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“We all want to work in a job where our
purpose shines through and allows us to make
our own unique contribution.”

This Issue’s Power Point

Purpose

Do you ever drive into w orkthinking about all the things you
need to do just to keep up with the pace your job demands?
Meetings to attend, reports to finish, calls to make, tasks to

complete...it’s alw ays a lot; and sometimes it can cause you
to lose sight of why youdo w hatyou do in the first place.

Truth be told, the chance to workand contribute to something
larger than ourselves is a wonderful gift. Unfortunately, in the
hectic pace to get our workdone, w e can forget to ask
ourselves some valuable questions. Specifically, “Why is w hat
| hope to accomplish today so important?” “Who will benefit
from whatl do?” and “How can | do it better?”

Essentially this comes dow nto finding and understanding the
“w hy” behind our work— our purpose. The good new s is that
those three questions are generally easy to answ er with just a
little thought. Still, it can be helpful to reflecton them from
time to time — and encourage others to do the same thing to
define the purpose in their w orktoo.

It may help to think about purpose not in terms of whatw e get
from doing our job, but rather w hatw e give through it. Having
that perspective is important because the clearer you are
about that, the better you can channel your talents and energy
to achieve something that is truly w orthw hile.

From an organizational perspective, helping employees
understand their role and purpose in the agency’s “big picture”
can have big dividends too. The desire to make a meaningful
contribution can be the catalyst to pursue innovation and
critical thinking, embrace change, and w ork collaboratively

w ith people who may have different points of view, or come
from different backgrounds.

When you infuse this type of thinking into conversations w ith
team members about their work, it helps to create an
environment that is uplifting and supportive. It makes it easier
for everyone to stay connected to the meaning in their w ork,
and push ahead to achieve even more. Afterall, weall want
to workin a job w here our talent shines through and allow s
us to make our ow nunique contribution.

This is atimely message for me because this willbe my last
message to you as the Director of the Center for
Management and Professional Development. As | turn the
page to focus on new opportunities, I'm reminded of how
fortunate I've been to have a clear purpose forthe worklve
been allow ed to do, and the support of so many w onderful,
caring people who helped to keep me grounded by alw ays
lifting me up.

As you continue on your career path, | hope you embrace
your purpose know ing that you can make a remarkable
contribution to your organization, community and family. As
stated so wellby American author and historian Edw ard
Everett Hall:

“lam onlyone, butl am one. | cannot do everything, butl
can do something. And I willnotlet whatl cannotdo
interfere with whatlcando.”

I hope you w illexplore the programs w e're offering now and
in the future to help you grow, lead and succeed. At the
Center, that’'s our mission and our defining purpose.

So long.

Allan Forbis
Director, Center for Management and Professional Development
TheCenter@oa. mo.gov
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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 | eadership,
interpersonal and technical skills of current and future leaders and front-line
employeesthroughthe 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 presentintoday’s demanding workplace
thatindude goal setting, managinga diverse workforce, creatingand
maintaininga culture oftrust, dealing with conflict, leading change and
innovation, dedision making, communication, performance management and
otherday-to-dayissues that, | eft unresolved, can potentially derail any team’s
success. In addition to creatingand providing customized workshops and
webinars, the Center also providestraining programs developed by other
world classtrainingleaders.

Technical and Computer Skills

The Center’s technical and computer skills programs help learners fromall
businesses and organizations increase their proficiencyin Microsoft Office
programs and other specialized s oftware applications. Inaddition, the
Center’s computer training labs allow other organizationsand businesses to
bring their employees togetherina pre-prepared training environment to
increase staff proficiencyin spedalized or organizational specific s oftware
programs.

Together, the Center provides a “one-stop-shop” from which critical skills can
be obtained for employees at all levels in businessesand 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.

The Center encourages
businesses and entities
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:

O Ensure employees worktogetherwheniit
is importantto pull together.

O Unlock staff potential and increase
productivity.

O Leverage the performance ofemployees
to achieve cost-effective and better
services for customers.

O Maintaintheir employer's competitive
edge, while helping to develop and retain
their workforce.

0 Achieve highermoraleand arenewed
commitmentto quality in the products and
services Missouri businesses and

governmententities provide.

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



Information
Technology and
Computer Skills
Training

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

Our computer trainingfacility has three training rooms, each fully
equipped with computers that are networked an nnected to the
Internet andthe State Data Center. The instru (Js;o mputeris
projected on a screen to facilitate ease of instruction and increase each
learner’s ability to comprehendthei mation provided.

