Management Essentials Program 2010

Overview

This program is designed to give comprehensive
development in the essentials of management. The
program consists of 4 workshops — Managing Yourself,
Managing People, Managing a Team and Managing
Performance. Each of the four workshops is a stand
alone workshop and combine together to form a
comprehensive management program. We conduct
this and other programs in-house in organisations
throughout Australia and the Asia Pacific.

Who would benefit

This workshop is for all managers who want to
develop a comprehensive set of management skills.
We have frontline managers to CEQ’s in this program
as the skills covered are essential to all levels of
management

What’s included

Comprehensive  manual, lunch, morning and
afternoon tea

Cost

$397 per workshop (GST included)

$1391 for the 4 day program (GST Included)
10% discount for 3 or more participants

*We bring your workplace issues into the
workshop for you to apply your learning.

¢ Each module is supported by practical
exercises, assessments and discussion

Experiential
learning

eIt is focussed on developing skills that can
be immediately applied back at work.

*We provide a template for the skills
developed to be included in your
performance management system

Results
focussed

*To illustrate practical situations and
highlight key points

I-i m ited *To maximize the effectiveness of the
group size [l

Times and Locations

8:45am for a 9am start to 4:30pm each day
Melbourne: Hotel Grand Chancellor

131 Lonsdale Street, Melbourne (City)
Sydney: Citigate Central Sydney

169-179 Thomas Street, Sydney (Haymarket)

The Presenters

Melbourne and Sydney

Wayne Back is the Managing
Director of Management Training
Australia. He has held a range of
management  positions  from
frontline manager to CEO as well
as positions on several boards. He
trains frontline, middle and senior
managers throughout Australia
and the Asia Pacific. Wayne has spent 25 years in
training and management in business, government,
educational and NFP sectors. Originally trained as a
physicist, he then completed three other degrees
including a Masters in Management.

Melbourne

Erin Sciola is a former CEO at The
Oaktree Foundation, a fast-growing
aid and development organisation
with over 350 managers and team
members. She has a background of
international relations, and
psychology. Erin has had extensive
experience in management training and
managing teams. She has presented to groups from
10 to 1000 both in Australia and overseas, and is an
experienced presenter who loves to engage people in
learning and positive change.

Sydney

Amanda Antcliff speaks at workshops
and conferences in Australia and
overseas with particular experience in
the health and environmental
industry. Amanda is a dynamic
communicator and her style s
entertaining, interactive and
practical. Amanda is also an experienced business
coach and has helped people to perform at higher
levels. She is the Managing Director of
yourcafecoach.com.au which specialises in one-on-
one and group coaching sessions.

Melbourne *18th August, 15th September

Wednesdays *13th October, 10th November

Sydney

*25th August, 22nd September

Wednesdays *20th October, 25th Nov (Thurs)
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Management Essentials Program 2010

Managing Yourself
» Melbourne:  August 18"
> Sydney: August 25"

Time Management
e 4 aspects of time management
e How not to prioritise
e Prioritising with organisational goals
The Pareto principle
Distinguishing urgent and important issues
Working with to - do lists
e Dealing with deadlines
e How to say no appropriately
e How to schedule your time
e Batching tasks
e How to do atime audit
e Time saving techniques — for phone, email
e Dealing with excessive paperwork
e Setting up systems of files
e Handling interruptions

Taking personal initiative

e Taking initiative

e Thinking outside the box

e How to brainstorm

e Understanding work strengths

e Sources of threats and opportunities
e Doing a personal SWOT analysis

Stress Management

e What stress does to you

Recognising what is stressing you

Recognising stress symptoms

Understanding your stress patterns

Identifying workplace stressors

Keeping a stress diary

Self talk and performance

Changing your self-talk

Changing thinking patterns that cause stress

Building your stress resistance

e Lifestyle and stress

e Coping Skills and Support systems

e Recovering from burnout

e Stress relief techniques including breathing and
muscle relaxation

www.mtaustralia.com

Managing People
» Melbourne:  September 15™
> Sydney: September 22™
Motivation

Dimensions of diversity

Dealing with diversity

Impact of generational differences

Managing generation Y

Impact of career stages

Recognising and praising people

No cost recognition

Giving effective verbal recognition

Money and motivation

Understanding people’s needs and satisfiers
How a sense of equity affects performance
Expectancy - Making the link between effort and
valued rewards

