
●  The courses below are listed according to category:



 - Administrative


- Career Transition


- Communication



- Computer Software

- Financial Management and Business

- Personal Development


- Retirement Planning


- Safety/First Aid


- Supervisory/Leadership


- Web Based or Computer Based Training Options

Administrative
Management Skills for Support Staff

Participants learn planning and organizing techniques and communications skills.  They also learn how to identify and develop their own leadership styles.

Length – 2 days

Office Skills for Support Staff

Participants learn how to perfect interpersonal communications, how to use reference manuals, how to plan and organize time and develop proper work attitudes.  They will also learn office diplomacy, telephone techniques, and human relations skills.
Length - 3 days

Proofreading

Participants learn how to spot errors quickly using some near-foolproof, proven editing techniques.  They also learn standard proofreading marks, so that their editing will be universally understood.  
Length – 2 days

Writing a Resume for Resumix

This 4 hour mini-course focuses on how to write a resume for maximum results within the Resumix system. Employees will learn how to describe their work experience and knowledge in the “hard skills” Resumix style.  This course stresses Preparation as the key to writing a successful resume. The curriculum requires an employee to gather, prior to attending the training, personal work history information to use in the classroom. In addition, students participate in a hands-on demonstration of the Resume Builder explaining how and where to find the Builder on the DON HR website.  It demonstrates in laymen's terms such things as how to navigate through the Builder to complete a resume, and how to preview, save, print and/or submit a resume.  

Length:  1/2 Day 

Writing Skills for Support Staff

Participants learn document composition, including drafting and finalizing.  They also learn elements of writing style to adapt the style of writing to fit the need.  One goal is for attendees to learn to write in the same style as their supervisors, freeing supervisors from the need to personally prepare routine office correspondence.
Length – 2 days

Career Transition
Career Planning I: Taking Stock

This seminar will help participants to begin the career planning process by assessing their skills, interest, preferences, personal style and priorities.  Through a variety of activities and discussions, students will explore and narrow career options, identify transferable skills, address barriers to career planning and develop a plan of action.

Length – 6 hours


Career Planning II: Taking Action

This workshop is a continuation of the Career Planning I: Taking Stock workshop, but it is not limited to those employees who participated in Part I.  Participants will learn how to take the next step in the career planning process and will develop and implement a personalized career action plan.  The focus will be on developing confidence in interviewing and negotiating.

Length – 6 hours

Job Search – Searching the Internet

Participants will gain an understanding of how the Internet can be a useful tool when conducting a job search.  They will learn specific techniques and procedures for using this powerful tool.

Length – 4 hours

Personality and Occupational Choice

This course will help participants to look at their work setting/occupation from a different perspective.  Employees will complete a Myers-Briggs Type Indicator Test (MBTI) and score their results during the session.  Participants will be able to use basic Type knowledge to begin clarifying occupations which may appeal to them by looking beyond titles and analyzing environment, work style and other personal factors.  Discussion, examples and small group activities will enable employees to determine their “best fit” life and work direction.

Length – 1 day

Planning for Career Advancement

Participants learn new ways to perform their jobs more efficiently.  Time management, organization, communication, interpersonal relations and dealing with stress are covered.

Length – 1 day

Writing Effective Resumes and Cover Letters

This workshop will include a close look at cover letters and resume content, organization and style.  It will also review employer expectations and transferable skills.  Participants will create drafts of resumes and cover letters during the workshop.

Length – 1 day


Communication

Communicating with Your Employees

The focus is on interpersonal skills needed to manage conflict, exert influence, acquire self-confidence, handle difficult situations, help others through change and meet personal and organizational goals.

Length - 2 days 


Conducting Effective Meetings

This course will help participants maximize the benefits of meetings they lead while minimizing the costs and negative results.  Participants will be shown how to make meetings a powerful management tool by being well planned, organized, and directed.

Length – 1 day


Conflict Management for Supervisors

This course teaches a variety of conflict management skills.  These include developing a more harmonious working environment, responding to new situations with greater control, developing a more expressive communication style, handling criticism and aggressive individuals, and resolving conflict situations among others.