Microsoft Office Deskt sse

Access

Excel

OneNote

Outlook

PowerPoint

Word

and other s oftware programs
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Multiple versions of programs are available and
frequently updated to address changing technology and
customer needs.

E-learning sessions on some applications are also available.

TRAINING PROGRAMS FOR MISSOURI
STATE GOVERNMENT AGENCIES

State agenciescanalso obtain training in critical workforce management
systems thatinclude: SAMII 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 0O SAM Il HR Deductions and Benefits
O SAM Il HR Position Control O SAM IIHR Time and Leave
0 SAM Il HR Employee Maintenance

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

Outsidetraining providers canusethe
Center’s computer classroom facility to offer
specialized trainingin:

O Server Applications and Administration
00 Web Applications and Development
0 .NET Programming

Agencies and organizations can
alsoreserve classrooms to provide
technical training on software
programs specific to their work
processes.

(We provide the space. You provide the trainer!)
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ACCESS

Your organization or business is
probably overflow ing w ith 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
to its full potential. To bring the pieces
of the puzzle together, Microsoft
Access — one of the most pow erful
and versatile relational database
programs available today — makes it
easy to structure your data so you can
find answ ers quickly, and share
information w ith others to make good
business decisions.

Microsoft Access willhelp you
manage and store information for
reference, reporting and analysis; and
can help you overcome limitations
sometimes present w hentrying to
manage large amounts of information
in Excel or other spreadsheets.

If you're looking fora better w ay to
effectively design and create new
databases and tables, 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 2010
Introduction — April 26
Intermediate — May 24
Advanced — June 21

ACCESS 2016
Introduction — April 5
Intermediate — May 3
Advanced — June 7

Each program is $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 w e offer some online computer training options, our experience has show n us that
learners often need to have accessto more tactile learning opportunities for a successful
transfer of learning to occur. That's w hy the majority of our computer classes are hands-
on and instructor led. Many of our Microsoft Office classes also offer three course
levels — Introduction, Intermediate and Advanced.

This allow s the learner to continue enhancing their skill set whenthey are ready, and
w henit is needed. It's all part of ongoing learning —one step followed by another.

WEBINARS THIS QUARTER

Outlook 2016:

Learning about Attachments, Flagging, Address Book and Distribution Lists
June 18, 9:00 AM - 10:00 AM, $50

Basic Mail and Calendar Tips
May7, 9:00 AM - 10:00 AM, $50

See the full schedule on page 15

PUT THE POWER OF EXCEL TO WORK FOR YOU

Whether you’ve been working with Microsoft Excel for some time, or new to this powerful
spreadsheet application, chances are you've only scratched the surface of what this
program can do. Our courses are popular because each specific class - /ntroduction,
Intermedliate and Advanced focus on specific development areas of increasing complexity.
No matter what type of user you are, the techniques you’ll leam will make your job easier
and increase the sophistication of your data reporting and analyzing. If you're frustrated
using Excel because you know there has to be a better way of accomplishing your tasks,
we can help you get more done - and do it more efficiently - with the skill building
components our programs provide.

EXCEL 2010

-~
Introduction- April 24
Intermediate - May 22
Advanced - June 19

EXCEL 2016

Introduction - April 3
Intermediate - May 1
Advanced- June 5

$125
All programs are held at the Center’s East EEm Campus, 1738 East EIm St., Jefferson City

32

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




See differently. Do differently. Get better.
WITH

INSights

ONDEMAND

From FranklinCovey '

InSights On Demand transforms the award
w inning leadership lessons frommany 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,
follow ed by pow erful thought provoking
questions that focus on the learning process.
Learners canreview and print-out the key
principles and ideas presented in each course
and dow nload 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.

A

Everest | Reaching t

INSIGHT

Reinforce learning in the

following critical areas:

Business Acumen
Communication
Conflict Management
Customer Focus -
Execution
Innovation/Creativity

.‘\\

ad

Managing Change
Performance Management

Personal Productivity
Problem Solving
Strategic Leadership
Talent Development
Team Building
Trust/Integrity
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Vision and Purpose

o

Help your organization take action for increased performance with

InSights ONDEMAND

Obtain a *1 year subscription for $149.00

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

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

my
CILITCS

OACH

WITH MYQUICKCOACH,
YOU HAVE ACCESS TO
WORLD-CLASS
COACHES WHO
DELIVER KNOWLEDGE
QUICKLY, ALLOWING
YOU TO PUT IDEASTO
WORK RIGHT AWAY!

This aw ard-winning online delivery platform
and content library can help you achieve your
full potential by bringing “on-demand” advice
directly to your computer desktop ... at work,
at home, or onthe road!

