SW Region Courses 
Accounting for Non-Accountants:  This course will assist the participant in understanding how to make journal entries, the general ledger, financial statements and budgeting.  The course offers many possibilities for career advancement for both employees and managers because they will understand the relationship between the job function, the accounting process, and the organization’s goals.

Achieving Maximum Productivity in the Work Place:  This program provides the tools needed not just to catch up, but to stay on top of your workload. We’ll teach you how to plan, prioritize, and balance multiple projects and responsibilities.

Advanced Priority Placement Program (APPP):  This course covers updated policies, procedures and technical processes applicable to the PPP.  Subjects include Retained Grade Placement Program, Military Spouse Preference Program, Voluntary Separation Pay and Phase II program.

Anger Management:  This course can help you manage your anger in your day-to-day life. It is meant for people of all ages, races, or religions who recognize a need to control their negative emotions, and need a solid place to start.

Army Resume Builder:  This course assists employees with properly navigating the Army Resume Builder system.  We would like to emphasize that this is not a resume writing class.

Automated Personnel Processing (APP):  This new updated version of Automated Personnel Processing is designed to provide comprehensive instruction on how to use DCPDS to process all types of routine and special personnel actions. This class will be of value to both the seasoned employee and those less familiar with DCPDS.  Each employee will become more familiar with the proper use of DCPDS in the execution of his or her daily work requirements.

Basic Communication Skills:  This course is designed for those who want to enhance their speaking, listening, and writing skills.  
Basic Human Resource Development:  This course covers basic skills and principles for the training and development function, including how to interpret policies and regulations, review training nominations, evaluate training, and consult with employees and line managers.

Basic Labor Relations:    Through lectures and practical exercises, participants are introduced to the Federal Service Labor Management Relations Statute.  This course covers the major components of the federal labor relations program and affords a firm foundation for increasing the participant's labor relations expertise.

Basic Management-Employee Relations:  An introductory course which provides participants with grounding in the functions, responsibilities, procedures, and skills needed to effectively function in the MER area. The course combines basic concepts and principles with the opportunity to practice MER skills through guided case discussions, workshops, and group activities.
Basic Priority Placement Program:  Learn the rules and procedures for PPP.                                                                                                                                                                                                                                                                                                                                                                                             
Basic Staffing:  This course provides an overview of the major staffing functions and related legal and regulatory requirements. The course also covers the primary staffing processes such as determining when competition is required, evaluating candidates’ qualifications, developing and/or processing competitive registers, setting pay and determining retention standing and placement rights under reduction in force. The flexibility management has in staffing and placement actions are emphasized in this course. Lectures, class discussions and “hands-on” exercises are used to develop students’ technical knowledge and consulting skills.
Boat Operator Refresher:  This refresher training provides motorboat operators with updated information on new equipment, trends, and techniques in watercraft operation. It also provides a method to check an operator's skills to ensure that individuals are able to safely operate motorboats in their expected work environment. 
Briefing Techniques:  This training covers how to overcome your fear of public speaking!  You will learn strategies to develop and organize your thoughts; speak directly to the audience, field tough questions and get the most from visual aids.

Budget Analysis Workshop:  This course covers relating goals, objectives, and priorities to program resource performance; use analytical methods to measure workload and efficiency; and evaluate a full range of economic analyses, including cost benefit, payback, lease versus purchase, and more.

Budget Execution:  This course covers steps and strategies in executing a budget.  Develop contingency planning tools.  Understand Anti-Deficiency Act compliance.  Review OMB Circular A-34 budget execution requirements.  Understand application of the Government Performance and Results Act (GPRA) to budget execution.  

Budget Formulation:  This course covers how to develop effective budget formulation techniques.  Examine the relationship between the current year/prior year budgets.  Develop a budget year strategic plan.  Review OMB Circular A-11.   

Budget Justification and Presentation:  This course covers how the budget justification process works.  How to write and present a sound budget.  

Budget Training PROSPECT:  This course is targeted for those civilian and military employees of the Corps of Engineers who work directly within the financial management arena.  It provides a framework and knowledge of the federal budget process with specialized emphasis on policies and procedures of the Corps of Engineers.  
Building Better Working Relationships:  This course covers the fundamental competencies needed to achieve solid work relationships; to identify and avoid communication mistakes such as misinterpreting others; and to learn how to build rapport and achieve trust.   
Business Objects Application (BOA) Business Objects is the simple, powerful, and flexible ad hoc reporting tool for use with the Defense Civilian Personnel Data System (DCPDS). 

Business Writing and Grammar Skills:  This course will take you step-by-step through each aspect of the writing process, giving you smart tools and easy-to-use techniques that will transform your writing from so-so to sensational.  
Calculating Retirement Service Computation Dates:  This course provides specific guidance on determining whether periods of civilian and military service will be creditable in an employee’s Retirement Service Computation Date (SCD).  This course is designed to assist employees in Human Resources who are responsible for any of the following: establishing Retirement SCDs for employee payroll records, calculating annuity estimates, providing pre-retirement counseling, or processing annuity applications for retirees and their survivors.

Career Development:  This course covers how to objectively analyze your present skill level, ways to improve that skill level; learn how to convert negatives into positives; learn how to create opportunities for yourself and others.  

Change:  Opportunity or Obstacle?:  This course gives participants an approach they can use personally and as a work group to deal with change constructively. Change in organizations is the result of human activity.  Change is initiated and sustained by people.  People can make change an opportunity for improved personal and organizational performance.  

Cisco Routers:  Introduction:  This course covers creating configuration files, installing and configuring routers to build multi-protocol internet-works, performing software and hardware upgrades and troubleshooting IP/IPX routing problems using debug commands.

