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Course Content & Outline

Section 1: Responsibilities as a New Manager

e Effective communication in management.

e Team building and leadership skills.

e Time management for new managers.

¢ Conflict resolution in a managerial role.

» Performance feedback and appraisal techniques.

e Understanding and implementing company policies.

¢ Decision-making and problem-solving for managers.

e Managing work-life balance for yourself and your team.
e Developing a positive and productive work culture.

e Legal and ethical responsibilities of a manager.

Section 2 : Managing Performance

e Setting and communicating performance expectations.

e Conducting effective performance reviews.

¢ Goal setting and performance metrics.

¢ Providing constructive feedback and recognition.

e Addressing underperformance and implementing improvement plans.
e Balancing individual and team performance.

e Utilising performance management tools and technology.

e Employee development and career planning.

e Handling difficult performance-related conversations.

e Continuous improvement strategies in performance management.

Section 3: Communication Techniques

» Effective verbal communication skills.

e Written communication for clarity and impact.

e Non-verbal communication and body language.

e Active listening techniques.

e Tailoring communication to diverse audiences.

e Managing communication in virtual or remote settings.
e Constructive feedback and constructive criticism.

e Conflict resolution through effective communication.



e Building rapport and positive relationships.

e Public speaking and presentation skills.

Section 4: Utilising Varied Leadership Styles

¢ Adapting leadership styles to situations.

e Transformational leadership techniques.

e Situational leadership for effective decision-making.
e Collaborative and inclusive leadership approaches.

e Leading diverse and cross-functional teams.

e Emotional intelligence in leadership.

e Coaching and mentoring as leadership styles.

e Balancing authority and empowerment in leadership.

¢ Assessing and developing your personal leadership style.

Section 5: Care & Influence in Management

e Cultivating a caring and empathetic managerial approach.
e The impact of emotional intelligence on leadership.

e Building trust and rapport with your team.

e Balancing empathy and authority in management.

* Influencing skills for effective leadership.

e Motivating and inspiring team members.

¢ Navigating power dynamics with care and integrity.

e Developing a culture of support and well-being.

e Leveraging influence to drive positive change.

e Ethical considerations in managerial decision-making.

Section 6: Coaching to Improve Performance

e Providing constructive feedback in a coaching context.

* Building a coaching relationship with team members.

e |dentifying and addressing performance gaps through coaching.

e Creating and implementing personalised improvement plans.

e Monitoring progress and adjusting coaching strategies.

e Overcoming challenges in coaching for performance improvement.

e Integrating coaching into a holistic performance management approach.



Section 7 : Managing Difficult Conversations

¢ Active listening and empathy in challenging dialogues.

e Constructive communication during tough discussions.

e Dealing with resistance and defensiveness.

e Strategies for maintaining composure and professionalism.
e Addressing sensitive topics with cultural awareness.

e Building rapport and trust in difficult conversations.

¢ Conflict resolution techniques in managerial discussions.

» Follow-up and support after challenging interactions.
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YouTube Video
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