What makes goal setting work

Redesigning jobs to make them more motivating
Creating a job map

Influence

How to use the 6 principles of influence

The importance of liking and helping people
Influencing without authority

Understanding and using the 5 types of influence
currency

Influencing by inspiration and support

Managing up, down and across

Influencing your boss

Communication

The communication process

How to overcome communication barriers
Active listening

Being assertive without being aggressive

How to build and repair trust

Understand when to use (and not to use) phone,
email and other types of communication
Social media and work

Recognising & understanding the 4 personality
types

Communicating to the 4 personality types
Understanding emotional reactions

Managing your and others emotions
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Management Essentials Program 2010

Managing a Team

October 13"
October 20™

» Melbourne:
> Sydney:

Team organisation

Core aspects of a manager’s role

5 team essentials

Using the RACI chart to improve processes and
communication

How and what to delegate effectively

Why many managers fail to delegate

Different degrees of delegation

Delegation of responsibility, accountability and
authority

Combining your teams collective talents using
BALM

Team and individual performance goals

Team collaboration

When teams are not the answer
How to increase team accountability
How to deal with difficult team members

Understanding team roles — relational, task and

self roles

Running effective meetings
Developing an agenda that flows
General meeting rules

Leading discussions

Substitutes for meetings

Conflict resolution

5 conflict resolution styles

Understanding when to use conflict resolution
techniques

4 steps in “principled negotiation”

Identifying interests behind positions

Using objective criteria in resolutions
Preparing a BATNA

Contact ePh:  +61(3) 9256 6004
us on Fax: +61(3) 94459243
*Web: www.mtaustralia.com

eEmail:register@mtaustralia.com

Managing Performance

> Melbourne:
> Sydney:

November 10™
November 25" (Thurs)

Performance Management

Performance management essentials
Performance appraisals and reviews

Setting SMART goals for your team and each
team member

4 arenas of employee quality

Measuring subjective objectives

The difference between outcomes, measures
and indicators

Dealing with low performers

Conducting performance development
meetings

7 Skills needed for performance related
discussions

Perception and assessment

7 biases in giving performance appraisals
How to fire and how not to fire

Coaching

Active listening

Being an empathetic listener

How to ask good questions

Using a questioning sequence

How and when to coach

The coaching process

Improving your diagnostic skills

How to use the GROW coaching model
Micromanagement — what, when and why
When micromanagement is a result of poor
management

How to avoid micromanagement

Giving constructive feedback

How to receive feedback

*These workshops are available for
presentation at your premises or
off-site. Please contact us to
discuss your training requirements

www.mtaustralia.com
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Management Essentials Program 2010

Registration
How I first heard of the program (please circle) Web/ email/ word of mouth/ AHRI/ Fax/ Google ads/ HR Leader

Workshop location 0 Melbourne [ Sydney Purchase Order No.

Organisation

Contact Contact Email

Postal Phone

Name Email Workshops (please tick) Cost

[ Managing Yourself

[ Managing People
Management level O Managing a Team

Supervisor/Middle/Senior (circle) O Managing Performance

[ Managing Yourself

[ Managing People
Management level [ Managing a Team

Supervisor/Middle/Senior (circle) [ Managing Performance

[ Managing Yourself

[ Managing People
Management level L Managing a Team

Supervisor/Middle/Senior (circle) L] Managing Performance

Total

Payment information
Cheque enclosed/ sent (payable to Management Training Australia Pty Ltd)
EFT — Westpac, Management Training Australia, BSB 033172, ACC: 425794
Debit my credit card
Visa MasterCard

Card Number Expiry / ___ Signature

Terms and Conditions

e Places are limited to preserve the workshop dynamic and places are only guaranteed on receipt of payment
e Substitutions are permitted up to the commencement of the workshop with no penalty

o Withdrawals receive a 50% refund up to 1 week before the workshop and no refund after that

o Deferrals are without penalty up to 1 week before the workshop and receive a 50% credit after that

To Register

e Fax completed form to (03) 9445 9243

Download registration form or register at www.mtaustralia.com

Email register@mtaustralia.com, including name and payment information

Post form to Management Training Australia, PO Box 281 Vermont, Victoria, 3133
For more information on this or other workshops, go to www.mtaustralia.com
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