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Essential Management Skills

	Course Description
	To discuss, understand and practice some of the essential management skills needed to operate in today’s working environment.

	Duration
	2 Days

	Who Should Attend
	Newly appointed managers and supervisors who have to manage staff in the changing working environment of openness and empowerment.

	Course Content
	Introduction to Management

· What is management?

· What is effective management?

Leadership and/or Management

· What is leadership?

· Basis of good leadership

· Leadership versus management

Creating Trust and Openness

· Values of trust and openness

· Johari Window

· Self disclosure

Setting Objectives and Achievable Outcomes

· SMART objectives

· Setting SMART objectives

· Establishing evidence procedures


Communication Skills

· Active Listening

· Questioning Techniques

· Significance of non-verbal communications

· Observation techniques

Motivation

· Approaches to motivation

· Motivational tools

Feedback Skills

· Giving and receiving feedback

· Feedback rules

Coaching and counselling skills

· Difference between coaching and counselling

· Importance of coaching

· Coaching ideas

Dealing with poor performers

· Collecting evidence

· Classifying evidence

· Setting out the interview

· Creating an improvement plan

Action Planning

· Individual action planning

Note: This Course contains several consolidation exercises in these  skills

	Learning Objectives
	By successfully completing this course, you will:

· Understand what constitutes effective management

· Create an environment of trust and openness in your team

· Be able to set SMART objectives

· Understand the importance of effective communication

· Understand why it is important to motivate your team

· Give and receive feedback

· Understand the role of coaching in modern management

· Have an approach to deal with poor performers

	Approach
	This course is instructor led and includes:

· Role play in small "safe" groups

· Breakout groups for creative brainstorming

· Pre-course assessment (questionnaire), on-course assessment (trainer observations and assignments) and post course assessment (action plan and post course discussion with manager or trainer)

Skills are extensively practised so that the delegates are ready to implement new skills on their return to work.

	Cost
	$790 member, $1050 non member, NZD per delegate plus GST

In-house course, please call and ask for a price 
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