Coaching and Counseling:  This course covers participant steps to prepare for counseling and coaching; the counseling and coaching process; and the follow-up.  
Coaching Skills for Managers and Supervisors:  This course covers critical communication skills; how to motivate employees; when and how to counsel employees; and how to utilize available talent and bring out the best in everyone.  

Coding Personnel Actions:  This course consists of four modules which contain information for entry-level personnel staff who are interested in gaining an understanding of how to use Operating Manual 296-33 to complete daily personnel functions.  This course may also be useful for individuals who are not members of a personnel office staff but wish to know more about the functions of a personnel office.

Communicable Disease:  This course provides information about the cause, transmission, symptoms and prevention of major communicable diseases, and to increase awareness of each individual's responsibility for their own good health.
Communicate Better:  This program builds a foundation of relationship skills that will help you communicate, respond to conflict, handle difficult situations, and relate to customers and coworkers.  Learn interpersonal skills to help you conquer office politics, develop professional rapport, and defuse bad situations.  Understand and adjust to personality differences.  Recognize non-verbal communication.  Assertively communicate.  Handle difficult people and situations.  Resolve conflicts and defuse anger.  Instill confidence.
Community Partnerships:  This course gives an overview of land management development in the United States.  Participants will identify influences of past management beliefs and practices on their present community’s challenges and opportunities; strategize ways to turn challenges to the partnering environment into opportunities after consideration of the types of challenges which exist; and the ecological, social and economic factors influencing partnership formation and operation.
Computer Security Awareness:  This course is mandatory annual training for government computer users.
Conducting Performance Appraisals:  This course reviews legal aspects of written appraisals, rating tendencies, coaching techniques and planning for performance improvement.  
Confined Space Entry and Rescue:  This course is designed to give students the knowledge and skills needed to prevent employee injury and teach procedures to safely enter confined spaces.  Special attention will be given to rescue/safety techniques and the equipment necessary to perform in the confined space scenario.      

Conflict Management:  This course covers how to master environments of change and work through times of conflict and confrontation.    
Conflict Management and Confrontational Skills:  This course shows how to keep your cool, stand your ground, and reach a positive solution.  You’ll be more relaxed and in control once you learn the key communication skills.  
Conflict Resolution for Managers and Supervisors:  This course covers the skills necessary to recognize potential conflict situations; effectively deal with difficult employees, peers, customers and others with whom regular contact occurs in the workplace; communicate more effectively in a wide variety of situations; understand traditional and alternate means of conflict resolution; effectively use mediation to resolve problems.  
Consideration of Others:  This course shows employees how to work with others from different backgrounds, interests, teams, and to handle workplace situations in an objective and professional manner. 

Contract Administration:  This seminar will red-flag the many legal problems often encountered in the contract administration process.  You’ll walk away with a step-by-step system to help you avoid or overcome these dangerous hazards.  
Contract Law:  Covers the unique laws of federal contracts that are derived from statute, regulation and the decisions of administrative and judicial forums.  

Contract and Procurement Fraud:  This course covers how to recognize the indicators of procurement fraud in different government contracts and develop strategies to identify and quantify its extent.    
Contracting Officer’s Representative (COR):  This course provides contracting officials a way to improve job performance of personnel outside the contracting career field who will be overseeing contracts at the installation.
Controlling A Budget:  This course covers the basic method for managing unit budgets, so units can stay within the legal and administrative limits set by Congress, the Office of Management and Budget, and agencies.

Coping with Continuous Change:  This course examines the effects of change and typical responses to it with emphasis on why people resent change.

CPR – Cardiopulmonary Resuscitation:  This course covers breathing and cardiac emergencies in adults, infants and children; heart disease prevention; and introduction to Automatic External Defibrillators (AED).                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
Crane Safety PROSPECT:  This course provides students with a fundamental understanding and knowledge of the safe operation of the various types of cranes and lifting devices used within the Corps of Engineers.  Inspection, maintenance and operational requirements for cranes and lifting devices will also be covered in this course.  

Creating Flyers:  This course is designed for participants who are familiar with MS Word and who would like to learn how to use Word to create booklets, brochures, and flyers.  Topics include:  columns, graphics, and WordArt.

Creative Problem Solving and Decision Making:  This course covers how to acquire the abilities to solve problems and make decisions that will increase productivity and efficiency, thus increasing organizational effectiveness.  Find out how to plan ahead and prevent problems from recurring and how to use decisive action to attack problems instead of reacting to them.  Also, how to include the input of others in the problem solving and decision-making process.  

Critical Thinking:  This course covers how to improve reasoning and deductive skills to draw accurate conclusions.  Learn to organize information, anticipate questions; recognize and differentiate facts from perceptions and inferences, integrate problem solving into thinking, draw sound conclusions; construct effective argument.

Customer Service/Customer Relations:  This course is designed to give the participant a deeper understanding and appreciation of customer service excellence and tools to use on the job.  Training for customer service is an important phase in developing customer oriented attitudes.  
Data Collection and Analysis Techniques:    In this hands-on course, participants practice the four data collection techniques – measurement, survey, interview, and observation – through class activities and projects. Participants learn how to develop study methodology, design survey instruments, and determine sampling size and procedures. Analysis of data includes topics such as forecasting trends, determining averages and percentages, ranges of variation and standard deviation. Other topics include sampling errors; use of internal and external secondary data; quantitative and qualitative approaches to social science research; and the ethics and politics often associated with data collection and analysis.

