EMPLOYEE LIFE CYCLE MANAGEMENT
LEARNING OBJECTIVES

Upon Completion of these training sessions, managers will be able to:

Module 1:-4.5 hrs
The Role of the Leader

· Explain their role as an agent of the company

· Describe the ways in which the company manager and supervisor can contribute to employees’ well-being and productivity.

· Use Human Resources available to managers and supervisors

· Comply with company policies, state and federal laws.

· Explain how they can be an effective manager and leader.

· Describe company guidelines and expectations for their position

Need discussions with specific leaders to determine what specific policies and behaviors need to be reinforced.

Module 2- 4 hrs
Foundational Communication Skills

· Know the basic Leadership Principles and Communication Skills, being able to determine when, why and how to use them.

· Apply the skills to the people management situations they face every day to:

· Maximize productivity and service

· Improve overall employee performance

· Move average employees toward excellence

· Build strong internal relationships

· Have in a Management Tool Box proven skills that can have a significant impact on bottom-line results
· Describe the responsibility they have for their own learning.
· Know how the behavior modeling methodology works to help them build successful skills.

Module 3 – 5 hrs plus 1-1.5 hour pre-work required before the session
Selection and Interviewing
· Understand and comply with EEOC regulations

· Recognize behaviors that stand in the way of conducting effective interviews.,

· Demonstrate the skills involved in effective interviewing and the evaluation and selection of job candidates.

· Understand the employment process and those components to be completed prior to allowing an employee to start work
Module 4- 4 hrs

Communicating Performance Expectations
· Identifies the job responsibilities of the position
· Determines the performance standard or expectation for each responsibility

· Communicates both responsibilities and standards clearly and specifically.

· Ensures the employee understands what is expected of him or her.

Module 5- 4 hrs

Teaching a Job Skill

· Identifies a specific job in which to train the employee.
· Asks open-ended questions to determine the employee’s readiness level and understanding of the new job skill.

· Gives a step-by-step overview of the job.

· Coaches the employee through the job, and gives feedback that maintains self-esteem and focus on specific behaviors.

· Asks for and responds to questions and concerns using listening skills.

· Expresses confidence in the employee’s ability by offering specific reasons for that confidence.

Module 6- 5 hrs

Coaching Performance
Reinforcement
Informally approach employee, note and praise the specific behavior, and express confidence

Strengthening Skills

· Review goals and/or expectations with employee

· Reinforces effective use of skills by focusing on specifics

· Identifies skills to be strengthened by asking open ended questions and focusing on specifics.

· Asks for and respond to questions and concerns, using listening skills

· Asks employee to commit using skills to be strengthened back on the job

· Express confidence in employee’s abilities and sets a follow-up date.

Following Up

· Ask open-ended questions to determine how the employee used the skills since the last meeting

· Reinforces effective skill use by focusing on specifics

· Identifies and, if appropriate, demonstrates skills that still require strengthening.

· Asks for and responds to questions and concerns, using listening skills

· Expresses confidence in employee’s abilities and sets a follow-up date

Module 7 – 4 hrs

Conducting a Performance Appraisal

· Give an objective assessment of the employee’s job performance.
· Acknowledge the employee’s accomplishment and skill development.

· Identify areas for employee improvement and skill development.

· Establish goals for the employee to work toward during the next review period.

Module 8 – 4 hrs
Handling Unacceptable Behavior

· Identify situations where it is appropriate to counsel an employee on his/her performance.

· Determines the appropriate level of action, including formal corrective action.

· Has prepared accurate documentation that supports the counseling.

· Discusses the performance problem and its consequences with the employee.

· Generates an action plan to solve the problem.

· Follows up with the employee to assess the plan’s effectiveness.

