TF \ . organizational level.

Individuals discover how to maximize their
performance and reach career goals by avoiding
dependence on others and instead move on to
where real success lies—being interdependent.
This allows them to experience first-hand the
rewards of superb cooperation and collaboration.

What You’'ll Get:

EOF MISSOURI .
7 = g

AGEMEN AND .

O A FranklinCovey Planner Starter Kit to help
you stay focused on your highest priorities
for an entire year

A paperback copy of The 7 Habits of Highly
Effective People

Participant Manual

Participant Resource Audio CD

Participant Job Aid

sssional Development
“We inspire otential leaders on their journey to excellence.”

o o e
ining.oa.mo.gov

ooo O



Descriptions on the following pages are provided
for some of our newest and most requested
leadership and communication programs offered

this quarter.

A complete list and expanded description of all workshops can
be found at www.training.oa.mo.gov

Class dates, cost and associated competencies are in italics under each workshop title.

Anger Management

January 26, $125
Flexibility & Mediating

When anger gets out of control and turns
destructive, it can lead to problems at work, in
personal relationships, and in the overall quality of
life. Because everyone experiences anger, it is
important to have constructive approaches to
manage it effectively. This 1-day workshop will
provide insights to help learners identify their own
anger triggers, develop skills and techniques to
make disagreements constructive, including
effective negotiation and solution-building; and
provide ways to control their anger—and possibly
the anger of others in tense situations.

Basic Supervision

February 22 - 23, $125

Workforce Management

“When we become supervisors, we must realize
that we’ve taken on a new role, one for which we

have the qualifications—but for which we probably

haven’t been trained.” martin Broadwell, The New Supervisor

This 2-day workshop can help first-time supervisors

make the transition from technician to supervisor
by focusing on specific, fundamental skills, such as
time management, delegation, leadership and
feedback, to produce positive results within the

team they lead. Whether you are a new supervisor,

or a seasoned “veteran,” this program will identify
or improve strategies and practices necessary to
every supervisor’s job.

January 11
$125, Mentoring and Teamwork

Coaching Employees

Achieving extraordinary results through others

Enhancing Customer Service
Over the Telephone

February 9, $125
Customer Service & Verbal Communication

More often than not, the telephone is still the
first contact someone has with your
organization. People who are handled in a
friendly and efficient manner will have a positive
first impression—but if things are managed
badly, there can be a breakdown of trust,
damaged relationships and lost opportunities.
This 1-day workshop offers telephone techniques
that create a positive first impression with
callers and sets the tone for the rest of the
customer’s interaction with your organization.
Topics include using effective approaches to
handle special tasks like call transfers, taking
messages, putting others on hold, and
interruptions. Learners will also receive
strategies to deal with angry customers while
remaining calm themselves.

How to Make Yourself
Indispensable

February 8, $95
Team Work & Verbal Communication

This 4-hour program will provide the skills
needed to help employees adapt to—and
embrace—situational changes at work. You’ll
learn how to thrive under pressure and expand
your career opportunities by taking initiative,
effectively resolving problems, sharing your
knowledge, and being an overall positive
influence at work.

The coaching process is central to performance management.
By creating the appropriate climate, environment and context
to empower individuals and teams, great coaches are able to
achieve extraordinary results. This 1-day program examines
. the coaching process and provides many tools and techniques
\ to help shape employees’ behavior on the job.

This program will help supervisors and team leaders:

Examine coaching strategies based on the employee’s
ability and willingness to do the job

Delegate effectively without micromanaging

Ask the right question to help shape employee behavior
Accurately diagnose employee performance problems
Provide appropriate performance feedback

Facilitate the problem-solving process for employees

9

Setting goals and assigning tasks is much easier
than influencing people. The ability to cultivate
a high trust work environment in which
everyone feels connected to the organizational
mission is the mark of a truly powerful leader,
one who inspires commitment instead of
erroneously believing it is theirs to command.

EXERCISING YOUR

EMOTIONAL
INTELLIGENCE

WORKING OUT A SMARTER HEART

Learners who attend this 1-day program will
discover that productive relationships can either
flourish or wither as a result of their ability, or
inability, to exert control over their behavior. The
essential premise of El is that true, sustainable,
success requires an honest awareness, control, and
management of one's own emotions, and an
understanding of the emotions of others. By first
understanding how emotions influence our
behavior, we can prevent negative emotions from
driving us to behaviors we later regret. Only then
are we able to influence others. Only then can a
team work together with increased cooperation,
collaboration, and communication toward a

common purpose.