Length – 3 Days


Customer Service

A customer’s first impression is lasting and can make or break any organization.  This course helps employees improve their customer relations techniques especially during that all-important first contact.  The focus is on effective listening and communication, courtesy, and controlling emotional reactions.

Length – 1 day


Effective Presentation Techniques

The full range of presentation skills is covered in this workshop: developing self-esteem, building confidence, and overcoming nervousness.  Topics include using visual aids, getting your audience involved, and speech delivery techniques.
Length – 3 days


Effective Writing Skills 

Participants will learn to write great sentences, paragraphs, memos, e-mail, etc in this course.  Additionally, participants will learn how to organize, design, and apply Quality Control techniques to their writing.  Finally, students will learn to recognize and appreciate great writing.

Length – 2 days

Facilitation Skills

Students will learn how to clarify group goals, understand group dynamics, facilitate communication and cooperation, and use analytical and organizational skills to run productive meetings. 

Length - 3 days 


Interest-Based Bargaining

This course is for managers responsible for negotiating workplace conditions and solving workplace problems.  Students will learn how to differentiate between interest-based and position-based problem solving to create objective negotiating standards.

Length - 3 days

Listening Skills

Students will learn to understand patterns of speech as well as non-verbal clues to remove the barriers to being an effective listener. 

Length – 1 day

Mentoring

The focus is on the varied roles of mentors, how external/internal networking works, how to locate and use resources, self-awareness, communication and counseling and motivational effects.

Length - 1 day 

Naval Correspondence Manual 

This course will cover standards and procedures applicable to all types of correspondence.  The course also includes formats for addressing mail and other postal standards.  Students will learn standard-writing practices used within the Navy.

Length – 1 day

Technical Writing Skills

Participants will learn refreshers in basic grammar and tips on how to improve their technical style.  They will learn to write for their audience and to convey their message clearly, simply and effectively.

Length – 2 days 

Computer Software

Access/Introduction

Students will open an existing database, create a new database, create and manage tables, and enter and manage data in tables.  In addition, students will learn to customize the appearance and design of tables, create and manage queries, and set query criteria manually and using the Expression Builder.

Length – 1 day 

Excel/Introduction

Topics include entering and editing information in a worksheet; opening, saving, and managing workbooks, and navigating worksheets and workbooks.  In addition, students will perform calculations and manipulate worksheet data, format the contents for a worksheet, and prepare, setup, and print a worksheet.

Length – 1 day 
Excel/Advanced

Students learn to sort and filter data, display subtotals, create and manipulate pivot tables, work with functions and templates, and perform data projections and data analysis.  Additionally, students will manage, protect, and link workbooks, link and embed objects, and consolidate information.
Length – 1 day 

Exchange for Windows 95 for End Use

This course will cover the following topics: sending, receiving, and organizing email messages; including files and objects created in other applications as attachments in messages; using the Address Book to select recipient names, creating folders to store related messages, files and other items; using Remote Mail, using Schedule+ for appointments, contacts, tasks, and events; sharing information between applications.
Length – 1 day 

PowerPoint/Introduction

Participants will create a presentation file, run a slide show, work with and enhance text, and draw/format lines and graphic objects.  Students will also work with clip art, use Microsoft Graphics, and the slide sorter.  Students will view, add transitions and automatic timing to a slide show, and print a presentation.
Length – 1 day

PowerPoint/Advanced 

Participants learn to use the Slide Master to design a presentation, edit clip art and imported pictures, link and embed objects, and set up and print speakers notes.
Length – 1 day

Project 2000 Level 1 

This course provides an introduction to Microsoft Project 2000 and explains how to create and set up Project files. It also shows how to update, change, and track the progress of Project files. It explains different ways to customize and use the project information, as well as how to combine information from different Project files.

Length - 2 days

Windows 95/NT

Participants will learn to install, configure, and support a Windows NT workstation and server.  Students will learn to set up user administration and network security, manage user accounts and groups, use the File Manager, Schedule and the Accessories and control panel.  Students will also work with the Program Manager.