Dealing with Angry Customers:  This course is intended for all professionals who want to learn how to handle an angry customer calmly and effectively.  How you will benefit: Defuse angry customers quickly; maintain a positive attitude with all kinds of customers.  Manage your anger and frustration, cope with emotionally charged situations, control difficult interactions with your internal and external customers, avoid behaviors that foster customer irritation or dissatisfaction.

Dealing with Difficult People:  This workshop gives people the necessary information and practical strategies to overcome negativity and difficult people in the workplace and other settings.  

Dealing with Workplace Negativity:  This seminar will equip the employer with the tools and insights to effectively deal with negative attitudes wherever you find them. 

Decision Analysis Course:  This course covers methods to analyze complicated business decisions and determine recommendations for decision makers.  Special attention is given to decision making with imperfect or incomplete information.  Techniques taught include decision trees, value of information, influence diagrams, multi-attribute decisions, economic analysis and sensitivity analysis.  
Delegated Training Authority: This course provides mandatory instruction to managers who have been granted Delegated Training Authority.  This class is designed to provide information on the types of training available and the do's and don'ts relating to approving training for civilian employees. 

Determining Vet Preference/Calculating Service Computation Dates:  This course provides in depth studies of veteran preference and service computation dates in order to determine entitlement to preference and to distinguish between SCD leave and SCD RIF.  
Dynamic Leadership:  This updated course covers a range of both traditional and innovative Leadership Techniques that will transform the workforce into a cooperative and productive unit.  Course content will include "what is happening at the workplace in Government" and create leadership that will bring about successful change in accordance with agency requirements.

Effective Briefing Techniques and Presentation Skills:  This course covers effective briefing skills to overcome nervousness; create an enthusiastic and colorful speaking presence; win your audience over to your side; and how to keep listeners interested and involved every step of the way.
Effective Delegating:  This course shows participants how to delegate more effectively regardless of the circumstances; motivate others, regardless of style, into effective partnerships; adjust your own style to meet the needs of others; improve relationships through efforts of collaboration and compromise; and establish a parameters and empowerment contracts.  
Effective Meetings:  This course will examine, understand, and “trade up” our beliefs about meetings.  Develop the tools and techniques that support effective meetings, including meeting facilitation, the agenda, meeting process, action planning, and meeting guidelines.  
Effective Work Delegation:  Covers one of the most important supervisory skills you can use to engage employees in their work and achieve faster results.  

Effective Writing:  This course will assist attendees in determining the correct sequence and logical order flow of their documents.  
Employee Benefit Information System (EBIS) Training:  This course is an overview of EBIS and available services as they relate to Retirement Planning, Survivor Benefits, Thrift Savings Plan, Health Benefits, and Life Insurance.    
Employee Performance and Conduct Problems:  This course covers how to decide on penalties for misconduct, document problems, plan for performance improvement, and learn practical strategies for coping with discipline and behavior problems.  
Equal Employment Opportunity (EEO) Basics for Managers & Supervisors:  This two-day course will guide managers or supervisors through the EEO process.  Basic principles, prohibited forms of discrimination, the complaint process, burdens of proof, the role of the EEO office and the counselor, and the manager's role and responsibilities are discussed.  Participants will learn the basic policies and requirements of the EEO and Affirmative Employment Programs, roles and responsibilities of Affirmative Employment Programs and Special Emphasis Programs, and to identify practices which support EEO objectives, as well as those which may lead to complaints of discrimination.
Ethics Training:  Brings into focus the Army’s ethics and expected behavior from a civilian employee.

Facilitation Strategies for Leaders:  This workshop provides leaders with core concepts, and tools and techniques of facilitation.  Today’s leaders need to know how to create buy-in, generate active participation, empower people to take charge and effectively deal with conflict.  

Federal Budget Process:  This course covers how to identify the major phases and timing in the budget process and describe the principle participants.  Explain the importance of political relationship (both internal and external to your agency) as key components of budget formulation. Describe the respective roles of the Office of Management and Budget, General Accounting Office, Congressional Budget Office, and the inspectors general of the Executive Branch in the budget process.  Identify current issues that affect the Congressional phase of the federal budget process and the inherent instability of the process.  Describe the relationship of the review and audit activities on future budget formulation.  Participants will benefit from this course by knowing the major phases of the budget process; being the expert others consult to interpret budget developments at their agency; understand how their organizations budget evolves at the macro level.
Federal Budgeting for Non-Budget Personnel:  This course covers basic considerations and techniques.  Learn how to develop an operating budget for a field-level activity or organizational unit.  Increase your budget responsibilities and understand common budget terms and use them appropriately.  This course will help you to provide valuable assistance to your supervisors in constructing an operating budget.  You will learn: Important budget concepts and terms; valuable techniques for estimating costs; key characteristics of object class budget and program budgets and one-year appropriation and funding issues.  Participants will be able to demonstrate that they are ready for increased budget responsibilities; understand common budget terms and can use them appropriately; work with federal budgets confidently, legally and accurately.
Federal Retirement Benefits (CSRS/FERS):  This course is designed to provide you with an overview of the ABC-C processes as well as providing information on submitting individual retirement packages. This includes such items as Retirement Eligibility, computation of benefits, potential reductions in annuities, and health, life and TSP coverage into retirement. It will also cover the most commonly found errors in completion of the retirement forms.

First Aid/CPR Refresher:  This course reviews breathing and cardiac emergencies; identifying and caring for bleeding, sudden illnesses, and injuries; preventing disease transmission.  