Numerous studies identify El as the
number one core competency for effective
leadership, regardless of rank or title.

Successful participants will...

= Gauge their current level of Emotional
Intelligence and identify how to increase their

£Q

= Gain the ability to accurately assess their own
emotional responses—and the consequences of
those responses

= Practice choosing a response that is aligned
with their desired goals when faced with
adverse circumstances

= Exercise Emotional Intelligence to create
positive outcomes in spite of negative emotions

= and more...

January 18
$125, Perceptiveness & Team Work



Keeping up with the
accelerating pace of change!

January 12
$125
Workforce Management

It's not that things are changing; it’s that things
are changing faster and faster. The increasing
velocity of change creates new and greater
challenges for individuals and organizations
everywhere. Whether you're in state
government or working in the private sector,
leaders at all levels are expected to meet ever-
escalating demands.

This 1-day workshop will provide a remarkable
set of tools to help anyone improve their ability
to lead, manage, and inspire performance.

Participants will learn how to:

> Identify and define leadership traits which
encourage performance, loyalty, and
trust.

> Avoid three common pitfalls that prevent
leaders from driving positive change.

> Apply principles of Emotional Intelligence
to improve and sustain their own personal
leadership capability.

>  Describe the impact of constant change
on individuals and organizations.

> Recognize the stages of change and
enable their workgroups to move on
sooner than later.

> Decrease negativity in the workplace
when new demands arise.

>  Use a method of communicating change
which is proven to gain buy-in and
commitment.

>  Improve morale and dedication even
during daunting economic times.

>  Set goals and achieve objectives by
cultivating and reinforcing positive
performance and desired behaviors.

Building Team Connections

Forging Trusting Relationships to

Make Your Team Unstoppable!

All organizations need effective teamwork to create
positive results for their organization and the
customers they serve. The best teams work
together fluently, and they do it by reducing
interpersonal friction, cultivating a positive work
environment, and aligning the values and goals of
their team with relationships and performance.

This 1-day program provides a fresh perspective on
team connections, and tools for analyzing and
strengthening those connections. Participants will
learn how to improve results by establishing and
maintaining team norms, cultivating trust,
leveraging differences, and determining where and
how to apply time and energy to keep the team
moving forward in a positive direction.

February 1

$125, Teamwork & Perceptiveness

Participants will learn how to:

O ldentify the characteristics of high
performing teams

0  Capitalize on team differences to strengthen
team performance

0O  Use a process to establish team norms

0 Analyze immediate and extended team
connections to identify where time could be
better spent

0  Take stock of their own team's stage of
development; and the level of trust within
their team

ad Plan how to use Five Critical Factors to
refuel team connections

Unconscious Bias:
Breaking Down Barriers through Awareness

We all have prejudices we are not even aware we
have. Buried prejudice and biases are surprisingly
influential underpinnings to all the decisions we
make, affecting our feelings and consequently our
actions. This phenomenon is called unconscious bias.
The concept of unconscious bias or “hidden bias” has
come into the forefront because the dynamics of
diversity are changing. In today’s workplace, as well
as in life, it is important to understand our biases in
order to overcome them. Our willingness to examine
the filters through which we view and interpret
ourselves and others is an important step in
understanding the roots of stereotypes and prejudice
that exist in our society and in our workplaces.

March 9

$125, Perceptiveness &Teamwork

10

During this 1-day program, participants will:

[0  Learn the business case for diversity and
inclusiveness and managing unconscious bias

0  Understand the purpose of bias; and define
bias as it pertains to diversity.

[0 Understand the filters through which they
view and interpret themselves and others

0  Appreciate how unconscious bias can affect
judgment and decision making

0  Understand how unconscious bias is
expressed through subtle but harmful
behaviors known as micro-inequities

0 Identify steps for controlling biases in their
thinking



Situati 1
Transform your organization from the L d h 3
inside out... starting with yourself! Behave ea eI'S lp
differently, create trust, and form strong The Core Program and Twelve O’clock High

relationships that ultimately lead to A 2-day Leadership Workshop
superior results and realized objectives.

GREGORY PECK

TWELVE
O’'CLOCK

MANAGE YOURSELF
LEAD OTHERS
UNLEASH POTENTIAL

In a study done by Inc.
Magazine, top leaders
listed Twelve O’clock High
as the film that MOST
influenced their
management style!