Simply point and click to accesshundreds of
shortonline video lessons —each about5
minutes long presented by leading
consultants, authors, and educators. Audio,
animation and transcripts help make the
information clear and concise.

Contentareas include:

Adaptability and Resilience
Coaching and Mentoring
Interpersonal Communication
Decision Making

Emotional Intelligence
Strategy and Vision

AND MUCH MORE!

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
for the next 12 consecutive months.

o 0O 0O O O O O
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_ Self-led video based training modules...ready when you are

s probably NOT the Study Hall Each on-demand lesson includes a video
you'llwatch online and a sludy guide o

you remember from school, but el you putthe information in the video fo

these “study-on-your-own” good use. The queBtonsin the study
guide will encourage you to think about

lessons are sure to make a
difierence in your success as a
leader and workplace
participant.

Respond to workplace
challenges with information
that can be invaluable!

Communicating Non-Defensiv ely
Gateway s to Inclusion
Workplace Violence

Managing Stress

STUDY::LL | |STUDYHALL| | STUDYHALL

Enhance your confidence
and leadership ability with
4 great lessons!

Would | Inspire Me?

Leaders of Character

5 Questions Every Leader Must Ask
The Py gmalion Effect

STUDY HALL

MIIST ASI‘

www raining om0 g

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. 0 .take your seat.




Unleash the key to your organization’s success...your talent!

Leading Today

Engaging WEBINARS to help you bring out the best in yourself and others.

Each 2-hour “live” webinar provides targeted information paired with specific toolsand
strategies to help you navigate criticalleadership challenges.

Adapting Your Coaching Conversations Attend one webinar for $50.
LeaderShip Style This webinar will prepare youto lead coaching Attend all three for $125!

conversations thatenable team members to take
responsibility for their commitments and work
goals. You will discover how the various aspects
of coaching conversations (such as defining the
opportunity or problem, analyzing options, and
developing an action plan) can motivate and
support team members on their professional
development path.

Different people respond betterto different
styles of leadership. To be a trulyskilled leader,
you must become aware of the needs of your
staff, and adapt your leadership style to
nurture and encourage their productivity and
professional growth. This webinarwill help you
assessyour personalleadershipstyle, and
introducetools to helpyou build connections

with the people you lead. The webinar will help you:
The webinar will provide ways to: O Identify four steps of a coaching session and
how they should be appliedin various

[0 Identify qualities of effective leaders

situations '
O Make th.e_ment_alshlftft_‘om individual O Use the appropriate mix of inquiryand 8
productivity to influencing others advocacyina coaching session \t P
[0 Recognize styledifferencesand how to [ Apply basic coaching technigues for: L Y
lead team members with different style - Performance improvement ), ’
preferences

- Career development

[0 Build rapport using a mix of verbal and _ Training for specificskills TN
nonverbal messages \t
O Conduct constructive one-on-one .
conversations - e S
N

Team Excellence: Achieving High Performance

Organizations knowthat every employee is valuable, and contributes unique talents and experience
to each projector task. Moreover, when employees come together as ateam, and understand how to
work collaboratively, the end result can be even greater success! This webinarwill help you help
others learnto CARE by discovering techniques for effective Communication, maximizing individual
Ability, producing Results, and fostering Esprit de corps.

Receive informationto help you:

Recognize the communication characteristics of high-performing teams
Assessindividual strengths in order to ensure the best possible team performance
Learn howto focus on goals and results effectively

Recognize the elements needed to build esprit de corps within work teams

oood

Training Information: Webinars are conducted using Adobe Connect. Prior tothe webinar, each participant will receive an
email with information needed to access the webinar, and any applicable companion material. To actively participant in the
webinar, participants will need access to a computer with speakers, Internet connection, and a telephone.
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Do you and your organization wonder...
"How can we maximize every individual's
rteam process?"

The challenge — and opportunity — for team
leaders and organizations is to help
individuals work from their strengths by
identifying their most natural team role, and
to understand and appreciate the
contributions that they and others make.

As organizations relymore on teams to innovate, problem-
solve, produce, and performatthe speed of change,
understanding and capitalizingon the best approaches to
strengthen and use group cohesionis criticalto creating high-
performing teams andorganizational success.

This 1-day program will utilize rich discussion, group activities
and the use of the Team Dimensions Profile* to help learners:

1 Understand common reactionsto changeand
innovation

Identify individual approaches to innovative
teamwork

Clarifyindividualstrengths and roles on the team
Reinforce and appreciate the contributions of others
Encourage teaminnovation and problem solving
Discover an effective team process to increase
productivity

Foster trustand build mutual support
Reduceteamstressand conflict
Enhanceindividual andteam performance for
maximumresults

ood oooogo o

7
Leading Team Innovation

Successful team members don’t do thesamethingatthe
sametime. They do therightthingattherighttime. And while
team members work together towarda common goal,
individuals must still play theirindividual partsinthe process.

