NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
OFFICE MANAGEMENT




VENDOR
Change Works, 4550 Main Street, Suite 216, Kansas City, Missouri 64111




DATES/LOCATION
4 & 5 Mar 04,  Aberdeen Proving Ground, MD, Bldg. 5467




LENGTH
2 Days (16 hours)




START/END TIMES
0800-1600




COST
$225




REGISTRATION DEADLINE
12 Feb 04
Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
James Barnum, DSN 458-1205, or (410) 306-1205, Send an email message to the Course Manager if you are interested in taking this course: james.barnum@cpocner.apg.army.mil 




COURSE DESCRIPTION





This workshop is designed to assist administrative staff in developing their skills and creating a more professional work environment.

Enhancing Your Role

      (  Representing yourself as competent, capable, and courteous
      (  Representing your organization in a professional manner

Becoming the Effective Communicator

      (  Using the Communicator Wheel to be assertive and decisive – but always courteous.

How to Work With Almost Anybody
      (  How to analyze the payoffs for other people
      (  How to get what you want without attacking others

Creative Use of Conflict

      (  Handling conflict and anger the professional way
      (  Applying the Four Step Model

Organizing and Time Management

      (  The best 10 minutes of every day – how to use them to make plans and avoid   
           catastrophe
      (   Multiple managers (your biggest challenge) – how to balance their demands to 
           everyone’s satisfaction

Stress Management

      ( Increasing your resilience to better deal with stress
      (  Identifying and applying strategies for eliminating stressors

Telephone Challenges

      (  Using telephone manners that say the best things about your organization
      (  Three steps to stop telephone tag

Supporting Each Other

      (  Developing your network
      (  Helping each other grow





WHO SHOULD ATTEND AND PREREQUISITES





All “support” employees, and, and anyone working in an office environment.

More effective working relationships and work more effectively accomplished.  Better morale and job satisfaction.  A less stressful working environment.  Greater productivity.  
Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds   to see if course will satisfy the core competency requirements in your Career Program or Career Field.





METHOD OF INSTRUCTION





This highly participative Workshop uses concept briefings, small group discussions, role play practice, and real issue application to develop, and apply the competencies critical in an office environment.

One of Change Works’ Senior Associates, Paula Switzer, M.A., will facilitate this Workshop.  Paula has more than twenty years’ experience training in these areas.





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill; we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. 





