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Presentation of Team Projects

Description:

3

Besides following a robust problem solving process, project teams must present their results to their
stakeholders and other interested parties to get their buy-in and active support.

Communication
Skills

Speaking To Persuade

Description:

5 28

Each and every one of us must sell two important commodities: ourselves and our ideas. Learn the latest
findings and the classic theories from the field of social psychology used everywhere. This hands-on
session elaborates on seven powerful persuasive patterns and shows you how to put them to work.

Communication
Skills

Turning Conflict Into Cooperation

Description:

3 28

Ignoring conflict risks a cycle of escalation that leads to poor morale, low job satisfaction, rising
grievances, escalating hostilities and heated arguments. Leaders must know how to manage, moderate and
mediate the conflicts that inevitably occur within organizations.

Leadership

Running Top-Drawer Meetings

Description:

4 23

Wasted time in meetings is like high blood pressure—it can prove fatal unless corrected. Without
following a strong meeting process, organizations hemorrhage away the one resource that can never be
recaptured—time. It is not unusual for meeting participants to admit that between 40 to 50% of the time
spent in meetings is wasted. Yet these costs never appear on the balance sheet even though they can
amount to hundreds of thousands or even millions of dollars a year in lost employee productivity.
Discover how to better manage the three stages of a meeting and utilize tools to evaluate meeting
effectiveness.

Leadership

Defining the Problem

Description:

6 57

If teams follow a problem solving process (PSP), they greatly increase their probability of success. This
module emphasizes problem definition, for sound solutions rarely surface from poorly defined problems.

Problem Solving

Analyzing the Situation

Description:

6 58

Too many decisions get made in the partial vacuum of opinion rather than the clean air of facts. This
module shows how to analyze information to find the root causes that must be fixed if the problem is to be
solved.

Problem Solving
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Generating New Ideas

Description:

2 13

Linus Pauling, a winner of the Nobel Prize, had a favorite saying that went, “The best way to have a good
idea is to have many ideas.” Practice using a number of easily learned techniques that generate numerous
ideas in a short period of time.

Problem Solving

Making Sound Decisions

Description:

3 27

The greater the number of ideas, the greater the need for mental tools that separate the good ideas from the
bad. Learn evaluation methods ranging from quick techniques such as majority voting to more powerful
tools such as criteria weighting and cost-benefit analysis.

Problem Solving

Generating an Executable Plan

Description:

4 16

There is a great deal of truth to the old saying, “Most people don’t plan to fail—they fail to plan.” Both
managers and project teams must  master planning methods to insure their recommendations or goals are
effectively implemented.

Problem Solving

Implementing and Evaluating the Plan

Description:

1 6

This phase addresses how to insure recommendations are fully adapted and lessons learned are not lost.

Problem Solving

Types of Problems Faced At Work

Description:

5 27

There’s a great deal of truth to the the old saying, “If the only tool you have is a hammer, all problems
look like a nail.” Problems, no matter how complex, boil down to having the right tools to deal with
certainty, uncertainty, risk and conflict.

Process
Improvement

Building High Performance Teams

Description:

4 43

When it comes to profitability, teamwork counts. Teams avoid many of the problems bedeviling
groups—issues such as low morale, selfish interests, hidden agendas, hostility between members,
information hoarding, and an unwillingness to cooperate with each other. Building teams rests on a
foundation of core concepts--key tactics and guidelines leaders can follow to spark cohesion, kindle
cooperation, and fire-up camaraderie. Learn how to define a strategy that builds bonds between
individuals, creates identity, sets goals and communicates e

Team Building

Switching Roles: Acting as a Meeting Leader and
Facilitator

Description:

12 98

Too many staff meetings, task forces, committees, and quality improvement teams rehash the same old
issues and fail to produce tangible results. For example, research indicates that 30% to 60% of the time
spent in meetings is wasted.

Learn the tools and techniques that help individuals who run meetings to act as a leader and a
facilitator. By doing so, one can enhance participation; clarify content, set ground rules and codes of
conduct; deal with conflict; evolve groups into teams; expedite consensus; map out tasks, define roles and
responsibilities; and play the communication roles that facilitate action.

Team Building

How To Set-up Teams

Description:

5 27

One of the most powerful forces for organizational improvement reside within the temporary teams
chartered to fix a specific problems. In fact, studies show that organizations with managers that can
transform groups into teams out perform those that can’t. Yet, setting up project teams remains a mystery
to many in authority despite the great importance placed in promoting teamwork. This program covers the
essentials of how to get a project team through the likely onset of destructive conflict characterized by the
storming phase of group evolution.

Team Building
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Mastering Group Communication Roles

Description:

5 43

This program addresses what supervisors and team leaders must know about communication in groups
and teams to run successful meetings. It covers the basic communication roles used by all great facilitators
to reduce conflict, minimize misunderstanding and seek consensus.

Team Building

Changing Group Norms

Description:

5 30

 Just as individuals behave in a certain way, so do groups. Norms are patterns of behavior that apply to an
entire group that ultimately determine their level of performance. Changing dysfunctional norms and
developing more healthy ones are one of the more subtle, yet critical aspects of evolving a group into a
team. Norms are implicit and explicit, functional and dysfunctional. They are sometimes easy to see and
sometimes difficult to understand but they are always important.

Team Building
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