If you are a team leader, or an individual
contributor, LEADING TEAM INNOVATION can
help you:

v Discover a winning innovation and change
approach to use with teams;

v Identify your most comfortable role on ateam;

v" Develop strategiesthat will help you work on a
teamto create, refine, advance, and implement
new ideas; and;

v' Determine effective ways to balance, integrate
and capitalize on the different strengths of
each team member.

Capitalize on individual strengths
for total team performance!

May 24
$149, Team Work

*The Team Dimensions Profileis an individual assessment completedin class. The additional cost for the Profileis included in the fee for the program.

9



®)ENGAG

The State of Missouri's ENGAGE process is a “back to basics” approach designed to
improve feedback, guidance and support betw een supervisors and team members to
more effectively accomplish goals, champion change, innovate, and flourish as
individual contributors, workteams and organizations.

We are pleased to provide professional development programs that support this
initiative — and that help all public and private sector individuals, businesses and
organizations achieve success.

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

Find a complete list and expanded description of all programs at
training.oa.mo.gov

Program dates (when available), cost and associated competencies are provided under each
workshop title.

Coaching Employees

Achieving extraordinary results through others

June 19
$125, Mentoring and Teamw ork

The coaching process is central to ongoing performance management and employ ee dev elopment. By
creating the appropriate climate, environment and contextto empow er individuals and teams, great
coaches are able to achieve extraordinary results. This 4-hour program examines the coaching process
and provides tools and techniques to help shape employ ee behav iors on the job.

This program will help team leaders:

Examine coaching strategies based on the employ ee’s ability and willingness to do the job
Ask the right question to help shape employ ee behavior

Accurately diagnose employ ee performance problems

Prov ide appropriate performance feedback

Facilitate the problem-solving process for employ ees

Ooooo o

Basic Supervision

May 30 - 31
$125, Workforce Management

This 2-day workshop will help first-ime supervisors make the fransition from
technician to supervisor by focusing on specific, fundamental skills that
include: time management, delegation, leadership, feedback and more to
produce positive results within the team they lead. Additionally, learners will
hav e the opportunity to complete a self-assessmentof their leadership style,
learn how to “flex” their sty le to w ork with — and effectively lead others; and go
to “the head of the class” by observing how a new supervisor portrayedin a
video case study “makes the grade.”

Whether you are a new supervisor, or a seasoned
“veteran,” this program will help youidentify or
improve strategies and practices necessary to your
ongoing success as a supervisor and leader in your
organization!

4
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What do employees who are not highly

engaged do — look for work elsewhere, or
perhaps even worse, stay and do the bare
minimum to remain employed?

Employee
Engagement

The Supervisor's Guide to Gaining and
Sustaining Employee Commitment

April 24, $95
Workforce Management

A Global Workforce Study conducted by Towers
Watson found that at any given time only about a
third of the workforce is highly engaged, leaving the
remaining tw o-thirds less engaged or not engaged
atall. Because highly engaged employ ees are
strongly committed to their organization’s goals and
use their discretionary effort to go the extra mile on
behalf of their organization, many leaders are
understandably froubled by these results.

This 4-hour program will provide
strategies o keep the best employees
with the organizaion —and turn less-
engaged employees info the employees
you want and need.

Participants who complete this program will:

O  Learn how to build stronger relationships with
every employ ee.

0 Discoverhow toidentify each employee’s
strengths and how to leverage them in the
workplace.

0 Recognize the obvious and subtle signs of
diminishing engagement.

0 Discuss common obstacles to engagement
and learn way s to overcome them.

O  Examine their own leadership behavior to
determine whether they are providing the
support employ ees need.

O Learn how fo offer constructive criticism to
help employ ees grow.

0 Discuss ways to show appreciation and
recognition that is meaningful to each
employ ee.



Critical Thinking Tools “ %
for Solving Problems

in Complex Times

Do youfind y ourselfdoing the same things you have
alway s done, butnot getting the results you have
always gotten? Do you reach for the same best

practices, the most familiar tools, but find them lacking?

Do you get discouraged w hen y ou feel like y our
resources are no match for your obligations? If you
answered yes to these questions, you're not alone!