Fiscal Law Video Tele-Training:  This course provides students instruction regarding the statutory and regulatory limitations governing the obligation and expenditure of appropriated funds and an insight into current fiscal issues within the federal government and the Department of Defense.  Instruction includes the three basic fiscal controls (purpose, time, and amount); specialized instruction on topics such as Anti-deficiency Act investigations, military construction funding, liability of accountable officers, reprogramming, payment and collection, and continuing resolution authority; and various headquarters perspectives.  
Forklift Operator Training:  This course pertains to any lift truck operator in all industries (general industry, construction, shipyards, marine terminals, and long-shoring operations) in which the trucks are being used, except agricultural operations.
Fundamentals of Effective Project Management:  This course covers how to save time by learning how to eliminate time wasters, deal with interruptions, and effectively handle over delegation.  
General Schedule  Supervisory Guide (GSSG):   Field Advisory Service (FAS) conducts this two-day course for experienced specialists and generalists heavily involved in classification.  The class includes exercises for each of the GSSG factors followed by OPM Classification Digest decisions that explain the principles involved with the exercises.

General Schedule Within Grade Increase:  This course provides instruction in statutory and regulatory requirements for within grade increases under the General Schedule pay system.  It is designed for Human Resources staff members who establish and adjust dates for the completion of waiting periods.

Grammar and Proofreading Made Fun:  This course conveys the rules of grammar and punctuation, but does it in a fun and productive way, which results in retention of these important skills.  Topics include key rules for subject/verb agreement, ambiguous pronouns, active vs. passive voice, techniques for proofreading hard copy and computer screen documents, punctuation (commas, semi-colons, quotes, apostrophes, colons, dashes).  Also addresses three key rules to capitalization and commonly misused words. 
Grammar Skills Workshop:  This course thoroughly reviews basic English Grammar and how to effectively communicate as a result of the proper use of words, sentences, phrases, and construction.  
Handling Difficult People and Resolving Conflicts:  This course covers how to be able to identify characteristics of difficult people, apply specific communication techniques to gain cooperation, and to motivate difficult people to comply with their commitments.  

Handling Discipline Problems:  This course covers how to discover the root cause of behavior problems.  Distinguish between positive motivating and damaging criticism.  Earn the trust of non-performers.  Get employees to buy in to company policies and procedures.  Understand the legal implications of their actions.  Motivate employees to solve problems and work toward common goals.  Develop real plans for performance improvement.  Determine who won’t produce vs. who can’t produce.
Handling People with Tact:  Participants learn to identify the root causes of performance problems; how to maintain a clean, open communication channel with a problem worker; and how to offer constructive feedback.
Hazardous Communication:  This course covers how to reduce the risks involved in working with hazardous materials; to transmit vital information to employees about real and potential hazards of substances in the work place, to reduce the incidence and cost of illness and injury resulting from hazardous substances, to promote public employer's need and right to know, and to encourage a reduction in the volume and toxicity of hazardous substances.  
Hazardous Toxic and Radioactive Waste Refresher (8 hour):  This course is for working level and management personnel having responsibilities in the USACE Superfund, and other Hazardous, Toxic, and Radioactive programs.  It provides an overview of responsibilities and acceptable work practices for Quality Assurance Representatives and supervisors on Hazardous Toxic and Radioactive Waste construction sites.  
Hazardous Waste Operations and Emergency Response-40 Hour Course:  This class teaches implementation of emergency response plans, classification, identification, and verification of known and unknown materials using field equipment and instruments, review of assigned roles within the Incident Command System, selection and proper use of personal protective equipment including respiratory protection, decontamination procedures, review of basic chemical and toxicological terminology.  This class fulfills the requirement for certification under 29 CFR, Part 1910.120 (e) as a "General Site Worker".

Hazardous Waste Operations and Emergency Response-24 Hour Annual Refresher:  This course provides the 24 hour annual training requirement mandated by OSHA 29 CFR1910.120. Workers attending this course will cover health and safety procedures, and personnel protection during work operations at hazardous material sites.
Heavy Mechanics Course:  This course will help you troubleshoot problems in vehicle engines, steering, brakes, and suspensions; tune and repair engines; replace or repair damaged body parts, hydraulic arms or shovels, and grader blades; and establish and follow schedules for maintaining vehicles. 
How to Be a Highly Successful Team Leader:  This course will cover the fundamental steps in strengthening your leadership skills.  
How to Build and Maintain a Successful Team:  This course will cover how to overcome lack of cohesiveness, leadership or positive attitude and maximize efforts in working toward common goals.  
How to Get More Organized:  This course covers benefits such as break time-wasting habits, bring order to a chaotic life, reduce everyday stress and frustrations, claim more time for yourself, and enhance your professional image.  
How to Handle People with Tact and Skill:  This course covers how to take the offensive against know-it-alls, dictators, snipers, gripers, “yes” people, “no” people, and all the other contrary characters you confront everyday.    

How to Supervise People:  This course covers you how to blend employees with differing attitudes and backgrounds; set goals and assess productivity; delegate the right way; and reduce employee turnover.  

How To Write Performance Standards And Objectives:  Participants will receive an overview of Army performance management, how to create a clear linkage between individual performance and organizational success, understanding use of Army preprinted generic standards, applying generic standards, when to clarify generic standards, how to clarify generic standards.
Human Behavior in Organizations:  This course is designed to provide the manager with working concepts of effective human resource management, applied to achieving both personal and organizational goals.
HR Consultants Course:  This course focuses on development of the professional and business management skills which are needed to be an effective Civilian Human Resource (CHR) advisor to managers and other customers. The course includes lectures, classroom exercises, panel discussions and case studies which are designed to develop the advisory and consulting skills needed by CHR professionals. This course does not address technical or functional skills although case studies and exercises are based on human resource issues and scenarios.