Length – 5 days

Word/Introduction

Participants will create a document including: saving, opening and closing a document; creating, editing, and formatting text; changing paragraph alignment, line spacing, and paragraph indents; and checking the spelling.  Students create headers and footers, define page margins, paper size and page orientation, and preview and print a document.  Students learn to format tables, perform calculations in a table, and sort tables and text.

Length – 1 day

Word/Intermediate

Students will create and format tables, perform calculations in a table, sort tables and text, and prepare and execute a mail merge.  Additionally, students will add special formatting to paragraphs and sections, create and format columns, insert and format frames and pictures, and draw, edit, and delete objects.
Length – 1 day 

Word/Advanced

This course covers using and manipulating AutoText entries, and bookmarks, fields, styles, outlines, and footnotes/endnotes.  Students also learn to record and run macros, work with templates, customize toolbars, menus, and shortcut keys, create table of contents and index, and paste, link, and embed information.
Length – 1 day 

WordPerfect Introduction

Students learn to create, edit, open, and close a document; to select, delete, copy, move, search for, and replace text, and to use the Spell Checker, Thesaurus, and Grammatik.  Formatting text, paragraphs, and page layout, using page numbers, headers, and footers, and printing a document are also covered.

Length – 1 day 

WordPerfect Intermediate

Topics covered include creating, editing and formatting tables, merging data files with form files, and sorting lines, paragraphs, and tables.  Students also learn to create newspaper and parallel columns, add lines to a document, and create, add, and work with graphics.
Length – 1 day

WordPerfect Advanced

This course teaches students to record and use macros, customize WordPerfect, use templates and abbreviations, and create and edit outlines, footnotes and endnotes.  Creating a table of contents, index, and master document, performing calculations in tables, creating and customizing charts, and linking and embedding objects are also covered.
Length – 1 day 

Financial Management and Business

Advanced Budget Analysis

This course teaches approaches to situational analysis using non-numeric and non-statistical techniques applicable to problems encountered in budget formulation, congressional action, budget execution, and review and audit.  Participants will be required to analyze various budget situations and present recommendations describing the results of the analysis.
Length – 3 days 

Basic Budgeting for Managers

This course teaches the basics of recognizing and organizing every aspect of your budget requirements.

Length – 1 day

Budget Analysis

This course covers important budgeting principles, reprogramming and fund control requirements, how to handle internal audits and audit reports, and how to conduct periodic program/resource reviews.
Length – 3 days

Business Process Reengineering Series 

This series of seven courses makes up the DOD curriculum for a certificate program in Business Process Reengineering.  A vendor will be selected to deliver the courses who has the requisite skills and experience to enable students to obtain DOD certification.

     •   Activity Based Costing Principles 

This course relates activity based costing (ABC) accounting to the DOD BPR framework process. Traditional government financial accounting methodologies never identify the true costs of your products and services or the critical activity costs of your core business processes that produce them.  Applying the principles of ABC as part of IDEF Activity Modeling is presented and examined as part of the integrated case study example. 

          Length – 3.5 days

•   Business Process Reengineering Fundamentals

An overview of the DOD Business Process Reengineering (BPR) methodology and framework guide.  The course addresses major phases in BPR, the origins of BPR, and why it is critical for the survival of today's organizations.  Topics include process management, the need for an organization to have a corporate identity, how to decide what to reengineer; why you cannot reengineer an organization, pitfalls to reengineering; and the relationship of culture to BPR. 

          Length – 3 days

     •   Functional Economic Analysis

Topics cover the essential elements of functional economic analysis (FEA) and incorporate the relevant information from the previous steps in FPI/BPR into a final decision package to reengineer a process.  FEA also includes the traditional methodology of economic analysis in which several alternatives are compared.

Length – 3 days 
     •  Group Facilitation Skills for Business Process Reengineering 

         Discussion focuses on understanding the purpose, applications, and strengths and      

weaknesses of various facilitation tools and techniques applicable to facilitating necessary  

workshops conducted during a BPR project.  Various idea generation and problem-solving    

tools are examined, experienced, and practiced to equip participants with facilitation skills 

critical to successful reengineering.