Critical thinking means taking responsibility for
atitudes, moods, and thoughts, in order fo arriv.
conclusions and solutions objectively. ltmea
directing focused attention and inquiry, w hile
suspending personal biases and assumptions,
that we rely on reason rather than emotion. It a
means generating possibilities bey ond our first
impulses. Toaccomplish this, it requires analysi
of an array of circumstances and concerns that
may impactour decisions —and the outcomes
those decisions. And it means reassessing
information.

This 1-day program will increase Your
choices of Criical Thinking Tools and
offer new approaches for an ever-
expanding set of challenges. “

>

Participants will learnhow to:

= Apply the SMSOTEE method to align projects
with strategy .

= |dentify and overcome biases that block
critical thinking.

= Incorporate Statistical Process Controls to
measure and improv e efficiency .

=  UseEdward de Bono's Direct Attention
Thinking Tools and Lateral Thinking Practices
to find solutions to problems.

= Generate an abundance of possible solutions
before passing judgment on their feasibility .

‘

Use 5 Why's to identify root causes.

Use positive inquiry to consider the whole
sy stem before making decisions.

Rely on reason rather than emotion when
situations require objective critical thinking
skills

Assess the value of accepting new evidence
and alternative ex planations.

Practice the Five Steps to Critical Problem-
Solving in relation to areal workplace
situation.

Albert Einstein wrote, "We cannot solve our problems with the same level of thinking that created them."
Ask aboutthis programto expand and enhance your ability to address the
critical problems and opportunities facing your organization today!

RETURNING NEXT QUARTER
$125

8:30-4:30

Creative Thinking & Problem Solving
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HABITS
WORKSHOP

OVER 15 MILLION SOLD

THE (HABITS OF

Powerful Lessons

COMING BACK SOON!
CONTACTUS TO SCHEDULE THIS PROGRAM FOR
YOUR WORK TEAM

$195, Self-Direction

For over20 years the “7 Habits of Highly
Effective People” has beena blueprint for
personal and professional development,
influencing the lives of millions of people.

Now you can experience those same
7 Habits in a highly concentrated, 1-
day workshop.

Ourworkshop is specifically designed forthose
who want a fast-paced introductionto “7 Habits”
thinking and application. The benefits of this
workshop forindividuals and organizations
include:

O  Improved teamwork

O Increased alignment between work
activities and the organization’s mission

0 Increased productivity and accountability

The workshop provides the foundation
necessary to strengthenthe humanside of
performance. Itintroduces key principles and
teaches skills needed to work effectively with
and through others.

It helps employees tap into the best they have
to give and fosters measurablechange and
improvement at the personal, managerialand
organizationallevel.

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

What You’ll Get:

O AFranklinCovey Planner Starter Kit to
help you stay focused on your highest
priorities foran entire year

A paperback copy of The 7 Habits of
Highly Effective People

Participant Manual

Participant Resource Audio CD
Participant Job Aid

ooo o



Managing in Times of

Information
Overload

Is y our inbox overwhelming? Your “to-do” list
never-ending? Have youforgotten w hatitfeels like
to actually be “caughtup?” Ify ouanswered yes to
these questions, you might be suffering from
Information Overload, possibly compoundedby a
case of Urgency Dependence.

If you find yourself lurching from one
deadline to the next, feeling forced
to pay more attention to what must
be done immediatelythan to what s
truly importantto you, this timely
workshop is for you.

Building on the besttime management methods, as
well as programs designed to lower frustration,
diminish stress, and improve relationships both on
and off the job, this 1-day program can help you
realize a more meaningful and satisfying life, in
spite of the accelerating pace of change...and the
volume of 24/7 information constantly coming
toward y ou!

Attending this workshop will allow you to:

= More efficienly manage email and planning.
=  Discover your personal urgency mindset.

= Assess how effectively you currently use your
time, and how to make better use of t.

= Usea planning systemto stay focused on
w hatis important, not merely urgent.

= Practice mindful, in-the-momenttechniques
to give others your undvidedattention.

= |dentify your preferred methods of stress
reduction.

e  Use exploratory questions to help creat your
ideal workplace...and more!

April 17, Lee’s Summit, $125

Self-Direction & Flexibility

CONTACTUS TO SCHEDULE THIS PROGRAM
FOR YOUR WORK TEAM

Getting Better at
Getting Better

Applying the Principles of Effective
Performance Management

June 5, $125
Accountability & Workforce Management

This 1-day program will explore what performance
management is truly about — the essential
ingredients of providing objectiv e behavioral
descriptions and measures for the work that needs
to be done, periodic ongoing feedback, alignment
with personal motiv ation, and a climate of
appreciation. By apply ing the tools and techniques
presented in this program, supervisors can make
their lives easier while improving

commitment, dedication, and results within their
work team, and throughout their organization.