January 25-26 “

This 2-day program applies insights from “The 7 Habits of Highly Effective People” to the $249 ‘
challenges facing managers today. Managers learn to leverage resources, define their Workforce :
contribution, hold team members accountable, give constructive feedback, and unleash the Management l‘ ‘\
potential of their team to achieve crucial goals. The workshop can also provide new and
future leaders with a foundation of character and effectiveness, deepening the “bench
strength” of the organization. Learners receive “tools” that help them: Day 1:
O Increase their resourcefulness and initiative. Situational Leadership:
O Define the contribution they want to make in their leadership role. The Core program
O Focus on goals and follow through.
O Manage team performance through a balance of accountability and trust. Situational Leadership is viewed by many as the
O Coach team members through candid and helpful feedback. G [Pl [2EElREl SyiE 0 Le Ve

. . . . . . . This powerful workshop, based on a simple
O Improve team decision-making skills by encouraging diverse viewpoints.

model of how to adapt one’s behavior - and
when - provides an intuitively simple framework
for developing people. It is a model that works
across culture, language and geographical
barriers to help leaders diagnose the needs of
individuals or teams and use the leadership
style that responds to the situation.

Focus on the 7 Habits in Three Ways:

MANAGING YOURSELF

Be Proactive. Use your resourcefulness and initiative to break through
the barriers to superb results and discover the “hidden resources” all
effective managers call upon.

OVER 15

MILLION SOLD

The workshop will help leaders:

[0 Determine their primary and backup
leadership style

Begin With the End in Mind. Define th ibuti [0 Select a style appropriate for a situation
egin With the End in Mind. Define the great contribution you are . ) o

capable of making in your role as manager so that your every action will PEOPLE U Bfe:::qg‘eeg‘se skill and motivational level
be highly purposeful. ploy!

. . . . . . Powerful Lessons [0 Effectively address difficult performance
Put First Things First. Become less crisis-driven and more in control of B l’ersonal Chang issues
your W|I(:!Iy important” goals and priorities by planning weekly and O Apply the correct leadership style to obtain
acting daily! ! J

Stephen R. Covey maximum results from employees while

LEADING OTHERS maintaining a positive environment
Think Win-Win. Balance courage and consideration to develop a team that’s highly motivated Day 2:
to perform superbly while building a team that trusts you and is trustworthy in return. Twelve O’clock ngh

Seek First to Understand, Then to Be Understood. Give honest and accurate feedback that

builds relationships and gets results. The classic film 7welve O'clock High provides

the means for learners to leverage the

Synergize. Learn how to deal more productively with conflict while finding creative solutions to Situational Leadership skills presented in Day
problems and opportunities. One. This film case study challenges learners
to advance their skills in diagnosing, adapting

UNLEASHING POTENTIAL and communicating - all in a dynamic workshop
setting much as they will back on the job - at the
Sharpen the Saw. Treat team members as “whole people” to unleash their great potential and speed of life!

continuously improve their performance.
11



Generational Differences

March 15, $125
Integrity & Perceptiveness

Each generation possesses their own unique set of
workplace values and attitudes that are born of
their experiences and social history.
Understanding these generational differences can
help build harmony and productivity in the
workplace. This 4-hour workshop will give
participants an opportunity to discuss and learn
strategies to understand, value and leverage those
differences for greater productivity.

Handling Change

January 10, $95
Flexibility & Self-Direction

To be able to successfully cope with change, we must
have an understanding of why change occurs, and how to
prepare ourselves to weather the change process. In this
4-hour program, learners will be asked to evaluate how
well they respond to change, and realize that while
everyone experiences a negative reaction to change from
time to time, it's important that the negative reaction
doesn’t overwhelm the need to persevere. The program
will also examine approaches leaders can use to ensure
consistent communication, while managing resistance to
change from other team members.

Positive Approaches to Resolving
Performance & Conduct Problems

March 14, $125
Accountability & Perceptiveness

Most performance problems can be resolved
through early and effective communication
between an employer and the employee. When an
employee’s performance first starts to slip, they
are more likely to be open to discussing what
needs to be done to improve their work. This 1-
day program will help managers recognize
employee performance problems and give them
skills to address the problem effectively.

WORKPLACE VIOLENCE:

o

March 29, $30
Workforce Manaaement

Active shooter situations are generally
unpredictable and evolve quickly.
Typically, immediate deployment of law
enforcement is required to stop the O
shooting and mitigate harm to victims.
Because active shooter situations are

often over before law enforcement g

arrives on the scene, individuals and o

organizations must be prepared to deal ]

with an active shooter (or violent

intruder) situation. O
O

WHILE IT IS UNLIKELY AN ACTIVE
SHOOTER SITUATION WILL HAPPEN, it is
also true that having an “it won’t happen
here” mentality can result in individuals
and organizations being ill-equipped and
unprepared to respond to this type of
workplace crisis if it does occur.