Length – 4.5 days 
 
•    IDEF Fundamentals 

Topics include DOD methodologies for activity and data modeling.  Modeling is an important part of process analysis and design phase in BPR. You have to understand what the process is before it can be reengineered and IDEF is an excellent methodology to assist in this phase. 

Length – 3.5 days


     •   Planning for BPR 

Strategic and Business Planning (SP/BP) is discussed as a part of BPR.  SP/BP are critical as a foundation for reengineering and the course discusses the essential elements in this initial phase to BPR.  It also discusses the initial actions that must be performed to get the BPR project off to a good start. The course includes a case study in which students participate in developing a strategic plan.

Length – 3 days



     •   Process Analysis & Benchmarking for Business Process Reengineering 

Topics cover the essential elements involved in performing a BPR Process Analysis and Benchmarking. Individuals will learn the steps in performing Process Analysis according to the BPR Framework, how Process Analysis is linked to Planning, how to plan and conduct a Benchmarking Project, and apply the results to a BPR initiative.

Length – 3 days


Conducting an A-76 Study

Students will learn how to use the A-76 contracting processes to develop statements of work, cost estimates of your activities, and to conduct cost studies.

Length - 3 days

Contracting Officer's Technical Representative Course

Students will learn the fundamental features of a contract, applicable government contract law, and the appropriate role of the contracting officer's technical representative.   Participants will also learn how to develop, award, and administer a contract.

Length - 3 days

Federal Appropriations Law

This course covers topics such as: the liability of federal accountable officials, legal terminology used in appropriation law, limitations governing the obligation of funds, how GAO audits administrative spending, and key decisions rendered by the Comptroller General.

Length – 3 days


Finance/Accounting for Project Management

This workshop gives project managers a solid foundation in accounting and financial analysis.  Students learn the logical approach to finance and accounting and how to use various financial tools through to the completion of the project.
Length – 1 day

Government Bookkeeping/ Accounting

This course teaches personnel to understand the accounting cycle and its role in the financial management program.  Participants need to be familiar with the basic financial accounting cycle and governmental funds theory.
Length – 4 days

Introduction to Federal Budgeting

Participants will learn how to work with FTE allocations, handle mid-year reviews and closeouts, and understand cost concepts and to make accurate budget projections.

Length – 4 days 

NAVSUP Commercial Purchase Cards Course

This course is for newly designated purchase card holders as well as non-procurement personnel who use purchase cards.  Students will learn the concept, methods, and procedures authorized when making acquisitions using Government Purchase Cards. 

Length - 1 day 

Simplified Acquisition

This course is for employees responsible for making small purchases of goods and services.  Participants will learn how to place electronic and written orders as well as how to evaluate product costs based on past performance, price, and competency and other factors.  

Length - 5 days 

Writing Effective Budget Justification

This course focuses on analysis of budget submissions and preparation of narrative descriptions.  Participants learn specific, concrete, factual data commands more attention and results in greater understanding than generalities.
Length – 3 days 

Personal Development

Conflict Resolution 

Topics covered include: developing a more harmonious working environment, responding to new situations with greater control, developing a more expressive communication style, handling criticism and aggressive individuals, resolving conflict situations and developing self esteem to make one a better communicator.
Length - 2 days

Coping with Change

This course looks at the impact of change on individuals and the organization.  Participants will learn how to overcome the fear of change, recognize the importance of communication, and how to take charge of change. 

Length - 1 day 

Coping with Job Burnout

This workshop helps participants recognize the symptoms of burnout and resolve the underlying causes.  A must for organization members who need to take back control of their professional lives.
Length - 1 day

Crisis Management

This course teaches a professional, proactive approach to effective crisis management.  Participants learn to identify different crisis points that exist in their particular situations.  They learn how to take action and apply coping strategies to effectively manage and recover from a crisis.

Length – 1 Day

Cultural Diversity

This workshop teaches participants to be sensitive to individual differences, appreciate workplace diversity, and improve the quality of work relationships with fewer miscommunications and misunderstandings.
Length – 2 days

Emotional Intelligence

There is a growing body of science in the emerging field of Emotional Intelligence, indicating that proper understanding and use of emotions can be critical in helping us become more effective workers and better communicators.  Learn how to assess your own EI skills, and identify steps to begin the journey into making yourself a better boss, leader, employee and person.