Successful learners will be able to:

[J Describe ideal employ ee behaviors, and how
coaching and feedback can help those
behav iors become reality .

[J  Practice strategies to set performance

expectations, provide feedback, and give

recognition to reinforce desired results.

Assess team trust.

Select appropriate data to measure

performance and results.

[J Usean assessment tool to assess team
members, promote talent dev elopment and
build bench strength.

oo

Business Writing

June 21, $125
Technical Knowledge & Written Communication

This 1-day workshop provides a review of proper
grammar, sentence structure, sy ntax and
punctuation in business writing. The workshop
also addresses the purpose, intent or goal of
written communication in business, and reviews
the organization and written presentation of key
business writing concepts.

Leadership Styles and Conflict
Management
June 13, $125, Perceptiveness

This 1-day workshop will use a survey and other
discov ery tools to help learners identify their own
leadership style and the communication sty le of
other team members. These methods will
provide insights in how to make better work
decisions, how to manage and gauge
interactions with others—and how to effectively
resolv e conflicts.

Leading Effective Meetings

June 20, $125
Team Work & Verbal Communication

All leaders know that meetings — if not managed
properly — can become mere formalities, “time-
wasters,” and ev en fuel turf wars among meeting
members. Inthis 4-hour workshop, learners will
receiv e skills to enhance the meetings they lead
to ensure each meeting is more efficient,
productiv e, and valued to everyone involv ed.

Forge trusting
relationships to
make your team

unstoppable!

Building Team Connections

The best teams work together fluently, and they do
it by reducing interpersonal friction, creating 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.

May 22, $125
Teamwork & Perceptiveness
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Successful learners will be able to:

[J  Identify the characteristics of high performing
teams.

[J Capitalize onteam differences to strengthen
team performance.

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

[J  Take stock of their own team’s stage of
development; and the level of trust within
their team.

[0 Plan how to use Five Critical Factors to refuel
team connections.



: Almost every organization has a processin
S kl I IS tO H an d l e place to establish goals and objectives for =
T employees—but when the situaton gets e
C ruci al sticky, and employees aren’tperforming as »

Conve rsa'[ionS planned, whatdo you do? >
April 26, $125 POS |t|Ve -

“_
Team Work & Verbal Communication '

Based on the book, “Crucial Conv ersations,” this Ap p ro aC h es to

1-day program provides the tools we all need to
handle difficultand importantinteractions.

Many people are very good at av oiding tough R eS O IVI n g
conv ersations when it is likely that there will be

varying opinions, the stakes are high, or the P -I: d
conv ersation will be emotional. Sometimes we er Orl I I an Ce an
would rather send a coworker or direct report an

email than talk face-to-face about a tough CO N d uct P ro b | ems

issue...but it doesn’t hav e to be that way .

Learn to share information safely, get ideas and A“
feelings out in the open, and maintain high i,‘\ﬁ
levels of respect—all without causing resistance

7
or resentment. Discover amodel that truly helps L EAD E RS H I P O N
individuals, teams and organizations achieve g _ &

breakthrough results.

Learn how to: -
O Handle and effectively hold dif ficult =
conv ersations. . W

O Transfer anger and hurt feelings into
Keeping up with the accelerating

powerful dialogue.
O Achiev e a lev el of mutual understanding

pace of change!
April 18, $125

and respect.
Workforce Management

O Be persuasiv e instead of abrasive.

Supervisory Liability

May 16, $125

Accountability & Technical Knowledge
It's not that thingsare changing —it'sthat
thingsare changingfasterand faster. The
increasing velocity of change createsnew and

Every day, supervisors and managers are
required to make consistent, informed decisions
when addressing a broad range of employ ee

issues. Unfortunately, even with the best eC— greater challengesforindividualsand
intentions, errors in behavior or reaction while organizations. Whetheryou’re working in the
attempting to address or resolve an issue can April 25, $125 public or private sector, leadersat all levelsare
result in misunderstanding and potential liability Accountability & Perceptiveness expected to meet ever-escalating demands.

issues. This 1-day program will discuss and

- P o Most performance problems can be resolved
review the legal responsibility or liability of P p

through early and effective communication The 1-day program will provide a remarkable

management in. government. EEO(.:’ Ifi_ndmark between an employ er and the employ ee. When set of toolsto help anyone improve their ability
cases, civil liabilities, employ ment liability, an employ ee’s performance first starts to slip to lead, manage, and inspire performance.
frivolous lawsuits, negligence and internal they are more likely to be open to discussing what L .
litigation are among the many topics discussed. needs to be done to improv e their work. This 1- Participants will learn how to:
. day program will help managers recognize ; ; ; ;

