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Supervisory Skills

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.
	Duration:


	1 Day

	Audience:


	First Line Managers / Supervisors who have been newly appointed or never received formal management training.

	Overview:


	How often are the best operators, whether in the office or out in the field, promoted into managerial positions only to flounder. Unfortunately far too often. This course equips supervisors with basic skills to progress from one of the team into the supervisor’s role.

	Course Topics:


	

	· Role of the Supervisor

· Qualities Required

· Internal / External Responsibilities

· Team Working

· How teams work

· Different roles within teams – Belbin team types

· Task Management

· Problem solving & decision -making

· Time Management

· Delegation

· Leadership

· Leadership styles

· Self analysis of leadership style
	· Motivation

· What motivates you and your staff?
· Effective Communications

· 2 way communication
· Transactional analysis
· Active listening
· Questioning skills
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