O

Oooaog

Redirecting Employee
Performance

February 2, $95
Influencing

Effectively managing employee performance is
arguably the greatest reward or most difficult,
time-consuming, and challenging role a manager
or supervisor can undertake. Understanding the
goals of the organization, abilities of the staff and
having the ability to match the two for overall
success is one of the most enviable traits any
manager or supervisor can possess. During this
4-hour workshop participants will use a diagnostic
tool to determine why an employee may not be
performing as expected, and share and discuss
strategies to determine a course of action to
ensure that each employee is performing
according to the goal, vision and values of the
organization.

Supervisory Liability

March 21, $125
Accountability & Technical Knowledge

Every day, supervisors and managers are
required to make consistent, informed decisions
when addressing a broad range of employee
issues. Unfortunately, even with the best
intentions, errors in behavior or reaction while
attempting to address or resolve an issue can
result in misunderstanding and potential liability
issues. This 1-day program will discuss and
review the legal responsibility or liability of
management in government. EEOC, landmark
cases, civil liabilities, employment liability,
frivolous lawsuits, negligence and internal
litigation are among the many topics discussed.

The bulk of this 2-hour program designed for all
employees will provide information on the following
key areas:

Factors and circumstances that can lead up to
an active shooter/workplace violence event

Different “types” of armed intruders
Typical goals/objectives of armed intruders
Ways to stay safe: "Evacuate, Barricade,
Attack” and which one may be right for you

Talking to 911 operators

How to respond (and what to do) once law
enforcement arrives

Following the conclusion of the initial program,
supervisors and managers in attendance may
elect to remain for an additional 1-hour
extended portion of the program that will
address the importance of:

Emergency action plans
Security preparedness and controls
Policies and guidelines

Handling the aftermath of an active shooter
incident
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WEBINARS for ALL
REGIONS

Leadership/Interpersonal
Communication

Relationship Trust:
Building Strong Teams and
Relationships at Work

January 13, 10:00 AM - Noon, $79

When team members trust each other
communication improves and productivity
accelerates. This webinar can help learners resolve
conflicts, keep commitments, empower others,
improve business relationships, and achieve
business results through increased trust.

Self Trust:
Increasing Your Credibility and
Influence at Work

February 3, 10:00 AM - Noon, $79

In a work setting of low trust, people's unseen
agendas or motivations generate suspicion and
ultimately hinder getting things done. However,
when individuals and their leaders trust each
other—and are trusted by others—team objectives
are more easily accomplished. This webinar helps
individual contributors and leaders identify and
address “trust gaps” in their own personal
credibility, and in their relationships at work.
Participants discover how to avoid the costs of low
trust, build confidence in themselves, restore trust
with others, and act with integrity.

Computer Skills

Outlook 2010:
Learning About Attachments, Flagging,
Address Book and Distribution Lists

February 6, 9:00 AM - 10:00 AM, $50

This 1-hour webinar for Outlook 2010 users
provides skill building strategies to better use
attachments, flagging, Address Book and
distribution lists.

Outlook 2010:
Basic Mail and Calendar Tips

March 27, 9:00 AM - 10:00 AM, $50

This 1-hour webinar for Outlook 2007 users
provides basic mail and calendar tips that include:
Using the Outlook screen; using Help contents;
writing, saving, editing, formatting and sending E-
mail messages; replying to a message; forwarding,
printing, deleting and retrieving messages; and
working with Outlook’s Calendar features.

Windows 7 Basics
January 9, 9:00 AM - 11:00 AM, $50

This 2-hour Advantage webinar provides strategies
to increase the learner’s skill in using the Windows
environment that includes using the Menu,
searching for files, and additional instruction in the
areas of: Manipulating Windows and the Taskbar;
Using Windows Accessories; Viewing Files Using
Windows Explorer; Managing Files and Folders;
Creating and Managing Shortcuts; and Customizing
the Start Menu



Open Enrollment

REGIONAL TRAINING CLASSES
January — March 2017

NORTHWEST REGION
NW K
Skills to Handle Crucial Conversations

March 16
8:30 A.M. —4:30 P.M., $125
Department of Natural Resources Building
500 NE Colbern Road
Lee’s Summit

Based on the book, “Crucial Conversations,” this 1-day program provides
the tools we all need to handle difficult and important interactions. Many
people are good at avoiding tough conversations when it is likely that
there will be varying opinions, or the conversation will be emotional.
Sometimes, we would rather send a coworker an e-mail than walk down
the hall and talk to him or her about a tough issue...but it doesn’t have to
be that way. Learn to share information safely, get ideas and feelings out
in the open, and maintain high levels of respect—all without causing
resistance or resentment. Discover a model that truly helps individuals
and organizations achieve breakthrough results.