Length:  1 day 

Managing Multiple Priorities

This course is for all employees who want to learn how to balance increased tasks and deadlines.  Participants will learn how to reduce stress, negotiate project priorities, and meet unexpected demands to produce peak performance.  

Length - 1 day 

Prevention of Sexual Harassment

Participants will learn how to handle an allegation of harassment, recognize what sexual harassment is, and differentiate between sexual harassment and sexual favoritism.  Learn how to say “NO” in an assertive manner and understand the EEO complaint process.

Length – 1 day

Problem Solving

Participants learn the basics of problem solving, a systematic and objective process of analyzing problems from definition to solution generation.  The potential problem-solver gets the necessary skills to identify the problem and find workable solutions.
Length – 2 days


Putting Fun to Work: The Power of Humor in Business

You’ll discover:  Why humor is the best antidote to burn-out and is a unique formula for turning stress into success; How teambuilding works and why more gets done when people work together synergistically; How to use humor as a pattern-breaker to promote innovation, inspired customer service, and rapport; The difference between appropriate humor vs. “reckless insensitive humor; and How to take the organization from apathy to exuberance.

Length – 4 hours

Self- Discipline and Emotional Control- How to Stay Calm and Productive under  Pressure

Does your temper ever get you into trouble?  Do you sometimes rub people the wrong way?  When was the last time you promised to change a habit – and you did?  Self- Discipline and Emotional Control will help you change your negative behaviors permanently. This program will give you strategies to help you handle crises and reduce stress, methods for reducing compulsive behavior (ideal for weight control), and techniques to remain in control and ease pressure.

Length – 1 day

Time Management

Participants learn how to get things done with an apparent minimum of effort.  They also learn how to set short and long-term goals, establish priorities, organize a daily schedule, accomplish unpleasant tasks, and keep themselves on target. 

Length – 1 day




Retirement Planning

Pre-Retirement Planing (CSRS)

CSRS employees who are eligible for retirement now or within five (5) years will learn the basic information needed concerning their federal benefit package: Social Security provisions that will effect them, Thrift Savings Plan withdrawal options, annuity computations, creditable service, deposits/redeposit, survivor benefits, health insurance, life insurance, taxation of benefits, and voluntary contributions.
Length – 1 day

CSRS Mid Career Planning

CSRS Mid-Career employees who have over five (5) years until retirement will learn basic information they need concerning their federal benefit package:  Social Security provisions that will effect them, Thrift Savings Plan withdrawal options, annuity computations, creditable service, deposits/redeposit, survivor benefits, health insurance, life insurance, taxation of benefits, and voluntary contributions.
Length – 1 day






Pre-Retirement Planning (FERS)

FERS employees who are eligible for retirement now or within five (5) years will learn the basic information needed concerning their federal benefit package: Social Security provisions that will effect them, Thrift Savings Plan withdrawal options, and FERS eligibility, annuity computations, creditable service, deposits/redeposit, survivor benefits, health insurance, life insurance, taxation of  benefits, and voluntary contributions.
Length – 1 day

FERS Mid Career Planning

FERS Mid-Career employees who have over five (5) years until retirement will learn the basic information they need concerning their federal benefit package: Social Security provisions that will effect them, Thrift Savings Plan withdrawal options, and FERS eligibility, annuity computations, creditable  service, deposits/redeposit, survivor benefits, health insurance, life insurance, taxation of benefits, and voluntary contributions.
Length – 1 day

Pre-Retirement Planning for Fire Fighters, Law Enforcement Officers, Air Traffic Controllers

This course provides employees in special retirement categories with the basic information needed on the retirement system, social security, thrift savings and health and life insurance.  Retirement system topics include annuity computations, creditable service, deposits/redeposit and survivor benefits.