Workplace Violence: Response to employ ee performance problems and give them = Ldnecrétijf'}/aar;d i?fi??nfr?::ﬁsohlgl:ritﬁcﬁ%?
Armed Intrudersin the skills to address the problem effectively. gep b UGBSy :
Workplace O Avoid three common pitf_a_J Isthat prevent
June 6, $30, Workforce Management Ieadersf.rorr.\ driving pos.nvechang.e.
While it is unlikely an activ e shooter situation = Ap_ply e S Emo“onal il e

. L . , to improve and sustain theirown personal
will happen, itis also true that having an ‘it won’t [ bili
happen here” mentality can result in individuals eadership capability.
and organizations being ill-equipped and 0 Recognize the stagesof change to enable
unprepared to respond to this ty pe of workplace theirwork teamsto move on soonerthan
crisis if it does occur. The bulk of this 2-hour later.
program designed for all employ ees will provide Lo
information on way s to stay safe during an = Dﬁcrease r:jegatlvzy |n.the TR
activ e shooter incident; and which one may be Vi) S Qe SEES,
right fory ou. 0  Use amethod of communicating change
Following the conclusion of the initial program, proven to gain buy-inand commitment.
supervisors and managers may elect to remain 0 Improve moralsand dedication even
for an additional 1-hour extended portion of the during tough economic times.

program that addresses supervisory

- O  Setgoalsand achieve objectivesby
responsibilities and concerns.

cultivating and reinforcing positive
performance and desired behaviors.
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Open Enroliment

REGIONAL TRAINING CLASSES

NORTHWEST REGION

“m
CE |

W 5%

Lee’s Summit
Managing in Times of Information Overload

April 17
8:30 AM. -4:30 PM, $125
Department of Natural Resources Building
500 NE Colbern Road
Lee’s Summit, MO 64086

If you find yourselflurching fromone deadline to the next, this timely
workshop is for you. Building on the best time management methods, as
well as programs designed to lower frustration, diminish stress, and
improve relationships both on and off the job, this 1-day program
can help y ou realize a more meaningful and satisfying life, in spite
of the accelerating pace of change...andthe v olume of 24/7
information constantly coming toward you!

SOUTHWEST REGION

MW [.II[-\‘
_,nlk\,,

¥

cE 'J- e

Springfield

Basic Supervision

June 26 - 27
8:30 AM. - 4:30 P.M. (Both Days), $125
Department of Natural Resources Building
2040 West Woodland
Springfield, MO 65807

This 2-day workshop wil help first-time supervisors make the transition from
technician to supervisor by focusing on specific, skills thatinclude: time
management, delegation, leadership, feedback and more to produce positive
results within the teamthey lead.

NORTHEAST REGION

Chesterfield

Unconscious Bias: Breaking Down Barriers through
Awareness

May 9
8:30 AM. - 12:30 PM, $125
Department of Transportation Building
14301 South Outer Road 40, Room 207
Chesterfield, MO 63017

Buried prejudice and biases are surpiisingly influential undempinnings to the
decisions we make, affecting our feelings, and consequently our actions. This
“unconscious bias’ comes to the forefront because the dynamics of diversity
are changing. In today's workplace, as wel as in life, itis important to
understand our biases to overcome them. This 4-hourprogramwill help
learners understand how bias can be expressed through subtle behaviors, and
provide steps and strategies that can be used to control biases in ourthinking.

SOUTHEAST REGION

T 5y

‘a{nfn- nel

—= "1

Cape Girardeau
Positive Approaches to Resolving Performance and
Conduct Problems

April 18
8:30 AM. -4:30 P.M, $125
Workforce Investment Board
760 SKingshighway, Ste. C
Cape Girardeau, MO 63703

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 whatneeds to be done to improve theirwork. This 1-day program
will help managers recognize employee performance problems and give them
skills to address the problemeffectively.