Improving Customer Service:  This course identifies how to tell when you are really delivering Exceptional Customer Service! 
Improving Employee Performance:  This course provides methods to improve employee performance. Counseling employees is one type of communication that needs to take place between supervisors or managers and employees to enhance communication. This type of communication creates a time and place for constructive dialogue, and is a fundamental skill for improving an employee’s performance.
Increasing Human Effectiveness:  This course fosters personal accountability and develops self-management skills, assists people in managing accelerated change, and increases acceptance of new ideas.  
Instructional Methods: This course is designed to enhance skills of those responsible for conducting various types of Army human resources training. It can be used to develop/enhance individual platform and facilitation skills. Participants will learn student-centered methods of instruction and how to develop participatory instructional materials. Participants will also learn how to evaluate student performance using the Systems Approach to Training and be provided "hands-on" opportunities to apply innovative training concepts through the development, presentation and facilitation of training curriculum. 

Intermediate Project Management:  This course covers how to save time by learning how to eliminate time wasters, deal with interruptions, and effectively handle over delegation.  
Intern Empowerment Program:  This seminar introduces new Civilian Personnel Administration (CPA) interns to Army’s culture.  They will learn about the Army’s traditions and values as well as the role of Army civilians.  It provides insights on the role of the Major Commands (MACOM) in the Army and the relationship between the MACOM and the CPACs.

Intern Leadership Development Course (ILDC):  This course goal is to provide US Army Career Interns with an understanding of the structure of the US Army, the Army’s leadership competencies and a familiarization with their emerging role as tomorrow’s leaders.  Interns will take from the course the structure, symbols and culture of the US Army, apply the Army leadership competencies, describe individual and organizational values, and recognize individual responsibility for self development. 

International Merchant Purchase Authorization Card (IMPAC) Training:  This course covers DoD and Installation Government Purchase Card (GPC) Training requirements and shall be completed prior to Delegation of Procurement Authority and/or card issue. All Cardholders, Billing Officials and Resource Managers shall attend GPC Briefing.  All Users are required to complete annual Government Purchase Card "Refresher Training" to maintain program status and re-certify procurement authority.   

Interviewing Skills for Supervisors:   You will learn how to plan an interview, determine an interviewing style that fits the job being filled and make a successful selection. Every manager interviews candidates for selection. This is a crucial responsibility as we often have to live with those we select for a long time.  
Introduction to Discipline:  This course addresses the key requirements for taking action based on employee misconduct. This course includes practical exercises and discussion.  
Introduction to Financial Management:  This course introduces the laws, critical concepts, procedures and policies involved with sound financial management.
Knock-Your-Socks-Off Customer Service:  This course covers customer service basics; makes every customer feel like number one; and employees learn to handle difficult customers with confidence.   

Labor Relations for Supervisors and Managers:  This course for supervisors and managers is designed to help you represent the Army, your command and your organization in identifying labor relations issues that need addressing and finding solutions in management’s interest. 

Lead Base Paint Training:  This course provides lead based paint safe work practices for renovators, remodelers, landlords, maintenance crews, etc. 
Leadership Education and Development (LEAD):  This course provides each participant the definition of their role and responsibility as a supervisor.  This course is mandatory for all new supervisors of civilian employees (including military supervisors).  

Leadership for Non-Supervisors:  This course is designed for individuals who lead others, office coordinators and other non-supervisory employees who want to enhance their leadership skills.  You do not have to be a supervisor to expand your leadership potential. Simply develop the special skills that will help you gain the respect and support of others.
Leadership Skills for a Lifetime:  This course covers powerful new ways to create team spirit, turn mission statements into a constitution, and maintain control while giving people freedom to be effective.  
Leadership Symposium:  This course covers championing the corporate values, clarifying the corporate direction, matching the person’s strengths to the situation, and developing your people.  If you lead a team or have people reporting to you, your success as a leader depends on focusing on what really brings out the best in your people.  There are six key ingredients and if you are leading people, this seminar is for you.  Whether you are leading a senior management team or a front-line crew, whether you are a team leader, a project manager, or a mid-level manager, the key to your success is in how you lead your people.  The key to your success in leading your people lies in grasping the six critical elements for bringing out the best in others.  
Leadership Training  for Team Leaders:  The course will help the participant to –  More clearly define his/her role as a leader, understand a process to more effectively get his/her ideas across and get good information from others, how to more effectively adhere to commitments (when other commitments get in the way), a process to resolve conflict, a process to define roles/responsibilities and performance expectations, and processes to provide more effective positive recognition or constructive feedback.
Leave Entitlements – “What Managers and Supervisors Need to Know”:  This course includes leave overview; bone marrow/organ donor; accrual; balances and limits; advances and use; personal use; family care; serious health condition; adoption; Leave without Pay (LWOP) and Family Member Leave Act (FMLA).  
Listening and Memory Development:  Covers the effective use of imagery and association and techniques for listening and sorting information while learning to ask key questions that encourage others to share thoughts and ideas.

Listening Skills:  This course covers how to examine the communication process and establish a framework for improving the communication style through improved listening skills, how to listen effectively and learn what affects listening.  
Making Change Work for You:   Learn how to accept change, adapt to it, and make it work for you. See the big picture and take advantage of opportunities that often accompany change. You won't fear change, you'll welcome it. 
Management Analysis:  Designing and Conducting a Study:  This course covers mastering the basics of designing and conducting a study.  

Management Control Process:  This course covers process improvements because it is a keystone concept in modern management.  Processes are supposed to add value, i.e., accomplish something that wasn't done when the process started. Most processes aren't optimal - there's generally some wasted effort, lost time, scrap, miscommunication, or rework. These problems all have costs - some small and some great.   

