ACADEMIC DEPARTMENT MANAGERS

TRAINING CURRICULUM

First Draft – April 2008


BASIC  (new/off-campus hires)

New Employee Orientation






Free 

Benefits Orientation Schedule
Retirement & Savings Workshops
LEVEL I

ORIENTATION MEETINGS:

A.I.S.





Tchad Sanger

Catalog/CEP 




Margie Claxton

CLP





Rita McCue?

Cognos




Suzanne Willas?

CruzBuy




online

CruzPay




online

CruzTime




HelpDesk/Divisional Support???

DivData




Nancy Degnan

GARP





Graduate Division

InfoView




Kimberly Register

REQUIRED TRAININGS:

Fair Hiring








Free

Ethics Briefing







Free

Title IX: Sexual Harassment Education: Free



Online Only

Building a Safety Culture (For Supervisors & Managers) 


Online Only

OTHER TRAININGS:

Business Writing Fundamentals

(as needed)


$165

Building a Successful Partnership with Your Boss



$75 

Developing as a Professional






$75

Introduction to Supervision
 





$95

Recruiting, Orienting & Training Your Staff
(as needed)


$55

Technology/Computer Training 

(as needed)

LEVEL II

Performance Management Series
 

 


$95

Coaching Our Talent







$95

Managing in a Union Environment (For Managers & Supervisors only)
$55

Interviewing Today's Workforce





$165

LEVEL III

Business Officers Institute (BOI)
Situational Leadership






$95

Building Your Team







$95

Managing Your Career






$95

2 electives

LEVEL IV

Ethics & Financial Management (series)




Free

Introduction to Management (In Development)



$95

Project Management







$95

ABOG






registration/travel/hotel/etc.

2 electives

LEVEL V

Facilitating Groups & Running Meetings




$55

UCSC Leadership Academy, January – June




Free

Diagnosing Organizational Problems





$55

2 electives

LEVEL VI

Institute for Management Studies (IMS) Seminars: 

Various Dates & Topics, San Francisco

Effective Program Planning & Evaluation



$165

Delivering Dynamic Presentations





$95

RMS Certified Hiring Manager Training




Free

MSAP Informational Briefing





Free

Management Skills Assessment Program (MSAP): 



$850 +

Asilomar Conf. Grounds, Pacific Grove, April 28 - May 2, 2008. 
travel costs

Application required. Check back in January for application.

ELECTIVES:

Business Writing 

Editing & Proofreading






$75

Grammar & Punctuation






$75

Sentences & Composition






$75 

Communication & Collaboration

5 Steps to Non-Defensive Communication




$55

Reaching Agreement & Resolution





$150 

Courageous Conversations






$75 

Nonverbal Communication & Dynamic Listening



$75 

Communicating for Success






$165

Communicating Across Generations {Pilot}




$55 

Negotiating Effectively: 8:30 - 11:30 am, 




$55

Resolving Workplace Conflict





$165 

Supervisory Development

Introduction to Supervising Students





$55

Technology

Computer Basics







varies

Database

Spreadsheets








by

Presentations

Project Management







topic

Desktop Publishing







&

Web Development

Online Learning







class

Program Planning & Process Improvement

Creating Surveys That Work






$165

Train-the-Trainer

Training Fundamentals: Designing & Delivering Training


$95

Training Fundamentals Using Computers




$95 

Work Life Balance

Mindfulness Based Stress Reduction
 




$150

Acupressure for the Office






$55

UCSC Wellness Center: Staff & Faculty Classes
UC Living Well
Safety

UCSC Emergency Preparedness Training (CERT)



$75

CPR/First Aid: 







$40

Basic Fire Extinguisher Use 






Free

Violence in the Workplace 






Free
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