Length – 1 day

Safety/First Aid

Adult CPR 

This course trains individuals to overcome any reluctance to act in emergency situations and to recognize and care for life-threatening respiratory and cardiac emergencies in adults.  Students will learn how to recognize the symptoms of a heart attack, respond to and adult who is choking, and care for an adult who stops breathing.

Length - 4 hours 

First Aid

The purpose of this course is to teach individuals to overcome any reluctance to act in emergency situations and to recognize and care for life-threatening emergencies such as respiratory or cardiac problems, sudden illness and injury.

Length - 6.5 hours 

Hazardous Material Site Worker Training

This course is for managers, supervisors, and operators who regularly participate in on site hazardous substance activities which expose or have the potential to expose personnel to hazardous substances and health hazards.  Participants gain the skills and knowledge to safely and effectively contain, clean up, transport and dispose of hazardous materials.      

Length - 5 days 

Supervisory/Leadership

Adverse and Performance-Based Actions

This course is designed to teach participants the correct steps for processing formal cases involving problem employees using both adverse action and performance-based action guidelines.  

Length - 4 days 

Coaching and Counseling for Increased Performance
 

This course shows how to increase employees’ productivity and efficiency by providing successful coaching/counseling methods and techniques.  Supervisors will learn how to bring employees to new heights of productivity and to build responsible self-starters who work harder and enjoy doing it.

Length – 2 days

Decision Making

Participants learn how to recognize when they need to make decisions, consider the appropriate alternatives, and make decisions they will not regret.  A must course for a radically changing work environment! 

Length – 2 days

Delegating

Supervisors and managers explore why they think they have to do everything and how to change this attitude.  The focus is on the benefits of successful delegation and how to distinguish between tasks that can be delegated and those that can’t.

Length – 2 days

Developing Written Performance Standards


This course offers supervisors/managers strategies to identify measurable job elements and how to distinguish them from incidental tasks.  Supervisors/managers learn to recognize elements that are critical to successful accomplishment of the job and to develop objective, measurable performance standards.

Length – 2 days


EEO for Supervisors

This course covers basic equal employment opportunity issues for supervisors.  Participants will gain an understanding of their role in the EEO program as well as learn how to prevent complaints as well as the steps for handling and resolving complaints of discrimination. 

Length - 2 days 

Effective Performance Appraisals

Supervisors will learn the skills necessary to conduct objective measurements and set attainable goals.  Participants also learn communication skills needed to successfully carry out face-to-face appraisals.

Length – 2 days


How to Deal with Difficult People

Supervisors, managers, and team leaders who find themselves having to lead, supervise or direct others will learn techniques for directing the work of  “difficult” people.

Length – 1 day

Interviewing Techniques for Managers

This course eases the interview process by teaching supervisors/managers how to conduct the most effective possible interview with a candidate.  Learn the latest skills for structuring, managing, and evaluating interviews.  Then select the right person for the job every time!

Length – 1 day

Introduction to Supervision

This course is for new first-line supervisors as well as those supervisors with no formal training.  Students will learn how to be effective in managing a staff through motivation, delegation, understanding your leadership style, and recognizing your employees needs.  

Length - 5 days 
Leadership in a Changing Environment 

This course develops leadership skills and abilities to increase employees’ level of commitment and support and to create a proactive workforce committed to continuous improvement.

Length – 3 days

Making the Transition From Technical Expert to Manager

This course is for managers of technical operations or research who want to make the transition from technical expert to managing people.

Length - 2 days

Managing Cultural Diversity

This course demonstrates the necessity and benefits of managing diversity in the workplace. Students will learn how perceptions, values, and behaviors impact people differently as a result of gender, cultural and ethnic background.

Length - 1 day 

Managing Organizational Change

This course helps supervisors and managers overcome the loss of a sense of control when they face organizational change.  They also learn how to create a climate that encourages acceptance of new ideas and the use of new procedures while gaining the highest level of achievement from others.

Length – 2 days

Merit Systems Principles Awareness Training

This course teaches supervisors/managers and personnel to identify and to apply the merit systems principals in the workplace.  Participants will be able to identify the prohibited personnel practices and why it is important to avoid them. 