SOUTHWEST REGION

b

People Skills for Public People

March 10
8:30 A.M. — 4:30 P.M,, $125
Department of Natural Resources Building
2014 West Woodland
Springfield

In today’s environment of “doing more with less,” employees are being
asked to juggle multiple priorities and complete tasks while at the same
time providing increasingly higher levels of service. In the midst of
increased workloads, day-to-day stressors and the need to “just get the
job done,” maintaining optimum levels of professionalism can be
challenging at best. This 1-day program will equip learners with the skills
they need to handle the important job of customer service; while helping
to build trust and confidence with their customers in their role as their
organization’s “first line” of contact.

Important Information

NORTHEAST REGION

Leadership Styles and Conflict Management

February 15
8:30 A.M. —4:30 P.M., $125
Department of Transportation Building
14301 South Outer Road 40
Chesterfield

This 1-day program will use a variety of discovery tools to help team
leaders better determine their own leadership style—and the
communication style of other team members. These methods will provide
insights in how to make better work decisions, and how to manage and
gauge interactions with others. And because a combination of styles can
influence work issues that develop into conflict, the program will also
focus on how to define, address and resolve conflict through an
understanding of style types.

SOUTHEAST REGION

B

Challenging Negative Attitudes

March 30
8:30 A.M. — 4:30 P.M,, $125
Department of Natural Resources Building
760 S Kingshighway, Ste. C
Cape Girardeau

Negative employee attitudes can run the gamut, be triggered by a variety
of situations, and can unfortunately be infectious. This 1-day workshop
explores how to challenge individual negativity as well as how to protect
oneself from the negativity of others. Learners will receive behavioral
models to use in coaching themselves and others in building optimistic
responses to challenging situations; learn how negative norms become
entrenched in an organization or team; and how to create a more positive
working environment.

The Center for Management and Professional Development provides site specific training at locations across the state
not indicated on this calendar. If you believe you have been scheduled to attend a workshop not listed here, please
contact the Center or your employer to ensure the information you have is correct.




CE
hﬂ JEFFERSON CITY

Leadership and Interpersonal
Development Training

Workshops in Jefferson City are held in Room 430 of the
Truman Office Building unless stated otherwise

January
5 PERforM, 8:30 - 4:30, $75
10 Handling Change, 8:30 — 12:30, $95
11 Coaching Employees, 8:30 - 4:30, $125
12 Leadership on Fast Forward, 8:30 - 4:30, $125
18 Emotional Intelligence: Working Out a Smarter Heart,
8:30 — 4:30, $125
19 The 7 Habits of Highly Effective People Fundamentals

Workshop, 8:30 - 4:30, $125

25-26 Situational Leadership: The Core Program and
Twelve O’clock High, 8:30 — 4:30 (Both Days), $249

26 Anger Management, 8:30 — 4:30, $125

February

Building Team Connections, 8:30 — 4:30, $125
Redirecting Employee Performance, 8:30 — 12:30, $95
How to Make Yourself Indispensable, 8:30 — 12:30, $95

Enhancing Customer Service Over the Telephone,
8:30 - 4:30, $125

15-16 The 7 Habits for Managers, 8:30 — 4:30 (Both Days), $249
22 — 23 Basic Supervision, 8:30 — 4:30 (Both Days), $125

March

© 0N

9 Unconscious Bias: Breaking Down Barriers through
Awareness, 8:30 — 4:30, $125

14 Positive Approaches to Resolving Performance and
Conduct Problems, 8:30 — 4:30, $125

15 Generational Differences, 8:30 — 12:30, $125

21 Supervisory Liability, 8:30 - 4:30, $125

29 Workplace Violence: Response to Armed Intruders

in the Workplace, 8:30 - 10:30, $30
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CENTRAL REGION WORKSHOPS

