Information Guide
                                                                                                                 5 day session
Human Resource Skills for Supervisors and Managers
40 Hours

The Federal Human Resource requirements are often confusing and difficult to understand.  Federal managers and supervisors are held responsible for knowing the content of these laws and regulations and applying them daily in the workplace.  Without a solid foundation and understanding of this myriad of laws and regulations, federal supervisors and managers are often at a disadvantage when dealing with their employees.

No one expects federal managers to navigate these requirements on their own.  This course will give federal managers the tools they need to work effectively with their employees, the local HR staff, and local union representatives to manage their work effectively.  The course is designed in a manner that each chapter builds on previous chapters to provide the manager with the interactions of the various HR programs as they affect the work of the manager.
This workbook is designed to provide each participant with a handbook to apply as situations arise within the organization.  The course is not designed to develop the manager into a proficient HR specialist but rather to provide the participants with a working knowledge of the HR programs that will permit them to successfully accomplish their individual HR responsibilities in a legal, successful manner.

Content:

· The Merit System

· Prohibited Personnel Practices

· Ethics

· EEO Responsibilities

· Leave and Attendance

· Position Classification

· Recruiting and Making Selections

· Performance Management and Awards

· Conduct and Performance Based Actions

· Labor Relations

· Handling Grievances and Complaints

· Managing Safety and Health

Training Objectives:
· Provide information on management responsibilities assigned by federal regulation

· Provide guidance for managers to carry out responsibilities of performance management, labor relations, leave administration and ethics

· Assist managers in differentiating between performance and conduct actions

· Provide managers with information on how to more effectively work with the HR specialists to recruit and classify positions as well as resolve employee grievances and appeals.

Methodology:

Training is accomplished by lecture and application of lecture materials through a series of case studies based upon actual federal cases.  Lecture  and workshops are supplemented by use of PowerPoint presentations, films, and other media that create a fertile learning environment for participants.

Target Audience:

Newly appointed supervisors and managers and managers wishing an update on the latest cases

Phil Varnak Associates
3042 S. Macon Circle
Aurora, CO 80014


Office: (303) 337-6203

Email: phil@pvarnak.com
