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Successful Supervision

Overview –
Whether a Supervisor has been “in the trenches” for years or has just started to supervise others, this program outlines and discusses a variety of ideas, techniques and tools to help manage employees and projects smoothly and effectively.

Benefits – 

Each Supervisor will benefit from this training as it will deliver consistent 

information, provide guidance and feedback and will aid in their development for the next level of management.

Each department will benefit from this training as they will have better trained and respected supervisors.

Each employee will benefit from the training in that they will receive consistent information and direction from their Supervisors on such topics regarding communication, discipline, training, etc.

ALEC will benefit from this training in that it contributes to the growth and development of its employees thus creating a lasting relationship and loyalty in the organization.

Audience - 

All current department Supervisors will be required to attend all modules.



Classes will also be open to department Managers and their employees to attend if interested.




Future Supervisors will be required to complete the program within the first 12 months.
Allotted timeframe – 
Timeframe will vary.



Maximum timeframe will be 2 – 3 hours depending on class size and means of delivery.

Methods of delivery - 
This will vary depending on topic.




Will include but not limited to: video, CPD courses, case studies, group activities and discussions, 

powerpoint presentations and class lectures
Program Topics

Leadership -
            
This topic will introduce the definition of leadership, the responsibilities of leading a  

                                    
team, and tips on how to be a good leader.  

Communication -
This topic will cover both verbal and written communication.  It will discuss effective verbal communication and its importance as well as how get your point across in written communication effectively and professionally.

Employee 

Development – 
This session will include topics such as coaching, motivating and training and how each of these fit into the Supervisor job description and responsibilities.
Problem Solving/

Managing Conflict – 
This session will target the current problems Supervisors face such as attendance, tardiness, lack of motivation, etc.  It will further talk about how to handle employee conflict so the Supervisor remains neutral.  The Supervisors will also learn how to handle the team as a whole after the conflict or problem has been resolved.

Delegating –
This topic will discuss why delegating job duties will not only benefit the Supervisor but also the employee as well as the importance of delegating. It will also include techniques on how to properly delegate tasks to the “right person for the job.”

HR 101 -
This session will include interviewing techniques along with basic interviewing “rules”.  It will also include a basic understanding of such items as FMLA and EOC.  Hiring and firing best practices will also be discussed. (this session will mainly be geared towards Department Managers)
Discipline – 
This session will cover the progressive steps when disciplining an employee.  It will also discuss when and how to deliver discipline and how to cope with the employee after discipline takes place.  The session will also outline the information Supervisors should include when writing up disciplinary action for an employee.

Performance 

Appraisals –                  This session will discuss the process of performance appraisals and activities and 

                                        exercises in writing and presenting them to employees.  Providing goals for employees
              will also be discussed, making sure goals are realistic, measurable and obtainable.