Management, Leadership and Coaching Skills:  This course covers why differences in the generations are among the biggest challenges.  Define the “Leadership – Coaching” role and learn how to coach during difficult situations.  
Management Skills for First-Time Supervisors:  This course will cover acquiring the supervisor’s mindset and image; building blocks to supervisory excellence; creating productivity and building morale; confidently handle conflicts – every time; how to get things done on time and on target; and payoffs – how to stay on top.  
Management Skills for Secretaries, Administrative Assistants, and Support Staff:  This course covers how to handle people and projects independently; manage projects; make decisions confidently; and negotiate win-win agreements.  
Managerial Skills for the New Manager:  This course conveys what it means to manage on a daily basis.  The participant will explore various leadership roles and complete exercises to explore the participant’s strengths and weaknesses.  
Managing Attendance and Leave for Supervisors:  This course will help you understand your role in administering the leave program and make sure your employees use the leave to which they are entitled.    

Managing Change Effectively:  This program offers insight in how to control change before change controls you.  Among the four areas to be discussed are: Emotional responses to change; preparing positively for change; communicating clearly during change; and staying motivated during change.  This course is relevant for employees who have undergone workplace change, and who would benefit from adapting to changing work environments, while still maintaining quality organizations.  

Managing Conflict in an Environment of Change:  This course covers conflict as a natural disagreement resulting from individuals or groups that differ in attitudes, beliefs, values or needs; and that conflict is not always negative. In fact, it can be healthy when effectively managed. Healthy conflict can lead to growth and innovation, new ways of thinking, and additional management options.  

Managing Employee Performance and Conduct Problems:  This course covers:  Identifying Common Problems; Resolving Leave and Attendance Problems; Resolving Employee Medical Problems; Prevention and Resolution of Discipline Problems; Addressing Performance Problems; and Alternatives to Taking Discipline and Performance Actions.

Managing Skills for Engineers, Scientists, and Technical Personnel:  This course will help the employee get the results they want "through the use of people."  The new worker is more independent, more resourceful, and new attitudes and behavior are needed to meet the challenge.  

Managing Workforce Diversity:  This course will cover real issues faced by managers, supervisors, and project leaders regarding workforce diversity, including how those behaviors impact people differently as a result of their gender, cultural, or ethnic background.  

Manpower and Force Management:  This course covers manpower and force management functions. The subject areas covered during the manpower blocks of instruction are planning and programming and requirements determination.  The force management subject areas address the fundamental aspects of force management: developing, manning, and equipping the force.   

Memory Improvement:  This course covers how to create categories of main ideas to improved memory retrieval.  Use a variety of internal and external memory strategies.  Employ mnemonic devices for increased memory.  Improve the ability to remember names, faces, numbers, and other vital improvement.  

Mentor Training:  The training program heightens the awareness of Army’s commitment to helping our future civilian workforce leaders achieve their goals and excel in leadership positions.

Office Management:  This workshop is designed to assist administrative staff in developing their skills and creating a more professional work environment.  This includes becoming an effective communicator, how to work with almost anybody, creative use of conflict, organizing and time management, stress management, telephone challenges, and supporting each other.  
Organizational Management:  The program is designed to enhance skills in interpersonal and presentational communication, conflict management, group dynamics and organizational change, problem solving, decision making, strategic planning, and leadership.

Occupational Safety Health Administration (OSHA) Blood Borne Pathogens:  This course explains how disease is transmitted, and how to control exposure through: work practice controls, engineering controls, universal precautions, and personal protective clothing and equipment. 
Pay Setting:  This course covers the basic essentials of pay setting for General Schedule and Federal Wage Grade System employees.

Performance Driven Selling:  This program covers how to identify and understand how to use psychology of selling for winning relationships; manage yourself and gage the behaviors of others; hold yourself accountable to high levels of productivity.    
Performance Management for Supervisors:  This course is a no nonsense program that shows participants how to align individual performance expectations with organizational goals.  How to apply Army generic standards, identify and address unacceptable and marginal performance, distinguish between conduct and performance problems, and counsel employees are among the topics covered. An overview of the Total Army Performance Evaluation System is included in this course.   

Personnel Management:  This is an introductory course targeted for administrators, managers, supervisors, leaders, and others responsible for overseeing employees and leading them through projects.  It contains practical instruction on how to effectively manage the most valuable resource of any organization/people.
Personnel Management for Executives I:  This course concentrates on leadership competencies, workplace issues, networking, relevancy, opportunity, and real-time results. PME I remains a key component in the Army’s commitment to develop you into an adaptive leader with character and competence. As a military or civilian federal executive, this program is a forum designed to improve your leadership skills, expand your perspectives, and teach you to generate effective ideas. Throughout the program, you will focus on the “people issues” within your organization. 

Positive Approaches to Difficult People:  This course covers approaches for maintaining your composure, methods for clarifying underlying issues, and strategic questioning and listening techniques to discover what motivates difficult people.    
Power Mentoring:  This course covers how to apply direct and indirect mentoring techniques to develop people and become a personality profiler.  
Powerful Communication in the Work Place:  This course covers how to get your message across, how to plan for difficult encounters, and how to motivate and influence others. This seminar focuses on real life skills that can be implemented immediately.  Nothing can be achieved at work without gaining the commitment and cooperation of others.
Powerful Telephone Techniques:  This course covers high performance through strengthening phone images and maintaining energy levels, developing telephone efficiency and productivity. 