Technical and
Computer Skills Training

Workshops in Jefferson City are held at
1738 East EIm Street, Lower Level

January

MOBIUS, 8:00 — Noon, $50

Word 2010 Introduction, 8:00 — 4:00, $125

Excel 2010 Introduction, 8:00 — 4:00, $125

Access 2010 Introduction, 8:00 - 4:00, $125

SAM Il HR Introduction, 8:00 — 11:00, $50

SAM Il Financial Introduction, 8:00 — 4:00, $95
Outlook 2010 Introduction, 8:00 — 4:00, $125

Word 2010 Intermediate/Advanced, 8:00 — 4:00, $125

February

SAM Il HR Time & Leave, 8:00 — 4:00, $95

Excel 2007 Introduction, 8:00 — 4:00, $125

Access 2007 Introduction, 8:00 - 4:00, $125

SAM Il HR Position Control, 8:00 - 11:00, $50

SAM Il Purchase Order Processing, 8:00 — 4:00, $95
SAM Il Fixed Assets, 8:00 — Noon, $50

SAM Il Vendor Invoicing/Payment Processing, 8:00 — 4:00,
$95

OneNote 2010 Level 1, 8:00 — 4:00, $125
Excel 2007 Intermediate, 8:00 — 4:00, $125

March

Access 2010 Intermediate, 8:00 — 4:00, $125

Word 2007 Introduction, 8:00 — 4:00, $125
PowerPoint 2007 Introduction, 8:00 — 4:00, $125
Excel 2007 Intermediate, 8:00 — 4:00, $125

Access 2007 Intermediate, 8:00 — 4:00, $125
OneNote 2010 Level 1, 8:00 - 4:00, $125

Excel 2010 Advanced, 8:00 - 4:00, $125

Access 2010 Advanced, 8:00 - 4:00, $125

SAM Il HR Employee Maintenance, 8:00 — 4:00, $95
SAM Il HR Data Warehouse, 8:00 — 4:00, $95

Descriptions for technical and computer skills training
workshops can be found on our website at
training.oa.mo.gov




Enrollment Information

Class size is limited. Participants are placed in
open training sessions in the order that
enrollments are received.

Participants enrolled in a training session receive
advance confirmation of their enrollment
indicating the date, time and location of the
session.

The Center for Management and Professional
Development (Center) reserves the right to
cancel a training session if there is insufficient
enrollment. If a training session is cancelled,
each participant will be notified.

Confirmed Missouri state government
participants will be billed unless
cancellations are received ten (10) working
days prior to the date of the class.

If a participant cannot attend a scheduled class,
another employee from the participant’s office
may attend in their place. If this occurs, please
contact the Center in advance of the session if
possible.

If a participant does not attend the class in its
entirety, the participant may not receive a
Certificate of Completion. However, the
participant’s agency may still be billed.

To cancel an enrollment, please contact the
Center. A staff member will provide assistance
and provide dates for future sessions if desired.

Leadership and Interpersonal
Communication Skills Training

Ph: (573) 751-4514
Fax: (573) 751-8641
Email: Teresa.Sheridan@oa.mo.gov

Technical and Computer Skills Training
Ph: (573) 522-1332

Fax: (573) 522-1335

Email: Eve.Campbell@oa.mo.gov

State of Missouri

Center for Management and Professional
Development

Office of Administration,

Division of Personnel

Truman Office Building

301 West High Street

Room 430

Jefferson City, MO 65102

Application tor Enrollment

You can register for a workshop in several ways:

o

Enroll on-line at:

Mail this application to:

training.oa.mo.gov Center for Management and
Professional Development
Truman Office Building, Rm. 430
301 West High Street

Jefferson City, MO 65102

(573) 751-8641

Name of Course

Fax this application to:

Date of Course

Participant’s Name

Job Title

|:| My/This participant’s supervisor/employer has authorized attendance in this workshop.
D I/This participant will need special accommodation in compliance with the Americans with

Disabilities Act (such as an interpreter, or other need). A staff member will contact me to
discuss the accommodation.

SECTION A: FOR MISSOURI STATE GOVERNMENT EMPLOYEES
If within Jefferson City, please use the inter-agency mailing address

Department/Agency

Division

Section

Agency Address

Name of Supervisor

SECTION B: FOR PRIVATE SECTOR BUSINESSES, CITY AND COUNTY AGENCIES

Agency/Business

Agency/Business Address

E-Mail Address Phone

LEADERSHTIP

UNDATIONS

JANUARY, FEBRUARY & MARCH 2017 TRAINING CALENDAR

FOR

STATE OF MISSOURI

cnter...

MANAGEMENTAno

Professional Development

“We inspire current and potential leaders on their journey to excellence.”