Length - 1 day 

Personnel Management for Supervisors 

This course offers new supervisors and managers an opportunity to gain knowledge and basic skills necessary to supervise Federal government personnel.  Topics include personnel management functions and responsibilities in position management/classification, staffing, EEO, CEAP, employee development, and labor and employee relations.

Length – 5 days


Position Management

Participants will learn how to use position management principles and methods as well as understand how they impact mission achievement.  Students will also understand the significance of economy, efficiency, and effectiveness in position management.

Length - 2 days 

Preventing Workplace Violence

Supervisors in this workshop learn the causes of workplace violence and the best methods for preventing it.  They also learn how to handle crises and recognize “cries for help.” 

Length – 1 day

Project Management

Supervisors and managers learn how to define, plan, and implement a project.  Topics also include bringing the project to successful completion and measuring results.  An important course for supervisors and managers who have to coordinate the efforts of several people working on one project.

Length – 3 days

Seminar for Mid-Level Managers

The emphasis is on organizational dynamics, productivity enhancement, and process reengineering in this course.  Planning/implementing change, accountability, problem resolution, performance management and developing effective work teams are also discussed.

Length - 3 days

Seven Habits of Highly Effective People (Covey)
This course offers supervisors and managers a principle-centered approach for solving personal and professional problems.  The course shows how to live with fairness, integrity, honesty and human dignity - - principles that give a person the security to adapt to change, and the wisdom to take advantage of the opportunities that change creates.
Length – 4 days 

Sexual Harassment for Supervisors

This course will allow supervisors to understand the nature of sexual harassment and its effect on the victim, the harasser, and the workplace.  The supervisor will be able to recognize the distinction between sexual harassment in the workplace and outline steps to correct and prevent sexual harassment.

Length – 1 day

Six Thinking Hats

Students will learn to use cooperative exploration as an effective alternative to argument by exercising parallel thinking techniques.  Participants will learn to conduct meetings and discussions in a more constructive manner by changing their thinking behavior.

Length - 3 days

Strategic Planning

This workshop guides participants through the strategic planning process.  It focuses on analyzing the current organizational situation, laying out long and short-range objectives, developing implementation plans, and building an effective follow-up control system for the strategic plan.

Length – 2 days 

Stress Management

Supervisors learn how to pinpoint the underlying sources of stress in themselves and in their workforce.  They will learn valuable and proven techniques for removing stress when possible and for handling it when not possible.

Length – 1 day


Succession Planning

Participants will learn why every employee in your command must be able to assume the burden of responsibility.  This workshop teaches participants the planning and management development system.  Participants will focus on analyzing the current organizational situation and learning the necessary characteristics of an executive in a responsibility-based organization.

Length – 2 days 

Supervising Employees with Disabilities

This course helps supervisors manage employees with disabilities in order to help them face special challenges.  The focus is on overcoming stereotypes, dispelling myths, and helping people reach their maximum potential.

Length – 1 day

Team Building

Supervisors and managers learn the practical skills required for developing and maintaining an effective work team.  The focus is on understanding team dynamics, communications, and problem solving.

Length – 2 days


The 4 Roles of Leadership (Covey) 

This course is a follow-up to Stephen Covey’s “Seven Habits of Highly Effective People.”  Supervisors and managers are offered guidelines for applying Dr. Covey’s principles at work and home. It is designed for managers at all levels who want to significantly improve their strategic thinking, long-term vision, and positive influence on others.
Length - 3 days 

Web Based or Computer Based Training Options

E- Learning - Both the Department of Navy and the Office of Personnel Management sponsor websites offering a variety of e-learning courses which you can access at your convenience, from your PC, at no charge. For further information regarding these free e-training courses click on the links below:

· Navy E-learning:  http://www.navylearning.navy.mil/
· OPM Gov on-line Learning Center: http://www.golearn.gov/
Some of the classes listed in this catalogue are also available through a computer based or web based medium.  This option is frequently lower in cost than traditional training methods and can be completed at times more conducive to the student’s schedule and workload.  If this is an option that interests you, please contact the HRSC-NE Training Department at 215-408-5214.  
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