Pre-Retirement CSRS:  This course covers the knowledge, materials and tools you need to make fully informed decisions about retirement.  Developed for Civil Service Retirement System (CSRS) employees within 10 years of retirement, you will learn about federal retirement benefits, social security, life and health planning.  You will examine Thrift Savings Plan options.  Participants will receive the companion Retirement Planning Guide as a supplement to normal course materials.  Spouses may attend free of charge.
Pre-Retirement FERS:  This course covers the knowledge, materials and tools you need to make fully informed decisions about retirement.  Developed for Federal Employees Retirement System (FERS) employees within 10 years of retirement, you will learn about federal retirement benefits, social security, life and health planning.  You will examine Thrift Savings Plan options.  Participants will receive the companion Retirement Planning Guide as a supplement to normal course materials.  Spouses may attend free of charge.

Pre-Retirement Planning CSRS:  This seminar covers the employee’s federal benefits program in depth. This course is targeted for employees who are within 3 years of retirement.

Pre-Retirement Planning FERS:  This seminar covers the employee’s federal benefits program in depth. This course is targeted for employees who are within 3 years of retirement.

Presentation Skills: This training is designed to show you how to enhance your briefings with more substance, style and credibility.  This is a study of specific methods and strategies that will strengthen your ability to speak with power and confidence; increasing visibility and position within an organization.
Presentation Techniques:  This course is designed for participants who create and give presentations.  Topics include:  guidelines for designing charts, graphs and maps.

Preventing Violence in the Work Place:  This course provides an understanding of the scope of workplace violence and you will be able to identify which type of employees might be most at risk.    Understand and identify the perpetrators.   
Preventing Work Place Harassment:  This course provides the participant with a greater sense of awareness about your role in preventing work place harassment.  

Prevention of Sexual Harassment (POSH): This is a mandatory course for all employees on prevention of harassment and discrimination in the workplace.
Production Training:  This course includes an overview of production training.  Product (or service) management includes a wide range of management activities, ranging from the time that there's a new idea for a product to eventually providing ongoing support to customers who have purchased the new product. Every organization conducts product management, whether it's done intentionally or unintentionally.
Productivity Measurement Workshop:  This workshop for Supervisors and Managers provides tools that improve understanding of productivity measurement and performance.

Project Management:  This course covers effective hands-on processes and techniques for project planning and management.
Proofreading Skills:  Skilled, careful proofreaders can save an organization expense and embarrassment by catching a variety of obvious and not-so-obvious mistakes before they reach the print stage or the critical eye of the reader. This course takes participants step by step through the proofreading process and shows how to check documents systematically and thoroughly. Participants improve their ability to detect various errors and learn how to communicate using proofreading symbols.

Psychology of Achievement:  This program reveals strategies to put your career on the fast track and accomplish more than you ever dreamed possible. Unlock the secret to doubling your brainpower and sharpening your intuition. Discover the key to erasing negative emotions. 

Quantitative Skills for Trainers:  This course is oriented toward trainers with little knowledge of quantitative techniques and their application.  The course will increase an individual's ability to organize and interpret data, analyze and solve problems, and make informed recommendations in the areas of design, analysis, cost, and evaluation of training.  
Reduction in Force (RIF):  This course covers conducting a hypothetical RIF situation and learning alternative actions to RIF and overall RIF impacts.  
Report and Technical Writing:  By making the material you write clear and persuasive you can insure that key "decision makers" not only read your technical reports but act on them. Report and Technical Writing enables you to develop a style of writing that's more accessible to readers. You'll learn an approach to writing reports that's faster and easier than the method you are using currently. This program teaches you how to write reports that will have maximum impact on your readers, and persuade them to adopt your ideas. 

Resource Management Analysis:  This course covers management and/or analysis to include, but not limited to Financial, Transportation, Logistics, Public Manpower, Facilities, Operations, Manufacturing, Education, Acquisition Management and Operations Research.

RESUMIX Training:  This course is a basic overview of Resumix as a staffing tool. This will include an explanation of current business practices, what Resumix is, live demos of opening and navigating the Resume Builder, creating an ANSWER account, password helps, and Frequently Asked Questions and answers.
Retirement Planning:  This course covers how to plan now to achieve retirement, financial and career goals.  Gain information to help make sound investment and savings decisions.  Develop systematic plans for meeting long-range objectives.   Make thoughtful and meaningful choices regarding federal benefits.

Retirement Preparation:  This course covers information on how to prepare retirement applications.

Retirement Systems and Benefits Overview:  This course covers service computation dates, creditable service (civilian and military), retirement coverage determinations, deposits, re-deposits, survivor benefits/elections, annuity computations, FEHB, FEGLI, Thrift Savings Plan, processing retirements forms, counseling prospective retirees, corrective actions and reference tools.

Risk-Based Analysis:  This course introduces Corps of Engineers field office staff to risk-based analysis for flood damage reduction projects.  Participants will know the methodologies for determining uncertainty in discharge, stage, and damage and to evaluate project size and performance accounting for the uncertainty in these parameters.  
Risk Management:  This course introduces processes, methods, and tools for managing risks in a project. It provides a disciplined environment for proactive decision-making to assess continuously what can go wrong (risks), determine what risks are important to deal with, and to implement strategies to deal with those risks. 
Safety and Security Measures for Front Desk Personnel:  This course is designed for receptionists who are expected to recognize and handle security problems, stop trespassers and unauthorized visitors in their tracks, and keep cranks and troublemakers out of the office and off the phone.  

Safety, Leadership, and Management:  This course is designed to show supervisors how to manage more effectively in less time; as well as how to create an organized, cooperative, safety-minded, and productive work force.
Sanitation and Nutrition:  This course covers the importance of sanitation and nutrition in today’s food service. At home, in a restaurant, childcare centers, or nursing facilities - all those who prepare food must know the fundamental principles of balanced menus and sanitary food handling practices.

