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This College Africa Group course will enhance the user's skills on the subject
and teaches fundamentals as well as strategies in an easy to follow, easy to
understand format and includes practical exercises which will assist in
developing your skills in the workplace.

COURSE OUTLINE - Excellence in Supervision, First Edition

Course Specifications
Course Number: AXO84-064SG
Course Length: 1 day

Days: One Day

Description: This course will show you how to As a supervisor you must lead employees to
gain the respect and support of your success and understand that their success is
employees, use your success. Supervisors need to possess a
coaching skills to help others excel and multitude of skills in communication,
accomplish goals, deal effectively with performance management, coaching, and
changing times and confusing situations, flexible decision making. Learning and
communicate confidently with your applying these skills quickly is essential for
employees, peers, and manager, and any supervisor's success.

establish expectations for high performance.

Topic-Level Outline

Part 1: Getting Started
e The Opportunity
e How Do You Transition to Supervisor?
e The Definition of a Supervisor
e The Role of Supervisor
e The Responsibilities
e The Supervisors Job Description



TOC Continue...
e Management Thought: Old versus New
e (Case Study 1
e Strategies for Getting Started
e Action Plan: Getting Started

Part 2: Managing for High Performance
e Performance Management
e Setting Expectations and Goals
e Giving Positive Feedback
e Handling Performance Problems
e Supervising with Flexibility
e (Case Study 2
e Strategies for Managing Performance

Part 3: Communicating with Others Proactively
e Building Interdependent Relationships
e Communicating One-on-One with Employees
e Communicating with a Team
e Communicating Every Day with Others
e Communicating with Your Manager
e (Case Study 3
e Strategies for Proactive Communication

Part 4: Coaching for Excellence
e The Changing Playing Field
e The Best and Worst Supervisors
e The Coaching Process
e (Case Study 4
e Strategies for Effective Coaching

Part 5: Dealing with Change Positively
e A New Paradigm
e Organizational Change
e The Impact of Change
e Communicating Change Effectively
e Change-Management Skills
e Brainstorming Change Ideas
e Problem-Solving Techniques
e (Case Study 5
e Strategies for Managing Change
e Summary
e Action Plan: Keep Excelling
e Final Thoughts: How Good Can You Be?



ABOUT US

Established as EasyExcel, the company has been re-branded as College Africa Group. College Africa
Group has been in operation since 2003 and has trained many corporate and professionals
throughout Southern Africa. (For more info click here.) (http://www.collegeafricagroup.com)

ACCREDITATION

College Africa Group is MICT SETA accredited and a Microsoft Partner. College Africa Group has
more than 30 years' experience in Financial, Sales, Operations, Marketing and Administration
Directorship and understands the problems and deadlines you face.
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SPECIALS DASHBOARDS

Create eye-catching, interactive, awesome excel
- Join our loyalty program dashboard reports (Dashboard)
- Sign up for a weekly newsletter
- Group Discounts available
- Onsite Training is available T&C Apply

CONSULTANCY SERVICES KEYBOARDING

Get personal assistance with your spreadsheets ~ Save time!
Learn to touch-type and be more accurate.

Excel for Executives (Keyboarding)
Excel Automation EBOOKS AND ONLINE TAINING
(Excel Automation)

Excel Essentials 2013 Ebook, workbooks, and

MS PROJECT solutions.
Excel Intermediate 2013 Ebook, workbooks, and
Get fast reports! solutions.
Master MS Project for quick info and outcomes Excel Advanced 2013 Ebook, workbooks, and
(MS Project) solutions.
Excel comprehensive online courses, email for more
details.

CONTACT DETAILS
Arnold Muscat ! Call Centre: 0861 114 679
Direct 083 778 4903 mlct J) SQEO (Office Hours)
Email: sales@collegeafricagroup.com

Website: www.collegeafricagroup.com

Click to Join our Loyalty Committed to skills development in the Media, Advertising and ICT sector CAG Newsletter
Accreditation no: ACC/2011/07/066
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