ImportantInformation

The Center for Management and Professional Development provides site specific raining atlocations across the state notindicated on this calendar. Ify ou believe
you hav e been scheduled to attend a w orkshop not listed here, please contact the Center or y ouremployer to ensurethe information you haveis correct.
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Leadership and Interpersonal

Development Training

Workshops in Jefferson City are held in Room 430 of the

Truman Office Building unless stated otherwise
*Denotes Webinar

April

2018 Employ mentlssues Update: Labor and Employ ment
Information for Managers, Legal Counsel and HR Professionals,
9:30 - 4:00, Capitol Plaza Hotel, Jefferson City, $179

*LEADING TODAY WEBINAR: Adapting Your Leadership Style,
10:00 AM — Noon, $50

Leadership on Fast Forward, 8:30 - 4:30, $125

Employ ee Engagement: The Supervisor's Guide to Gaining and
Sustaining Employ ee Commitment, 8:30 — 12:30, $95

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

Skills to Handle Crucial Conversations, 8:30 — 4:30, $125

May

Supervisory Liability, 8:30 —4:30, $125

*LEADING TODAY WEBINAR: Coaching Conv ersations,
10:00 AM — Noon, $50

Building Team Connections, 8:30 - 4:30, $125

Leading Team Innov ation, 8:30 —4:30, $149

Basic Supervision, 8:30 - 4:30 (Both Days), $125

June

Getting Better at Getting Better, 8:30 - 4:30, $125

Workplace Violence: Response to Armed Infruders in the
Workplace, 8:30 - 10:30, $30

Leadership Styles and Conflict Management, 8:30 —4:30, $125
*LEADING TODAY WEBINAR: Team Excellence —

Achieving High Performance, 10:00 AM — Noon, $50

Coaching Employ ees, 8:30 — 12:30, $125

Leading Effective Meetings, 10:30 - 3:00, $125

Business Writing, 8:30 - 4:30, $125

15
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CENTRAL REGION CLASSES

AND WEBINARS
JEFFERSON CITY

Technical and

Computer Skills Training

Workshops in Jefferson City are held at
1738 East Elm Street, Lower Level
* Denotes Webinar

April
Outlook 2016 Introduction, 8:00 - 4:00, $125
Excel 2016 Introduction, 8:00— 4:00, $125
Access 2016 Infroduction, 8:00 - 4:00, $125
Word 2010 Infroduction, 8:00 —4:00, $125
Pow erPoint 2016 Introduction, 8:00 —4:00, $125

SAM Il Financial Data Warehouse Using Web Interface,

8:00 - 11:00, $50

SAM |l Financial Data Warehouse Using Access, 8:00 —4:00, $95
OneNote 2016, 8:00 —4:00, $125

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

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

May

Excel 2016 Intermediate, 8:00 - 4:00, $125

Access 2016 Intermediate, 8:00 - 4:00, $125

*WEBINAR: Outlook 2016 — Basic Mail and Calendar Tips,
9:00 - 10:00, $50

SAM Il HR Employ ee Maintenance, 8:00 - 4:00, $95
Outlook 2016 Intermediate, 8:00 - 4:00, $125

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

SAM Il HR Data Warehouse Using Access, 8:00 —4:00, $95
Excel 2010 Intermediate, 8:00 - 4:00, $125

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

MOBIUS, 8:00- Noon, $50

SAM Il HR Time and Leave, 8:00 - 4:00, $95

June

Excel 2016 Advanced, 8:00 - 4:00, $125
Access 2016 Advanced, 8:00 — 4:00, $125
OneNote 2016, 8:00 - 4:00, $125

Word 2016 Introduction, 8:00 —4:00, $125

Pow erPoint 2016 Introduction, 8:00 —4:00, $125

*WEBINAR: Outlook 2016 — Learning about Attachments,
Flagging, Address Book and Distribution Lists, 9:00 — 10:00, $50

Excel 2010 Advanced, 8:00 - 4:00, $125
Access 2010 Advanced, 8:00 - 4:00, $125
SAM Il Fixed Assets, 8:00 — Noon, $50
Word 2016 Intermediate, 8:00 —4:00, $125

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




Enrollment Information

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

Participants enrolled in a training session receive
advance confirmation of their enroliment
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
enroliment. If a training session is cancelled,
each participant will be notified.

Confirmed Missouristate 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 notreceivea
Certificate of Completion. However, the
participant’s agency may still be billed.

To cancel an enrollment, please contact the
Center. Astaff 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 for 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

Date of Course

Participant's Name

Job Title

D My/This participant’s supervisor/employer has authorized attendance in this workshop.
D I/This participant will need specialaccommodation in compliance with the A mericans with

Disabilities Act (such as aninterpreter, orotherneed). A staffmember 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

Fax this application to:

Section

Agency Address

Name of Supervisor

SECTION B: FORPRIVATE SECTOR BUSINESSES, CITY AND COUNTY AGENCIES

Agency/Business

Agency/Business Address

E-Mail Address Phone

LEADERSHIP

UNDATIONS

APRIL, MAY & JUNE 2018 TRAINING CALENDAR

FOR

STATE OF MISSOURI

cnter...

MANAGEMENTano

Professional Development

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