Security:  This course provides a basic understanding of security principles so that security personnel can work together more effectively to address security and antiterrorism/force protection issues.  
Seven Habits of Highly Effective People:  This course covers the seven habits that successful people share.  This course tells you how to implement them in the organization and personal life.  
Solving Performance and Conduct Problems:  This course covers the employees’ responsibilities and options for appraising performance, administering discipline, or taking formal action on performance.  Managing employee performance is a critical responsibility for every federal supervisor.  
Stress Management:  This course covers how to assess the stress level and uncover the hidden sources of stress. Evaluate and strengthen the support systems.  Solve problems instead of worrying about them.

Supervising in a Bargaining Unit Environment:  This course covers how to supervise employees covered by negotiated contracts.  Improve your understanding of the basic rights of employees, labor organizations and federal management.  Learn about current issues and requirements in labor relations techniques and procedures or contract administration; good faith bargaining; responding to grievances; and avoiding labor disputes.

Supervisory Differential:  This course helps the supervisor apply a better understanding of basic government-wide and DoD pay setting policies and flexibilities to set pay for various types of personnel actions and to improve the accuracy and consistency in pay setting.  

Team Building:  This course will provide attendees powerful new ways to incorporate the elements that make teams a success. 

Test Writing Workshop:  This course will improve participant’s ability to identify properties of good test questions, use strategies to construct good test questions, vary the level of challenge presented by questions, and to use item statistics to analyze and improve test questions by using discussion and guided practice.   
The Complete Course on Facility Management:  This course covers the powerful secrets of handling the multitude of challenges and responsibilities involved in running a facility.  

The Fundamentals of Strategic Planning:  This course covers how to evaluate your employees’ performance and increase their productivity.  Newly promoted supervisors and those who are more experienced, will learn to lead a team to superior performance.  
Time Management:  This course covers how to identify those activities that focus on the urgent rather than the important and how to avoid living in a reactive mode.

Total Army Personnel Evaluation System (TAPES):  This course provides an introduction to references and objectives of the system, overview of the senior system, performance plans, early, special appraisals, performance problems and counseling sessions.

Training Advisory Group (TAG) Meeting:  A meeting for SW Region, Human Resources Development Division, CPAC Chiefs, and training POCs to come together to discuss and share:  training needs, training procedures, and training issues within the SW Region.

Training Developer Middle Manager Course (TDMMC):  This course covers the use of the TDMMC Desk Reference job aid to manage training products and processes, development activities and the integration of training and doctrine with combat, force and materiel development. Primary subject areas are taught with a series of case studies using Small Group Instruction.
Transition to Supervision:  This course provides understanding of the transition from doing the work to getting things done through others.  
Thrift Savings Plan (TSP) Employee Briefing: This briefing will provide information about the TSP program to employees who already invest or who are considering investing.  Topics include an explanation of the different funds available, investment allocation options, withdrawal options and survivor benefit information.  This briefing is open to all employees.  
Thrift Savings Plan (TSP) Uniform Services Overview:  This course has been designed primarily for uniformed services representatives who are responsible for all or part of the implementation of the TSP in their servicing offices and for staff responsible for providing information/assistance to service members. The course covers all facets of the TSP and is equally beneficial for professional/support staff.

Understanding and Managing Human Behavior:  This course develops "Interpersonal Competence" for the entire workforce.  Covers how to improve and build leadership skills and practices and covers how to better assess the learning process to meet and understand individual needs and motivation to reduce existing conflict at the work place.  
Valuing Diversity:  Learning to establish and maintain proactive relations with people who are similar and who are different.
Video Tele-training (VTT) Skills Training:  This course is designed to familiarize you with the use and identification of specific Video Tele-training (VTT) equipment. You will learn how to develop and present a briefing using audio/video media. You will be able to demonstrate a good presentation technique for television while using: The main camera, electronic view graph (Elmo), PowerPoint slide presentation, videotape and live props.
WASS/CIVFORS: This course provides a hands-on introduction to the Workforce Analysis Support System (WASS) and Civilian Forecasting System (CIVFORS).  WASS is a repository of civilian personnel data about Department of the Army civilian employees from 1974 to the present. It includes both "snapshot" data from the end of each quarter as well as transaction data (gains, losses, other changes). It can be used to identify trends and historical strength, and run statistical analyses such as workforce turnover.  CIVFORS is a projection system that uses computer modeling based on five years of actual data to predict accession requirements and losses (e.g., retirements, voluntary losses) for seven years into the future. 
Web-Based Referral System:  This course provides an understanding of how to properly use the Web-Based Resumix Referral System.

Welding:  This training provides participants with the basic knowledge and understanding of various methods and techniques employed in welding and to assure the quality of welds.  

What is Workplace Harassment?:  This course provides an “up-to-date” definition of work place harassment and how to prevent it from occurring.  
What Matters Most:  This course covers how to identify what’s most important and what’s not.  Set priorities that ensure top results.  Know when and how to delegate to others.  Understand that some “crises” simply go away.  Handle stress more successfully.  Value, rather than dread, new challenges.  
Work Place Violence:  Program Strategies:  A workshop covering essential skills and program elements for the prevention and management of workplace violence. Included are strategies for analysis of program needs; recognition, documentation, and reporting requirements; action plans and response teams; legal, medical, and management issues; program design and delivery; and workforce training and marketing.
Writing Effective Position Descriptions:  This class provides instruction on how to use the automated tools available to assist Managers and Admin Personnel in writing effective Position Descriptions (PD's).  
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