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CERTIFICATE IN MANAGEMENT & SUPERVISION
2.7 CEUs      Nine 3-hour sessions
Now taking registrations for a workshop to be held in February and March!

 Overview:  The G.R. Herberger College of Business and Center for Continuing Studies at St. Cloud State University is pleased to offer programs in management, supervision and leadership. These workshops and certificate programs are designed to improve Minnesota businesses by training managers and supervisors in the latest techniques of employee management. 

Who Should Attend? 
These programs and workshops are non-credit courses intended for anyone who wants to upgrade their skills in the practical aspects and applications of the techniques covered. They are not applicable to any degree programs at SCSU. They are designed especially for the businesses that want to improve the skills of their employees who wish to move into management and supervisory positions. They do not require formal admission to SCSU. 

Purpose: 
The series will develop basic supervisory skills or prepare employees for supervisory positions. It centers on skill development through the use of adult learning techniques such as self-assessment, descriptions and demonstrations of correct behavior/actions, observation of models of correct behavior and skills used correctly, role-playing, feedback and assignments that can be employed on the job. The instruction emphasizes the transfer of skills to a specific situation. 

Workshop Details/Topics: 

The Courses:
Managing and Leading People (.3 CEUS) 3 hours
What are the characteristics of and differences between managing and leading?

Topics
• The nature of management
• Management skills 

• Management functions and practices 

• Managing vs. leading 

• Major approaches to leadership-trait, behavioral, contingency, charismatic 

  
Effective Interpersonal Communications  (.3 CEUS) 3 hours 
How to improve communications and listening efficiency by changing behavior. 

Topics 
• Model of the communication process

• Functions of communication 

• Constructive communication guidelines 

• Active listening guidelines 

• Barriers to communication 

• Formal and informal communication 

  
Giving and Receiving Effective Feedback  (.3 CEUS) 3 hours   

Techniques for keeping feedback impersonal, goal oriented and appropriately delivered. Ways to insure that feedback fits the person to whom it is directed and to insure understanding.

Topics 
• Feedback: its nature, types and purposes 

• Interpersonal behavior, blind spots and feedback 

• Guidelines for providing feedback and recognition 

• Guidelines for accepting feedback 

  

Motivating Employees (.3 CEUS) 3 hours  

Discussion of the major models for motivation and application of the models to specific situations 

Topics
• What is motivation? 

• Motivation vs. performance

• Major approaches to motivation needs, learning, expectancy, equity, goal setting, job design

 

 Performance Appraisal (.3 CEUS) 3 hours 

Effective timing of performance evaluations, who should make them, and criteria included. Discussion and application of types of evaluation techniques.

Topics 
• Nature and functions of performance appraisal

• Performance criteria and their development 

• Performance appraisal procedures

• Biases and other issues in performance appraisal 

 
Effective Discipline (.3 CEUS) 3 hours 
 What is discipline? What types of problems require action? Using progressive discipline and due process.   Counseling skills, and documenting disciplinary action. Can discipline be avoided? When? 

Topics
• Nature of discipline

• Problems with the use of negative consequences

• Administering discipline effectively

• Other issues mitigating circumstances, due process and progressive discipline

• Applying discipline principles

 

 Group and Team Dynamics (.3 CEUS) 3 hours
 The course examines the nature of groups and teams.  Specific topics include group structure and processes, the criteria of effective groups, group decision making, and the differences between groups and teams.

· The nature and key elements of groups and teams

· Criteria of successful groups and teams

· Structural features of groups

· Groups processes

· Methods of decision making

· Groups vs. teams

Managing Problem Behaviors (.3 CEUS) 3 hours 
Most problem situations fall into a relatively small number of categories: absenteeism or tardiness, harassment, interpersonal disagreements. Supervisors can learn techniques for dealing with problems before they affect productivity

Topics 
• Describing and diagnosing behaviors carefully

• Types of behavioral interventions 

• Common specific problems and how to deal with them

 

Resolving Conflict Constructively (.3 CEUS) 3 hours 
 Determining the supervisory conflict resolution "style." When to intervene

Topics 
· Conflict and its major categories

· Modern view of conflict, including positive consequences 

· Personal styles of conflict resolution

· Constructive methods of conflict resolution 
Total Hours and/or number of sessions:  Nine 3-hour sessions, 2.7 CEUs
You will receive:

A certificate of complete reflecting 2.7 continuing education units.

Certificate Requirements: 
 This workshop is a non-credit course intended for anyone who wants to upgrade their skills in the practical aspects and applications of the techniques covered. They are not applicable to any degree programs at SCSU. They are designed especially for those who wish to improve their skills and those who wish to move into management and supervisory positions. They do not require formal admission to SCSU.
 Meet Your Presenter:
Dr. Richard J. Sebastian is Professor of Management at St. Cloud State University.  His primary teaching responsibilities and interests are Organizational Behavior and Organization Theory.  He has also previously held faculty positions at the University of Notre Dame and in the Whittemore School of Business and Economics at the University of New Hampshire.  Dr. Sebastian's research interests include interpersonal aggression, conflict, and civility at work; managing difficult behaviors; negative work motivation; brand and organizational loyalty; and determinants of status. 

He has published review and research papers on these problems, has also frequently presented his work at professional meetings, and has over 50 publications and professional presentations. He regularly gives talks and conducts personal and professional development training on supervision and management, stress management, conflict management, incivility and interpersonal aggression in the workplace, motivation, group processes, and organization theory and design. 

In his organizational consulting he has also guided the implementation of TQM; served as a quality advisor for project teams; surveyed internal customer-supplier relations and employee needs; written job descriptions; and evaluated organizational structure, committee structure and dynamics, management practices and effectiveness, and management/labor relations.  He has also facilitated constructive resolution of interpersonal, intragroup, and intergroup conflict within organizational settings.PRIVATE 

Dr. Sebastian earned his B.A. in Psychology from Lewis College and M.A. and Ph.D. in Psychology from the University of Wisconsin - Madison.  His professional memberships include the American Psychological Association and the North American Management Society.  He is past president of MBAAI, an international, professional, business administration organization.

Where:   St. Cloud State University Campus.  Parking is easy with our new parking ramp!   A confirmation letter, map and other details materials will be mailed or emailed to all registered participants. 

Fees:  
$500 per person and includes workshop materials. 
 Date:  
We are currently taking preregistrations at this time.  Please contact Tammy at tjanhaltwarner@stcloudstate.edu or 320-308-4252   
